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Congratulations!
I ——

Congratulations on your election as Recorder!

Your election signifies that the co-workers of your Chapter have confidence in your ability to
keep accurate chapter records.

Read this Handbook and the Officers’ Handbook thoroughly so that you are aware of the
duties of your office. This Handbook contains the Recorder's instructions, as well as the
information needed by the Audit Committee to prepare the monthly Financial Report. Please
keep this Handbook on file, as additional copies are not available.

Use the information contained in this Handbook to ensure proper procedures are followed in
preparing not only your Chapter records but also the monthly Financial Reports. The Audit
Committee is responsible for the preparation of the Financial Report, not the Recorder.
However, it is your responsibility as Recorder, to have all Chapter records up-to-date at all
times.

Your job will be much easier if you schedule a specific time each day or week to work on the
Chapter records.

All documents remitted to Women of the Moose Headquarters shall be photocopied before
mailing. Both the Chapter copy and copy sent to Women of the Moose Headquarters shall be
either computer generated, filled out in ink or typed.

The Recorder has the responsibility of rechecking all information that is sent to our office. Do
not use White Out at any time or place in the Women of the Moose Chapter Books or Reports.

We hope each Recorder earns the Star Recorder Degree!!

Resources
|
This handbook is designed as a quick reference guide to be used along with other guides such
as the Women of the Moose General Laws and its subsequent amendments, Audit Committee
Guidelines for Fraternal Units and the Taxes, Exemptions, Forms and Filing Requirements
book to assist you in doing your very best for your Chapter.

Learn what these resources offer you as well as the Education and Training webpage and the
Women of the Moose website. There are many resources to make you independent and
productive.
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Requirements To Earn The Star Recorder Degree
_____________________________________________________________________________________________________________________|

See Women of the Moose General Laws, STAR RECORDER ELIGIBILITY.

With the changes to duties and the reporting responsibilities of the Recorder, it became
necessary to change the requirements for earning the Star Recorder degree. This degree
of excellence is based on your ability to keep accurate and up to date records for the
chapter.

While serving as Recorder the following requirements shall be met:
1. The chapter shall earn the Award of Achievement.

2. The co-worker shall be elected and installed as Recorder on or before July 31% and
shall serve in this capacity through April 30™.

3. The Recorder shall sponsor and have enrolled into the chapter in which she holds
her membership two or more new members between May 1 and April 30".

4. The Financial Report shall be transmitted to Moose International by the tenth (10™) of
each month.

5. The Recorder shall sort the active membership into the nine (9) Chapter
Development Committees and provide the lists to the Senior Regent.

6. She shall attend the two-day Hands On Technical Training (2-HOTT) each chapter
year while serving as Recorder.

7. She shall attend the Annual Women of the Moose Training Session each chapter
year while serving as Recorder.

8. All Tax and Government Reports, including the Form 990-Exempt Organization,
(990-P) and Form 941 or 944 shall be filed and paid on time, when applicable. (Refer
to Understanding Tax for Fraternal Unit Leaders booklet)

9. All receipts and expenditures are recorded accurately and properly balanced.

10. Membership records, reports and files shall be kept current. Membership updates
and status changes shall be reported at least monthly. Committee Activity Night and
fundraising information shall be reported to Women of the Moose Headquarters as
required.

If the Recorder does not fulfill the above qualifications, or if it is determined that any
records have been falsified, or that the Audit Committee did not verify the monthly
Financial Reports, the Star Recorder Degree shall not be awarded or the degree may be
revoked, or removed as appropriate in the sole discretion of Women of the Moose
Headquarters. For the good of the chapter, Women of the Moose Headquarters may also
decide to vacate the office. This action to be taken only after verification is done by
investigation.
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Insurances and Premiums
|

Risk Pool Assessment

All Chapters are included in the Risk Pool Program provided through Moose International,
Inc. and Fraternal Insurance Co. The Risk Pool Assessment is billed as follows: 33.3% in
May, 33.3% in September, and 33.4% in January. All Chapters shall pay the assessment
for the Risk Pool when due. Checks are made payable to Moose International, Inc. and
shall be earmarked Risk Pool and remitted to:

Finance Department
Moose International, Inc.
155 South International Dr
Mooseheart, IL 60539-1173

Risk Pool Coverage includes only Comprehensive General Liability and Liquor Liability
(dram shop) and Directors and Officers Coverage (D&0O). The Recorder, other Officer or
designee carrying Chapter Monies from a function to their home, while at home or from
their home to the Bank are NOT covered under the Risk Pool Program. If the Lodge carries
Mercantile Burglary and Robbery Insurance, including money being transported by a
messenger, it is possible that the Chapter could be endorsed onto the Lodge Policy. If not,
the Chapter could obtain the coverage individually from a local agent.

Chapters located in the U.S. where it is mandatory that they have Workers Compensation Coverage
can be endorsed on to the Lodge Workers Compensation Policy, usually for no charge, with the
exception of the Monopolistic or State Fund States, where they would have to contact the State
Fund for directions. The Chapter is required to purchase separate business insurance from a
local insurance agent or broker to cover perils such as fire, robbery, and burglary. (Refer
to the Insurance for Lodges, Service Centers, Chapters, Legions & Associations-Programs
and Procedures booklet found under the Risk Management and Loss Prevention area of
the Moose International website.)

Chapters are required to carry Employee Theft Coverage (also known as Fidelity Bond).
This coverage may be obtained locally or through Lockton Risk Services. Lockton Risk
Services may be contacted at 1-866-836-3373. Your chapter should purchase coverage
limits sufficient to cover the amount of money that passes through your chapter.

Director and Officers Liability Claims should be reported immediately to:

Risk Management Department
155 South International Dr.
Mooseheart, IL 60539-1119
1-800-544-4407

General Liability Claims should be immediately reported to our Third-party Administrator at:
Gallagher-Bassett
1-877-5moose5 (1-877-566-6735)

The amount paid for the Comprehensive Risk Pool assessment shall be listed under
General Administration Expense. For further information refer to www.mooseintl.org
under Risk Management and Loss Prevention.
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Financial Dispensations
I ——

Financial dispensations are required for any single donation over $1000.00 per quarter
to a local charity. If the check is written for $1000.00, no dispensation is needed.
However, if the Chapter writes a check for $1000.01 or more, a dispensation is
needed.

A maximum of one thousand dollars ($1,000) per quarter may be donated to the
Moose Center without dispensation. Donations of $1000.01 or more require a
dispensation from Women of the Moose Headquarters.

The forms can be found on the website. A copy of the official Minutes page
verifying chapter approval must be attached to ALL dispensation requests.

When requesting a money dispensation, please allow for a two-week processing
period. We do our best to process the dispensations within a couple of days of receipt,
however, during the last quarter of the chapter year, dispensation requests are heavier.

Requests are processed in the order in which they are received.

Membership
_____________________________________________________________________________________________________________________|

Membership Qualifications
See Women of the Moose General Laws, MEMBERSHIP QUALIFICATIONS.
To qualify for membership in the Women of the Moose an applicant must

e Be afemale person.

Be twenty-one (21) years of age or older.
¢ Not a member of a terrorist group or recognized subversive organization.

e Never have been convicted of a felony, unless; the conviction has been expunged,
the conviction has been vacated by an unconditional pardon, or a dispensation
waiving this requirement has been obtained from the General Governor.

e Be of good character and capable of understanding the obligation of membership.
o Profess a belief in a Supreme Being.

¢ Have not been expelled, suspended, or rejected for membership by any Chapter.

New Enrollees

An applicant must properly complete and sign an official membership application on
the form provided by Moose International.

Every application for membership in the Women of the Moose must be presented to
the Application Review Committee for thorough investigation from public records and
non-privileged sources. A report is then made to the Chapter Board of Officers.

Every applicant for membership, approved by the Application Review Committee, must
be voted upon by the membership at a regular chapter meeting. The vote shall be
taken by “show of hands” unless a paper ballot is requested.

A person cannot become a member of any chapter until she has been enrolled into the
chapter in the manner and form required by the Grand Council. A candidate shall be
enrolled by her true name.
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Re-enrollment

A former member who has been dropped from the Chapter membership files for non-
payment of dues 24 months or more after the expiration of her dues

e Submits an application to re-enroll.

e Pays a minimum twenty dollar ($20) application fee (See General Laws)

o Pays one year's dues in advance

e Receives a favorable vote of the Chapter

If the re-enrollee previously earned her Academy of Friendship, Star Recorder, and/or
College of Regents Degree, she maintains those degrees unless they have been
removed by Women of the Moose Headquarters.

Previous years of membership DO NOT count toward continuous years of service.

It is the responsibility of the Recorder to verify prior membership in another Chapter.
The Recorder makes her contact IN WRITING (or by Email) to the prior Chapter with
receipt of verification prior to the Chapter balloting on the co-worker to be re-enrolled.

If the ballot is favorable, re-enrollee is enrolled upon a favorable vote of the chapter
members.

All re-enrollments are reported immediately -- Re-enrollment is reported with the
transmission of data from the Chapter and will show the date of enrollment as the date
she was approved for membership.

The co-worker securing the application for re-enrollment receives credit toward the
sponsor awards, 25 Club Party at International Conference and qualifying for honors.

A re-enrollment counts as one (1) member toward the chapter membership, providing
the re-enrollee is transmitted to Moose International.

Reinstatement

A reinstatement is a co-worker whose dues have been expired for more than 12
months but less than 24 months and applies to be reinstated into the Chapter. Dues
are not pro-rated for a reinstatement. Upon reinstatement into the Chapter, the
applicant shall pay two or three years dues in order to bring her current. If the
reinstatement is reported to Moose International less than 80 days prior to her dues
expiration day and month, she must pay 3 years dues or she will not receive a dues
renewal notice.

For example: A co-worker's dues expired on September 30, 2008. She was dropped
from membership on October 1, 2009. On May 6, 2010, she applied for reinstatement.
In the event Chapter dues are twenty dollars ($20.00) yearly she would present her
application for reinstatement along with payment of two (2) years dues at the current
dues rate. The application would be balloted on at the following meeting in May. After
a favorable ballot the Recorder will issue a 30 (thirty) day computer generated
membership receipt to the co-worker for dues paid to September 30, 2010. If she were
to apply for reinstatement on August 1, 2010, she would need to pay 3 years dues.

If a dropped member chooses to re-enroll into another chapter (versus reinstating into
her original chapter) or re-enrolls into the original chapter, she loses all prior years of
service to the fraternity.

All reinstatements are reported immediately, giving the date of reinstatement as the
date the co-worker was balloted upon at the second meeting of the month.
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A reinstatement counts as one (1) member toward the chapter membership.
Reinstatements do not count toward sponsor awards or personal honors.

Transfers-Out And Transfers In

A co-worker may transfer to the chapter of her choice. The following shall be necessary
before a transfer may be completed:

e A completed application for transfer into the Chapter.

e A $10.00 transfer fee deposited with the Recorder of the Chapter receiving the
transferring member.

The co-worker shall retain her original membership card.

The receiving Recorder shall notify the co-workers current Chapter via Email of the
Request for Transfer. A copy of the Email shall be retained with the application and
shall be considered part of the membership record. The transferring co-worker’s
current Chapter shall have fourteen (14) calendar days to object to the transfer only for
the reasons below. The objection to the transfer shall be sent via Email to the receiving
Chapter. A copy of the Email objecting to the transfer shall be retained with the
application and shall be considered part of the membership record.

The transferring co-worker’s current Chapter may only object to the transfer for the
following reason:

o The co-worker’s dues are not paid at least thirty (30) days in advance of the date of
the request for transfer.

e Disciplinary charges are pending against the co-worker (does not include actions of
the House Committee.)

e The co-worker has not paid all fines, assessments and other charges levied against
her by the Chapter.

At the end of the fourteen (14) days, if no Email objection has been received and if the
receiving Chapter's Application Review Committee has investigated the application and
reported favorably on the application, the Chapter shall present the transfer application
at the next Chapter meeting for acceptance by the Chapter's membership. If the vote is
favorable, the co-worker shall immediately become a member of the receiving Chapter
(except for Life members, check in the Women of the Moose General Laws regarding
additional fees to be paid.)

The receiving Chapter's Recorder shall immediately notify the Recorder of the co-
worker's former Chapter of the transfer acceptance by Email. Upon receipt of a
notification of acceptance, the Recorder of the co-worker's former Chapter shall
immediately forward to the co-worker’'s new Chapter, copies of correspondence or any
additional pertinent information pertaining to the transferred co-worker, retaining the
original of the items sent.

Membership in the Women of the Moose shall remain continuous and the transferring
co-worker’s date of enrollment shall not change. All earned degrees remain with the
co-worker.

If the vote is unfavorable, the co-worker requesting to transfer remains a member of
her current Chapter. The Recorder of the rejecting Chapter shall immediately notify the
Recorder of the co-worker’s original Chapter, and the co-worker, of the unfavorable
vote by Email. A copy of the Email shall be retained as part of the membership record.

Page 6 of 35
Page 9 of 40

Recorder’'s Handbook — 2010

Downloaded from www.Mooselntl.org Posted on site:05/19/2010



Transfer Of Life Membership

A co-worker requesting to transfer a Life Membership must apply to the chapter of her
choice by submitting an application and paying ten dollars ($10.00) transfer fee to the
Recorder of the receiving Chapter. There is no refund of dues.

In addition to the steps listed in the Women of the Moose General Laws, the co-worker
pays the sum of fifty dollars ($50.00 acceptance fee) to the receiving Chapter and is
then added to the Chapter rolls. Acceptance fee does not apply to an Earned Life
membership.

The entire fifty dollars ($50.00) remains in the General Fund of the receiving Chapter.

The Recorder shall deposit the $50.00 in the General Fund of the Chapter. An entry
shall be made in the Recorder's Records under Dues and Fees Income / Acceptance
Fee.

Sponsor Information

When entering applications into LCL.net, please be certain to check to make sure you
have entered the correct sponsor. Incorrect sponsor information will prevent co-
workers from earning honors and degrees or receiving sponsor awards.

Critical Membership Dates in LCL.net

When entering applicants into LCL.net, 4 critical dates need to be understood.

App Date

The App date is the date that the application was received by the chapter Recorder
and must be on or before the ballot date and enroll date except in the case of a
reinstatement.

Entered Date
This date is assigned by the computer and may not be changed.

Ballot Date

The ballot date is the date the application was balloted on by the chapter membership.
This date must be on or after the application date.

Enrollment Date

The enroliment date is the date the applicant was enrolled into the chapter (having paid
all applicable fees and dues and voted on favorably by the chapter members) and must
be after the app date. In the case of a reinstatement, this must be their original
enroliment date.

Life Membership
Purchase Of Life Membership

o All purchased life memberships shall be in U.S. Funds

e The co-worker shall remit a $400.00 check to Moose International, Dues
Processing Center, P O Box 88065, Chicago, IL 60680-1065. The check must
include the member’s ID# and must be clearly marked Life Membership.

e Moose International shall prepare documentation to verify the Life Membership
status of the co-worker and send it to the member. If the chapter wishes to honor
the Life Member and make a special presentation, please contact the Membership
Department at Moose International and the documentation will be sent to the
Recorder for presentation.
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Earned Life Membership

A co-worker can attain a Life Membership in the Women of the Moose by sponsoring
and enrolling 250 members into the Women of the Moose (See Women of the Moose
General Laws.) or by having 50 or more continuous years of membership in the
Women of the Moose.

Upon attaining 50 continuous years of membership in the Women of the Moose, the
Membership Department at Moose International will prepare the 50 year Life
Membership card and certificate.

Upon sponsoring and enrolling 250 members into the Women of the Moose, the Life
Membership card and certificate will automatically be generated.

Centralized Dues
|
All membership dues payments must be processed as centralized dues payments
through the appropriate Moose International lock box. If a dues payment is received in
error at the Chapter, please forward the entire dues payment and payment coupon to

the appropriate lock box address listed below.

For all US dues payments: (US Funds Only)

Moose International
Dues Processing Center
P O Box 88065

Chicago, IL 60680-1065

For all Canadian dues payments: (Canadian Funds Only)

Moose International

Canadian Dues Processing Center
P O Box 88067

Chicago, IL 60680-1067

It is imperative that all Canadian payments be processed through the Canadian lock
box, as this is the only way that dues payments can be made in Canadian funds. All
payments received at the US lock box will be processed in US Funds.

In the event a member insists on paying her membership dues to your chapter, please
let her know that this will only slow the processing of her payment and subsequently
the receipt of her new membership card.

Depending on circumstances, you may be able to assist the member with the payment
of her dues online through your chapter's computer. A valid credit card is required for
this procedure.

Should the member still insist on making their payment to the chapter, try to secure the
renewal notice coupon, as this will speed the processing of the payment. Please
accept the payment and issue a receipt for the amount of the dues. Deposit the funds
into the chapter’s general fund and then issue a check payable to Moose International
in the amount of the dues. Clearly write the member’s ID# on the check and, with the
renewal notice coupon, mail to the appropriate dues processing center lock box.

The Recorder can make payments for members on line by visiting the Moose website
and clicking “Pay Dues on line”. Enter the member's ID#. If a coupon appears, then
dues can be paid by credit card. Or by accessing the Admin Menu via the Moose
International website, the Recorder can pay multiple members dues by process of
selection and choosing the method of payment. Once again, a credit card must be
used.
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If funds are received, each fraternal unit will receive automatic deposits (ACH) of
membership funds on a weekly basis. This weekly deposit will be made into the
authorized bank account as designated by the fraternal unit. Each fraternal unit must
have an original signed Bank Authorization on file with the Finance Department of
Moose International indicating the appropriate account for weekly deposits.

Failure by any fraternal unit to supply this information, or to notify Finance Department
of any changes to this information, will result in the fraternal unit not receiving the
deposit of any dues monies owed. All funds will be held at Moose International until
such time as a valid bank account authorization has been received. Moose
International will not issue checks to fraternal units for dues monies owed.

If any information previously provided to the Finance Department regarding your direct
deposit account has changed, please immediately complete a new Bank Authorization
Form. The Form can be found on our web site.

The Form must be completed in full and include the signature of an Officer. Please
include a pre-printed voided check with the Form for verification of all necessary bank
numbers.

Officer Maintenance
]
As of May 1, 2009 — All Chapter Elected Officers, Appointed Officers and Chairmen
information must be entered on the Officer List of the Admin Menu at
secure.mooseintl.org/myrecords.

The 2009-2010 Recorder must inform the 2010-2011 Recorder of the Chapter’s pass
code for accessing the Admin Menu. New Recorder — do not share this pass code with
anyone else!

New Recorders — must register your membership ID on line under the Member
Address and Information section. This must be completed prior to any input of chapter
information. All Officer, Appointed Officer and Chairmen information should be entered
as soon as possible. Do not predict the end date to be April 30, 2011 — leave this area
blank. Moose International will automatically populate this field at the end of the year.
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Business Rules for Accounting
_____________________________________________________________________________________________________________________|

Receipts
The Recorder is responsible for the collection of all monies.

All money raised by any committee shall be handled through the Chapter books and
deposited into the General Fund of the Chapter except Bingo which requires that a
separate account be established for Bingo Funds, where State/Provincial laws
mandate.

All money received, of every nature, by the Recorder, shall be entered into QuickBooks
as income. Each entry into QuickBooks shall indicate the receipt number that was
issued and for what received. The amount of each item shall be distributed under the
proper classification.

Issuing Official Business Receipts
Official Business Receipts are issued for the following:
e Committee member gives funds to a Chairman.
¢ Committee Chairman gives funds to a Chapter Officer.
e Chapter Officer gives funds to the Recorder.
e Fees and Fines

Before an Official Business Receipt is issued, the money is to be counted in the
presence of the co-worker who is turning in funds.

All Official Business Receipts issued should be numbered in consecutive order. The
receipt number is to be entered into the Recorder's Records as proof of the
transaction.

Receipt Books are to be verified by the Audit Committee when completing the Financial
Report.

Each Chairman or Officer should have an Official Business Receipt Book when holding
her Fundraising projects to issue receipts to co-workers assisting with the project.
Receipts issued by the Chairman or Officer would not be listed in the Recorder’s
Records. The Recorder will issue an Official Business Receipt for money she receives.
The receipt issued by the Recorder will indicate the receipt nhumbers issued by the
Chairman or Officer.

e Give Official Business Receipts to any co-worker turning in money to you. This
applies to the Recorder, Officers, Chairman and Co-workers. All Official Business
Receipt Books are given to the Recorder after a project is completed.

e Each time that money changes hands such as committee member to Chairman,
and Chairman to Officer, and Officer to Recorder, it calls for the preparation of an
Official Business Receipt. DO NOT TAKE SHORTCUTS; protect your own honesty
by this means and the honesty of the Chapter.

e Receipts are all monies collected prior to payout/reimbursement of expenses.

Deposits

Deposits shall be made weekly or promptly after each meeting. If the Recorder is
unable to properly deposit the money, another officer may assist.
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The total of the deposits should include all receipts and be entered into QuickBooks.
Deposit slips shall be written in duplicate.

e Copy 1 Bank Copy
e Copy 2 Recorder's Copy to be retained in Chapter Files

All deposit slips shall be written in detail on the reverse side, with name of check writer
and the amount of the check. Attaching only an adding machine tape is not acceptable.
It is necessary to follow the steps of items received by the Recorder and the above
mentioned detail will provide for better review of the records. A reimbursement for an
NSF check is deposited as a separate item and receipt is not given to the
Secretary/Treasurer. No other items will be included on this deposit slip.

Expenditures

All checks drawn shall be entered into QuickBooks and shall show Date, To Whom
Payable, Description, or purpose, Check Number and Amount. The amount of the
check is distributed under the proper Class and Item. Expenditures that do not match
any listed category are shown under the Column for General Administration Expense
and are identified by Account Numbers.

o All bills, regardless of amount, are paid by Chapter check.

e There Shall Be No Cash Pay Outs Or Petty Cash Funds (the only exception to
this rule are: Bingo and 50/50 raffles

o0 Bingo — All prize money must be given to the Bingo Committee for
disbursement.

o 50/50 raffles — 50% of the cash collected from a 50/50 raffle may be given
to the winner immediately.

The Reorder should then record the gross amount collected in receipts and
also record the payout of the expense to the winner.)

o lllegal Pull Tabs Are Not To Be Sold By The Chapter (a pull tab by any other
name is still a pull tab).

e Anticipated expenses and use of the proceeds shall be included in plans and
recommended in the Board of Officers minutes. They shall be read to the Chapter
before a Committee may proceed with a Fund Raising Project, Committee Activity
Night or the event/activity.

e If a project or activity is introduced on the Chapter floor, it must be referred back to
the Board of Officers for recommendation.

e All expenditures must have a valid Business Receipt from the store where the
purchase was made. Whenever a Chapter check is written for the advance
purchase of supplies for any Fund Raiser or Special Event, it is necessary for all
cash register receipts plus the monetary change totaling the exact amount of the
check, be given to the Recorder immediately. Do not mingle Chapter expenditures
with personal expenses.

A Dispensation shall be required for all paraphernalia purchases in excess of
$1,000.00.
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Checks Issued

It is not in order for a chapter to use personal size checks (2 % X 6). All Chapter
checks, shall be business size, (3 X 8). Computer generated checks shall be ordered
from your bank or other check vendor and should be a 3-part voucher.

Checks shall be ordered with the following requirements:
A place for two (2) signatures.
A box or “Memo” line to describe the purpose of the check.

Chapter name, Chapter number
o City, State/Province

© O o

| Note: Do not put the Lodge number on the check.

All Chapter checks remitted to Moose, shall be made payable to either "Moose
International, Moose Charities or to the Women of the Moose", with expenditure
properly identified in the item box. This is called earmarking the check.

All checks for Endowment Fund, Scholarship & Maintenance as well as commit