Grand Aerie Officer Training

Compliance — Duties of the:

Worthy President, Secretary, Treasurer, Auditor and Trustees
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WORTHY PRESIDENT

* THINGS THE WORTHY PRESIDENT SHOULD DO PRIOR TO TAKING
OFFICE:

e A) DESIGNATE YOUR INSTALLING OFFICERS AND DECIDE WHEN IT
WILL HAPPEN

e B) YOU KNOW WHO YOU’RE WORKING WITH AFTER THE FIRST
MEETING IN MAY, SO START ORGANIZING NOW.

e C) SET UP YOUR TRIAL COMMITTEE WITH ALTERNATES
e D) SET UP A BY-LAWS AND HOUSE RULES COMMITTEE



WORTHY PRESIDENT

e E) SET UP THE VISITING, MEMBERSHIP, FINANCE, ATTENDANCE,
PUBLICITY, AND INTERVIEWING COMMITTEES

e E) FIND AN AERIE AUDITOR
e G) GIVE THIS INFO TO SECRETARY

e H) UNDER NEW BUSINESS AT THE FIRST MEETING IN JUNE
ANNOUNCE THESE COMMITTEES TO THE FLOOR

* |) READ THE CONSTITUTION TO LEARN YOUR DUTIES AND
RESPONSIBILITIES



WORTHY PRESIDENT

A. Duties

1. Presides at all meetings of the Aerie.

a) Worthy Vice President serves in your absence
2. Enforce all the Laws of the Order.
3. Maintain Harmony.

a. Have Good Common Sense.

b. Have Leadership Ability.

4. General Supervision over all affairs of the Aerie except where
vested elsewhere, i.e.

a. Secretary, Trustees and Treasurer
(1) Do not attempt to takeover.
(2) Encourage them to do their duties right at times.



WORTHY PRESIDENT (cont.)

5. Appoint all officers Pro-Tem in place of absentees.

a. Fill all vacancies in accordance with Section 92.1,
Statutes.

b. Check By-Laws to see which officers are elected and
which are appointed.



WORTHY PRESIDENT

AERIE COMMITTEES

A.Must not attempt to serve on them or try to run them

B.Once appointed you can remove members with or without cause

Except:
C. Once appointed, cannot change makeup of the:

(1) Trial Committee and Finance Committee.

(a) Except when a proper vacancy occurs.



WORTHY PRESIDENT

GENERAL RESPONSIBILITIES

1. Questions finances of the Order at all meetings

a. In accordance with the Ritual.

2. Require that all officers and employees, required to be bonded, are so bonded or the
Aerie has Employee Dishonesty or Full Crime Coverage.

3. Ensure Aerie records are audited by the Auditor when required. Auditor is directly
responsible to the President [compensation is in the By-Laws].

a. Monthly audits.

b. Annual Reports.



WORTHY PRESIDENT (cont.)

4. Ensure that all Aerie funds are deposited and credited to the proper
accounts as per By-Laws and Laws of the Order and State Laws.

a. General Fund
b. Benefit Fund

c. Gaming Fund (optional per By-Laws or State/Provincial laws)
d. Social Fund

e. Building Maintenance Fund



WORTHY PRESIDENT (cont.)

5. Sign all checks drawn by the Secretary (that have been
approved by the Aerie).

6. Signs all other papers, communications and reports that may
be required.

7. Decide all parliamentary questions, subject to right of appeal
of the membership.

a. Can appoint a parliamentarian if so desired.
8. Inspect all ballots cast on applicants.

9. Cast the deciding vote upon all questions before the Aerie on
which there is an equal division.

a. Except Election of Officers and Applicants.



WORTHY PRESIDENT (cont.)

10. Prior to your installation as President:

a. Check with the current serving Worthy President, Secretary,
Treasurer and Auditor to ascertain if all the required Semi-Annual
and Annual Reports are ready. Reports are on the MMS for access
by the  Secretary at the end of the Semi-Annual /Annual Term.

(1) Secretary’s Semi-Annual Per Capita Tax report - due
November 30 and May 31 each year.

(2) Aerie Treasurer's Report due May 31, (Late date is
October 15).

(3) Aerie Auditor Report due May 31, (Late date October 15).

b. Reports should be filed, regardless whether the Per Capita Tax
is paid.



WORTHY PRESIDENT (cont.)

11. Ensure that a minimum of two (2) meetings are held each month.
a. By-Laws dictate days and time.

b. Cannot cancel a meeting, must reschedule it to meet the two meeting
requirement.

c. Special meetings:
(1) Section 72.2 of Constitution.
(2) President may call the meeting.
(3) At least 10 members may request one (in writing).

(4) No business may be transacted except as stated in the notice of the
meeting.

(5) At least five days notice shall be given to the members.

(6) Voting may only take place if it is stated in the notice that voting
will take place and only on the business stated in the notice.



WORTHY PRESIDENT (cont.)

12. Ensure that an officer's meeting is held at least two (2) times a month.

a. Is like a Board of Directors meeting.
b. Planning for campaigns, programs, affairs, functions, etc.
c. No formal actions can be taken or expenditures of Aerie funds at these

meetings.
13. If in doubt as to actions to be taken on any matter before the Aerie:

a. Appoint a committee to investigate the merits and intent of each proposal
and report back at a future meeting.



WORTHY PRESIDENT

RITUAL

1. President responsible for ensuring Ritual is followed in all aspects of Aerie business.

2. Every Officer MUST memorize their parts.

RITUAL - Review the Ritual book on below listed Aerie Events:
Initiation Ceremony.

Installation of Officers.

Memorial Service.

Charter Draping Ceremony.

Final Tribute to Deceased Members.

Institution Ceremony.

State Aerie Ritual.

Grand Aerie Ritual.

YVVVYVVYVYYYVY



WORTHY PRESIDENT

NO SHORT FORM Ritual
for Meetings or Initiations!
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THE AERIE SECRETARY

The Secretary’s office is one of the most important offices of
the Local Aerie of the Fraternal Order of Eagles. The Secretary
comes in contact with the entire membership more than any other
office in the Aerie, as he is collecting dues from the members
throughout the year and corresponding with them relative to various
activities and programs. The manner in which he conduct his office
and the tact and diplomacy that he uses in his dealings with the
membership has much to do with the progress of the Aerie and also
the standing of the Aerie in the community.

All the records of the Aerie are maintained in the Secretary’s
office. Many of the records are not only important now but in years
to come and should be maintained with the idea in mind that they
will be available at any time in the future when needed (see Page 29
of the Officer's Handbook).



RECORDS TO BE KEPT PERMANENTLY

Applications for membership and
declarations of physical condition
Application record or roll books
Claim for disability benefits
Claims for Funeral Benefits and
Death Certificates
By-Laws
Trustees Minute Books
Secretary's Cash Books.
Secretary's Semi-Annual Reports
Treasurer's Cash Books
Treasurer's Annual Reports

Tax Records

Sick and Funeral Benefit records
Building Plans & Specifications
Withdraw and Transfer Cards.
Visitors Registers.

Individual ledger sheets and/or
cards.

Secretary's Minute Books.
Deeds, mortgages, notes, leases
and contracts

Authorization from Grand Aerie
Departments.

F.O.E. Employees' Pension Fund
records

All Payroll records.

RECORDS TO BE KEPT FOR THREE (3) YEARS THEN DESTROYED

Aerie Auditor's Record Books.
Cancelled Treasurer's warrant
checks, except those where the
mortgage or liens have not
been cancelled.
Miscellaneous Receipts duplicates.
Original Miscellaneous Receipts.
Warrant check stubs.

Official Receipt book carbon

copies

Trustees Profit & Loss Statements.
Trustees Weekly & Monthly reports.

RECORDS TO BE KEPT FOR TWO (2) YEARS THEN DESTROYED

Bill, Invoices, etc.
Temporary dues receipts.
Treasurer's Monthly and
Quarterly reports.
Voucher Folders.

Correspondence.

Distribution of Receipts.

Monthly delinquent members reports.
Requisitions.

Correspondence should be carefully screened before destroying. Some
correspondence could be destroyed in less than two (2) years, while some should
be kept much longer.



SECRETARY

e SECTION 85.1 It shall be the duty of the Secretary to keep a full and complete record of
the proceedings of the Aerie in a book provided for that purpose by the Grand Aerie or if
the records are kept electronically, they shall be printed and read at each meeting and,
once approved by the membership and signed by the Worthy President and Secretary,
copies shall be kept and protected in a three (3) ring binder or book for that purpose; to
read to the Aerie all reports, bills and communications which may be presented; to assist
in the transaction of the business of the Aerie, to write all communications, to fill out all
certificates and cards granted by the Aerie, to keep and maintain at all times a full,
complete and up-to-date roster of the membership, committees as required by MMS
and officers of the Aerie, with the latest and up-to-date residence, email address and
mailing address of each member and officer, and to keep the Grand Aerie, and such
other departments of the Grand Aerie as the Grand Secretary shall direct, at all times
promptly advised of all changes in membership and officers; to issue all summonses and
notices which may require his signature to attest them; to affix the Seal of the Aerie to
all documents which may require it; to notify the Grand Secretary forthwith of the
expulsion of any member and the cause thereof; to notify the Grand Secretary forthwith
of any officer removed from office by the Trial Committee and to perform such other
duties as may be required of them by the Laws and usages of the Order.



SECRETARY

e Section 85.2 (a) The Secretary shall maintain such systems or records, books and accounts, and shall issue such notices and
make such reports as the Grand Aerie shall prescribe.

¢ ( b) The accounts shall be recorded in the book provided for that purpose by the Grand Aerie. The accounts may be
maintained in this book or if the records are kept electronically, they shall be printed and read at each meeting and, once
approved by the membership and signed by the Worthy President and Secretary, copies shall be kept and protected in a
three (3) ring binder or cash book for that purpose.
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0831116 Balance Sheet
Cash Basis As of July 26, 2016
e Aug 31,16
ASSETS
Curent Assets
Checking/Savings
SAVINGS/TEMP CASH INVEST
125-CHECKING B 263,224.74
Tolal SAVINGS/TEMP CASH INVEST 293_{24.?4
Total Checking/Savings 263,224.74
Other Current Assets
CASH NON-INTEREST BEARING
101-REGISTER #1 1,500.00
102-REGISTER #2 1,500.00
103-REGISTER #3 150000
Total CASH NON-INTEREST BEARING 4 500.00
Inventory for Resale 645146
Total Other Current Assats. 10,951 46
Total Current Assets 274,176.20
Fired Assats
Building & Land 728,428.16
Furniture & Fixtures 100,000.00
Total Fixed Assets - 626,428.16
TOTAL ASSETS 1.102.604.36
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Other Current Liabilities
FUND
510-G/A PER CAPTIA 144.00
515-VT PER CAFPTIA 59.00
550-VT REM TAXES 10% 689.38
551-VT REM TAXES 9% 1325
570-Past Preidents Fund 1.050.57
S901 250.00
2100 - rayron Lsommes
PAYROLL-FICA 579.11
PAYROLL-FUTA 29.35
PAYROLL-FWH 300.00
PAYROLL-MCARE 135.70
PAYROLL-SUI 61.37
PAYROLL-SWHVT 7
Total 2100 - Payroll Liabilities B 1. .-
Total TEMP. RESTRICTED FUND 334352
Total Other Current Liablities 3,343.52
Total Current Liabilities 3,343.52
Total Liabiliities 3,343.52
Equity
3000 - Open Bal Equity 762,419.93
3800 - Eamings 328,083.80
Net Income 877711
Total Equity 1,089,260.84
TOTAL LIABILITIES & EQUITY 1,102,604.36

Page 1



7:20 AM

OR/30ME
Accrual Basis

Addison County Aerie #Jlll. Inc.
Profit & Loss Detail

June 28 through July 11, 2016

Total 609-51.00 TICKETS
Total D9La-Special Evenls/Activities
10La-Gross Sales of Inventory
BUFFET

Date Mum Name Memo Split
Ordinary Income/Expense
Income
FORM 990 PART VIll
DML~ Membership & Assements
GG0-DUES
07/03/2016 GG 125-CHECKING
07/03/2016 1122 MD 125-CHECKING
07032016 3285 DG 125-CHECKING
07/03/2016 24227... RH 125-CHECKING
07032016 1804 LD 125-CHECKING
07/03/2016 7398 DS 125-CHECKING
07/03/2016 5051 MSM 125-CHECKING
07102016 2436 MC 125-CHECKING
oTHOZ016 2772 AC 125-CHECKING
0706 BM, LM 125-CHECKING
Total 660-DUES
Total 01L- Membership & Assements
08La-Special Evenis/Activiies
609-51.00 TICKETS
07/0372016 TRUSTEES CASHUP Deposit 125-CHECKING
07TMWz016 TRUSTEES CASHUP Deposit 125-CHECKING

600-BEER
0710312016 TRUSTEES CASHUP  Deposit 125-CHECKING
071002016 TRUSTEES CASHUF  Deposit 125-CHECKING
Tolal GOO-BEER
601-LIQUOR
0710312016 TRUSTEES GASHUP  Deposit 125-CHECKING
071102016 TRUSTEES CASHUP  Deposit 126-CHECKING
Total 601-LIQUOR
B02-WINE
07/03/2016 TRUSTEES CASHUP  Deposit 125-CHECKING
071102016 TRUSTEES CASHUP  Deposit 125-CHECKING
Total B0Z-WINE
603-SODASIUICE
07/0312016 TRUSTEES CASHUP  Deposit 125-CHECKING
0711072016 TRUSTEES CASHUP  Deposit 125-CHECKING
Total 603-SODARIUICE
604-BARFOOD
07/0312016 TRUSTEES CASHUP  Deposit 125-CHECKING
07/10/2016 TRUSTEES CASHUP  Deposit 125.CHECKING
Total 604-BARFOOD
605-MISC INCOME
6053 ATM
07/0312016 TRUSTEES CASHUP  Deposit 125-CHECKING
0TN0ROIE 7412 Deposit 125-CHECKING
0711012016 TRUSTEES CASHUP  Deposit 125.CHECKING
Tatal 6052 ATM

Page 1

Amount

30.00
30.00
30.00
30.00
30.00
30.00
30.00
30.00
60.00
330.00

330.00

7,237.00
8,390.00

15,636.00
15,636.00

504.32
911,82

1,506,14
315.23
77477

1,090.00

17.27
59 55
76.82
4817
88.30
136.47
18,12
14.45
3257




SECRETARY

.Section 85.3 He shall issue receipts for dues, fines and assessments using receipt
forms which shall be prescribed by the Grand Aerie

i3 Ses 009
| g.‘g MISCELLANEOUS BRECEIPT ™

L FRATERNAL ORDER OF EAGLES

b B

3-22‘.5% Cly Stute 19

n.‘ B ! -

B :3‘5 RECEIVED from

Sj" ‘—g‘ Thé giom OF . ... e S e i e e i el e it S Dellors

‘Ej‘;g'% in payment for

E"' § | Entered in Cash Book Page___ AERIE/AUX. Secretary Aerle/ Aux, No.

E-E:,hg s SEAL

Duplicate { Yellow Copy) Must Not Be Detached. Printed in U.S.A.

FUND
MISCELLANEOUS RECEIFPT

FRATERNAL ORDER OF EAGLES

City State.

010

19

RECEIVED from
__Dollars

The sum of

in payment for.
Entered in Cash Book Page AERIE/AUX.
i ( SEAL )

Secretary Aerief/ Aux. No




SECRETARY

» Section 85.4 When issuing the official receipts for dues, in connection
with the name of the member, the highest office he has attained in the
Order shall be included on his official receipt.



SECRETARY

"Eagles are People Helping People"
Your Aerie/Auxiliary is most appreciative of your prompt payment of dues and the
wonderful support and cooperation, which you dre giving to the programs of Eagledom in yolr
community and your nation.

This Is your Official Eagle Recelpt and we sincerely hope you will take complete advantdge :

of all that it represents.

Always carry it with you because It is your traveling passport into Eagle Apﬂqs ]

everywhere, Use It to attend ypur own Aerie regularly.
Our order is In constant need of new mermbers - the very lifeblood of our fraternity.

The advantages of Eagle Membership are many! Give others an opportunity to epjay lI]e
privileges, benefits, pléasures and opportunifies of the Good Samaritan service, which olr

Order affords by inviting a friand to join the Eagles today. Remember, a personal invitatlon

from you to a close friend will almost Invariably mean a new Eagle member!

DONALD L. WESTFALL
7510 AUTUMN PINES DR
ORLANDO, FL 32822

raternal Order of Eagles 13305
This ?ertifiep that on March 18, 2008

i Member DONALD L. WESTFALL

v £¥  Has paid Aetie 3496 ORLANDO, FL

The sum of eight and xx / 100 dollars

For the payment of LIFETIM

Expiration Date 0

GAID#: 603508 Member Since: 1957

YRS EAGLE MEMBER - 51 OFFICER- 10 YR, SECT - PW.P,
Member Signature ! Secretary Signature

Every Member cwas at least ane new member to their Aerie/Auxjliary each year. Sign up a friend for mermbership today that they too may enjoy fun - fellowship and fraternalism.
|



SECRETARY

OFFICIAL RECEIPTS

Receipts are printed out from the MMS System — see slide

Dues payments can be setup in the MMS System according to your By-Laws —
see slide

Local Fields can be added to print out on the dues receipt, i.e. — Officer, Years
Eagle Member, Life Member, Golden Age Eagles, Military, Under 21, etc. See Slide

Under 21 years of age — must be authorized in your By-Laws.
1. Dues card must show in LARGE LETTERS “UNDER TWENTY ONE YEARS OF AGE.”.

All members have a 15-day grace period after their expiration to pay their dues
and they are entitled to all rights and privileges of membership during that
period.

This is the only acceptable receipt to show as evidence of membership.

You can account for monies collected for dues and application fees by using the
MMS System to print out.



SECRETARY

Section 85.5. He shall, on a form to be provided by the Grand Secretary, on
or before the fifth (5th) day of each and every month. notify by mail. to his last
known address, each and every member of the Aerie who will be delinquent on
the fifteenth (15th) day of such month, and he shall notify each member who may
be indebted to the Aerie for an amount equal to three (3) months’ dues, by written
or printed notice, sent to his last known address.

Fraternal Orderof Eagles

Flaca
‘ MAIL YOUR PAYMENT TO: Stamp |
P.O. BOX 253
RFFMNH RROWE 1M AR1N07 | Here |
Aerie 4167 Beech Grove, Indiana
Just a reminder that your Eagle Dues will Reminder No. 1
expire on the last day of this month. Protect 1072072011
your Eagle Benefils by paying your Duas {(Not Tax Deductible)
promptly.
£ will get you curment on dues.

Secretary




SECRETARY

* Section 85.6 On the last meeting night of May, the
Secretary shall read to the Aerie, or post in a conspicuous
place on the Aerie premises, the names of all members
who shall be delinquent in dues on the first (1°!) day of
June. The Secretary shall furnish to the Membership
Security Committee a copy of this posted list.



Delinquent Members Over 30 Days Past Due

Last Payment Days Over Due  Scheduled Drop Date
DUES 07/31/2011 81 11/156/201
Proposer: RALPH E MONTEITH

DUES 07/31/2011 81 11/15/2011
Proposer: JOHN C EDMUNDS
DUES 08/31/2011 50 12/15/2011

Proposer. DUANE E COSTELOW

DUES 07/31/2011 81 11/15/2011
Proposer. DARRELL G BUIS

DUES Q7/31/2011 81 11/15/2011
Proposer: WILLIAM P ESTES

DUES 08/31/2011 50 12115/2011
Proposer. RANDY W THORPE

LastPayment  Days OverDue  Scheduled Drop Date
Number of Delinquent Members 17
Number of Delinguent Dual Members 3
Total Delinquent 20



SECRETARY

Section 85.7. When, and as directed so to do by the
Aerie, the same is not contrary to or in violation of the Laws of
the Order, the Secretary shall draw checks on the Treasurer
against the proper funds of the Aerie. Each check shall be
signed by the Secretary, countersigned by the Worthy
President and by the Treasurer, and when so signed by the
Treasurer shall become a Treasurer’s check. In the absence or
iInability of any one (1) of the above prescribed officers, the
Worthy Vice-President may sign checks from the funds of the
Aerie.




SECRETARY

Section 85.8. The Secretary shall receive all moneys due the Aerie, shall
segregate and enter such receipts upon his records to the credit of the respective

funds of the Aerie as required by the Laws of the Order, shall pay such money
to the Treasurer at the close ot each meeting, or on the succeeding day, and shall
take his receipt therefore.

Moneys collected by an individual or committee for the
benefit of the Aerie shall be deposited with the Treasurer and
Secretary. (Appeal No. 720)

Section 85.9. In the event of the absence of the Treasurer. the Secretary
shall deposit all collections in the proper Aerie account in the bank in which
the Treasurer deposits the funds of the Aerie, and shall procure from the bank
a duplicate deposit slip therefore. As soon as the Treasurer shall have returned
from his absence. the Secretary shall deliver such duplicate deposit slip to the
Treasurer, and shall require the Treasurer to enter and sign the proper receipt.



SECRETARY

Section 85.10. The Secretary shall demand. recerve and receipt for all
money and/or property received or coming into the possession or under the
control of any committee. Marching Club. Degree Team. Drill Team or Band.

Section 85.11. The Secretary shall receipt for all money recerved from every
source, other than the receipts provided for by the official receipts of the Order,
on special form receipts. which shall be provided by the Grand Aerie. which
shall be duplicate carbon receipts, and which shall be known and designated as
Miscellaneous Receipts.

s FUND NN
g MISCELLANEOUS RECEIPT y NO. 01
% ..c‘: § F E

S g FRATERNAL ORDER OF EAGLES

LR ey

9 ;‘ é City State Month 20

S |¥s| recEnED from

Bt Bs

g. 3 ‘_;‘:_Z The sum of Dollars

‘_5:- S E= in payvment for

237

2 < £ | Entered in Cash Book Page AERIE/AUX Secretary Aerie/dux. No.

£5% £ . ( SEAL )

Duplicate {Yellow Copy) Must Not Be Detached. Printed in USA



SECRETARY

Section 85.12. (a) The Secretary shall have the power to appoint assistants
to efficiently carry on the duties of his office. The assistants so appointed shall be
under the supervision and employed by the Aerie Secretary only. The assistants
so appointed shall give bond for the faithful performance of their duties, the
premiums to be paid by the Aerie. The Secretary shall also be responsible. on
his bond. for the faithful performance of the duties assigned to such assistants,
and their compensation shall be paid by regular Aerie voucher check from the
treasury of the Aerie if provided for in the By-Laws of the Aerie, and in that
event, such compensation shall not be charged against, and regularly deducted
from, the compensation of the Secretary.

(b) The Secretary shall have sole custody of his office and determine who
shall have keys to it. If other officers share the office, then a secure place must be
provided to the Secretary for his books and records and the roster of the Aerie.

Section 85.13. At every meeting of the Aerie he shall read an itemized
account of the receipts to and the disbursements from each fund of the Aerie since
the last regular meeting. At the last regular meeting of each month he shall read
an 1itemized list of all approved unpaid bills of the Aerie on hand, and the date
such bills were due and payable.



WEEK OF

RECEIVED FROM
TRUSTEES
DUES
HORSESHOE CLUB
PWP CLUB
NASCAR CLUB
DONATIONS

WEEK TOTAL RECEIWWED

WEEK OF

RECEIVED FROM
TRUSTEES
DUES
HORSESHOE CLUB
PWP CLUB
NASCAR CLUB
DOMNATIONS

WEEK TOTAL RECEIVED

W/EEK OF

RECEIVED FROM
TRUSTEES
DUES
HORSESHOE CLUB
PWP CLUB
NASCAR CLUB
DOMNATIONS

WEEK TOTAL RECEIVED
TOTAL RECEIVED
AND DEPOSITED

g8/21/2011

TOTAL
RECEIVED
FROM

S$5,524.00
$300.00
$20.00
sSao0.00
S30.00
$1,000.00

$6,914.00

s8/28/2011

TOTAL
RECEIVED
FROM

S$6,276.00

$6,276.00

TOTAL
RECEIVED
FRORM

S13,190.00

DEPOSITED
i

GENERAL
FUND
$3,424.00
$260.00
$20.00
Sao0.00
S$30.00
$500.00

S4,274.00

DEPOSITED
ird

GENERAL
FUND
S3,.876.00

S=3,876.00

DEPOSITED
4

GEMNERAL
FUND

BENEFIT
FUND

$S40.00

BENEFIT
FUND

BEMNEFRIT
FUND

BUILDING
FUND
S600.00

$S600.00

BUILDING
FUND
S600.00

S600.00

BUILDING
FUND

SOCIAL
FUND
S500.00

S500.00

SOCIlAL
FUND
S500.00

$500.00

sSOocCciAaL
FUND

GAMING

FUND

$1,000.00

S500.00

$S1,500.00

GAMING

FUND
S$1,200.00

$1,200.00

GAMING
FUND

TOTAL
S$5,524.00
$300.00
$20.00
Sao.o00
Sz30.00
$1,000.00

S$6,914.00

TOTAL
$6,176.00
$S0.00
S0.00
sSo.o0
S0.00
S$0.00

$6,176.00

TOTAL
S0.00
S0.00
S0.00

S0.00
S0.00

S13,090.00



SECRETARY

Section 85.14. The Secretary upon request shall deliver all books, papers
and property of the Aerie to the Auditor or to such officer or officers as the Grand
Worthy President or the Grand Secretary shall direct.

Section 85.15. The Secretary shall meet with the Auditor whenever he shall
require him to be present to assist in auditing the books and accounts of the Aerie
and shall render such assistance as the Auditor shall deem necessary.



SECRETARY

Section 85.16. The Secretary shall deliver to his successor 1n office the Seal and
all of the books, papers and property of the Aerie which may be 1n his possession.

Section 85.17. The Secretary shall receive such compensation for the
performance of his duties as may be prescribed by the By-Laws of the Aerie.
Such compensation shall be a per capita compensation. and shall be based upon
the number of members who are in good standing or who are no more than three
(3) months 1n arrears. Such compensation shall not be paid to the Secretary
however, until all reports then due as required by the Laws of the Order shall have
been completed and transmitted to those entitled to receive the same.

The Secretary is an elected official who is paid according
to the Aerie By-Laws. As the Secretary is elected, he is not
an hourly employee paid on an hourly basis, so the minimum
wage laws do not apply. The Secretary is to be paid on a per
capita tax basis. (Opinion No. 556)



SECRETARY

REPORTS AND NOTIFICATIONS:
REPORTS:
A. Secretary’s Semi-Annual Report
1. May 31 and November 30 each

2. Printed from the MMS after May 31 and November 30. Late
if received after July 1 and January 1.

3. Per Capita Tax
a. Grand Aerie $6.00 semi-annually
b. State/Provincial - S semi-annually.
4. See slide of Per Capita Tax reports.



C_:I Crand Acric
raternod Ordzr of
Fadles

C

Grove City , OH 43123

PerCapita Tax

Pernod Ending 05/31/2011

Aerie 99999
1623 GATEWAY CIRCLE SOUTH
GROVE CITY, OH 43123

Activity Date Invoice Description ‘Quantity Amount
QS 201 P316134 Invoice - Initiated Members aa2 3144800
0532011 P316134 Adpustment for Police & Fire Members o 0.oo

Invoice Total: $1.448.00

The Per Capita Tax is based on the artual count of active members as of the end of the Per Capita reporting period. Please
send a copy of this mwoice back to the Grand Aerie with yvour payment. Thank you for your cooperation and prompt

payment.

DUE June 1, LATE AFTER July 1
MUST BE PAID FOR DELEGATES TO CARRY VOTES TO
INTERNATIONAL CONVENTION




Crand acrie PerCapita Tax

raternal Orderof” Period Ending 05/31/2011
o Ea 165 State/Province PCT Invoice
e N
C AERIE 2736 PORTAGE LAKES
S SE99 MANCHESTER RD.
AKROMN, OH 44319

WILLIAM M. ISAACS
STATE/PROVINCILAL SECRETARY

m_ 1 IH Im_ Im‘ - u e A
05312041 312881 Imwoice - Grand Asrie Initiated Members 431 431.00
312011 312881 Adjesmment - Police & Fire Members 2 200

Inveice Swh-Total: A9 00
Write-in Todal for Dual Members §1.00 Eachc
(T requoired by the StateProvinee)
Total &

* This number does not include Dual Membears

DUE DATE FOR PAYMENT IS IN ACCORDANCE
WITH STATE OFR PROVINCIAL BY-LAWS
PLEASE REMIT TO THE STATE/PROVINCIAL SECRETARY




SECRETARY

REPORTS AND NOTIFICATIONS:
REPORTS
A. Secretary’s Financial Report

1. In accordance with the Ritual Book Pages 21-23.

2. At each meeting the Secretary is required to report on the
finances of the Aerie.

3. The next slide is a sample of a report being used (available
as an Excel worksheet)

4. The slide after that is a copy of the G. A. Accounting
Statement you can download from MMS to check account
balance. Shows per capita tax, membership and supply order
balance owed and payments.



WEEK OF

RECEIVED FROM
TRUSTEES
DUES
HORSESHOE CLUB
PWP CLUB
NASCAR CLUB
DONATIONS

WEEK TOTAL RECEIWWED

WEEK OF

RECEIVED FROM
TRUSTEES
DUES
HORSESHOE CLUB
PWP CLUB
NASCAR CLUB
DOMNATIONS

WEEK TOTAL RECEIVED

W/EEK OF

RECEIVED FROM
TRUSTEES
DUES
HORSESHOE CLUB
PWP CLUB
NASCAR CLUB
DOMNATIONS

WEEK TOTAL RECEIVED
TOTAL RECEIVED
AND DEPOSITED

g8/21/2011

TOTAL
RECEIVED
FROM

S$5,524.00
$300.00
$20.00
sSao0.00
S30.00
$1,000.00

$6,914.00

s8/28/2011

TOTAL
RECEIVED
FROM

S$6,276.00

$6,276.00

TOTAL
RECEIVED
FRORM

S13,190.00

DEPOSITED
i

GENERAL
FUND
$3,424.00
$260.00
$20.00
Sao0.00
S$30.00
$500.00

S4,274.00

DEPOSITED
ird

GENERAL
FUND
S3,.876.00

S=3,876.00

DEPOSITED
4

GEMNERAL
FUND

BENEFIT
FUND

$S40.00

BENEFIT
FUND

BEMNEFRIT
FUND

BUILDING
FUND
S600.00

$S600.00

BUILDING
FUND
S600.00

S600.00

BUILDING
FUND

SOCIAL
FUND
S500.00

S500.00

SOCIlAL
FUND
S500.00

$500.00

sSOocCciAaL
FUND

GAMING

FUND

$1,000.00

S500.00

$S1,500.00

GAMING

FUND
S$1,200.00

$1,200.00

GAMING
FUND

TOTAL
S$5,524.00
$300.00
$20.00
Sao.o00
Sz30.00
$1,000.00

S$6,914.00

TOTAL
$6,176.00
$S0.00
S0.00
sSo.o0
S0.00
S$0.00

$6,176.00

TOTAL
S0.00
S0.00
S0.00

S0.00
S0.00

S13,090.00



—J l;rullllc;-]‘n:rilr qf
Eadles Account Statement

August 18, 2011

— Aerie 4454
P.O. BOX 1026
FREDERICK, CO 80530
Grand Acrie, FOE
Attn: Accounits Receivable Department
1623 Gateway Circle South
Growve City , OH 43123

Page1of 1
[ — - - - :
Membership Application Fees
Oa/mes2010 M216275 Inwoice - Membership Batch 10.00
M2153275 Balance 10.00
Total Balance Due for Membership Application Fees $10.00
Per Capita Tax
120172010 P305080 Inwoice: 184.00
P305089 Balance 184.00
O0aMmz22010 PP2B4848 Imwoice: 180,00
FP234846 Balance 180,00
Total Balance Due for Per Capita Tax $364.00
Supplies
05112010 DO 205 Imoice: 40.50
D OODASSSS Balancs 4050
Total Balance Due for Supplies $40.50
[ Total Balance Due $414 50 ]

*= £414.50 is Due and Payable **

Flease submE check oo Srand Asrie Fratemal Order of Eagles.  Accounts Receiabis Department 15232 Gateway Cirdle South Growe City, OH 43123




SECRETARY

REPORTS AND NOTIFICATIONS:
REPORTS
A. Delinquent Members and Dues Reminders:

1. Members become delinquent 15 days after their dues
expiration date.

2. Dues renewal notices can be sent out using the MMS system.

3. You can print out a delinquent members list from the MMS
system. A copy of this list should be given to the Membership
Security Committee.

4. The next two slides will show the Dues Reminders and
Delinquent List features of MMS.



Home Local Membership Reports Help MMS Admin Sign Off

Dues Receipt Reminders

Dues Due Date Hf-m;nds-r HE-nﬂEnd-:ar HF-nIEﬂ-d-E-I" l-'.-s-m_;ndslr

s Send By Send By Send By |Send By
T T 102011 | 11572011 | 1.2/5/2011 | 1/o/2012

SendB8y |SendBy |SendBy |SendBy
10/5/2011 | 11/5/2011 | 12/5/2011 | 1/5/2012

Send By Send By Send By | Sond By

SO gyspz011 | 104572011 | 114572011 | 12/5/2011
P P x o Send By SendBy |(SendBy |SendBy
il Lios i 8/S/2011 |9/5/2011 |10/5/2011 | 11/5/2011
J—— SendBy |SendBy |SendBy |SendBy
e s 7/5/2011 |8/5/2011 |9/5/2011 |1045/2011
R Bt v 2 Send By SendBy |SendBy |Send By

—— 65,2011 | 7/5/2011 | &/5/2011 |o/5/2011

R Send By Send By |SendBy send By
e S/a/2011 | &/5/2011 |7/5/2011 |B/5/2011




[ Back to https://mms.foe,.com/Members/DuesReminder.aspx (Alt+Left)

All Unpaid Dues Expiring On 10/31/2011

& https//mmsfoe.com/Members/DuesReminderl aspD=4 O~ G B ¢ X

Er—

Post Card Return Address to be used:
@ Club Address
' Secretary's Address

Reminder 1 |
Date Mailed
Pieces of mail [ Mark as Completed
Needs to be mailed by 10/5/2011

......

Reminder 2
Date Mailed
Pieces of mail
Needs to be mailed by 11/5/2011

m

Date Mailed
Pieces of mail
Needs to be mailed by 12/5/2011

Date Mailed

‘ Pieces of mail
Needs to be mailed by 1/5/2012

< o0 1



SECRETARY

REPORTS AND NOTIFICATIONS.
REPORTS:
A. Report of Officers to the Grand Aerie:
1. Use the MMS System.
2. Has list of current officers.

3. The Secretary must enter all officers and required
committees (see accompanying slides).




Member Management

Admin

Reports

Change Password

Help_

Current Officers - 2736 AKRON, OH

Sign Off

JR PAST WORTHY PRESIDENT
WORTHY PRESIDENT
WORTHY VICE-PRESIDENT
WORTHY CHAPLAIN
WORTHY SECRETARY
TREASURER

WORTHY CONDUCTOR
INSIDE GUARD
OUTSIDE GUARD

AERIE AUDITOR
MEMBERSHIP

AERIE BULLETIN EDITOR
TRUSTEE

TRUSTEE

TRUSTEE

TRUSTEE

TRIAL COMMITTEE CHAIR
TRIAL COMMITTEE MEMBER
TRIAL COMMITTEE MEMBER
TRIAL COMMITTEE MEMBER
TRIAL COMMITTEE MEMBER
TRIAL COMMITTEE ALTERNATE
TRIAL COMMITTEE ALTERNATE .
AERIE WEB MASTER '
LEGISLATIVE CHAIR

]

756631

11038148

3282566
959984
1915541

4199899

1736142
3576055

dit

1736147 |

789103
1575277
3738667

Term Ending: 5/31/2012

| ALBERT J SCHAEFER JR

NICK A SCIULLI
MIKE J KLEMP

' DAVID SCIULLI

| MICHAEL T HOSTETTLER

STEVEN H SAMPLES

| FRANK V PHILLIPS

| ANDREW C HERCHENRODER |
| Assign Officer

Remove from Office

' FRANK PHILLIPS

AIBERT J MANTZ IR

| TOM W ROBERSON IR

WILLIAMI RUSSELL
AIBERT J SCHAEFER JR

'HAROLD GARRETT JR

| MICHAEL FERNANDEZ

'RICHARD W CARPENTER JR |

| CHARLES K CUNNINGHAM

' DAVID D COGAR

| ROBERT J MILESKI

Next Years Officers

Remove from Office
Remove from Office

| Remove from Office

Remove from Office

View History
View History
View History
View History

Remove from Office

View History
View History

Remove from Office

Remove from Office

Remove from Office

Assign Officer

j Assign Officer

Assign Officer

. Remove from Office

Remove from Office

View Historv
View History
View History
View Historv
View History
View History
View History
View History
View History

| Remove from Office

Remove from Office

View Historv
View History

j Remove from Office

Remove from Office

View History
View Historv

Remove from Office

Remove from Office

View History
View History

Remove from Office

Remove from Office

Assign Officer
| Assign Officer

View History
View History
View History
View History
Cancel




SECRETARY

REPORTS AND NOTIFICATIONS:
REPORTS:

A. Sales Taxes — Monthly Report.
1. State and other Sales Tax is filed and paid online.
2. Determine your gross sales from Trustees Monthly Report.



SECRETARY

» Section 122.1 States, that a current copy of the House Rules and the By-
Laws of the Aerie shall be posted at all times on the Aerie Bulletin Board
so as to be available to all members of the Aerie.

e Be sure to stay current on filing IRS 940 and 941 tax forms, and that the
current 990, which comes due October 15t of each year stay current.



SECRETARY

* Also check on your Aerie’s Articles of Incorporation papers to be sure
they are filed and current. Every state differs in how often they need
updating.



TREASURER



TREASURER

DUTIES:

1. Demand and Receive from Secretary all money belonging to the Aerie.
A. If Secretary refuses notify the W. P.
2. Give Secretary a receipt and deposit money in bank within 48 hours.

3. Sign all checks, if authorized by the Aerie, signed by Worthy President and
Secretary, and drawn from the proper fund.

4. Keep records, books and accounts and make reports as required by the
Grand Aerie.

5. Hold in trust all securities belonging to the Aerie.
A. Held in a Safe Deposit Box.

B. Accessible to Treasurer only when accompanied by the Secretary
and J.P.W.P or President.

6. Provide books for audit by the Auditor each month and when requested
by the President or Auditor.



TREASURER

‘COI‘It.!

7. Watch finances very carefully and work with Secretary to ensure your
books and the Secretary's are in balance.

8. Compensation fixed by the By-Laws.



TREASURER

RECORDS/REPORTS:

1. Treasurer's Cash Book.

a. Similar to Secretary's Cash Book (see next slide for
example).

b. At the end of each month Treasurer reconciles the bank
statements with his Cash Book.

c. Reconcile his/her with the Secretary's Cash Book.



*These balances must be IDENTICAL with those of Secretary each week.

Page No N
e 3 Atclose of business forthe monththese balances, plusthe warrantchecks Fagetio.
e TREASURER S CASH BOOK NOT CASHED BY THE BANK, will be the same as Bank Certification.
TOWHOM PADD P — BENEFITFUND GENERAL FUND SOCIAL FUND BUILDING MAINTENANCE FUND
o FROM WHDM REGEIVED ?:k Eipenditures Balance Expenditures Balaneerk Recel Eipenditures Balanoek Reoeipts Expendifures Balamcek




TREASURER

RECORDS/REPORTS:

2. Treasurer's Annual Report .
a. 12-month report ending May 31 each year.
b. Due by the 15th of October each year.

c. Coincides with Secretary's filing of the 990 and/or 990T
(see next slide for example).



AERIE poooD

CHARLES FOCLUMPIPFNESHAS M
a3 S5 CLEW-MASS ROy
CLINTOM, OH 44216

FUMDS

BENMEFIT

PART I

GEMNERMAL

MAKME OF Bk
I

TREASURER S ANMNUAL REPORT

Moy 21, 2011

STATE

1. Badance

Z. Audd- Receaipks

3 First Total

4. Less: Expenses

5. Balasrwce Treasures Cash Baosodo

B SAudd Owuistar Chwechs
. Total
B A memts (See Instructions)

2. Balance Per Bank Siatesnent

10, Balance Carsh Bamoic
(MUST AGREE WITH LINE S

We werify e Sgueres on Line B agree with the bank staterments.

SHpnature= B TEe of Bank OMcal

IN FLACE OF BANK VERIFICATION WE CAN ACCEPT A PHOTOOCODPY OF YOUR BANK STATEMEMNTS.

PART I
IFNWVEMNTORY OF INWVESTMEMNTS

DESCRIBE ITEMS FLULLY
ANMD GIVE MAME OF MAaKER

Dane Date of

SEFLAL FRate of
Mahnily NUMBER INierest

STATE WelL UE OF SSAaME

TLEDE e STy eSS 3 MRS A

SO B.m

SEMNERAL AL
FLUMND FUND

FurHD

Fo=narm crkaina s rresk e oo Tor WOl recoects

Treasames"s Signabure:

Secretany’s Signature



AUDITOR



AUDITOR

A. DUTIES:

1. Examine and audit the books of several officers and committees of the
Aerie and all internal units.

a. At the close of business at the last meeting in each month.

2. Make a written report to the Aerie of the examination and audit at the
first meeting following the last meeting of the previous month.

3. Immediately report, in writing, to the Worthy President with a copy to the
Grand Aerie:

a. Any delinquency in books, reports and accounts of the financial officers
of the Aerie and any miss-application of funds

4. Procure a copy of the Constitution and the Aerie By-Laws upon assuming
office. Review them carefully.

5. Compensation as defined in the By-Laws
a. Not payable until all reports are completed and transmitted.




AUDITOR

B. INSTRUCTIONS FOR AUDITING:

1. Use the MMS System to printout the Payment History Report for all dues and
applications:

a. Compare the listing with the bank deposits.

2. Check each weekly and semi-monthly total turnover for:
a. Correct addition.

b. Correct distribution to the Aerie’s various funds as provided for in the By-
Laws.

3. Each turnover should be checked with the Secretary's Cash Book to see if all money
received from dues have been properly credited.

a. Compare to Distribution of Receipts form cash breakdown.

4. Compare Miscellaneous receipts with invoices/bills and entries in the Secretary's Cash
Book.



AUDITOR

B. INSTRUCTIONS FOR AUDITING:

5. Check to see if the Treasurer has receipted for moneys received.

6. Check the stubs of the checkbooks to see if the expenditures have been entered in
the Cash Book.

7. Check to see if the Checkbooks have been reconciled and balanced each month.

8. Check the correctness of the Treasurer's annual report.

9. Inspect any Safe Deposit Boxes the Aerie may have or evidence of any investments.
10. Check the Batch Listings in the MMS to see if Secretary is reporting applications.

11. Examine the accounts of the Board of Trustees and all Trustees reports for the
month.

12. Check the Petty Cash inventory.
13. Review the merchandise inventory at least every 6 months.

14. Check to see that all required officers are bonded.



AUDITOR

C. REPORTS:

1. Monthly Auditors Report — see next slide.

a. Use Monthly Trustees Reports, as verified to compete the analysis
of Buffet Sales and Buffet operations. See second slide for sample
report.

2. Auditors Annual Report — Due May 31 each year. Must be filed by
October 15t of each year, along with a copy of the IRS Form 990. See
third slide.



RECOMMENDATIONS:

(In the apace below, the Aerie Auditor should set out any
recommendations that he may care to make in the Aerie meet-—
ing that would be for the best interest of and foster more
business-like practi in the Aerie itself in an effort to pro-
mote ita future welfare and betterment.)

Respectfully submitted:

AERIE AUDITOR

COUNTERSIGNED:

WORTHY PRESIDENT

AUDITOR:
Retain Yellow Copy—File White Copy with Aerie Secretary

MONTHLY REPORT OF
AUDITOR TO AERIE

FOR THE MONTH OF 20

20

enter date thias report was made to the Aerie by the Aerie
uditor.)

TO THE OFFICERS AND MEMBERS OF AERIE

NO._ CITY. STATE

MY BROTHERS:

In compliance with Section 102.1 Statutes FOE, 1 have exam-
ined the books and records of all financial officers and com-
mittees of the Aerie and herewith submit this monthly report:

I have examined all the books and records of the Secretary
and find that they (have) (have not) been properly maintained.

I have examined all the books and records of the Treasurer
and find that they (have) (have not) been properly maintained.

I have examined all the books and records of the Board of
Trustees and find that they (have) (have not) been properly
maintained.

I have examined all the books and records of the committees
handling Aerie funds and find that they (have) (have not)
been properly maintained.

If any of the above books and ds were f. d to have not
been maintained in the proper , state bel what rec-

ords have been neglected:

and I have given them the instruction as to the proper man-
ner of keeping them in the future.



MONTHLY ANALYSIS OF AERIE FUNDS

ANALYSIS OF BUFFET OPERATION FUND BENEFIT | GENERAL SOCIAL BLDG.
AND
SOCIAL ROOM OPERATION: Prev.
Mo. Bal.
Brt. Fwd.
Total sales for month . ... ......... .. s
> . Add
LESS: r ipta
Costof goods sold ... .............. s
GROSS PROFIT .. ................ $ TOTAL
Other social room receipts .. ........ s 1
GROSS SOCIAL ROOM PROFIT ... .. £} tures
Total direct expense. . . . ... ... 3
Bal.
Other social room expense. . . . . 5
TOTAL SOCIAL ROOM EXPENSE .8 Add
SOCIAL ROOM NET PROFIT .$ s
Add
You should call to the attention of the Board of Trustees the Savings
necessity of improving the profit of the Buffet operation, if Accta
the above statement does not show at least a 559 GROSS Add
and 20% NET PROFIT. Petty
Cash
(the above information is to be secured from the Trustees’ Add -
weekly reports and monthly summary, Forms 500, 502, 503.) Other Inv.
or
Total applications this month. . . . . . . . ... ... _. TOTAL
Total Number Initiated this month . . . ... ... ..
Total Members reported to Membership Dept. . Lans
Total Members paid up in dues this month .. .. Liabilities
Total Members Less than four (4) months . . . ..
Total Number of members re-enrolled . . . . . . . . Balances
Are all bills approved by the Finance Com- Less
mittee before they are presented to the Aerie Mﬁ'l
for payment? . .. ... ... ... .iciiiaan
Are all bills properly acted upon by the Net
Aerie before the warrant check is issued for
payment of same? ... .................
Have the cash book bal been T dled with the Bank

Form MNo. AUD 121-A

Statements, cancelled and




AEFRIE 9939393,
SE5934 2 CLEWV-HARIS RBRD

CHARLES ¥ COMMINGHAM

CLINTON, OH 24921

AERIE SGO95
ADDTTOR 'S REEORT
Maw 21, 2011

BART T BEBRT IT
ASEETS ANALYSIE DF BOFFET SATRES
1L.CASH BALRNCES: 1. Total Sale=s (Fear to Dacel....5
ftal Benefitc Food. o .- - - 0 000 oo E-] ILESS
(bl General Fond. - . - _ . - - - .. - 5 2. Tost of goods =old._. . _. __ __.____. k=
f=) Sooial Fuand. o .- oo o000 w0 oa E- 2. GROES PROFIT. - . - - e e e i e e e e - e m E=]
fdl] B.E. Fumnd ... - 0o e e e e = 5 2. Percentage of Total Sale=_ _ ... =
(=] Osher . - - . - - o L oL oo oo e o o 5
= TOTAL CASH BAILAWNCES . . .. ... ... k-] 5. Toetal Direct Expensss_._ ... . ... E=]
=2 INVESTMENTS [(ITtem=s 2,4,5,6,7 Trustees Weekly)
(a}) Benefits Fuand._ . - .- - . __ - = 6. HMET PBROEIT._ . _ _ - - . - - o o o o e oo e o k=
(B} Cemsral Fund. . ... ... .. ... = 7 Percentags= of Total Sal=s=.._.... =
(=} Zocizl Fomd._. _ . - . _ - _ __ _._._ = T= OF SOCIAL
(dly BE. M. Fuanod .. _ ... ___.___. ... =
(=] OheEr. - - o f e e e e e e e - - = 8. Octher Socizl Foom Recsipts....5
4. TOTAL THWVESTHENTI_ _ . _ __ _ __ _ . _ 5 [Do mot inclmde Sales, Item 1)
S. TOTAL {(Lime=s Z & =] .. __ ___ _.._ 5 S3. Bocial Foom Expenses . o . - - . . k=
6. SEATIHNS (+]1 O LO3E (-] 13 .Toetal Socizal Room Re=csipts....5
SINCE LAST REPORT . _ _ _ _ _ _ __ ___ = [Deduct item 9 Ffrom item B8)
T.(a)Value of BReal Estates_ _ _ _ _ _ _ 5
(B} Insurancse Walu= R=al Estat=s 11 . TOTAL SRDSE RECEIDFTS FEOBM ALL SOURCES
B.(a) Furnitmre & Fixmtores_ _ _ _ . 5 (Fear to Date) . __ _5%5
(b)) Walwme of Insurance oo
Furmiturs= & Fixturss_. .. .. .5 Flease prowvide the following information:
8. (a) Liability Inmsuarance?_ _ _ _ _ _ _ e Ho Fondraiming BRctiwvitbties:
(b)) Liguor Liability Insuranc=?Tes Ho Total Bai=ed year to dates 5
[=h Employees//0fficers Eonded? Yes He Total Distributed ye=ar to date=
[dl Buoxiliary Bonded w/ifiAsrie? Tex Ho Local:- 5
10. Petcstsy Cash . _ - . _ - - . _ - - .. =5 State=:- 5
11. Buffet Merchandi=ses. . __ ... ... k-] Grand A=rie:-s
12 . Office Supplies. . o . o ... ... =
13 . TOTAL &AS3IETS Date of last 250 Filed with IRS
(Limnes S5,7a.8a,10,11 & 12} ...3%5 I= the Grand RBsrie named as Additional Insared?
14 LIABTIITIES: e Mo
{al Indebtedness on Real Estate 5
(k] Indebtedness on Furniture. . .35 Any paid esmployes=ss? W= M
(ol Ocher Indebtedness=_ __ _ _ _ _ _ _ 5 £511 Federal / Scate/local taxes paid?Yes Mo
15 _TOTAL LIABITILITIES._ _ . _ __ ___ ... =5 Flea=se prowide explanation for any HD answers:
L& . HET ASIETSI
[(Lime 12 les=s Lipe 15 .. __ _._ =
17 _DOES Collected jyrear to dates:
E=]
18 _EARMARKED MONEY IN EEHEFIT
EOND FOFR EHPLOYEE TAEES . _ . _ _ _ = Aunditor Sigmatnre

Return original OR =send IRS 990

as report

Worthy Fresident's= Signatuare



TRUSTEES



WHAT TRUSTEES SHOULD KNOW

The Local Aerie, through its members in meeting, shall direct
all matters of basic and over-all policy pertaining to Aerie
Property and the use to be made of such property and shall
implement such directions by provision in the By-Laws.

1. Among matters defined as Policy, and under the direction
of the Aerie area:

a. Purchases of property.

b. Major remodeling of property.

c. Establishment of club rooms and buffets.

d. Number of employees and their maximum salaries.
e. Uses of Aerie property for Aerie purposes.

2. If you want to limit the Trustees authority you must put
the restrictions in the By-Laws.



WHAT TRUSTEES SHOULD KNOW (cont.)

3. Their duties and responsibilities to the
membership.

4. Not to assume duties of other Officers or
Committees.

5. How to fill out all required reports, how the moneys
are deposited, to which fund, and by whom.

6. That all officers and members should assist the

Board in operating functions that will help bring
money into the Social Room.



WHAT TRUSTEES SHOULD KNOW (cont.)

7. Maintain and operate the Aerie and Social
Rooms in an orderly, fiscally-responsible,
BUSINESS-LIKE manner.

8. Be familiar with your Local/State gaming laws, i.e.
membership drawings, pull tabs, bingo, etc.

9. Itis suggested that all Aeries that rent out their
social room utilize a Hall Rental Agreement to prevent
communication discrepancies when booking an event.



RESPONSIBILITIES OF TRUSTEES

1. Board shall elect a chairman, from the Board members,
each year (Section 89.1).

a. By-Laws dictate how many Trustees there will be
and for how many years they will serve.

b. Chairman has no more power or authority than
the other board members.

c. Heis aspokesman when dealing with employees,
carrying out the actions of the board and setting
meeting agenda.

2. Have charge of the maintenance and operation of the home
clubrooms and buffet belonging to the Aerie (Section 89.2).

a. Include the Aerie Home, building, all employees,
except those employed by the Secretary



RESPONSIBILITIES OF TRUSTEES (cont.)

3. Hire employees to operate the Aerie Home, Buffet and
Social Rooms as dictated by the By-laws.

a. Salaries as dictated by the By-Laws.

b. Cannot hire any help not specifically provided for
in By-Laws.

c. Except for Trustees and the Aerie Auditor,
individuals may be hired as provided for in the By-
Laws. (Spouses and persons living in a marriage-
like relationship with the Aerie Trustees or the
Auditor, cannot be hired as an employee of the
Aerie. (Section 89.11, Statutes)

d. If provided in By-Laws the Board may hire a Bar

Manager (Section 89.8 Statutes)

(A written contract must be approved by
the Aerie. An example is available from G.A.)



RESPONSIBILITIES OF TRUSTEES (cont.)

4. Setting policy and procedures for the employees
of the Aerie (exact authority is set out in the Aerie

By-Laws). Set up an Employee Handbook.

a. The Bartenders should not be allowed to “Z” out the

register tapes. Only the Trustees or Bar Manager should
do this.

b. Daily Cash Sheets should be used by the Bartenders, at
the end of their shift, to count their register.



RESPONSIBILITIES OF TRUSTEES (cont.)

5. Purchase supplies and merchandise for resale.
a. Record information on weekly report.

b. Must be approved by the Finance Committee,
unless it is provided for in the By-laws for a Petty Cash
Fund to be used by the Trustees for this purpose (can be a
checking account and/or cash account).

c. The person authorized by the Board to receive
supplies may be authorized to sign checks (if Petty Cash
Fund is a Checking Account).

d. One Trustee does not have the right to dispense
Aerie funds as an individual. Must be a Board decision or
board policy.

6. Prepare and submit all required reports.



RESPONSIBILITIES OF TRUSTEES (cont.)

7. Hold regular WEEKLY meetings of the Board.

a. Brief but intelligent minutes should be kept in
the Trustees Minutes Book. These minutes ARE
NOT required to be read at the Aerie meetings.

b. Act as agents of the membership and
intelligently discuss problems that pertain to the
operation of the Aerie. Always keep the interests
of the AERIE in mind and not PERSONAL
interests!

c. Make areport at least once a month to the Aerie
showing the transactions of the Board (Monthly
Report).



RESPONSIBILITIES OF TRUSTEES (cont.)

8. The Board shall at each regular weekly Trustees
meeting, pay all money received by it to the Secretary of
the Aerie, and shall take his receipt therefore. The Board
shall report to the Aerie at least once a month, showing
the transactions of the Board, as may be required by the
Aerie.

9. A complete reading of the minutes of the Board of
Trustees meetings is not required at the Aerie meeting
(Opinion No. 676).

10. The matter of open or closed meetings of the Board of
Trustees is left to the Local Aerie to control in its By-
Laws. If the Aerie fails to so provide, then the Board of
Trustees may adopt its own rules.



RESPONSIBILITIES OF TRUSTEES (cont.)

11. Those who attend a Trustees' meeting other than the
Trustees themselves have no voice in the proceedings.

12. Kitchen Accountability

a. Maintain receipts for cost of goods purchased for resale.

b. Maintain numbered sales tickets for all meals sold, all comp meals
and for all waste.

c. Numbered sales tickets can be totaled and compared to the
register income.

The above procedure will enable you to maintain proper

accountability and provide the necessary information for
the Trustees weekly reports and Auditor accounting.



RESPONSIBILITIES OF TRUSTEES (cont.)

13. Responsible for the orderly conduct of the members
and their guests and disciplinary action.

a. Can ONLY Enforce violations of House Rules.
b. House Rules should be posted in a conspicuous place.

C. Trustees can submit recommended changes to the House
Rules; however, the authority rests with the membership
(Section 122.4).

d. Can only suspend a member from Buffet and Social room
privileges (up to 90 days). Cannot suspend from Aerie
(Section 89.3 Constitution).

14. Responsible to ensure that the Aerie procures and
maintains adequate insurance coverage against all
losses to the Aerie, including public and liability
Insurance.



RESPONSIBILITES OF TRUSTEES (cont.)

15. Responsible for turning over books to the Aerie
Auditor:

a. Upon demand.

b. Auditor should audit at least once a month.

16. Appeals of membership decisions on financial
matters.

a.  Trustees can overturn a Membership decision on
expenditures.

b. Board must appeal to the Grand Aerie Financial
Advisor within 48 hours (if it feels the decision by the
members is unwise and unjustified and not in best
financial interest of the Aerie, RE: Section 110.9).



TRUSTEE REPORTS

Trustees shall at or before each regular meeting, pay all money
received by it to the Secretary of the Aerie and take his receipt
therefore.

Weekly Report of Trustees

a. Money should be counted and receipts verified on the same day
every week, and prior to your regular meeting date. The business
meeting can be after you count money or on another day if you so
desire.

b. The money is counted by all the Trustees or at the least a majority.
(The Bar Manager and/or one Trustee should not count the money
by themselves.)

C. The daily receipts should be placed in safekeeping by the Bar
Manager or Bartenders for the Trustees to count at the end of the
week.

d. If it is necessary to deposit money daily, then the bank deposit slip
can be placed in the daily envelopes with the cash register receipts
and vouchers.



@  WEEKLY REPORT OF TRUSTEES @
WEEK ENDING Ju.x.qL 19 9l MEETING DATE_Ju.uf_é._ 19 9%  AERIE NO. DOO.

PURCHASES THIS WEEK | 757 5/¢ | 37/. 55| /O08.50 44/ #9 | 775 fo !/f.s J. 82

8 u Tebaces Soft Drinks Condy ond Total
v otal
o e Cigareties and Food Misc,

SALESFORTHEWERK | /559 93| 704.20 | /37 . F3 | 559.55 | //2 n:\_.sa.-n{-.ga

OTHER BUFFET AND $OCIAL ROOM INCOME
Miscelloneous [Describe & list separately) ... .. ..o §
DonlATions ...

5___¥a.so

EWCHRE ... ...
BowkidG . MACHNE. . .

2. Total Other Buffet and Social Ream Iaceme ... ..................... . §_Rora. PO
2A. Total Buffet and Social Reom Income (Add Line 1 and Line 2)........... S THIE Fo
DIRECT EXPENSES THIS WEEK "

3. Solories {show salaries in gross amaunt] ... ooiiee i S 2 OD. 08

4, lce, Refrigeration, Loundry, Cleaning Coils, ete. i s

5. Orchestra, Entertainment Cost in Buffet ... ... _ /5p.00

4. Rent, Utilities, Licenses, Insurance, etc. [Prorated) . __385p.00

7. Miscellaneous [Describe)

BALES TAX. ... .. .
CBPECIAL . ENENTS. .
BAR. SuPPLIES. . . . . ...

. Total Direct Expenses For This Week .. ... ... ... .00

]
BUFFET CASH REGISTER AND CASH ACCOUNT
9. Tolol Receipts This Week (Line ZA] - ... ... b 434 £
10. Cosh 0nd ChackS - - -« e e e ee e § 8594 74
11. Paid Out Vouchers [Attached) . . ... ... s /P34 P2
12. Total Turnover From BuFfet and other Secial Roam Income (Cash, Checks, Paid Oul Vouchers). ....... § LA I
13. Qver or Short [Compare Line 9 with Line 12) L SHORT 8 7. 00
14. Amount of Petty Cash on hond (Buffer and Trustees) as of this dabe ... .....oooiiiiin i, 5 _edS00 .00

TOTAL TURNOVER TO SECRETARY SHOULD BE THE AMOUNT SHOWN ON LINE 12

We the undersigned hereby cerfify that the foregoing cccount is true and correct and represents all the receipts caming into

aur custedy in all the Social and Buffet rooms operation for the WEEK ENDING —";{‘L#—?— LA

L] ‘?'ffp THlben Trustes Trustee

— __ Trustee . Trustee
3 Trustes m N‘—- Steward

Received from Trustees for the WEEK ENDING Jiewy 9 19 4 as above described, the sum of

T
5T 429, 5 for which | have issued Miscellaneous Receiphs Mos, /37 Asria Secretary

WHITE CORY (Originar) - ABRE JECRITARY
BUFF COFT (Duplicate) « AERE TRUSTEES



TRUSTEE REPORTS (cont.)

INVENTORY OF BUFFET GOODS

Inventory should be taken on the same day as
the closeout of your monthly report on the fourth
or fifth week of the month — the closest
complete week to the end of the month, i.e. you
will close it out on the day your accounting
period ends in the last complete week of the

month.

a. Inventory will correspond with
sales/purchases and paid outs — More
accurate accounting of what the profit
and loss is for the Buffet/Social room.



A [ B C D E F G H 1 J K
1 |XXXXXXXX Aerie #000000 July 31, 2016 LIQ i
2 STOCK| QTY. BEER | TOTAL | TOTAL
3 | RESALE UNIT COST [PRODUCT PRODUCT DESCRIPTION QTY [ BAR#1 | ROOMS QTY COST =
4 PRICE COST EACH | CODE | SIZE
5
B ik |
7 513.11 $0.73 2080 12 0Z |BUDWEISER 483 483 $351.79
8 513.11 0.73 1080 12 0OZ |BUDWEISER LIGHT 471 471 $343.05
9 520.64 $0.86 2400 120Z |BUDWIESER SELECT 55 0 so00 |
10 $20.50 0.68 Can__|Budwieser 107 107 $72.76
11 $20.50 0.68 Can__|Budweiser Light 57 57 $38.76 | i
12 $16.39 0.91 120Z |Bud Light Lime 75 75 $68.25 |
13 $27.86 $1.16 120Z |Stella Artois 0 $0.00
14 $13.11 $0.55 3030 12 OZ |COORS LIGHT 392 392 $214.13
15 $21.30 $0.89 3901 12 OZ |COORS LIGHT N/A 35 35 $31.06
16 $20.49 0.68 Can__|Coors Light 0 $0.00
17 $17.55 $0.98 60030 120Z |CORONA 78 78 $76.05
18 $25.88 $1.08 120Z |GEARY 0 $0.00
19 $25.88 $1.08 34020 120Z |GEARY PALE ALE 0 $0.00
20 $32.07 1.34 Can__|Guiness 24 24 $32.16
21 $16.55 $0.91 20060 120Z [HENIKEN 99 99 $90.09
22 $13.11 $0.73 4540 12 0Z |MICHELOB LIGHT 94 94 $68.46
23 $13.11 $0.73 12238 | 120Z |MICHELOB ULTRA 197 197 $143.48 Ew
24 $10.65 $0.59 430 1207 _|MILLER HIGH LIFE 125 125 573.96
25 $20.50 0.68 Can [Miller Lite 47 47 $31.96
26 $13.11 $0.73 30 12 OZ |MILLER LIGHT 315 315 $229.43
27 $21.30 $0.80 1207 |ODOULS 44 L) 905 | e
28 $19.02 $0.79 9007 160Z [PABST 0 $0.00
29 $21.30 $0.89 63320 | 11.20Z |[RED STRIPE 29 29 $25.81
30 $10.28 $0.57 3630 120Z |ROLLING ROCK 70 70 $39.98
31 $32.82 $1.37 12 OZ [Root Beer 36 36 $49.23
32 $16.39 $1.37 120z |Sam Adams 0 $0.00
33 $27.88 $1.16 28020 120Z |SHIP YARD 79 79 $91.77
34 $27.88 $1.16 12 OZ |Switchback 41 41 $47.63
35 $22.25 $0.93 50540 120Z [ST PAUL'S N/A 43 43 $39.86
36 $25.72 $1.07 26003 | 12 0Z |TWISTED TEA REGULAR 84 84 $90.02 . A
37 §25.25 $1.05 12 OZ |Twisted Tea Peach 22 22 $23.15
38 $25.25 $1.05 12 OZ |Twisted Tea Raspberry 88 88 $9258 |
39 52.00 $109.50 [ $0.91 1370 172 |BUD LIGHT KEG 1 1 $109.50
40 2.00 $109.50 | 80.69 1/2_|Coors Light 2 2 $219.00
41 $1.75 $69.00 $0.58 9095 /2 |[PABST KEG 3 3 $207.00
42 $3.25 $59.50 $0.50 30460 1/4__[Miller Lite 3 3 $178.50
43 $3.25 $67.00 $1.68 10100 1/6__|Allagash White 0 0 $0.00




A B C 5] E F G H i J K

3 STOCK| QTY. | BEER | TOTAL | TOTAL |

3 RESALE UNIT COST |PRODUCT PRODUCT DESCRIPTION QTY BAR #1 ROOMS QTY COST

4 PRICE COST EACH CODE SIZE

5
120 $071 | 82309 | 42167 T [MYER'S DARK RUM 03 03 $7.20
121 S051 [ 52999 | 43330 | 1.75 |Captain Morgan White 0 $0.00
122 0
123 0
124 $3.00 £1.10 $27.99 89206 750ml |1800 RESERVE 1 1 $27.99 ==
125 030 | $9.99 | 89276 L |EL CABALO ESTRELLA 0 0 $0.00
126 061 | $3599 | 89198 | $1.75 |JOSE CUERVO ESPECIAL 1.9 1.9 $68.38 i
127 $033 | $10.99 | 89387 L |JUAREZ 3.1 31 $34.07 T
128 $0.31 10.49 89517 L MATADOR 0 $0.00
129 $0.91 33.99 | 63426 | 750 |Licor 43 0 0 $0.00
130 $1709 | 73140 | 750 |Chila Orchata 0 $0.00
131 )
132
133 N
134 $0.45 $11.49 52316 750ml |CHRISTAIN BROTHERS 2.3 2.3 $26.43
135 =1
136 .
137 $0.39 £9.99 54606 750ml [BLACKBERRY 2.3 2.3 $22.98
138 $034 | 51999 | 56308 | 175 |COFFEE 10.2 102 | $203.90
139
140
142 i
143 £0.19 $6.49 81767 L AMERETTO ALLEN"S 0.8 0.9 $£5.84 = B
144 $0.99 $24.99 64136 750ml |AMERETTO DISARONNO 1.7 1.7 $42.48
145 $0.63 | $15.99 | 72376 | 750ml |BAJA LUNA 0 0 $0.00
146 $079 | 54699 | 68038 | 1.75 |BAILEY'S IRISH CREAM 32 32 $150.37
147 $0.27 5899 | 85397 L _|BLUE CURACO 43 43 $38.66 :
148 $0.27 £8.99 81807 L BUTTERSHOTS - ALLEN'S 1.9 1.9 $17.08 |
749 $30.00 750ml_|Chambord 0 0 $0.00
150 5075 | 51899 | 72956 | 750ml |CHATEAU MONET K 1A $20.8
151 5027 | $8.99 | 78610 T [CREAM D' CACAO - ALLEN WHITE 42 42 $37.76
152 $027 | $8.99 | 78017 L |CREAM D' CACAO - ALLEN BROWN 0.9 0.9 $8.09 O
153 $0.36 $8.99 79546 L CREME D. MENTHE - BOLS WH 16 1.6 $14.38
154 $0.36 | $8.99 | 79066 L |CREME D. MENTHE - BOLS GR 2.9 2.9 $26.07
155 136 | $4599 | 64779 L |COINTREAU 1.7 1.7 $78.18 =
156 126 | $31.99 | 47786 | 750ml |COURVOISIER K 1.1 535,10
157 $1.34 £33.99 64876 750ml [DRAMBUIE 0.6 0.6 $20.39




TRUSTEES MONTHLY REPORT

1. Use the Weekly Report of Trustees or a Monthly
Recap Sheet (example on next slide) to gather data for
this report.

a. Lines 1-7 — Explain

b. Direct Expenses — Lines 8-14 — Explain line 11
pro-rated Expenses

c. Lines 15-17 — Explain

d. Explain rest of report



REPORT OF BOARD OF TRUSTEES

AERIE Ho.
[Locatian]

MONTHLY PROFIT AND LOSS STATEMENT
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5 |mﬁw;|..=|p.nd|m i s okl P B N
OTHER BUFFIT AWD $OCIAL BOOM INCOME
fncaloneou and lil wporoiely] .. - PPN JE——
\.J'I.ﬁ..i-r'.# H.l.' —_—a ), 2
PP . - LR __Hap.nn
A S A A BT
s i BT -l A0S, 8
FUET BLIFFET ARD SOCIAL BODA IO .- . oo svsrssssee e eseeneeeeen e e 5 P S G P
DIRECT EXPEMSES (ITEMIZE)
8. Salaries [Grow) . S _IFFa e
3. les, Refrigeraton, Lausdey, Ceoning Cait, wic. i T 5
10, Orcherira — Frdsdiciacent Coof in Suffel Y e
11, Rerw, Lighn, Hisat, Befist Liceram, b e, e [Pro-Reved] ... YN
12, Miszallony .. .%#.{m-ﬂd‘# ..... [ mﬂ —Tra. en
12, Miscelleny .. /S F AL PG B, ¥ .
12, Miscellany . Arrases . Jesmean.
13. TOTAL DIRECT EXPERSES | Deduct] . T et W .17 L i s -
14, HE‘I!‘HJHIHIJHIUFFITEFBIATI]IE s g = a o b ER NS I
HOTE 1. O= Line Mo, B — Should ba shaws ai G0OE BALARIES (Wahsoldng Tos, Secel Securey Taws ord Ceher Tozer
nat 1o be dedecied).
2, Cie Lieas Mo, ]l == Ligwresy, Fermih, Inroncs, s, stoold be thowa o8 o MONTHLY PRORATED BASIS.
1. AlE hilly eparote o b sittadt ard ssisiein pavenegs o e Buffet and Socal

mmhm Lud-lrw ENPEMERE"
AL FETTY S B0 BAMD .. oo e e BT 20

WE, THE USJDERRGHID MEWRERS CF THE BOARD OF TELISTEES, DO HERERY CERTIFY THE ABONE FIGURES ARE TRUE ANL
CORRECT, AND THAT THE DUTIES OF OUE OFFICE ARE BERG ADMIMIFTRATED ACOORDING TO THE REQUMEEMENTS OF THE

LAWSE AHD IM THE WELFARE OF THE ABRIL.
P A N 4 VS

Ssorehony L




MONTHLY PROFIT AND LOSS STATEMENT REPORT OF THE BOARD OF TRUSTEES

JOOKXXXXXAXXX Aerie 0000
Month of

SALES OF INVENTORY (AFTER TAXES)

BEER/ WINE

LIQUOR

WINE

SODA & JUICES

BARFOODS

Misc Sales Returnables Credit

KITCHEN - BANQUETS

Vending SALES

HALL RENTAL & Banquet Service Charges

TOTAL CASH REGISTER SALES(LIQ.-BEER-KIT-BAR MISC.-COMP)
INVENTORY CLOSE OF LAST MONTH (INCLUDES KITCHEN)

PURCHASED ITEMS
BEER & WINE
LIQUOR
TICKETS
SODA & JUICES
BARFOODS
MISC. ITEMS Credit card Fees/ Sales Tax
BANQUETS
KITCHEN - Supplies- linen
CO-OP SALES
BAR SUPPLIES
HALL EXPENSES
TOTAL
INVENT.CLOSE OF PERIOD (INCLUDES ,KITCH.) (DEDUCT)
COST OF GOODS SOLD (SUBTRACT FROM TOTAL SALES)
GROSS PROFIT

OTHER SOCIAL ROOM INCOME (ADD)
TICKET SALES $1.00
TICKET Prizes
RAFFLES-POG-ATM-Table
POG Prizes- Table Prizes-Queen of Hearts
MISCELLANEOUS Club Functions/Dues
TOTAL OTHER SOCIAL ROOM INCOME (ADD)

TOTAL GROSS PROFIT

DIRECT EXPENSES
SALARIES (GROSS)- Officers Pay
PRORATED LICENSES (beer-liquor-atf-health-entertainmant Gaming)
PRORATED PROPERTY TAXES
PRORATED LIQUOR LIABILITY
PRORATED WORKMAN'S COMPENSATION
PRORATED MULTI-PERIL
PRORATED BUSINESS ENTERTAINMENT TAX
Mortgage
CABLE TV TELEPHONE & INTERNET
HEAT & COOKING LPG
REFUSE
ELECTRIC
WATER & Sewer
Office Expense
PEST CONTROL
ENTERTAINMENT(BANDS, ETC.)

7131/2016

[ 31519073
| $96,410.88

$1,058.75
$1,319.07

-$48.00
$242.50

[ $11.259.04

$27,173.93)

$7,460.19
$3,943.66
$9,681.50
$1,290.17
$537.01
$748.34
$55.40

$201.73

$736.58
$652.78
$25,105.63
$13,058.61

$0.00 $12,047.02
$15,126.91

$291,798.00
-$258,372.00
$6,574.70
-35,418.25
$1,182.00

$35,764.45
$50,891.36

$91.32
$2,045.00




GENERAL UPKEEP & REPAIR $3,064.31

CUSTODIAL SUPPLIES $855.64

KITCHEN EXPENSES

BENEFITS TO MEMBERS $900.00

REGISTER SHORTAGES -$0.05

OTHER DIRECT EXPENSES $776.08

TOTAL DIRECT EXPENSES (DEDUCT FROM GROSS PROFIT) $36,058.94 |

TOTAL NET PROFIT $14,832.42

20%

PETTY CASH BAR#1 $1,000.00

We the undersigned members of the Board of Trustees, do hereby certify the above figures are true and
correct, and that the duties of our office are being administrated according to the requirements of the laws
and in the welfare of the aerie.

CHAIRMAN SECRETARY BOARD MEMBER
BOARD MEMBER BOARD MEMBER
DATED e

COMMENTS AND RECOMMENDATIONS:



TRUSTEES REPORT (cont.)

1. Annual Asset Inventory (Section 89.1)

a. Required to be completed by the Board of Trustees
annually at the end of May each year.

b. A copy should be given to the Treasurer and kept in a
safe place in case of fire, etc.

c. A copy should be sent to your insurance company for
their records.



ORILANDO AERIE NO. 3496 - ANNUAL ASSET INVENTORY FOR YEAR ENDING MAY 3187, 1994

ASSET QUANTITY INDIVIDUAL VALUE TOTAL VALUE

1 19" Color TV 1 $400.00 $400.00
2 40" Color TV 1 $3.000.00 $3.000.00
3 Bar Stools 29 $75.00 $2.175.00
4 Beer Coolers 4 $500.00 $2.000.00
5 Bingo Machine 1 $1.500.00 $1.500.00
6 Brown Chairs 68 $25.00 $1.700.00
7 Can Crusher 1 $795.00 $795.00
8 Cash Register - Back Bar 1 $130.00 $130.00
9 Cash Register - Front Bar 1 $500.00 $500.00
10 |Cash Register - Kitchen 1 $130.00 $13000
11 Coffee Maker 1 $200.00 $200.00

2 |Computer 1 $1.350.00 $1.350.00
13 |Computer Desk 1 $50.00 $50.00
14  |Copier Machine 1 $650.00 $650.00
15  |Deep Fryer 2 $750.00 $1.500.00
16 Desks 3 $100.00 $300.00
17 Double Door Freezer 1 $2.203.00 2.203.00
18  |Double Door Over (Top & Bottom) 1 $500.00 $500.00
19  |Double Door Refrigerator 1 $2.203.00 2.203.00
20 |Electric Ceiling Fans 8 $100.00 $800.00
21  |Fax Machine 1 $300.00 $300.00
22 File Cabinets 2 $25.00 $50.00
23 |Floor Safes 4 $240.00 $960.00




TRUSTEES

e Other duties:
e Comply with Compatibility Laws(89.11)
e Respond to all complaints within 30 days 89.3(h)

e Secure all insurance; Aerie Home and Contents/General
Liability/Liquor Liability/Hired-Non hired Auto/Employee
Dishonesty

* Make sure Ladies Auxiliary is added as well as the Grand
Aerie/All Internal Units



TRUSTEES (cont.)

* Are all employees in compliance with Aerie By-Laws,
Statutes, and Federal, State and Local Laws?

e Are you doing a monthly Profit and Loss Statement?

* Do you keep minutes of weekly Trustee meetings, and a
separate book for employee discipline meetings?

e Do By-Laws provide for a Manager of the Buffet and Social
Rooms [Section 89.8]?

e If you have a Manager’s agreement, was it approved by the
floor?



