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Local Court Officers and Duties 

This section addresses the duties of the Local Court Officers as well as information regarding meetings.  Information 

regarding eligibility, term of office, and succession may be found in the Bylaws.   

 
I. The Regent shall (See Attachments 1, 2, 3, 4 - Tips for Regents, Sample Agenda without 

Script, Script for Local Court Meeting, and Suggested Set Up for Court Room) 
 

A.  Preside at all meetings 
 

B.  Prepare agenda for all meetings 
 

C. Be responsible for transaction of all business of Local Court 
 

D. Obtain permission by motion of the court before any expenditure that is not included 
in the approved budget or the approved standing rules. 

 
E. Follow rules of debate 

 
F. Enforce rules of Local Court (See Attachments 5, 6 - Standing Rules and Standing 

Rules Outline) 
 

G. Enforce Bylaws of THE ORDER 
 

H. Interact with District Deputy/State Representative and State Officers 
 

I. Ensure the participation in Circle of Love program 
 

J. Ensure financial reviews are completed on time every six months (for the period 
ending March 31 due April 15 and ending September 30 due  

                                  October 15)  
 

K. Confer with the District Deputy/State Representative to select a date for the 
Financial Review. Ensure appropriate members are present at Financial Review 
(Regent, Vice Regent,  Recording Secretary,  Financial Secretary, Treasurer, and 
Financial Review Committee)  along with appropriate material (See Attachments 7 , 
8, 9 – Financial  Review Guidelines, Checklist for Financial Review, and Financial 
Review Form)   
 

L.  Ensure all books, files, etc. have been turned over to newly elected officers and 
appointed chairmen. 

 
M. Appoint Circle of Love Chairmen, Standing Rules Chairman, Special Chairmen, and 

Committees (See Attachments 10, 11 - Checklist for Regents and Committees) 
1. Standing Committees are those noted in the Circle of Love, Publicity/Public 

Relations and Financial Review (3 members) etc. 
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2. Special Committees are those committees set up to handle specific tasks 

such as Membership, Telephone, Sunshine, Bulletin, Budget, etc.  
 

3. Train Chairmen  
 

N. Appoint a Ceremonial Coordinator who shall be responsible for the ceremonial 
activities of the Court. 

 
O.  Ensure Court officers have a list of all Court chairmen and committee members. 

 
P. Ensure appropriate signatures are on file at bank. (current officers) 

 
Q. Upon election, review checklist for Regents. (See Attachment 10 - Checklist for 

Regents) 
 

R. Serve as an ex-officio member of all committees, EXCEPT NOMINATING COMMITTEE. 
(ex-officio member information is taken from Robert’s Rules of Order Newly Revised) 

 
S. Represent the Court at meetings of the State Court.  Expenses may be paid by the 

Local Court. 
 

T.  Presents all bills for payment, and countersigns all Local Court checks written and 
signed by the Treasurer  

 
U. Sign all correspondence of the Local Court unless authority is designated to the 

Recording Secretary. 
 

V. After all attempts to retain a member have been exhausted, has final authority to 
terminate membership. 

 
W. Immediately upon election, complete form 8822 and send to IRS (See Attachment 12 

- Change of address for IRS) 
 

X. Immediately upon election, ensure that the List of New Officers Form is sent to the 
National Office. (See Attachment 13 - New Officer List) 

 
Y. Perform other such duties as the laws of THE ORDER require. 

 
II. The Vice Regent shall 

 
A. Assist Regent when requested. 
 
B.  Perform other such duties as may be designated by the Regent such as 

 
1. Membership Chairman 
 
2. Standing Rules Committee Chairman 
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III. Recording Secretary shall 

 

A.  Keep accurate proceedings of all meetings   (See Attachments 14, 15 – Content of    

Minutes, Sample of Minutes) 

 

1.  Have the following items at every meeting: 
 

a. Minutes Book 
 

b. Minutes of previous meeting 
 

c. Agenda for meeting 
 

d. Copy of National Bylaws 
 

e. List of all Committees 
 

f. Copy of Court’s Standing Rules 
 

B. Reads all bills at the meeting 
 

C. Conduct correspondence of Local Court, except as specified under the duties of the 
Financial Secretary. 

 
D. Perform other such duties as may be designated by the Regent. 

 

IV. Financial Secretary shall 
  
A. Receive and Transmit Monies. (See attachment 16 – Flow Chart of Funds) 
 

1. Receive ALL MONIES for court 
 

2. Issue receipts for all monies received regardless of whether it is cash or check. 
 

3. Post receipts in cash book making proper notations for identification  
 

4. Post dues receipts on membership card if used 
 

5. Total receipts in cash book and transmit to Treasurer  
 

6. Count money with the Treasurer  
 

7. Receive receipt from Treasurer for monies transmitted.  Amount of money and 
source should be noted on back of receipt (e.g. Dues - $50, Fundraiser - $100 
etc.) 
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8. File receipts from Treasurer. 
 

9. Post each member’s account information from the cash book to the individual 
page in membership book.  Note:  It is recommended that member’s ID number 
be entered on each member’s page along with address and date she joined  

 
10. Keep an account of all dues paid  

 
11. Send dues notices to those members whose dues are not current  

 
12. Notify Regent regarding members who have dues in arrears.  Note:  No officer 

has the right to terminate members from the rolls except the Regent  
 

13. Prepare a list of all members in arrears on dues on or before March 1 of the 
election year and give a copy of same to the Regent.  (A delinquent member shall 
not be entitled to nomination for office or to vote at the election unless all 
arrears are paid by the first meeting in March.)  

 
B. Report changes in membership. (See Attachments 17, 18, 19, 20, 21, 22 – 

Application for Membership, Application for Renewal, Application for Transfer, 

Application for Dual Membership, Deletion Form, and Correction of Information 

Form). All forms maybe be sent to the National Office electronically. 

 
1. Send forms according to instructions. 

a.  Additions 

 (1)  Application Form 

(2)  Renewal Form   

(3)  Transfer Form 

(a) Upon request from member for a transfer: 
(i) Financial Secretary completes appropriate portion 

of form and signs form along with Regent 
(ii) Financial Secretary gives form to member 

requesting transfer 
(iii) Financial Secretary sends deletion form to State 

and National 
 

(b) Member requesting transfer 
 

(i) Completes appropriate section of form 
(ii) Gives to Regent of new court 

 
(c) Regent of new court must sign the Transfer and send it to 

the National Office to complete the transfer 
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(3) Dual Membership 

 
(a) Consult bylaws for requirements for Dual Membership 

Reminder:  Transfer forms are valid for only ninety (90) days from issue.  Once transfer has expired, 

previous membership has lapsed, and status becomes that of a resigned member.  Member can join 

again as a “Renewal.” 

(4)  Deletions 

      

         (a) Complete a Deletion form when removing a member from 

 your rolls.  

(i) Death of member 

(ii) Resignation upon request by member 

(iii)  Forfeiture due to non-payment of dues 

 

        (b) Prior to deleting a member for non-payment of dues,  

 member should be contacted in person to attempt to retain 

 the member.  No member should be deleted without written 

 notification.   

 

                    (6)   Correction Forms 

 

            (a) Complete and send to National Office any name or address  

  changes of members. 

 

            (b) Corrections may also be submitted by email to the National  

                Office.  

                         (c)    Notify National Office and State Regent of the names and                      

addresses of Local Court officers immediately following election. (See 

Attachment 13 – New Officer List)  

        C.   Order Supplies 

1. All supplies, jewelry, robes, banners, etc. are ordered from the National Office. 

        D.     Reconcile Court Membership Records with National Records 

1. Upon receipt of bill for National dues, Regent should give attached information 

relating to all changes in membership for financial review period to Financial 

Secretary. 
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2. Financial Secretary should compare list with Court membership book to ensure 

the two agree. 

3. If discrepancies occur, pay as billed and then contact National Office. 

4.  Periodically request a membership roster from the National Office to compare 

with Court records for accuracy and address any discrepancies. 

      V.        The Treasurer shall 

A. Receive all monies from Financial Secretary only. 
 

B.  Give receipt to Financial Secretary for all monies given to her. 
 

C. Pay all bills with approval of Court.   Reminder: Approval is not required from the 
Court to pay monies assessed by or owed to the National Office and State Court. 

 
D. Keep an itemized account of all receipts and disbursements. 

 
E. Present a Treasurer’s Report at regular meeting each month and give copies to the 

Regent, to the Recording Secretary for the minutes, and retain one for the Treasurer’s 
Book.  (See Attachment 23 – Sample of Treasurer’s Report) 

 
F. Make bank deposits immediately. (Deposit slips should be in duplicate.) 

 
G. Enter deposits in check book. 

 

H. Write checks to pay bills as presented from Regent immediately after close of meeting.  
Always indicate what the check is for on lower left-hand corner of check.  
 

I. Mail or distribute checks.   
 

J. Countersign checks with Regent.  All officers’ signatures must be on bank signature card 
for signing Court checks in case someone is not available. All checks require two 
signatures. (CDA requirement.) 

 
K.  Balance check book and account book and reconcile bank statement monthly. 

 
L.  Serve on the Budget Committee. (See Attachment 24 – Sample Local Court Budget) 

 
M. Assist with a semi-annual report of finances for the six-month period ending March 31 

and September 30 which shall be completed by the Local Court Financial Review 
Committee and submitted to the National Office, with a copy to the State Regent and 
the State Secretary.  The report shall be on forms furnished by the National Office and 
submitted no later than April 30 and October 31.  (See Attachments 7, 8, 9 – Financial 
Review Guidelines, Checklist for Financial Review, Financial Review) 
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VI. Spiritual Advisor  

      A.        Court Chaplain, deacon, religious or another clergy 

1.  Serves at the request of Regent 

2.  Conducts religious exercises of Court 

3. Advises Local Regent on spiritual matters 

4.  Should be consulted regarding appropriateness of speakers and subjects 
at Court meetings or public gatherings 

  

 
VII. Retention of Records 

 
 The period of time for which records of a Local Court must be kept varies depending on  
              the type of document.  (See Attachment 25 – Retention of Records) Courts must be   
              aware of these guidelines and retain records accordingly. 
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Sec. 5 – Attachment 1 
Tips for Regents 

Before the meeting the Regent should 

A. Prepare agenda in advance. (See Attachment 2 – Local Court Agenda without Script) Copies 
should be given to at least the Vice Regent, Recording Secretary, Chaplain and 
Parliamentarian.  If possible, give a copy to all attendees. 

1. Have the following at all meetings 

 a. Gavel 

 b. Newly Revised Tools of the Trade  

 c. Agenda 

 d. All correspondence sent to Court 

 e. Court’s Standing Rules 

      f. Court budget 

 g.  National Bylaws 

 h.  Note pad and pencil 

2. Review all correspondence and highlight information for Recording Secretary to read. 

3.  Review and highlight all National and State correspondence that has to be read. 

4. Make sure room arrangement is set up. (See Attachment 4 – Suggested Court Room Set 
Up) 

 
B.   Take all correspondence received for the Court to meeting.   Remember, the Court  
       members have the right to hear /see all correspondence.  
 
C. Keep Vice Regent fully informed on status of Court and activities at all times. 

 
D. Call meeting to order on time.  A quorum is required. (5 members and 3 officers =   

             quorum of 8) 
 
 

1.  Follow prepared agenda; do not attempt to preside without agenda. 
 

2. Speak clearly and loudly – be relaxed and don’t rush. 
 

3. Encourage participation by members; don’t allow a few members to 
monopolize discussion. 
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4. Remain in control of the meeting; keep discussion on subject being discussed. 
 

5. Recognize all members wishing to speak. 
 

6. State and take the vote on all motions which have been correctly presented 
and announce the results of the vote. 

 

7. Remain impartial at meetings. 
 

8. Ask Vice Regent to preside when expressing an opinion on a subject until a 
vote has been taken.  However, it is not wise to do this too often.  Note:  If 
officers are well-informed, they should be able to clarify issues. 

 

9. Presiding Officer always refers to herself as the “Chair” or “Your Regent,” never 
“I.” 

 

10. Countersign all Court checks written and signed by the Court Treasurer. 
 

11. Remember that the Regent is only an ex-officio member when attending 
committee meetings.  She should not attempt to chair the meeting. 

 

12. Have confidence in chairmen and committee members.  If something doesn’t 
work, never say, “I told you it wouldn’t work!”  Be positive. 

 

13. Interact with District Deputy/State Representative on a regular basis. 
 

14. Maintain a close relationship with Court Chaplain/Spiritual Advisor.  
Remember, check in advance for availability for special activities, such as 
Reception of New Members or Installation of Court Officers. 

 

15. Be certain Court has a sufficient supply of all necessary materials to run a 
Court.  (See Supply list sent from National and on the Web site 
www.catholicdaughters.org) 

 

16. Work closely with Financial Secretary regarding dues. (Make personal contact 
with members whose dues are delinquent, etc.) 

 

17. Ensure all correspondence of Court contains Court name and number. 
 
 
 
 
 
 



5 - 10 

 

 Sec. 5 – Attachment 2 
Local Court Agenda without Script 

 
Opening Ceremonies (the Regent should stand when addressing the court) 
 Regent calls the meeting to order (Use the gavel – one rap) 
 Opening prayer led by___   (3 raps or “Please stand.”) 
 Pledge of Allegiance to the Flag of the United States of America 
 Opening Ode – Optional but nice 
 (If there are new members, they can be given the oath at this time.) 
 Welcome everyone especially visitors and/or new members, transfers, etc. 
 Guest speaker (if you have one) is introduced and speaks at this time.  
 
Silent Roll Call of Officers by the Recording Secretary to put into the minutes.  A quorum must be present to 
conduct business – eight members, at least 3 officers. 

Reading of the Minutes – The Recording Secretary stands and addresses the regent when reading the minutes.  
The regent sits.  A copy is given to the regent – it is nice if all officers have a copy.  Regent will ask if there are 
any corrections to the minutes.  If there are no corrections, the minutes stand approved as read.  If there are 
corrections, corrections are written in the margins of the minutes.  Minutes are approved as corrected. (Simple 
typos may be corrected electronically.) 

Reading of Correspondence – The Recording Secretary stands and reads the correspondence. The Vice-regent 
reads the correspondence from State and National. 

Treasurer’s Report - Treasurer stands, addresses the Regent and gives the report.  A copy is given to the regent 
and to the secretary so that the copy can be filed with the minutes. 

Reading of the Bills by the Secretary – Read the bills for approval, and court votes to pay or not to pay the bill.  
If the budget covers the bill and approval to pay budgeted items is in the standing rules, give the bill to the 
Treasurer to pay along with the bills that are approved at the meeting. Still needs to be noted in the minutes 
that bill was paid. 

Reports of Chairmen - Each chairman stands and addresses the regent to give the report. Only call on the 
chairmen who are prepared to give a report.  The chairman may have a copy of the report for the Regent and 
the Secretary.   

Unfinished business – Any business from the previous meeting that was not completed. 

New Business – Discuss the new business for this meeting. 

Business from the floor - Ask the members if anyone has any new business to bring up at this time. 

Financial Secretary’s Report – This is an optional, occasional report.  She reports on the  
number of members, new applications, number of members who have not paid dues.  Do not read names of 
members who are delinquent; handle that in private.  

Good of the Order – Presentations, Programs, or message by Spiritual Advisor 

Announcements  - Thanks for refreshments etc.  

Closing prayer and Closing Ode.  Three raps or “Please Stand.” 

Meeting is adjourned.              
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                                                                                                           Sec. 5 – Attachment 3 
Script for Local Court Meeting 

 

Regent:    1 Rap.  The meeting of the Catholic Daughters of the Americas will please come to order. 

Regent:   3 Raps or “Please Stand.”  We will now have the opening ceremonies.  Please stand for the 
opening prayer (announce special intentions) led by our Chaplain/Spiritual Advisor/or 
_______ , followed by the reciting of the Pledge of Allegiance to the Flag of the United States 
of America. 

       Attention!  Salute!  Pledge! I pledge……….” 

  The Opening Ode will be led by______.  (Optional) 

     (Introduce any special guests.  Special programs are presented at this time.) 

Regent:  Would the Recording Secretary please call the roll of the officers?  Officers please stand as             

your name is called.  

  OR:  

   Roll call of officers will be taken silently. 

Regent:   (If no new members, omit this.)  Do we have anyone joining the order tonight?  If so, would 
you please come forward and take the pledge?  Please repeat after me……..  “We (I) gladly 
accept membership in the Catholic Daughters of the Americas, and through the presence, of 
the Spirit in our lives, dedicate ourselves, to the work of this organization, to foster unity and 
charity, among all men and women, through the love of God.” 

 
   Members of Court ____, please welcome _________________. 

  (Before new member is being seated), ____________, would you please tell us a little about    
             yourself? You will take your formal Pledge at the Reception of New Members ceremonies to be held  
 at a date to be announced.   

Regent:   The Recording Secretary, will read the minutes of the ______ meeting.  Are there any 
corrections or additions to the minutes?  If not, they stand approved as read. (If there are 
corrections, the minutes are approved as corrected.) (if minutes are circulated electronically, 
Regent states, “Are there any additions or corrections to the minutes that were circulated?” 
If none, Regent states “minutes will be filed as circulated.”  

Regent:   Worthy Recording Secretary, is there any correspondence?   

Regent:    The Vice Regent will now read the correspondence from National and State.  (She may need to 

make brief summaries of these releases.) 

Regent:    If there is no objection, correspondence needing action will be taken up under new business, 

and others will be filed. 

Regent:    May we have the report of the Treasurer?  (After report is given) Are there any corrections or 

questions pertaining to the report?  If not, the report will be filed. 
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Regent: Worthy Recording Secretary, are there any bills?  If there is no objection, the bills are    
approved. 

 Regent:    The next business in order is the reports of the chairmen.  (Only chairmen who have something 

current need to report.  Please check with chairmen before setting your agenda.  Some suggested 

reports are as follows:   

   A.    LEADERSHIP – Some committees under this project could be Court Newsletter, Publicity, 
Telephone Chain, Membership, etc. 

   B.    SPIRITUAL ENHANCEMENT – Funeral Meals, Honor Guard, CDA Day, Retreats,      
Communion Sundays, Rosaries, Clergy Appreciation, Prayer Lines, Court Socials, Nursing 
Home Communions, etc.  

C. QUALITY OF LIFE – Nursing Home visits & entertainment, Sick cards, Masses,  Baby & Bridal 
Gifts,  Hospital & prison visits, Recycling, Awards Banquets, Alzheimer’s, Habitat for 
Humanity, Beautification projects, etc.  

D. YOUTH –Youth Masses, JCDA, CCD teachers, RCIA, Youth retreats & socials, Sponsor 
youth programs, etc. 

E. EDUCATION – Local and State Memorial Scholarships, State Memorial cards, CCD 
program, Teacher aides, Poetry/Essay/Art/Poster Contests, court educational 
programs, etc. 

F. LEGISLATION – Voter Registration, corresponding with state or national legislators, 
displaying the flag, patriotic programs, participation in pro-life marches, recitation 
of the pledge, etc. 

G. FAMILY– Plan or encourage participation in family activities such as praying the 
Rosary together, movie or game night, family retreats, and sharing family meal.  

Regent:     The next business in order is unfinished business.  (Address matters still pending.) 

Regent:     The next business in order is new business. (Introduce any new business.) 

Regent:    Is there any other business to come before the court?   

Regent:      We will now have the report of the Financial Secretary.  (Optional) 

Regent:     The next business in order is a Message from District Deputy/State Representative or another visiting 

officer if present.   

Regent:     The next business in order is Good of the Order.  (Chaplains or Spiritual Advisors may speak at 
this time.  Spiritual Enhancement Chairman may also present at this time.   Messages may be 
moved to the beginning of the agenda if speakers cannot stay for the entire meeting.  

Regent:     Are there any announcements? 

Regent:       3 raps of the gavel or “Please stand.” The closing prayer will be led by __________  

Regent:       The Closing Ode will be led by __________. (Optional) 

Regent:        There being no further business the meeting is adjourned until our next meeting on     

                         ______________ at ____PM. at _________Hall.  
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          Sec. 5 – Attachment 4 
Suggested Setup for Courtroom Meeting 

 

  

           Room may be arranged according to facilities. 

 

   Members                                          Members 

 

  ________________________  ________________________ 

 

  ________________________  ________________________ 

  

  ________________________  ________________________ 

 

  ________________________  ________________________ 

 

  ________________________  ________________________ 

 

 

 

 

 

 

7   8           6 

 

 

    5 4   1        2      3 

 

*Key for room arrangements: 

1 Regent 

2 Vice Regent 

3 Recording Secretary 

4 Financial Secretary 

5 Treasurer 

6 Flag 

7 Banner 

8 Shrine (suggested location) 

 

Note:  No officer should have her back to the membership.  Members should not have their backs to the officers.   

 

District Deputy/State Representative or other visiting officers or Chaplain or speakers should be seated at a place 

of honor. 
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           Sec. 5 - Attachment 5   

         Standing Rules 

 

 

National Bylaws of the Order are the only Bylaws that are in effect.  Local Courts may and should have 

Standing Rules but in no way can they conflict with National Bylaws. 

Standing Rules  

1. They are rules which are related to the details of the administration of an organization such as 
State or Local Courts, rather than to parliamentary procedure. 

2.     They can be adopted or changed at any business meeting upon the same conditions as  
        any act of the Court. (Motion, majority vote) 

3.     They are usually adopted as the need arises. 

4.     They can be adopted by a majority vote of those present without previous notice. 

5.     The rule remains in effect until it is rescinded or amended. 

6.     If a standing rule is temporarily suspended for a particular meeting, the suspension is not binding             
at future meetings. 

7.     Standing Rules need to be reviewed at least once a year to see what is still current  
        and what needs to be rescinded or amended. 

 

 

Examples of Standing Rules 

The meeting date, time, and place 

Adopt a seminarian 

Adopt-a-Child Program 

Donate to the use of hall 

List certain committees for the year 

Sponsor a booth at parish functions 

Have a joint function with K of C 

Have a joint installation with other Courts 

Sponsor a pro-life activity 

Gifts to priests, visiting dignitaries 
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      Sec. 5 - Attachment 6 

Standing Rules Outline 

Court (Number and Name)________________________ 

I. MEETINGS 
 
A.    The regular business meetings of the Court shall be on the ___ of each month. 

            B.     Regular spiritual activity    

C.    Special liturgical events 

D.    Socials 

   II.  Fees and Dues 
  

A. Dues shall be _____ per year. 
 

B. Reception of New Members   
 

1.   Upon reception, each new member to be given_______________ 
 

2.   Reception of New Members will be held annually in the month of ________. 
 

C. In case of an emergency, the Regent, with approval of court may allow the court 
to pay the dues of a faithful member.  

   III. Courtesies – Members  

A. The Court shall receive Communion in a body annually (or quarterly, or at a time 

and church [parish] to be selected by the Regent) 
 

1. A Mass offering to be _____ 
 

2. The Court shall have a _______________ following the death of a member 
          of the Court. On the death of a member or the immediate family of a 
          member of the Court, a _________________ shall be sent.  
         (Note: Define member of immediate family.) 
 

3. The Court shall present each newly married member with _______________. 
 

4. The Sunshine Chairman (or other) shall be allowed _____per year for cards and stamps. 
 

5. When a member becomes a mother, grandmother, or great grandmother, a donation of 
$_____ will be sent to the pro-life ________.  
 

                           



5 - 16 

 

                                                                                                                                           Sec. 5 - Attachment 6 

Standing Rules Outline 

      IV.     Courtesies - Others 
 
A.  Invite District Deputy/State Representative to all Court functions and assume her  

 expenses, excluding transportation. 
 

1. Give District Deputy/State Representative check/gift at Christmas and/or 
Receptions/Installations. (Stipulate approximate amount of money to be  
expended.) 

 
2. Present a monetary gift of not more than ________to newly instituted Court 

   in Arch/Diocese or State or ? 
 

B.  Invite all State Officers as guests to special events.   
 

C.  Send court newsletters to the National Representative, to all State Officers, and to  
                        the District Deputy/State Representative.   

 
 V.   Chaplain/Spiritual Advisor 
 

A.  Pay Chaplain/Spiritual Advisor’s expenses when attending CDA functions. 
 

B.  Order and pay for a SHARE subscription for Chaplain/Spiritual Advisor and pastor(s). 
 

C. Gifts for Chaplain/Spiritual Advisor (Christmas, birthday, anniversary of ordination, end of 
two-year term,  Priest Appreciation Day, etc.) - stipulate when gift should be given and 
approximate amount of money to be expended. 

 
       VI.    Regent 
 

A. Pay for Regent’s expenses incurred while representing the court at official CDA functions.  
Stipulate which functions. 

B. Reimburse Regent’s expenses relating to Court activities.  

VII.   Special Funds 

A. Convention Fund (how to fund; how to disperse) 

B. Scholarship Fund (how to fund; how to disperse) 
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Sec. 5 - Attachment 7 

Financial Review Guidelines 

                                          FINANCIAL REVIEW GUIDELINES 

Financial Review shall be completed every six months - during the month of April for the period of 

October 1 through March 31 - and during the month of October for the period of April 1 through 

September 30. 

Upon receipt of the Financial Review Form from National, the Regent should give the form to the 

Treasurer so that she can have the information ready for the Financial Review. 

The Financial Review requires the attendance of the following with the appropriate records as noted. 

Regent  
 
Vice Regent 
 
Recording Secretary - Minutes Book 
 
Financial Secretary - with receipts from Treasurer, cash book and membership book  
 
Treasurer - with bank statements (including cancelled checks, if available) for six-month period, 
check stubs, ledger of receipts and disbursements, receipt books,  bank  deposit books or 
receipts (if Court has savings account) and Financial Review Form.  

Financial Review Committee - three Court members who are appointed by the Court                                            

Regent 

         District Deputy/State Representative 

 Also useful for Financial Reviews are ruler, red pens, and calculator.   

 

Where there is patience and humility there is neither anger nor worry. 

St. Francis 
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Sec. 5 - Attachment 8 

Checklist for Financial Review 

CHECKLIST FOR FINANCIAL REVIEW 

 
1. All monies must be received by the Financial Secretary, receipts issued and posted in cash book. 

 
2. All monies received from members are to be correctly posted to the individual member's ledger 

sheet.  Verify entries with cash book. 
 

3. Receipt given by the Treasurer to the Financial Secretary should correspond with entries in cash 
book. 

 
4. Deposit slips made by the Treasurer should correspond with the receipt issued to the Financial 

Secretary. 
 

5. Check to see that deposits are entered correctly in check book as well as in the Treasurer's 
Account Book. 

 
6. Bank statements at the end of the month are to balance with the checkbook as well as with the 

Treasurer's Account Book. 
 

7. All checks issued must be posted in Treasurer's Account Book.  

 

8. Paid invoices should be filed in a folder properly labeled. 

 
      9.   Cancelled checks should be kept with bank statements, properly labeled, and kept in a        
            file. 
 
   10.    Check to see that all bills to be paid are recorded in the Recording Secretary's Minutes 
            Book. 
 
   11.     Check Recording Secretary's Book to see that all motions requiring financial 
             expenditures have been paid. 
 
   12.    Make sure that all membership deletions, additions and transfers are being reported,  
 using the correct forms. 
 

   13.    Make sure Financial Review Forms are properly completed, signed by those present, and        
mailed. 
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                                                                                                                                                       Sec. 5 Attachment 9 

                                                                                                                                                           Financial Review  
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Sec. 5 - Attachment 10 

Checklist for Regents 

CHECK LIST FOR REGENTS 

(Work Sheet) 

Before the first meeting in the fall, plan to have an organizational meeting with the officers and open it to the 

members.  Ask other officers and members for suggestions for Chairmen and Committee members. NOTE: Board 

Meetings are not permissible. 

Appoint chairmen for standing committees. (Please remember that every court does not have to participate in 

every part of the program; these are merely suggestions.) 

 Leadership_________________________________________________________________ 

 Spiritual Enhancement _______________________________________________________ 

 Note: May want to have sub-chairmen under Spiritual Enhancement, i.e.  

   Liturgies__________________________________________________________________ 

    Church Ministries __________________________________________________________ 

    Priests/Seminarians/Men and Women Religious___________________________________ 

    Interfaith Cooperation________________________________________________________ 

    Other_____________________________________________________________________ 

   Quality of Life______________________________________________________________ 

   Note: May want to have sub-chairmen under Quality of Life, i.e. 

Community Issues______________________________________________________ 

Worldwide Issues_______________________________________________________ 

              Other____________________________________________ 

              Youth_______________________________________________________________________ 

Note: May want to have sub-chairmen under Youth, i.e. 

  Service to Others______________________________________________________ 
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     Awareness & Appreciation of Diversity____________________________________ 

     Junior Catholic Daughters of the Americas (JCDA)___________________________ 

     Other _______________________________________________________________ 

Education__________________________________________________________________ 

Note: May want to have sub-chairmen under Education, i.e. 

Scholarships__________________________________________________________ 

Education Contests____________________________________________________  

Religious Education___________________________________________________ 

Literacy_____________________________________________________________ 

               Other _______________________________________________________________ 

              Legislation___________________________________________________________    

Note: May want to have sub chairmen under Legislation, i.e.,  

Operation Morning Star______________________________________________ 

Patriotism_________________________________________________________ 

              Family___________________________________________________    

Note: May want to have sub-chairmen under Family for example: 

Family Life Issues___________________________________________________ 

Family Health Issues_________________________________________________ 

Restoration of Family Values___________________________________________ 

Holy Cross Family Ministries___________________________________________ 
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Publicity/Public Relations______________________________________________________ 

Financial Review Committee (need 3) - may be appointed for each financial review period or for 2-year term 

___________________________________________________________________ 

 ___________________________________________________________________ 

 ___________________________________________________________________ 

Ceremonial Coordinator_____________________________________________________ 

Special Committees  

Membership______________________________________________________________ 

Telephone _______________________________________________________________ 

Sunshine_________________________________________________________________ 

Newsletter Editor__________________________________________________________ 

Standing Rules (See Attachment 5 – Sample of Standing Rules)_____________________ 

   _______________________________________________________________________ 

Ways and Means Chairman/Committee_________________________________________ 

Budget (Treasurer should be a member of this Committee) (See Attachment 24 – Local Court  

Budget) 

___________________________________________________________________ 

 ___________________________________________________________________ 

 ___________________________________________________________________ 

Parliamentarian (Optional)__________________________________________________ 
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Miscellaneous Planning 

Calendar 

Reception of New Members 

Priest Appreciation Day 

National CDA Day 

November Memorial Mass 

Retreat or Day of Recollection 

Education Contest 

Have "outside" speakers give presentations 

Sponsor membership contest/drive for new members 

Send newsletters every month or quarterly 

Fundraisers 

  

Financial Planning 

Attendance at Biennial State Convention 

Attendance at Biennial National Convention 

Attendance at District Meetings/Workshops 
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Sec. 5 - Attachment 11 

Committees 

 

COMMITTEES 

 

Kinds of Committees (Appointed by presiding officer unless stated differently in Bylaws) 
 

       Standing Committees - established permanently by Bylaws 
       Special Committees - set up to handle specific tasks (i.e., planning an event,    
            Standing Rules, Budget, etc.) 
 

Size of Committee 
 

Three to Five when studying a matter to make recommendations to Court  
Few members when acting on a project 

Rules 
Different from Court meeting 
Informality is appropriate 
Chair should not let matters get out of hand but should direct discussion to accomplish   
     goal(s) 
Meeting should not become a "bull" or "gossip" session 
Chairman can make motions and participate actively in any debate and vote  
Quorum is a majority of members of committee  

 
Inaction of Committee  

If a member fails to attend meetings, she should be removed. Only the Regent can remove   

      and replace.          

If a Chairman fails to call meetings, any two members may call a meeting.  

 

Regent is ex-officio member of all committees except Nominating Committee. 

Has right (but not a duty) to attend committee meetings. May make motions, participate in 

discussion and vote.  

 

Note: Regent should use discretion when attending a committee meeting and remember that 

when a Chairman and committee have been appointed, they have been empowered to act for 

the good of the Court.  When attending a committee meeting, she should not "take over" 

meeting but be an "ex-officio" member at that meeting. 
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Sec. 5 - Attachment 12 

IRS Form 8822 
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5 - 27 

 

                                                                                                                       Sec. 5 – Attachment 13 
                                                                               New Officer List   

 

 

 
  



5 - 28 

 

 

Sec. 5 – Attachment 14 
Content of Minutes 

 

 

The most important tip to remember is that the Recording Secretary is writing the history of the Local 
Court during the time she is secretary.  Minutes should be concise, but informative.  They should be 
written in third person.  
 
Content of Minutes: 

1.     Kind of meeting - regular, special, annual, etc. 

2.     Name of assembly, organization, board or committee 

3.     Date, time, and place of meeting  

4.     Roll call of officers  

5.     The name of the presider    

6.     The fact that a quorum is present 

7.     Whether the minutes of previous meeting were approved as written or as corrected 

8.     Name of member who makes motion, but not the one who seconds 

9.   All motions (except those withdrawn), point of order and appeals, and whether or not a  

        motion is adopted. (Note: Each subject and each motion is recorded as a separate paragraph.)   

        Highlight all motions that have money attached to them for ease of financial review.  

 

10.   When there is an election by ballot, the full report of tellers is entered in minutes.  

         Any other counted vote should be included stating number for and against the  

         vote. 

11.    Minutes are signed by Recording Secretary (or Recording Secretary pro-tem). Note: 

         "Respectfully submitted" is no longer necessary. 
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Sec. 5 – Attachment 15 

Sample of Minutes 

 

SAMPLE MINUTES 

The regular meeting of Court ____________________No.___ was called to order by Regent Sally Brown 
on Thursday, September 22, 20____, at 8:00 p.m. at St. John's Hall.  Roll call of officers found all officers 
were present. The minutes of the last meeting were read and approved (or approved as corrected). 

The correspondence was read. 

       (list correspondence) 

The Treasurer reported a balance on hand as of August 31, 20___ of $573.15. The report will be filed. 
(The Treasurer's report may be recapped as noted in Recording Secretary's section.) 

By General Consent the following bills were approved for payment.  

                                        (list bills) 

The Special Committee that was appointed to investigate and report programs for the coming year gave 
its report and on motion of ________________ the following program dates and functions were 
adopted after being amended: 

                              (list dates and programs) 

_______________________ moved that the proceeds from the August Potluck be given to 
____________________charity. MOTION ADOPTED. 

________________________moved that $50.00 be given to the __________Society in reply to their 
letter. MOTION ADOPTED.   

________________________moved that $1,000.00 be transferred from the General Fund to 
______________________________the Fund. MOTION DEFEATED. 

The meeting adjourned at 9:30 PM. 

 

_______________________________                                    _____________________________ 

Recording Secretary             Date       Recording Secretary                Date 
Adopted as Read                    Adopted as Corrected 

Note: 

(1) Any opening ceremonies such as Invocation, Prayer, Rosary being said, etc. are not shown in 
the Minutes as they are not part of the business of the meeting. 

(2) Correspondence: If action taken on item of correspondence, it is taken up under New 
Business. 

(3) It is recommended that a motion to expend money is highlighted for ease in performing 
financial review. 
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Sec. 5 – Attachment 16 

Flow Chart of Funds 

FLOW CHART OF FUNDS 

Source of Funds 

Members Dues  

Fundraisers  

Donations  

Bank - Interest 

 

Financial Secretary 

 

Collects all Monies 

                                           Collects Dues 

                   Receives Total Gross Receipts from Chairman of Fundraisers  

                                           Receives Cash Donations 

 

 

Treasurer 

 

Receives monies from Financial Secretary  

Issues a receipt to the Financial Secretary  

Deposits monies in CDA account at bank  

Reports interest earned to Financial Secretary  

                                           Pays Bills 
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Sec. 5 –      Attachment 17 
             Application for Membership   
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                                                   Sec. 5 - Attachment 18  
Application for Renewal  
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Sec. 5 - Attachment 19  
                                                                                                                                                                                                                    Application for Transfer  
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Sec. 5 Attachment 20 

Deletion Form 
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Sec. 5 - Attachment 21 

Correction of Information Form 
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Sec. 5 – Attachment 22 

Supply Order Form 
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Sec. 5 – Attachment 23 

Sample of Treasurer’s Report 

TREASURER'S REPORT 

(prepared in triplicate) 

Court Name_____________________No. ________Date________________________ 

(present mtg. date, i.e., 5/10/__) 

Balance as of (previous month, i.e. 4/1/__)   _____________ 

Receipts as of (thru end of month, i.e. 4/30/_)      

Dues                                                                         ___________ 

Fall Fundraiser                                      ___________ 

Total Receipts                           ___________ 

Disbursements as of (thru end of month, i.e. 4/30/__) 

Check #     National Dues                                           ___________ 

Check #     Habitat for Humanity              ___________     

          Total Disbursements                          ___________ 

Balance on hand as of (thru previous month, i.e. 4/30/__)_______________________    

                                                                                       

_____________________________(Treasurer) 

Committed Funds, i.e.  

Adopt-a-Child_________________  

National Conv. Fund____________ 

State Conv. Fund_______________ 

Anniversary Fund______________ 

Working Balance                           ________________ 

 

Note: If Court has any committed (special or designated) funds, then those should be reported separately 

so that all members are aware of amount of monies in special fund accounts vs. the actual working balance. 
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Sec. 5 – Attachment 24 

 Local Court Budget 

Budget for Local Court 

I. Administration 

 

A. Receipts 

 

1. Dues (number of members times amount of annual dues) i.e.100 members x $20.00 

= $2,000.00 

2. Fundraising or similar, silent auction, bake-less bake sale (only from members) 

  

B. Disbursements 

 

1. Dues to state and national; liability insurance 

2. Rent, newsletters, postage, supplies, expense of delegates to workshops, state  

and/or national conventions 

Note: Receipts should be more than or equal to disbursements. 

II. Charity 

 

A. Receipts 

 

1. Various fundraisers (luncheons, fashion shows, drawings, etc.),  open to public 

2. Donations 

 

B. Disbursements 

 

1. Charities such as National and State Projects, etc. 

2. Local charities 

Special Notes:  Budget should be prepared as early as possible at the beginning of a new CDA year.  

Regents should appoint a Budget Committee which should include the Treasurer. 

It is recommended that the Budget Committee review the budget part way through the year and adjust 

the budget if necessary. 

Although the Budget is approved, the standing rules must state that items in the adopted budget are 

approved for payment. If not, a motion must be made to pay them. 
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Sec. 5 – Attachment 25  
Retention of Records 

Retention of Records 
 
Office of Regent 
 
All Contracts and Agreements       Seven Years 
Files and fidelity bonds for Financial Secretary and Treasurer   Permanently 
All insurance records including policy numbers and notices of 
            changes/cancellations of such policies     Three years 
Tax records including Federal ID numbers     Permanently 
All documents substantiating claims for settlement and/or rejection   
            including conflict resolution       Seven years 
Correspondence: 
 National Quarterly and/or State Newsletters 
 Circle of Love Biennial Reporting Forms 
 All other important documents      Three years 
 
Office of Vice Regent 
 
Record of paraphernalia  
 Flag and Banner 
 Blessed Mother Statue 
 Record of robes (condition of robes and in whose possession)  Permanently 
 
Office of Recording Secretary 
 
Record of minutes of meetings (very important history of court)   Permanently 
Record of Treasurer’s monthly financial report     Three years 
 
Office of Financial Secretary 
 
Membership record book       Permanently 
Copies of change of addresses, additions, deletions, transfers, 
  and dues receipt book          Three years 
 
Office of Treasurer 
 
Record of Treasurer’s book/ledger       Permanently 
Cancelled checks and checkbook registers     Seven years 
Savings Account books        Seven years 
Bank statements, deposit slips, and paid bills     Five years 
Stop payment orders        Three years 
Monthly Treasurer’s financial report      Three years 
 
NOTE:  
Deeds, mortgages and/or other property for courts owning house 
Or other real property        Permanently 


