Regional Handbook: Procedures

Record Keeping

PERMANENT:  ( These are important!!  Keep duplicates in separate locations.)

Mark Clearly:   Important!  Property of Secular Franciscan Order




Please Contact: ____________________________


ARCHIVES:

· Document of Establishment

· SFO RULE

· SFO Constitutions

· SFO International Statutes

· SFO-USA National Statutes

· St. Katharine Drexel Regional Guidelines

· St. Katharine Drexel Regional Mission Statement

· Register of Membership

· Minutes of Fraternity Council Meetings and Fraternity Meetings

· Treasurer’s Records & Reports

· Reports from Fraternal & Pastoral Visits

· Pictorial and/or Written Fraternity History

· Attendance Records


MEMBERSHIP REGISTER

· Preferably a bound book

· Should include Members’ names, Date received as Candidate and who presided, Date professed and who presided, “Comments” re transfers, suspension date, of death, etc.


TREASURER’S RECORDS

· Written record of  income and disbursements

· Regular reports to Fraternity, at least annually

· Prepare proposed Budgets for income and disbursements

· Detailed records for special events (e.g. retreats, banquets, Fraternal Visits) to assist in future planning


SECRETARY’S RECORDS

· Minutes of Council Meeting should be kept separate from Minutes of Fraternity Meeting 

· Correspondence regarding member’s status should be kept, e.g. requests for transfer, temporary withdrawal or suspension

· Correspondence re deaths, thank you’s, etc. should only be kept for one year
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