2017-2018
TRAINING SESSION

HONORING
COMMUNITY HEROES




WELCOME

®[ntroductions
=Thank you for attending
mThank you Hostess Chapter




ELECTED OFFICERS

WOTM General Laws -
Sec. 46-52, Pg. 21-29
Officer’'s Handbook, Pg. 2-7




ELECTED OFFICERS

mSenior Regent

=Junior Regent

mJunior Graduate Regent (office of condition)
mSecretary/Treasurer

mRecorder




SENIOR REGENT

=Appoints all Chapte

mServes as the presiding officer

r Development

Committee Chairman

=Appoints all Appointed Officers

EName placed on ba
=May sign Chapter ¢

mHas a key to the Cr
the WOTM Office

nk signature cards
necks

apter PO Box and e




SENIOR REGENT

=Notifles each co-worker which Chapter
Development Committee they have been
assigned to

mSigns Chapter Minutes immediately after
read and approved

mResponsible to submit monthly forms 166
and 114 (with associated checks) ‘




SENIOR REGENT

mShall attend the Annual WOTM Training
Session and encouraged to attend 2-HOTT
Training Session

mMust attend each Audit Committee
Meeting

=\When necessary, appoints pro-tems for
vacant officer positions (pro-tems do not
attend Board of Officer meetings)




JUNIOR REGENT

mPresides over meeting If Senior Regent IS
absent

m| eads Chapter in Pledge of Allegiance and
National Anthen

m| eads Chapter in devotional exercises

mParticipates in the draping of the Charter
for deceased co-workers with the
Junior Graduate Regent




JUNIOR REGENT

=Should attend the WOTM Training Session
and 2-HOTT training session

=May be assigned by the Senior Regent as
the Welcome Hostess or Greeter

mMay assist Chairman in the completion of
her committee reports

=May attend the Audit Committee
meetings




JUNIOR REGENT

mSupervises the Funeral Ceremony when
requested by the family of a deceased co-
worker

mShall work with the family and the Senior
Regent in planning the Funeral Ceremony

mShall contact the family to make them
aware of the service




JUNIOR REGENT

=|n charge of getting flowers and vases and
taking them to the funeral home and

seeing they are properly placed

u|f Bible Is presented, the Chapter may
purchase a Bible from Moose Catalog
Sales or a local retaller

=[f luncheon Is requested, may request
donations from co-workers




JUNIOR REGENT

=|f Chapter provides the meal, she should
see that the proper food is purchased and
prepared.

mShall visit the sick, disabled and
distressed whenever possible and make a
full report to the Chapter at each meeting

=May send flowers and/or cards to co-
workers that are ill or to bereaved
families




JUNIOR REGENT

u|f the office of Senior Regent Is vacant,
The Junior Regent will assume all duties
and responsibilities of the office including
the appointment of the Chairmen and
appointed officers.

u|f the office of Senior Regent Is vacant,
shall have her name placed on the bank
signature cards ﬂ




JUNIOR REGENT

=\Will sign reports with her name followed by
“Pro-tem Senior Regent”




JUNIOR GRADUATE REGENT

mQffice of condition

mServes as Chairman of the Ways and
Means committee

mShall hold a Committee Activity Night
(Green Cap If qualified for her Green Cap,
Ways & Means If she did not qualify)




JUNIOR GRADUATE REGENT

mShall hold a fund raising project ar

remit Chapter check for Scholarship &

Maintenance Fund and Project ass
to the committee

mShall attend each Audit Committee
meeting

d

gned




JUNIOR GRADUATE REGENT

=To qualify for College of Regents
degree, must attend the Annual WOTM
Training Session and is encouraged to
attend 2-HOTT Training




JUNIOR GRADUATE REGENT

u|f offices of Senior Regent and Junior
Regent are vacant, will assume all duties
and responsibilities of the office of Senior
Regent including the appointment of the
chairmen and appointed officers




JUNIOR GRADUATE REGENT

u|f the offices of Senior Regent and Junior
Regent are vacant, will have her name
nlaced on the bank signature cards along
with the Recorder and Secretary/Treasurer
and will sign reports with her name
followed by “Pro-tem Senior Regent”




SECRETARY TREASURER

mShall accurately record the
proceedings of the Chapter

mShall have her name placed on the
bank signature cards

=May sign chapter checks made out In
their entirety

mShall accurately record the minutes of
each Chapter and Board of Officers =5
meeting




SECRETARY/TREASURER

mShall write In Ink, type or electronically

generate the minutes of the Board of

Officers meeting, Committee Activity
Nights, Second meeting of the month,
special meetings, nominating committee
meeting and April Installation of Officers
on the official pre-numbered pages
In the Chapter minutes book




SECRETARY/TREASURER

mShall initial each page of minutes and sign
the final page before reading them to the
Chapter

mShall keep an accurate record of
attendance in the Chapter Minutes book

mShall read all correspondence to the
Chapter




SECRETARY/TREASURER

mShall clarify the number of

HyeS” and HnO”

ballots in the meeting minutes when
balloting on applications for membership

mShall record the results of
election in the minutes of t
meeting from the Election
without disclosing to the C
number of votes each nom
received

a Chapter
ne Chapter
Results Report

napter the
Inee




SECRETARY/TREASURER

mShall recelve a duplicate deposit slip,
verified by the bank, from the Recorder
prior to each meeting and retain for the
Audit Committee meeting

mShall count the money collected for the
Endowment fund and turn money over to
Recorder at the conclusion of each
Chapter meeting




SECRETARY/TREASURER

mMay assist the Recorder in the collection
of money from Co-workers for fund raising
projects

mShall issue Official Business Recelpts to
each Co-worker for all monies collected

mShall receive an Official Business Recelpt
from Recorder for all funds turned over to
her PP NCOTING CORMUY




SECRETARY/TREASURER

mShall assist with the Calendar, newsletter
or any other mailings, If applicable

=Must attend the monthly Audit Committee
Meetings with all bank validated duplicate
deposit slips

mShould attend the Annual WOTM Training
Session and encouraged to attend
2-HOTT training session




SECRETARY/TREASURER

=Upon the request of WOTM Headquarters or
assigned Representative, shall deliver all
Minutes Books, records and
correspondence for the purpose of
examination and audit.

u|f the offices of Senior Regent, Junior
Regent and Junior Graduate Regent are
vacant, shall assume all duties and
responsibilities of the office of
Senior Regent.




SECRETARY/TREASURER

u|f the offices of Senior Regent, Junior
Regent and Junior Graduate Regent are
vacant, she shall appoint a Co-worker to
have her name placed on the bank
signature card along with hers and the
Recorder’s and will sign all reports with
ner name followed by “Pro-tem Senior
Regent”




RECORDER

mServes as the Chapter’s primary Bookkeeper

mShall have her name placed on the bank
signature card along with the Senior Regent
and Secretary Treasurer

mMust sign Chapter checks made out in their
entirety

=Shall have a key to the Chapter's PO Box |
and WOTM office




RECORDER

S

Cr«
mSr

S
S

members to attend the Welcome
Reception held in their honor

mSr

d
Nad
d

d

Nad

Nd

nter monies

follow the Recorder’s Handbook
keep an accurate account of all

| Issue proper official receipts for all
monies received

make weekly/timely ¢

eposits

send an Invitation to

new




RECORDER

mShall enter all applications for membership
Immediately into LCL.net and transmit to
Moose Internationa

mShall enter an enroll date once
applications are approved by the Chapter

mShall prepare all Chapter checks in their
entirety after bills have been approved
for payment




RECORDER

mSecures additional required signatures,
affixes her signature last

mShall give Chairman an Official Business
Recelipt book for recording all funds
received from co-workers

mShall complete and mail all necessary tax
forms and reports needed by government
authorities




RECORDER

mShall affix the Chapter seal to all letters,
reports and sign all documents that require
her signature

mShall bring all Chapter books/computer to
each Chapter meeting, Board of Officers’
meeting and Audit Committee meeting




RECORDER

mShall re
“Check

of the Dbl

nort the expenditures from the
Detall” report with an explanation

Is paid and amount of each check

mShall report receipts from the “Standard
Profit and Loss Statement” or “Deposit
Detall” report and give the description and

amount
amount

received to verify the total
collected and deposited




RECORDER

mShall give the “Check Detail” and the
“Standard Profit and Loss Statement”
["Deposit Detall” report to the
Secretary/Treasurer for inclusion in the
Chapter’s Minutes book




RECORDER

®[n the absence of the Secretary/Treasurer
from the Board of Officers meeting, shall
write in ink, type or electronically generate
the minutes on the official pre-numbered
pages In the Chapter Minutes book and
sign as Secretary/Treasurer Pro-tem




RECORDER

mShall provide a list of co-workers who are
30 days In arrears with their dues to the
Membership/Retention Chairman and her
committee

mShall have all financial records In the
Chapter books/computer posted and
balanced for the monthly Audit Committee
meeting s




RECORDER

mAt the end or her term, she must turn over
all books/computer, papers, records and
Chapter property to the new Recorder
except those needed for the April 30t
reports

=Upon the request of WOTM Headquarters
or assigned Representative, shall deliver
all books/records, computer information
and correspondence for the purpose
of examination and audit




RECORDER

u|f the offices of Senior Regent, Junior
Regent, Junior Graduate Regent and
Secretary/Treasurer are vacant, will
assume all duties and responsibilities of
the Senior Regent

mShall appoint two Co-workers to have
their names placed on the bank signature
card along with hers and shall sign all
reports with her name followed by e
“Pro-tem Senior Regent”




CHAIN OF COMMAND

mSenior Regent

mJunior Regent

mJunior Graduate Regent
mSecretary/Treasurer
mRecorder




ELECTED OFFICERS

TEAMWORK = Harmony




PAID EMPLOYEES

WOTM General Laws Sec. 46 (b), Pg. 21

BENo member of the Board of Officers shall be a
paid employee of her respective Lodge

mNo Officer can recelve compensation of any
kind — including tips
=The IRS views tips as wages

=\WOTM Headquarters will NOT make
exceptions to this ruling




RECORDER COMPENSATION

WOTM General Laws Sec. 51 (J)(k), Pg. 28
Recorders Handbook, Pg. 21-25




RECORDER COMPENSATION

®The Recorder may receive reasonable
compensation as determined by the Chapter
Board of Officers and membership

=Compensation paid to a Recorder Is subject
to local government regulations

mAppropriate taxes shall be deducted from all
compensation

mEach Chapter must pay Unemployment
Tax, as required




RECORDER COMPENSATION

mRecorder may waive compensation
mAll necessary tax forms must be filed

mChapter may not give a gift of love or pay
the Recorder for her mileage regardless of
whether she accepts or waives her
compensation




CHAPTER DEVELOPMENT
CHAIRMAN

WOTM General Laws
Sec. 55-58, Pg. 32-36

Chairmen = Future Leaders




CHAPTER DEVELOPMENT
CHAIRMAN

=Plan fundraising and social activities
regularly

=Chairmen’s Pamphlets

=Fun, Fun, Fun!

=Fundraising and Activities Books
"WOW! - helpful hints and fun ideas

e HEROES



CHAPTER DEVELOPMENT
CHAIRMAN

=Membership/Retention - May & March —
May be any co-worker of the Chapter even
those who hold a degree

=Community Service — June & December -
May be any co-worker of the Chapter even
those who hold a degree




CHAPTER DEVELOPMENT
CHAIRMAN

mActivity/Sports — July & January — May be
any co-worker of the Chapter even those
who hold a degree

mMooseheart/Moosehaven — August,
October & February — May be any co-
worker who has not qualified for and does
not hold a degree




CHAPTER DEVELOPMENT
CHAIRMAN

mHigher Degrees Chairman

=Higher Degrees Star Recorder -
September

=Higher Degrees College of Regents -
November

=Higher Degrees Academy of Frlendshlp
April p—




CHAPTER DEVELOPMENT
CHAIRMAN

mGreen Cap/Ways and Means Committee
Activity Night will be held anytime between
November 15t and January 31st (Third
quarter)




CHAIRMEN'S RESPONSIBILITIES

mHold monthly committee meetings

=Don’t discourage volunteers

Present

Remit re

nlans to the Board of Officers

OIS




SPECIAL COMMITTEE
CHAIRMAN

mShall hold fundraising projects

Proceeds: Y. General Fund, %
Committee Activities

v Audit v" Application Review

v" Youth Awareness v Kitchen

v Government v Birthday/Anniversary
Relations v Craft

v Sunshine




MEMBERSHIP
QUALIFICATIONS

WOTM General Laws Sec. 29, Pg. 12-13
Recorder’s Handbook, Pg. 3

BY INVITATION ONLY!




MEMBERSHIP
QUALIFICATIONS

mBe a female person
mBe twenty-one (21) years of age or older

=Not be a member of a terrorist group or
recognized subversive organization

mNot be a registered sex offender or
convicted felon




MEMBERSHIP
QUALIFICATIONS

mBe of good moral character and capable of
understanding the obligation of oath

mProfess a belief in a Supreme Being

=Not have been expelled, suspended or
rejected for membership by any Chapter




GIFT OF MEMBERSHIP

WOTM General Laws Sec. 42(c), Pg. 20

The Gift of Membership in the Women of
the Moose Is PERMITTED

DO NOT:

* Pay dues for members just to keep them
In the membership total

* Pay dues without consent




MEMBERSHIP APPLICATIONS

WO
Spo

nsor — Active mem

Active = dues paic

TM General Laws Sec. 30, Pg. 13-14

ner of the Order

current

Endorser — Active co-worker of the Chapter

to which the prospective member is making
application

Does not recelve sponsor credit




MEMBERSHIP APPLICATIONS

RECORDERS:

1. Be sure to enter and transmit an
enroll/ballot date for each accepted
applicant

2. Clean-up “rejected” applicants
regularly

3. Do NOT provide membership lists
for commercial or business
purposes




APPLICATION REVIEW
COMMITTEE

WOTM General Laws Sec. 38, Pg. 18-19

The Board of Officers shall NOT act as
the Application Review Committee




APPLICATION REVIEW
COMMITTEE

mCommittee of three (3) co-workers
appointed by the Senior Regent

mReview each application for completeness
and accuracy

mDetermine If applicant is favorable

=Thorough and impartial review
Orientation, Sponsor, Public Records

=Sign the Application




APPLICATION REVIEW
COMMITTEE

mApplication must receive a majority of
favorable votes by the Committee

=Only applications receiving a favorable
report are submitted to the Chapter to be
balloted upon by the members




APPLICATION REVIEW
COMMITTEE

reports unfavo
membership, t
declare the ap

=\When the Application Review Committee

rably on an applicant for
ne Senior Regent shall

nlicant rejected without the

formality of a Chapter vote, and she
cannot again be proposed for
membership until after the expiration of

a period of six

of the rejection

months from the date




APPLICATION REVIEW
COMMITTEE

u|f rejected the Recorder shall advise the
applicant by letter that her application was
not approved at this time and that she may
be re-proposed In six months

Do NOT state the reason for rejection In
the letter.

mKeep the letter brief and to the point




SPONSOR INFORMATION

WOTM General Laws Sec. 45, Pg. 21

mRecorders should confirm sponsor
Information prior to transmitting

u|f a Co-worker Is working towards personal
nonors, the required number of candidates
must be sponsored and enrolled between

May 1 and April 30




SPONSOR INFORMATION

=The credit for the new member enrolled
will be counted toward the Award of
Achievement for the Chapter of the new
member, not the Chapter of the sponsor.

mSponsoring a member into the LOOM will
count for personal honors, but will not
assist the Chapter in earning the Award of
Achievement s




MULTIPLE MEMBERSHIP

WOTM General Laws Sec. 29, Pg. 13

=Co-workers may hold membership in more
than one WOTM unit at the same time

=Complete an application — remit fees and dues
=Entitled to vote

=NQOT entitled to hold an installed posmon |n
more than one Chapter T




NEW MEMBER ORIENTATION

WOTM General Laws Sec.41, Pg. 19
Officer’s Handbook, Pg. 32




NEW MEMBER ORIENTATION
=Proven Successtul In retention of new

members

How To...
1. Monthly Orientation

2. Joint meeting with LOOM

1 “HMHMHM\\M"'“”“
I

3. Informal

4. Family Friendly
5. Officer/Chairman participation

6. Use Mooseheart/Moosehaven videos




MEMBERSHIP
INCENTIVES/CAMPAIGNS

1 sSpo

mAwards may be earned by sponsoring
new member applications

nsor credit — “Honoring

comir

unity Heroes” Pin

H sSpo

nsor credits — Help purchase

security vehicles the for Mooseheart
25 sponsor credits — Sponsor of

Distinction




SPECIAL MEMBERSHIP

CAMPAIGNS

25 Level — Basic registration fee for

2018 Int’l Moose Convention

/5 Level — Basic registration fee for
guest/spouse 2018 Int’l Moose
Convention

100 Level — Transportation and 5 nights
accommodations to the 2018
International Moose
Convention




SPECIAL MEMBERSHIP
CAMPAIGNS

25 Club Event

e Recelves an Invitation at the first Int’l
Conference after she receives the 25
member sponsor award

* Subsequent invitations shall be issued If
sponsor five or more candidates during the
preceding time period of May 1 anc
April 30




 mooSE-
Honoring Gommunity Heroes

May 1, 2017 - April 30, 2018
During the “Moose — Homnoring Community Heroes™ campaign, we will recognize those
individuals and organizations who share our value of “doing good for others.™
Whether it's a first responder, military personnel, or simply an individual
wvolunteer, the Moose believes in supporting people who respond
im times of neaed and invite those individuals who step up to
add their talents and passion to our Fratermnity.

_ OUR PREFERRED MEMBERS
Sian 1 Member TOTAL APPLICATIONS SPONSORED PRIOR TO MAY 1.
Moose — Homoring Community Heroes
lapel pins are presented by yvour Lodge, SPONSOR l"l 1 2/ 3,/4/5 6 7 8.9 10

Chapter or Moose Legion o individuals
that sponsor their first member during
the campaigmn.

Sigan 5 Memhbers
H B i Funds will be donated for
every mansyaman and Mooss

Legionnaire who qualifies

I
I
I
I || I I I
towards the purchase of twao I
|
I

B e W oW B R om

new security wehicles for w0 | | |
the Mooseheart
campus. Contributions are courtesy of your | | |

Aszociation, the Women of the Moose and L | | | |
the Moose Legion. 13

. 1a | | | | |
SIan 25 Members ns

Plembers aftaining Sponsors of Distinction siafus by
signimg 25 mambers during the Moose — HoRoring
Community Heroes meambbership drive will receive free
basic registrafion for our 2018 Intermational Moosse
Conwention in New Orleans, Louwisiana. Additional
information can ke found on s omooseintl _org.

n Eam Rewards simply for doing

H things that strengthen the Order.
MREWYW A RIS Signamember; run for office; renew
yvour dues; take traiming. Each activity generates poinis
aubtomatically that you can use to pay duwes, contribute to
MoosshearifiiMoosshaven, or resdeem for gifts. Check your
Moose Rewards points total foday at wesr . mooseinil.org
to =ee ow many you have earmed!?

EHEYBEEUMEE:Z 2 &

amas rderaberal Reredsrs g D=t - R wmamr L TTEI o LS




TRANSFERS

WOTM General Laws Sec. 37, Pg. 16-18
Recorder’s Handbook — Pg. 5-6

» $10 Transfer Fee

 Email Communication
14 days

» Acceptance

e Sponsor credit iIs NOT issued for
transfers




TRANSFERS

Objections to Transfers:

mCo-workers dues are not paid at least 30
days in advance of the date of the transfer

mDisciplinary charges are pending against
the Co-worker (does not include actions of
the HC)

=The Co-worker has not paid all fines,
assessments & other charges levied
against her by the Chapter.




TRANSFERS

Acceptance of transfer:

=No email objection received in 14
days

mApplication Review Committee
=Chapter Vote
mEnter the applicant in LCL.net

mEmalil sent to former Chapter to
notify transfer




TRANSFERS

Rejection of Transfer:

mChapter vote unfavorable — Co-worker
remains a member of former Chapter
mRecorder notifies Co-worker of
Unfavorable vote




REINSTATEMENTS

WOTM General Laws Sec. 31, Pg. 14
Recorder Handbook, Pg. 5




REINSTATEMENTS

mDues expired more than 12 months but
less than 24 months

mSigned application required with proper
amount of dues owed
=May reinstate or re-enroll into her Chapter
=Reinstate Into Allheart Chapter 3000

=Re-Enroll into another Chapter of her
choice




REINSTATEMENTS

No b
NO S

Retains original dues expiration date

Retains same Membership ldentification
Number (MID)

reak In years of service

ponsor credit given — keeps original

SPONSOr




REINSTATEMENTS

mApplications are investigated by
Application Review Committee

mBalloted upon by current Chapter
Membership




RE-ENROLLMENTS

WOTM General Laws Sec. 32, Pg. 14-15
Recorder’'s Handbook, Pg. 4




RE-ENROLLMENTS

=A former member who has been dropped
for non-payment of dues 24 months or
more after the expiration date of her last
membership card must be re-enrolled.

A member whose dues have expired for
Ssix (6) months or more may re-enroll




RE-ENROLLMENTS

of service
BSponsor crec

=May re-enrol

mSubmits an application
mRemits enroliment fee and 1 years dues
mDoes not receive credit for previous years

it IS awarded
Into a Chapter of her choice

»HEROES



RE-ENROLLMENTS

m|nvestigated by the Application Review
Committee

mBalloted upon by current Chapter
Membership




CENTRALIZED DUES

ALL dues payments (active or expired status) shall
be processed through the Dues Processing Center

U.S. Payments: Canadian Payments:
Moose International Moose International
Dues Processing Center Dues Processing Center
PO Box 88065 PO Box 88067

Chicago, IL 60680-1065 Chicago, IL 60680-1067
Earmark all payments with Member Name and ID#

US and Canadian payments can be paid




AUTOMATIC DEPOSITS

mChanges to the Chapter’s previously
remitted Bank Authorization Form should
be reported to the Finance Department
Immediately

=The Bank Authorization Form can be found
In the Members Area of the Moose
International Website

=Pre-printed voided check must be
attached — do not hand write a blank
check




CHAPTER DUES & FEES

WOTM General Laws Sec.42, Pg. 19-20

Minimum Application Fee

$20.00

Minimum Annual Dues Rate

$22.00




CHAPTER DUES & FEES

mChapters shall remit payments for new,
re-enrolled and re-instated members to
the Finance Dept. per the Statement of
Account each month

mChapters may raise the amount of dues
without dispensation provided
approved by vote of Chapter

mRecorder notifies Moose Int’l by
entering the new rate in LCL.net




LIFE MEMBERSHIP

WOTM General Laws Sec. 35, Pg. 15
$4000O (US Funds Only)

Check or Money Order should be sent to the
Dues Processing Center earmarked “Life
Membership” and Member ID#




LIFE MEMBERSHIP

=May earn a life membership:
=Enrolling 250 members

=Maintaining 50 years of continuous
membership

=Pay dues ahead equal to 50 years of
service




MEMBERSHIP RETENTION

Retention MUST be a primary function of
ALL Co-workers

Utilize Keys to Successful Membership
Retention book

Mailed to each Chapter in May

Avalilable online — Members Area
All Forms & Documents —

WOTM Handbooks




CHECKLIST FOR A
SUCCESSFUL YEAR

Officer’s Handbook — Pgs. 65-72
Recorder’s Handbook — Pgs. 31-39




CHAPTER POLICIES

WOTM General Laws Sec. 74, Pg. 48
Officer's Handbook, Pg. 47

mShall be reviewed & updated at the beginning
of each year by the Board of Officers

mEntered in the minutes of the Board of
Officer’s meeting before being presented |
to the Chapter for approval




CHAPTER POLICIES

Policies shall:

=Be in compliance with the General Laws of
the WOTM

=Become effective upon Chapter approval

=Be written in ink, typed or computer
generated onto the official pages of the
Chapter Minutes Book

=Be avallable for all Co-workers upon
request




CHAPTER POLICIES

Policies shall:

=Changes shall not be made to the
Chapter Policies during the year

=Mileage shall not exceed $0.45/mile

=Food allowance shall not exceed
$30.00/day

“All expenses paid by Chapter check shall
be approved by vote of the Chapter

»HEROES



DISCIPLINARY PROCEDURES

Handled through the General Governor’s

k Office

Reasonable fines may be imposed by the
Senior Regent




AUDIT TRAINING

2-HOTT Session

mRecorder, Sec/Treasurer and Audit
Committee are encouraged to attend

Audit Committee Guidelines
=\/Isit www.mooseintl.org

mMembers Area — All Forms & Documents —
WOTM section

The Chapter Audit Committee MUST
audit the Chapter records monthly




AUDIT TRAINING

How to audit the records:
mExistence of Assets
=\erify Expenditures
mSavings and Investments
=\erify Membership

Remit the Chapter Audit Report via emall |
to wotmmail@mooseintl.org or fax to FA=
(630) 966-2211

e HEROES



MONTHLY REPORTS

mPhotocopy or electronically save ALL
reports before remitting to WOTM
Headquarters at Moose International

mALL reports should be received/
postmarked on or before May 1, 2018

=Remit reports monthly




MONTHLY REPORTS

mForms 114/166
=Don’t forget Green Cap/Ways & Means

=Include Chapter’s monthly community
service activity on each Form 114




FORM 166

=mFrom the Moose Admin portal, choose:

Forms/Form 166/Create

mComplete the fielc

mClick Printer Frien
form for accuracy.

the Chapter records

mClick SAVE to tran

Moose International

S In their entirety

dly Version to review the
Print or save a copy for

smit the form to




Eﬂltemé
- .

e —
Officers Forms

——
Form 166
2017 - 2018 Chapter Yesar
E:iutn[ E:inuih._— !I"_'EE“:!]
[sewe] |clear | |  Back toFom 186Lst
Committes Marmme: 16E - MembeshipRFetention [Way ]
Thairman's Mame: |5E|"L" Suns hine |

Mueember of Committee meetings held:

Committee Fund-Raising Project was: | Family Movie Night |
Starting dete of event: H

Ending date of ewent: ﬂ

Pla= held: |J|:r||1.-'tmn hMoose Home
MNumber of Committee members present

at Fund-Raising Project: El

Proceeds: s

BExpenses: 5.'
Profi: s[7is=0 | Calculste |

Proceeds will be used for the folowing Mooseheart, Moosehaven, Chapter or cidc projeds: Arnount approwved:
[Special Project | g|s0.00 |
|Scholars hip & Maintenance | s|25.00 |
[General Fund | s[s0.m0 |
Show more projects

[ &t least 1 signature and associsted phone number s reqguired)

PEPTIT e [Hesther Jones | Phone #: |S5522487ES | 10 digit=)

Senior Regeant: |":E"""':|.’E Feters | Phone #: |555224EI-FE‘ * | {10 digits )

= ==
Sawe CIEE.I; | Back to Form 188 List




FORM 114

mComplete the fields accurately and in their
entirety

=|[naccurate forms will result in an email
from WOTM HQ - it Is the responsibility of
the Chapter to remit a corrected form

mDonation checks should be remitted with
Form 114




IMPORTANT! This information must be completed for credit!

WOMEN OF THE MOOSE Complete ALL! % CHAPTER NUMBER:
155 SOUTH INTERNATIONAL DR CHAPTER NAME:
MOOSEHEART, ILLINOIS 60539-1100 STATE/PROVINCE:

FORM 114
2017 - 2018

Report of Membership/Retention — May - Committee Activity Night prepared by Chairman.

$ Read at Second meeting of the month. Give to Senior Regent after the meeting.

Project assigned to Committee: Moosehaven Daily Needs

USE CORRECT FORM!!

Committee Name Membership/Retention — May

Chairman’s Name
Date of Chapter Activity Night Usually the 1st Chapter meeting of the month @

Number of New members present
at Chapter Activity Night

Number of Candidates balloted upon/enrolled
during the month

Number of committee members present
at Chapter Activity Night




EMAILING REPORTS

Save Postage — Save Time
wotmmaill@mooseintl.org

Subject Line
C-number Form month/year Form Type
Examples:

=C-3000 May 2017 166

=C-3000 June 2017 Audit




REPORTING
OFFICER/CHAIRMAN INFO

mAfter May 2, 2017 Officer and Chairmen
iInformation must be entered by the Chapter
using the Officer Maintenance function from
the Admin menu

mUpdates required (including resignations):
=Any Installation after May 2, 2017
=August 10, 2017
=February 10, 2018

=Prior to May 1, 2018




LIFETIME ACHIEVEMENT AWARD

mEach State/Province developed their own
criteria for the Lifetime Achievement Award

=Qur requirements are...
mDeadline for submission




CORRESPONDENCE

Women of the Moose
Department/Name
155 S International Dr.
Mooseheart, IL 60539-1182
(630) 966-2211 (fax)

* DO NOT include correspondence with monthly
reports

» Correspondence should be signed and
include Chapter name, number, contact
phone # and/or email address




COMMUNICATION

mMoose Leader
mMoose International
Website

mOfficlal Communication Emails
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PO BOX

mHighly encouraged, but not required
=Malil must be addressed to a Moose unit

=Chapter mailing address should NOT be
the home address of any member




WEBSITE

www.mooseintl.org

=An important line of communication!

mOfficers/members should review the
website at least weekly




ENDOWMENT FUND

mCollections shall be conducted at each
Chapter Meeting and all Special Meetings

=Remit donations to Moose Charities
monthly




COMMITTEE ACTIVITY
NIGHT MEETINGS

®The entire Meeting Agenda shall be
performed

=CLOSED except Standing Committee
Nights and approved open meetings

=Round table meetings are NOT in order

=Dress Code: OFFICERS shall wear
pusiness dress attire




COMMITTEE ACTIVITY
NIGHT MEETINGS

Should be FUN, inviting and welcoming

Be creative
* Theme Party
* Guest Speaker
*Soclal Time
Be the “hostess with the mostest”

*Name badges, decorations, music, refreshments,
etc. N




COMMITTEE ACTIVITY
NIGHT MEETINGS

mKeys to Successful Membership
Retention Book, pg. 5

mUse only authorized Meeting
Procedures and Agendas as written for
all Chapter meetings

=There shall be NO drinking or smoking
at any meeting of the WOTM




BOARD OF OFFICERS MEETING

Officer Handbook, Pg. 22
mShall be held at a convenient time and place

mMay be held before/after the Chapter Activity
Night or before the 2"d meeting of the month
providing the minutes can be recorded on the
official pre-numbered minutes pages prior to
the start of the meeting.




BOARD OF OFFICERS MEETING

mDiscuss Proposals
=Accepted
=Rejected
=l ocked

=Minutes written on official minutes pages
=Maintain Confidentiality




JOINT OFFICERS' MEETING

mShall be held at least monthly
=Build harmony with the Lodge
=Establish good channels of communication
=Discuss projects/activities

mMinutes are not recorded In the Official
Minutes Book




SECOND MEETING
OF THE MONTH

mShould be held 2 weeks following the
Committee Activity Night

m|s a CLOSED meeting

mShall be conducted in order outlined by the
Meeting Procedures and Agendas book

=Financial Report
=Monthly Reports




CHRISTMAS IN OCTOBER

mCan be held as an OPEN meeting
u|s a VERY SPECIAL occasion
=Monetary Gift Walk




CHRISTMAS IN OCTOBER

mForm 114 Checks Earmarked

=Scholarship & Maintenance Fund from the
Mooseheart/Moosehaven Committee

=Christmas in October donation, Gift Walk
and Special Christmas Gift for Mooseheart
Student

*Moosehaven Special Events donation, Gift
Walk and Christmas Gift for Moosehaven
resident

=sEndowment Fund collection




DISPENSATIONS FOR
MEETINGS

Not Required...

=By majority vote of the Chapter meeting
night/time may be changed

=Notify WOTM Headquarters via LCL.net

=To change meeting date due to holiday,
conference or inclement weather




MEETING MINUTES

Officers’ Handbook, Pg. 37-46
mShall be taken at all regular meetings

mShall be recorded on Official Minutes
Pages

mShall be accurate

mShall be signed - Senior Regent shall
sign the Minutes immediately after all

Minutes have been read and
approved by the Chapter




MEETING MINUTES

mShall include the names of those
applications balloted on for
membership including the name of
each applicant’s sponsor

mA diagonal line shall be drawn across
the remainder of each page at the end
of the meeting

=A new page shall be used for each
Meeting




PRIVATE POLICY

Officers’ Handbook, Pg. 74-75

mRequired for the protection of our tax-
free status and Constitutional Right of
Privacy

=Do not jeopardize our not-for-profit status
“You are either a member or a guest”

mA guest Is anyone who Is not a
member of the Order — Lodge or
Chapter




FUNDRAISING

Officers’ Handbook, Pgs. 25-27

Activities should not conflict with the
Private Policy or WOTM General Laws




FUNDRAISING

=No one shall make a personal profit

mNo demonstration parties in the name of
the Chapter or Committee unless 100% of
the net profits are being donated to the
Chapter

mNo verbal or written contracts without
dispensation




HANDLING FUNDS

Recorder Is responsible

m0ne Checking Account — “General Fund”

mBusiness Receipts shall be issued

mNo Petty Cash — No Cash Payouts
=Exception: Bingo (with dispensation)
="Exception: 50/50 (split the pot raffles)

e HEROES



HANDLING FUNDS

Issuing Checks

mBlank checks shall NOT be signed -
grounds for removal from office

The Chapter is NOT a bank

=Do not cash personal checks with Chapter
funds e




DISPENSATIONS

mForms can be found In the Forms &
Documents section of Moose
International’s website

www.mooseintl.org




DISPENSATIONS

=Must be completed In their entirety
=Must be signed by the Board of Officers

=Must affix Chapter Seal

mAttach copy of minutes to Financial
Dispensations

$1,000.00

LOOM
Civic O

Donations

‘ganizations

$2,500.00
Paraphernalia




DISPENSATION TO
ADVERTISE

Advertisements to the Public must:
=Not include price
=Contain “Members and qualified guests only”

=|f the event includes non-members, “This Is a
community service event. All net proceeds
are going to !

=This Includes Facebook, Twitter, Instagram
and other social media posts




COMMUNITY SERVICE &
CHARITABLE FUNDRAISING

mClose the social quarters to non-
members

=\/olunteers only!

mChapter/Lodge may not benefit
financially from the event

mNet proceeds shall be donated
mRecord each event




PUBLIC SOLICITATION OF
MEMBERS




AWARD OF ACHIEVEMENT

WOTM General Laws, Sec. 101, Pg. 71-72
Did you know...???

#The Membership Quota Is simply a goal - It
does not effect the Award of Achievement

mCredit Is NOT given for deceased members

mResignation/Removal of an Officer at the
end of the Chapter year will not cause the
Chapter to lose the Award of
Achievement




AWARD OF ACHIEVEMENT

= Gain in membership of one (1) or more “active”
members

= Shall meet the following financial responsibilities:

=Net Assets of April 30t shall be greater than or equal
to net assets of previous May 15t

=Credit Is given for contributions to the Endowment
Fund, Moose Charities & Local Lodge, Mooseheart,
Moosehaven, worthy community projects and
approved scholarships

=All bills to MI & all government agencies
paid when due




AWARD OF ACHIEVEMENT

= Minimum donation for Scholarship & Maintenance
remitted monthly

= Minimum donation for each Monthly project
remitted monthly

= Endowment fund collection remitted monthly

=Donations for Mooseheart/Moosehaven given at
Annual & Midyear conferences

mEl|ectronic Financial Reports transmitted on time

=[RS Forms 990 & 940, when applicable,
completed & submitted




AWARD OF ACHIEVEMENT

mPursue basic fraternal obligations & satisfy
each of the following criteria:

=Adhere to the General Laws of the WOTM &
LOOM

=Adhere to the Private Policy

=Use only authorized Meeting Procedures &
Agendas, as written

=Have representation at Annual & Midyear
Conference of the WOTM




ELIGIBILITY FOR THE ACADEMY

OF FRIENDSHIP DEGREE

WOTM General Laws, Sec. 102, Pg. 72-73

= The Chapter shall qualify for the Award of
Achievement

mElected, appointed or chairman installed before
January 31 & serve through the end of the
Chapter year

= Shall sponsor & enroll into the Order two or more
candidates

= Chairman shall hold a fundraising project &
remit minimum donation to Moose Charities




ELIGIBILITY FOR THE ACADEMY
OF FRIENDSHIP DEGREE

mAttendance at a WOTM Training Session
IS encouraged, not required

mFjve for Friendship

=Any co-worker sponsoring and enrolling
five (5) or more members into the Order
between May 1 and April 30




ELIGIBILITY FOR GREEN CAP

WOTM General Laws, Sec. 103, Pg. 73-75

mSenior Regent must attend a WOTM
Training Session to qualify for personal
honors




ELIGIBILITY FOR GREEN CAP

mThe Chapter shall earn the Award of
Achlievement

mSenior Regent shall.

"Be elected & installed on or before July 315t &
serve through the end of the year

=Shall appoint & have installed all Chairmen &
appointed officers

=Shall sponsor & enroll two or more
candidates into the Order




ELIGIBILITY FOR GREEN CAP

=Shall remit all forms completed in their entirety
by respective deadlines

=Shall notify every Co-worker on Chapter rolls
as to which Chapter Development Committee
they are appointed

=Shall attend a WOTM training session

=Shall attend Board of Officers meetings,
Committee Activity Night meeting &
second meeting of month




ELIGIBILITY FOR THE COLLEGE
OF REGENTS DEGREE

WOTM General Laws, Sec. 105, Pg. 75

Junior Graduate Regents must attend
a WOTM Training Session to qualify
for personal honors




ELIGIBILITY FOR THE COLLEGE
OF REGENTS DEGREE

mJunior Graduate Regent installed on or
before July 31 and serve through April 30

mSponsor & Enroll into the Order two or
more candidates

mHold a Green Cap activity night

mServe as Chairman of the Ways & Means
Committee =




ELIGIBILITY FOR THE COLLEGE
OF REGENTS DEGREE

mHold fundraising project

=Must attend a WOTM training
session

mAttend Board of Officer meetings,
committee activity night, & second
meeting of month




ELIGIBILITY FOR THE COLLEGE
OF REGENTS DEGREE

Green Cap = %2 way there

=\When will my call letter arrive?

=On or around December 15t following
the term as Junior Graduate Regent

m\\Vhat Is “second chance?”




ELIGIBILITY FOR THE COLLEGE
OF REGENTS DEGREE

Second Chance:

=Fulfilled all personal requirements while
Senior Regent

=|nstalled as Junior Graduate Regent on or
before July 315t & serves through the end of
year

=\While as Junior Graduate Regent, Chapter
earns the Award of Achievement

=Sponsors & enrolls into the Order four or
more candidates between May 1 &
April 30




ELIGIBILITY FOR THE COLLEGE
OF REGENTS DEGREE

mServes as Chairman of the Ways &
Means committee

=Hold a fundraising project

mHold a Ways & Means Committee
Activity Night

mAttend a WOTM Training Session

mAttend Board of Officer meeting,
Committee Activity Night Meetings
& Second Meeting of month




STAR RECORDER REQUIREMENTS

WOTM General Laws, Sec. 110, Pg. 81-82

mRecorders must attend a WOTM Training
Session and 2-HOTT Session to qualify for
personal honors

/ f\\\
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STAR RECORDER REQUIREMENTS

mChapter shall earn the Award of
Achievement

mRecorders:

=Be elected & installed on or before July 315
& serve through April 30t

=Shall sponsor & enroll into the Order two or
more candidates between May 1 & April 30

=Financial report transmitted to Moose | E
Int’l by the 10™ of each month §>1 ¢




STAR RECORDER REQUIREMENTS

= Shall sort the active membership into the four (4)
Chapter Development Committees and give to Senior
Regent

= Shall attend a 2-HOTT Training
= Shall attend the annual WOTM Training
= All tax & government forms filed & paid on time

= All receipts & expenditures recorded accurately &
properly balanced

= All applications transmitted to Moose Int’| upon receipt
= Membership records, reports & files kept current
= All financial information reported to Moose Int’l




NOMINATIONS, ELECTIONS,

INSTALLATION

WOTM General Laws, Sec. 91-100, Pgs. 57-70
Election Handbook (available on Moose Int’l website)

Become familiar with:
=Nominating Committee Meeting procedures
=3 meetings required
=Eligibility of Officers
=|nstallation




REPS/MATRICULANTS TO
CONFERENCES

WOTM General Laws, Sec. 111, Pg. 82

mPaid Chapter Representative:
=Annual Conference
=Midyear Conference
=|nternational Conference

mShall attend all eligible meetings

mShall make a report at a Chapter
meeting




REPS/MATRICULANTS TO
CONFERENCES

Note: Any active co-worker (paid or not) can
serve as Chapter representative for Award
of Achievement attendance credit




REPS/MATRICULANTS TO
CONFERENCES

mAllowable Expenses
=l_odging
=Transportation
Allowable mileage = $0.45/mile
=Food Allowance
Maximum = $30/day
=Pre-Registration Fee
=Meal Events (Optional)




REPS/MATRICULANTS TO
CONFERENCES

mDetermining Expense Money
=Proposal for Financial Assistance
=Repayment of Expenses

=Co-worker does not complete her term of
office

"here are exceptions!




ORDERING SUPPLIES

Supply Form available online
*\Who are the WOTM?
=Applications
*Moose Member Benefits
=And many more!

Catalog Sales
Phone: (630) 966-2250
Fax:  (630) 859-3505
Online: www.mooseintl.org/supply




MOOSEHAVEN
CENTENNIAL PROJECT

WOTM pledge $2 Million over 3 years

Requested donation: $6.00 per member,
based on the Chapter’s April 30, 2016 active
membership

mChapters who are donating to the WOTM
pledge should earmark their checks ‘WOTM
Cent. Project’

mDonations made to assist the Association |
pledge earmark their checks
‘Association Cent. Project’




QUESTIONS & ANSWERS




MAKE-UP TRAINING
SESSIONS

=November 1, 2017 thru January 31, 2018

mRequests must be received in writing by
the Chapter Analyst Coordinator on or
nefore December 1, 2017

BNO one-on-one sessions — sessions will be
centrally located

mChapter(s) incur all expenses




HOSTESS CHAPTER
VOLUNTEERS FOR NEXT YEAR

u|f interested, please provide your
Chapter’s contact information to the
Session Leader

mSession Leaders will contact you In
the Spring 2018 to determine
avallable dates and meeting locations

»HEROES



EVALUATION FORM

®You are encouraged to submit your comments,
concerns, and recommendations to WOTM
Headquarters:

Office of the Grand Chancellor

155 S International Drive
Mooseheart, IL 60539-1182
Or emalil: dbaille@mooseintl.orqg

®[nclude your name, session leader’s name &
date/location of session in your correspondence

ALL comments will remain
CONFIDENTIAL




CERTIFICATE OF ATTENDANCE

IN APPRECIATION OF YOU,
FOR ALL THAT YOU DO.
Travel home safely




