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Section 6
Bylaws:

The Financial Secretary shall:

A. receive all moneys and deposit them in a financial institution approved by the district LWML

     Executive Committee;
B. keep an itemized account of all receipts;

C. transfer moneys received to the Treasurer;

D. submit reports to each meeting of the district Executive Committee, district LWML Board of Directors, and district LWML convention;

E. submit records for professional audit at the close of the fiscal biennium, and with the change of officer;

F. be bonded for an amount determined by the district LWML Executive Committee at the expense of the district LWML;

G. keep notes and operational material pertinent to the responsibilities of the office and forward to the successor to this office within sixty (60) days.

H. maintain officer guidelines

Standing Rules State: 

  1.  The mileage allowance shall be $0.30 per mile, effective 4/01/01 (2/23/02)
  9.  The district shall pay lodging for district LWML Board of Directors and committee members on the

        basis of four (4) per room for all authorized meetings. (10/25/86)

14.  Elected and Appointed officers of the Indiana District LWML may submit vouchers for the
       registration fee to attend the LWML convention.  (2/27/10)
18.  The Executive Committee members and the Good News Editor are authorized to voucher one
        hundred dollars ($100) per year for use of their own computer systems.  (2/26/00)
Duties: 
1.   Attend all EC and BOD meetings including the EC meeting Friday night of the Change of Officers
Retreat.  
2.  All checks received should be made payable to Indiana District LWML.  The bank may allow you to
     stamp the back of each check with “For Deposit Only,” so you don’t have to sign each check.  

3. There are two types of reports that the financial secretary is responsible for.  Each month the financial
     secretary creates a “monthly” report on all monies received for the month.  The financial secretary e-
     mails a shortened report (totals for each category and the amount to be sent to LWML for the District
     commitment to LWML in St. Louis) to the District President and treasurer.  This is esp. helpful for
     upcoming Executive Committee (EC) Meetings & Board of Directors (BOD) meetings.  This monthly
     report should be sent the following people: 

President – also send expense voucher for 25% of Mites collected for pres. to sign.  This will go to LWML in St. Louis.  The president will receive the white copy of the monthly remittance voucher that has been completed.  

Treasurer – also send the green copies of all remittance vouchers.  Sometimes the society does not send a green copy…just write the treasurer’s name on the copy that is for her.  (Whichever color is extra can go to her.  Include the green copy of the monthly remittance voucher that has been completed.  


Quarterly Circulation Manager – Send the yellow copies of any vouchers that includes
contributions for the Quarterly.  Also send the yellow copy of your monthly voucher.  Double-check with the total amount of Quarterly money collected with the individual vouchers you have saved.  Be sure to keep the yellow copy and double-check before throwing away any extras.
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Scholarship Chairman – Send the pink copies of any vouchers that include Scholarship contributions.  Once again, be sure to double-check to make sure that the totals add up to the 
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monthly report.  Also send the pink copy of your monthly remittance voucher.  On scholarship receipts, be sure to write what the money is designated for (sometimes you will receive money for the fund without designation) on the voucher and include it on the monthly report.  

4.  For EC meetings, take 11 copies of this monthly report to distribute to the members of the EC.  Do not
     mail copies to the president and treasurer when there will be an EC meeting unless the timing of the 
     meeting is late in the month.  

5. The roster is the second report that is to be given.  You will provide this report on a quarterly basis, or
     for any BOD meeting.  The quarterly roster report is mailed with the above-mentioned monthly report
     unless there is an EC or BOD meeting.  Add each month’s changes to the roster on a continuing basis.
     It is much easier to find any mistakes if you update the roster report monthly.  

6. The fiscal year runs April 1 – March 31.  It is divided into quarters like this: April – June, July –
    September, October – December, and January – March. This report builds for the biennium.  

7. Provide two reports for each convention manual.  One will be a written report of your responsibilities, 
    and the other is the Roster report.  Coordinate this with the Quarterly Cir. Manager (she will provide 
    the total number of Quarterlies each society received during the biennium).  Add her numbers to the
    middle column on your Roster report.  

8. At the district convention, you need to request ½ table for your Mite Box display.  Provide
    approximately 500 mite boxes (flat) in groups of ten.  Signs and a large Mite Box are included in the
     transition materials. 

9.  Mail out Mite Boxes and remittance vouchers as requested by societies.  Always take some of each to
     EC and BOD meetings!!!  Mail 8 vouchers to societies unless they specifically request a different 
     amount.  Mite boxes are mailed out as requested.  
Keep all receipts of your expenses for reimbursement!  The postage and supply expenses add up quickly.  Turn in an expense voucher with receipts attached for reimbursement at each EC or BOD meeting.  
Watch congregation names/zones.  It can be very confusing!  Below is a list of those that may cause problems.
Decatur Zone:

Zion (Friedheim)
Zion (2 Societies)
St. John (Flatrock)          Emmanuel (Soest)
10653 N. 550 W.
10th & Monroe St.
12912 Franke Rd.           9909 Wayne Trace
Decatur

Decatur

Monroeville  9909          Ft. Wayne, IN 46816
Columbus Zone:  

St. Peter



St. Peter (Waymansville)

719 5th St.



11750 W. 930 S. 

Evansville West:
Trinity



Trinity (Darmstadt)

1000 W. IL Rd.


1401 W. Booneville-New Harmony
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