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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.

. 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
Prepare agenda for all meetings
Be responsible for transaction of all business of Local Court

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

Follow rules of debate

Enforce rules of Local Court (See Attachments 5, 6 - Standing Rules and Standing
Rules Outline)

Enforce Bylaws of THE ORDER
Interact with District Deputy/State Representative and State Officers
Ensure the participation in Circle of Love program

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)

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)

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

. 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.

0. 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.
1. 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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1l. 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. lIssue 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 - S50, Fundraiser - $100
etc.)



8. File receipts from Treasurer.

9. Post each member’s account information from the cash book to the individual
page in membership book. Note: Itis 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.



V.

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.

The Treasurer shall

A.

Receive all monies from Financial Secretary only.
Give receipt to Financial Secretary for all monies given to her.

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.

Keep an itemized account of all receipts and disbursements.

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)

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

Enter deposits in check book.

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.

Mail or distribute checks.

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.)

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

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

. 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)



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

VIl. 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.



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.



10.

11.

12.

13.

14,

15.

16.

17.

Remain in control of the meeting; keep discussion on subject being discussed.
Recognize all members wishing to speak.

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

Remain impartial at meetings.

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.

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

III ”

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

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

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

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

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.

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)

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

Ensure all correspondence of Court contains Court name and number.



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.



Regent:

Regent:

Regent:

Regent:

Regent:

Regent:

Regent:

Regent:

Regent:

Sec. 5 — Attachment 3
Script for Local Court Meeting

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

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! | pledge..........
The Opening Ode will be led by . (Optional)
(Introduce any special guests. Special programs are presented at this time.)

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.

(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 (l) 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.

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.”

Worthy Recording Secretary, is there any correspondence?

The Vice Regent will now read the correspondence from National and State. (She may need to
make brief summaries of these releases.)

If there is no objection, correspondence needing action will be taken up under new business,
and others will be filed.

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.



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

*Key for room arrangements:

Regent

Vice Regent
Recording Secretary
Financial Secretary
Treasurer

Flag

Banner

00 N O U B~ WN B

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. Theyare 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 astanding 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



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

Il. 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.

lll. 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

S will be sent to the pro-life



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)



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



Sec. 5 - Attachment 8
Checklist for Financial Review

CHECKLIST FOR FINANCIAL REVIEW

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

All monies received from members are to be correctly posted to the individual member's ledger
sheet. Verify entries with cash book.

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

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

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

Bank statements at the end of the month are to balance with the checkbook as well as with the
Treasurer's Account Book.

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

Paid invoices should be filed in a folder properly labeled.

9. Cancelled checks should be kept with bank statements, properly labeled, and keptin a

10.

11.

12.

13.

file.

Check to see that all bills to be paid are recorded in the Recording Secretary's Minutes
Book.

Check Recording Secretary's Book to see that all motions requiring financial
expenditures have been paid.

Make sure that all membership deletions, additions and transfers are being reported,
using the correct forms.

Make sure Financial Review Forms are properly completed, signed by those present, and
mailed.



Sec. 5 Attachment 9
Financial Review

42 % o, Financial Review either forthe period  April .20 to September 30, 20
IL\\ :j/;'/' or forthe period  October 1,20 to March 31, 20
HE TR Total membership on your records as of September 30 or March 31 was
COURT NAME Court # City State
1. Total amount paid out by check for Religious, Charitable, and Educational purposes Total §
Inciude amounts paid to Naional Office and State Court for these purposes.
2_ Paid to National Court:
National Dues, Assessments and Insurance 3
Supplies. Jewelry and Gift Rems $
Paraphemalka (robes, banner, flags) 3.
Other (specify) 3 Total §
3. Paid to State Court:
State Dues and Assessments 3.
Special State Court Projects 3. Total §
FUND BALANCES
LAST REPORT CURRENT REPORT
CHECKING ACCOUNT S, 3
SAVINGS ACCOUNT 3. 3
MASS FUND 3. 3
MONEY MARKET ACCOUNTS 3. 3
CcD's 3. 3
TREASURY ACCOUNTS 3. 3
OTHER FUNDS (SPECIFY)
3 3
3 3

TOTAL CURRENT FUNDS OF COURT $
We, the undersigned Financial Review Committee of the Court hereby certify that we have reviewed the Court books, examined
and checked the bank accounts and that the foregoing report is a true and cormrect statement of the funds of this Court.
Signature of District Deputy/State Representative if present Signatures of Financial Review Committee
1.

* District Deputy/State Representative must be present for
at Jeast ane (1) Fnanclal Review per year.

3.

RETAIN a copy for Court files

Send Original Form to Natonal Office: Send a copy to:

Catholic Daughters Of The Americas Your State Regent, your State Secretary,

10 West 71st Street, New York, NY 10022 your District Deputy or your State Representative

Report should be retumed to appropriate designations by November 1 or May 1 of the cumrent year.



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




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




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)




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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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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IRS Form 8822

. 8822 Change of Address

(Fav. Docamibar 2008 » Please type or pint. ‘ OMB No. 1540-1103

mm'w:u:'s-m' » See Instructions on back. » Do not attach this form to your retum.
Complete This Part To Change Your Home Mailing Address

Check all boxes this change affects:

1 O Individual income tax retums {Forms 1040, 10404, 1040EZ, 1040NR, atc.)

b"mhﬁmmmapﬂﬂm“ymnwmwamm
from the spouse with whom you filed that retum, check here | _ I O

2 [ Gift, estate, or generation-skipping transfer tax returns (Forms 706, 709, efc.)
» For Forms 706 and 706-NA, enter the decedent’s name and social security number below.

» Decedent’s name » Social security number ! !
33 Your name (st nama, Intisl, and kst ramc Sb Your sockal security number

43 Spouss’s name (Irst rame, Inttial, and kst rame) 4b s sockal

b 4

5§ Prior namey). Scc Nstuctions.

62 0w address (no., sroct, ity or town, state, and ZIP cods). If 8 P.O. bax or forolgn addross, 500 Instructions. Apt. no.

6b Spousa's old address, ¥ ditiarant from ne Ga o, sTact, alty or Sown, s4i0, and ZIF coda). ¥ a P.O. bax or forsign address, e Nstructions. | Apt. no.

[ T  Now addross o, s¥odt, city or Town, stma, and 2P cods). If @ P.0. box or foroign address, 500 nstnuctions. Apt. no.

Compiete This Part To Change Your Business Mailing Address or Business Location
Check all boxes this change affects:
8 [0 Employment, excise, income, and other business ratums (Forms 720, 940, 940-EZ, 941, 990, 1041, 1065, 1120, afc)
9 [0 Employse plan retums (Forms 5500, 5500-£Z, etc.)
10 [J Businass location

113 Business name 11b Employer emtification rumber
12  Oid mating address no., stroat, city or fown, state, and ZF codd). If a P.0. box or forsign address, 506 Nstruclions. : Foom or muts no.
13  Now malling address (no., strect, oty or fown, state, and ZIP cods). if & P.O. bax or foragn acdross, 56 Nstotions. Room of suto ro.
14  Now business location jno_, s¥oat, oty o town, =ata, and ZIP codd). If 2 forolgn address, 300 Natructions. Foom or muts no.
Ol Signature

Deytime tokphona number of parson to oontact foptionad » [ )

Sign ) I 3 |

Here Your signaturs Duts ¥ Fart il compito, signatuss of ownar, oficar, of raprasantatve  Dato
'lmmw:m Dato ’T-

For Privacy Act and Paperwork Reduction Act Notice, see back of form. Cat. Na. 12081V Fom 8822 ov. 12-2008



Fowm S522 FPuer 12-2008

Page 2

Purpose of Form

You can use Form 8622 to notify the Intermal
Revanue Sarvica If you changed your homsa of
business mailng address or your business
locaticn. If this change also affects the mailing
adkrass for your children who filed income tax
retums, complete and Hie a separste Form
5522 for each child. If you are a represantative
signng for the taxpayaer, attach to Form 8822 a
copy of your power of attorney.

Changing both home and business
addressas? If you are, use a separats
Form 8822 10 show sach change

Prior Name(s)

If you o your spouse changsd your nams
becsuse ol maniage, divorce, ele., complete
s 5. Aiso, be surs 1o notity the Soclal
Security Administration of youwr new name 50
that It has the same name in its records that
you have on your tax retun. This prevents
deaye in processing your retum and issuing
refunds. It slso satsguards your futurs social
security benefts

Addresses

Bs sure to mclude any apartmant, room. of
suite number in the space provided

P.O. Box

Enter your box numbsar Instead of your strest
adkdrass only if your pest office does not
deliver mall to your strest addrass.

Foreign Address

Enter the information in the following order:
city, province o state. and country. Follow the
country's practice for entering the postal code
Piaase do not abbvavate the country name.

“In Care of" Address

If you recelve your mall in care of a third party
feuch as an accountant of attarney), entec
“CAO" followed by the third party's name and
streat address or P.O. box,

Signature

If you are complating Part |, the taxpayer
executor, donor, o an authorized
reprasentative must sign. It your last retum
Was a joint retumn, your spouse must also sign
fundees you have Indicated by checking the
box onine 1 that you are establshing a
separate residence).

It you are completing Part |1, an officar,
owner, genaral partner or LLC mamber
manager. plan adminisirater, liduciary, or an
authonzed repressntative must sign. An officer
is the president, vice president, treasurer, chief
accounting officar, ste.

if you are 5 rapresentative s\gning

on behalf of the taxpayer, you

must attach o Form 8822 & copy

of your powsr of attormey. To do

MLl trys you can use Fonm 2248 The

(ntemal Ravanue Service wil not completa sn
addrass change from an “unauthonized ™ third
party.

Where To File

Send this form 1o the Cepartment of the
Treasury, Internal Reverise Service Canter,

and the address shown naxt that applies to
you. Generally, it takes 4 to 6 weeks 10
process vour changs of address.

Note. If you checked the box on lne 2. or you
chacked the box on both ines 1 and 2, send
this form to: Cincinnati, OH 45899.0023,
Filers Who Completed Part |

(You checked the box on line 1
only)

1F your old home mading THEN use this
oddress was in ., adkdress . .
Orsinct of Columben, Mane, MA
Marytand, Massschni Andover,
New Hampshira Vm 05501-0023
Aabamniy, Flonda, Georgia,
North Carolw, Scuth Alarga, GA
Carobrm. Viegren 39901 -0023
Kenticky, Lousssste,
Ausan, X
Missensppi, Tonnoasee,
Taxgs 73301-0023
MNaska, Aazona, Catfoenia,
Colorndao, Hiwal, blsho,
Hmoys, dows, Kareas,
Mimesota, Montana,
Nebwaska, Nevada, New g&'%
Mekico, Neeth Dekats,
Utdaboma, , Scuth
Diakota, Utah, Wasteragton
Wascorsin, Wyoming
Arkarvas, Coroecbodl,
Dedawaw e, Induna,
Mchegan, Masour, New Kureeas City, MO
Jersey, New York, Ohio, H4099-0025
Ponresyfaarig, Fihods b,
West Virgra
APO ) FPO Addbrsessiin
Amancan Samoas
Gam:
Nonpermanont ressdents
Posste Peca (o if uxcb(hm
ncome undot Intoenal
Rewerare Code ’ﬁ'r'mg
anchion 1533 LISA
Vitgn Istawds:
Nonpeemanont essdonts
Norzesident abere and
b statis sy
Fotesgn country:
LS catizeres and haose
fibrg Fom 2555,
Fuum 2555-€7, on Form 4563
Carsen, Dapartment of Reveruw
Peimanent residents and Twoahon
Gersveniment of Guaan
PO Bax ZW07
GMF, GLI 55821
Wit Istarwds: Vi Butasu of
Pemmanent residents Yl Bevenue
DH01 Extate Thamas
Charlotte Amaie
61 Themsas V1 008072
Filers Who Completed Part I

IF your old business address 'l'HENu.IPb
wasin ... addeess .

Cornncticul, Delaviry,
Destict of Columtsa, Geoegra,
Mnoes, Indana, Kenbudey,
Mane, Marytard,
Massachuselts. Mchigan, Cincinat, OH
Neow Hompaire, New Jasey, 4300000023
New York, North Carastra

Ohwo, Ponrssybvanda, Tihods

bstard, South Carobra,

Tarwsson, Vormont, Ve,

West Veginia, Wiscorsm

Alabama, Neka, Azons,
Arkansas. Caltorme, Codorado,
Floesdu, Hivwast, iigw, Jows,
Kansas, Loosiana, Monescta,
Meseapps, Messoun, Mostna,
Notwasia, Novacka, New Meaxioo,
Norh Dadoots, Okdabvorms,
Ovegon, South Dakota, Texas,
Utish, Wasungton, Wyoming,
atvy place outskle the

Unirtsd States

Ogden, UT
B4207- 0023

Privacy Act and Paperwork Reduction Act
Notice. We ask for the informmation on thes
form to carry out the internal Revenue laws of
the United States. Our legal right to ask for
information is inamal Revenue Cods sections
8001 and 6011, which require you 1o file a
statement with us for any tax for which you are
liable. Section 8109 requires that you provide
your social sacurity number on what you file.
This Is 50 we know who you aré, and can
process your form and other papers.

Gaenerally. tax returns and return information
are confdential, as required by section 5103,
Howaver. we may give the information to the
Department of Justice and 1o other fedaral
agencies, as provided by law. We may give it
10 cities. states. the Destrict of Columbia, and
U.5. commonweatths or possassions to camy
out their tax laws. We may akso disclose this
infomation to othar counties Lnder a tax
treaty. to federal and state agenciss to enforce
federal nontax criminal laws, or to lederal law
anforcemant and inteligence agencies to
combat terronsm

The use of this form s voluntary However, If
you fall 1o provide the Intarnal Ravanue
Sendco with your curent maling address, you
may not recelve a notice of deficiency of a
notica and demand for tax. Despits the failure
10 recelva such nolices, penalties and interest
will continus to accrue on the tax deficlencies

You are not required to provide the
information regquasted on a torm that |s subject
to tha Paperwork Reduction Act unless the
form displays a valid OMB control number
Books or records relating to a form or its
instructions must be retaned as long as thair
contents may becomé material in the
administration of any intemal Revanue law.

Tha time neadad to complete and e this
torm will vary depending on individual
circumstancas. The astimated burden for
Individual taxpayers filing this form is approved
under OMB control number 1545.0074 and is
inciudad In the estimates shown in the
instructions for thew individual income tax
retumn. The estimated burden for all cther
1axpayers who file this form is 16 minutes,

If you have commants concerning the
accuracy of this time estimate or suggestions
tor making this form ssmpler, we would be
happy to hear from you. You can wite to the
inernal Revenue Service, Tax Products
Coordinating Committes,

SEW.CARMP.T TSP, 1111 Constitution Ave.
NW, IR-6526, Washington, DC 20224, Do not
send the form to this address. Instead, see
Wheve To Fite on this page
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New Officer List
Local Cowrd Officers
for the two-year pernod 20 to 20 Election held on May ___, 20
Court #
City State

Thie Financial $ecretary should complete this form immediately following the election held at the May monthly
meefing. Even if you do not have any changes in officers or have been recentfly insfituted, this form must be
completed every fwo years. Your prompt attention to this reguest will be appreciated. Please PRINT neatly.

Please submit ORIGINAL form to: Sendﬂl_le copy to your Slate Regent )
Catholic Davghters of the Americas (Temitorial Courts: send fo your Nafional Supervisor)

10 West 714 Street, New York, NY 10023 .
Send one copy to your Dishict Deputy

Regenk: Hame [0 new [ reelected
Address City State Iip
E-Mail Phone# | J Cell# | ]

Vice Regent Hame O mew O re-elected
Address City State Iip
E-Mail Phone# | ] Cell# | ]

Recording Secretary: Narme O new O re-elected
Address City State Iip
E-Mail Phone# | ] Cell# | ]

Financial Secretary: Mame O new O re-elected
Address City State Iip
E-Mail Phone# | ] Cell# | ]

Treasurer: Hame O new Ore-elected
Address City State Iip
E-Mail Phone# | ] Cell# | ]

Chaplain/$pirituval Advisor: Mame O new O returning
Address City State Iip
E-Mail Phone# | ] Cell# | ]




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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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) Itis recommended that a motion to expend money is highlighted for ease in performing
financial review.
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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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Application for Membership

HMOTE: Applicaticns must be filled out in ink or fyped. KINDLY SUPPLY imformaiion requested below
COMPLETE ALL BLAMKS
Please read over carefully.

Catholic Dauvghters
of the Americas®
Print or Type:
[Mhiss)
1, [Mrs.)

APPUCATION FOR

e - R MEMBERSHIP

Telephone E - il

hereby apply for membership in the Catholic Daughiers of the Americos® through

Court Mo, City State Name)
and do declare and say: Date of Pledge
1. 1 am a member of Cotholic Church
located at Court Mo
2_ | will abide by the Bylows, Rules ond Regulofions of the Order.
Cify State
3. | am over eighiesn (18] years of oge.
Applicant’s Legaol Signature
(Signafure of Regent)

Dwate of Application

MNOTE: The Financial Secrefary, within five (5) days
affer fthe pledge of fhe applicant, shall forsward the

PLEASE MOTE: white form, propery filled ocut, to fhe National Office
White original copy must be sent fo the National Office at 10 West 71st Streel, New York, NY 10023
Yellow copy must be sent fo the State

Pink copy is kept for your court records Order £107 [Rew. 200 3]
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Application for Renewal

NOTE: Applications must be filled out in ink or typed.

COMPLETE ALl BLANKS

Please read over carefully before signing KINDLY SUPPLY information requesied below

Print or Type
(Miss)
L (Mrs) CATHOLIC DAUGHTERS OF THE
AMERICAS
Address City State £ip
APPLICATION FOR

hereby apply for reinstatement in the CATHOLIGC DAUGHTERS OF THE AMERICAS through

Court No ity State RENEWAL

And do declare and say:
1. lam a member of Catholic Church
2 [a) | previously joined Court No. (ae)
on___(date joined) Date of Renewal 0
(b)Sumame at time of application NO
{c) Date Membership Terminated
CITY STATE
(d) Membership terminated by Forfeiture Resignation
3. I'will abide by the Bylaws and Rules and Regulations of said Order.
4_ | am over eighteen (18) years of age. (Signature of Regent)
Applicant’s Telephone Mo. E-Mail
Applicants legal signature NOTE: The Financial Secretary within five (5)
) days after the renewal of the applicant shall
PLEASE NOTE. forward this form properly filled out to the
Original copy to be sent fo the National Off :Tattlulldﬂﬂinei1ﬂ%tﬁ=3h'eet,ﬂew‘f«t
Send a copy fo your stafe
Keep a copy for your records

Ovder 100 (Fev. 2002)



TRANSFER FORM
CATHOLIC DAUGHTERS OF THE AMERICAS
HOTE TO BE COMPLETED BY FINANCIAL SECEETARY OF COURT FROM WHICH
MEMBER IS TRAMSFERING, MUST BE SIGHNED By RECENT AND FINANCIAL
SELDETAE

THIS IS TO CERTIFY THAT
Print or Type-

(Miza)
I, {Mra.)

20

Addreas City, State Zip
WAS ADMITTED TO MEMBERSHIP IN

Court Mo ity State

ON . (date joined)

SHE HAS PAID ALL INDEETEDNESS UP TO
THES TRANSFER CARD 5 GRANTED BY:

REGENT

FINANCIAL SECRETARY

Sec. 5 - Attachment 19
Application for Transfer

KINDL Y SUPPLY information reguesied below

CATHOLIC DAUGHTERS OF THE
AMERICAS

APPLICATION FOR

TRANSFER FORM

TO BE COMPLETED BY TRANSFERRING MEMBER:
Herewith is my tranafer cand from:

Court - Moo

Requesting membership in Gourt Mo

Sipnature of tranaferring Applicant
Addre Gilty, State Tip

{name]
TRANSFER OF MEMBERSHIP FROM

Talapdh E-mail

TO BE COMPLETED BY FINANCLAL SECRETARY OF NEW COURT TO WHICH THE MEMBER TRANSFERS,
THE FINANCIAL SECRETARY OF THE NEW C:OURT SEND THE APPLICATION TO MATIONAL OFFICE:

RECENVED IN COURT. . HO_ OM .20
FINANCIAL SECRETARY

ELEASENOTEL

DOrigingl copy fo be sent fo fhe National Office

Send a copy the State

Keep a copy for your records

COURT NO.
Ty STATE
TO:
COURT NO.
ciTY STATE
(Sigmature of Regent)
- TRANSFER FORMS ARE VALID
ONLY FOR NINETY (90) DAYS FROM THE DATE
ISSUED.

MOTE- The Financial S3ecretary shall forward thia
Transafer Form properdy filled out to the Mational Office at
10 Weat T1% Street, New York, NY 10023 within five days
after the transfer member is recaived into the Court.

Order 8102 {Rev. 2002)



Sec. 5 Attachment 20
Deletion Form

- R | MEMBER DELETION REPORT

DATE
O e Vs T TN O O f :l

COMPLETE THIS REPORT WHEN YOU WISH TO DELETE MEMBERS FROM YOUR COURT, WHETHER
FOR DEATH, FORFEITURE, RESIGNATION OR TRANSFER BE SURE 1O INCLUDE THE EXACT DATE
(MONTH, DAY, YEAR]) THE DELETION TOOX EFFECT THE TOLLOWING CODE LETTERS MUST 8

USED TO REMOVE MEMBERS FROM YOUR COURTS RECORDS d’-
w

D DECEASED  F FORIOITURE RRESIGNATION  TO TRANSFER OUT DL DUPLICATE LISTING

USE SPACES AELOW POR DEATHS FORILITURES AND RESIGHANONS OMLY =+ MOt DAL wea
MEARER PiIMALY PR At LAY A

O S R [, P S U0 A, I SO Y L [ N AL ST O D O O N ) B L l !
MEMALE ousht ) B TR LAV boast

PO O YO T 0 N T 0 A0 Y (A0 7 N VO N N A o [ s ==
PR o 08) s ) AL emat
FOSUEEY i S S S S SN (U DO JOUE) AU AW OO (Y I ] L 0 M | T W )Y (WS ot i ] il LR Il | 1 |
TR = YY) DO VAN PaAML
WY T Wy PR Sy S S N PN O OO MY TR VAN VBN W) DS G Sl vt L] o (o | |coad L] i = 12 | 1
MEMALE AR N T 1K iR o . LAl veamt

o iy ] | DU ] () e il [ oy ity o L] Vi L) ot | | Pl Ve oy () i () P (S T I |
MMM UMY FRAE ey = LASE ramt

| ] Y ) [ o ) el ) | s e ) PO S Wi Lo i | | (e, (o N (A L ol [ I e ) 1 | )
(T VAT remaat VASE SAME I I l

J ) o) ) Gl IS L) LR R | | I Pt e 1 | {58 S P2 U | ) O DAy i [povs) e (NS R [N S | | | |
UM SPACES MLLOW TOR TRANSIERS OMLY MORIN oAn YEAR

““I.T.Llllllll“‘l'm‘l“lllJllllm'lum;llllllllllrolllll l]
TRANSIIR 1O S1An COURT MUMME

T ol T e v

MOMIH oAt YIAR

WAL AL R FRIAAAE & ]mu HAME JU“' PAML l 'ﬂ | ] l
[ e 1A S ) o Yo I B! | ) e IR ISR o (i | [ O { M) = L [ O | o R O ] | 1 | |
TRANSFER TO San COURT HUMBER Send PINK copy 10
CATHOLIC DAUGHTERS OF THE AMERICAS
| o lO e | | 10 West 7130 Sirant, Naw York, MY 10023

Sand BLUE copy 10 your STATE SECRETARY

Rerom WHITE capy for Court Filay
Ornder #162



Q

a
a

INFORMATION CORRECTION FORM
CHANGE OR CORRECTION..PLEASE CHECK APPROPRIATE BOX:

Sec. 5 - Attachment 21
Correction of Information Form

SEND GREEN CCPY TO:

CATHOLIC DAUGHTERS OF THE AMERICAS
10 WEST 7157 STREET
NEW YORK NY 10023

LAST NAME (RETAIN WHITE COPY FOR YOUR RECORDS)
{PREVIOUS LAST NAME)
FIRST NAME
STREETADDRESS o CITY IF MEMBER IS AN OFFICER
STATE o ZIP OFFICER LIST TITLE:
MEMBER NUMBER [MILUST BE COMPLETEDY COWRT
SIAIL COUKT NUMESK

U O W OO AT O R Sl T | I
FIRST NaAME ML LAST NAME

| Y () (] (Y A S I | | B I R ST (N [0 [N (W s S e B LYY
STREET ACDRESS

== 1§ 1 N LR St ot ] [N A R (T g [ |

) R Ly [ Y e | P Ve J ] e ] 1 -] 4
(=122 STATE | 2Z» COOE

D R O W M TR VI O O O, T | 1 O S S )




Sec. 5 — Attachment 22
Supply Order Form

Catholic Baughters of The Americas

ORDER FORM

L O N o e e e s I e o e B R e L I o e i s S Qi
STUD £0 s cen e cecomm cevcan sua.cs 40505 660 4 imism oot 6k o omt 4 Somoass 665 o 656550 o528 5 345504 545 52 0o4 55 000 0 S0w 808 0 8018 3 £ 500 R8 201 0010 S 010 S0n 8 14258

WILL YOU PLEASE USE THIS DUPLICATE ORDER FORM ONLY FOR ORDERING SUPPLIES.
THE COPY REMAINS IN THE BOOK FOR FUTURE REFERENCE BY YOUR COURT.




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.



Note:

Sec. 5 — Attachment 24
Local Court Budget

Budget for Local Court

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

Receipts should be more than or equal to disbursements.

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.



Retention of Records

Office of Regent

All Contracts and Agreements
Files and fidelity bonds for Financial Secretary and Treasurer
All insurance records including policy numbers and notices of
changes/cancellations of such policies
Tax records including Federal ID numbers
All documents substantiating claims for settlement and/or rejection
including conflict resolution
Correspondence:
National Quarterly and/or State Newsletters
Circle of Love Biennial Reporting Forms
All other important documents

Office of Vice Regent

Record of paraphernalia
Flag and Banner
Blessed Mother Statue
Record of robes (condition of robes and in whose possession)

Office of Recording Secretary

Record of minutes of meetings (very important history of court)
Record of Treasurer’s monthly financial report

Office of Financial Secretary

Membership record book
Copies of change of addresses, additions, deletions, transfers,
and dues receipt book

Office of Treasurer

Record of Treasurer’s book/ledger
Cancelled checks and checkbook registers
Savings Account books

Bank statements, deposit slips, and paid bills
Stop payment orders

Monthly Treasurer’s financial report

NOTE:
Deeds, mortgages and/or other property for courts owning house
Or other real property

Sec. 5 — Attachment 25
Retention of Records

Seven Years
Permanently

Three years
Permanently

Seven years

Three years

Permanently

Permanently
Three years

Permanently

Three years

Permanently
Seven years
Seven years
Five years
Three years
Three years

Permanently



