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| '»MINUTE‘_ BOOK OF LOCAL__{J7

TSI

INSTRUCTIONS TO THE. RECORDING SECRETARY.

' The Recording Secretary of the Union is the officer who makes a record of all the transactions of the .-
local union. He shall call the roll of the officers and note their absence. He shall at the opening of . ;
‘the meeting on instruction from the chair, read the minutes of the previous meeting.  If approved he -
‘shall 0 mark the minutes, requesting the presiding officer to put his s1onature to the minutes,

Then he shall keep a record of all the transactions that will be done at the meeting. ' He shall make
4 record of all votes and When demanded by the assembly he shall make note of the roll call vote or of
the ‘‘show-by-hand vote.’?’ :

- The Recording Secretary sha]l counter51gn all orders upon the Treasury, which orders shall a]so be»»
51gned by the Pres1dent , . v . Tw

‘When the local union imposes a fine, or the ehalr 1mposes ﬁnes for dlsorder]y conduct at the meetmg, -
-he shall make a record of same and give a copy of such a record to the Financial Secretary and Cor-
responding Secretary so that the fined member will be requested to pay the fine before regular dues from ]
him are accepted. In the record of the minutes the Recordin g Secretary shall mention also the @amount.
of money collected or-the amount of money disbursed and balance on hand, as reports are made by the

; inancial Secretary and by the Treasurer.”-He shall furnishthe General Secretary-Treasurer or other :
uthorized officers with an authentlc copy of the minutes of the meeting when so réquested.- -~ "7 - .o

‘.-He may substitute the Flnanc1al Secretary or Corresponding Secretary in his absence malxmg a re-‘ ‘
,port of h]S work at the next meeting when the. regular secretary will be in office. : :

~ The office of Recording Secretary in smaller local unions may be eomblned Wlth the office of Cor- - _7-
.respondlng Secretgry. : : .~

' INSTRUCTIONS TO THE CORRESPONDING SECRETARY. R

‘The Correspondmg Secretary of the Loeal Union shall have charge of the communications and'tne'
file of the Local. He shall answer all letters of General interest as per lnstructlons of the Local aud
‘retain copy of the answer. :

- He shall send written advices of special meetings to members upon the request of the Pr931dent of
the Local, and for such purpose he shall have the address of every member of the Local

¢ At the request of the Financial Secretary he has to help him in communicating mth the General
‘Oﬁ‘ice regarding financial transactions. »

- In the absence of the Recording Secretary, he may be a substitute to that officer. In small Loea]s the
ﬁice of Recording Secretary and Correspondmg Secretary may be held by the same person . o

: 'Read often the constitution of the International Hod Carriers’, Building and Comr‘non . Laborers" ,‘
nlon of America. , : o
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