AUXILIARY SECRETARY
 Writing minutes guide. 
A regular (or special) Meeting of ______________________ (name) Auxiliary #______ of the VFW Auxiliary was called to order on _____________(date) at __________ am/pm at the ________________________________ (location), by President __________________________ with ______________ members present.  
______________________________________________________________________________
All officers answer roll call except for _______________________, chaired filled by __________
_______________;  ______________________________, chaired filled by _________________
Opening ceremonies were held and introduction of Department or District Officer present (write their names )
______________________________________________________________________________
Reading and Referring Of Applications for Membership:  (Name )___________________
(Name) ______________________ (Name) ______________________.  Were investigate by committee. Vote was taken all applicant (s) were approved unanimous vote (OR) Vote was taken by Paper or Hand Vote must be record in minutes.
Initiation was held according to the ritual.
Reading of the Last Meeting was read and approved or corrected.  (Write the corrections in the margin with the date corrected).
Reading of Official and other communications were read by the Secretary (or) Sec-Protem. Michigan Connection from the Department President were read.  There were letters from National __________________________, notifying you of _____________________.
(All letters should be given a summary of the information contained int the letters)
Treasurer’s Report:  (a copy of the treasurer’s report shall be incorporated in the minutes)
It can be at this time if you are writing them in or they can be at the end of the minutes as well as the Audit.
	Presentation of Bills.  Bills of $ ________ total.  (List all Bills in minutes.)
	Reports of Committees, Standing and Special
(Notes in minutes of who made the report and what action is taken. With the Exception of the Trustee’ report on the Audit of the books and on the bills, reported are accepted without motion, unless there is objection from the floor) Booklet of Instructions Page 13
Audit is the only time that there is a motion at this time on the Floor with Committee Standing and Special.  
It was moved by _______________________________ and seconded by _____________   to approve the Audit.   M/C  or M/F
(The Trustees’ report on the audit must be accepted by a motion passed by the auxiliary and the audit report shall be incorporated in the minutes.)
Unfinished Business:  All business held over from last meeting has the floor.   As Secretary you should have a list of items for the President.
It was moved by ______________________ Seconded by _____________________________
To ___________________________________________________________________________
Motion Carried  M/C    Motion Failed  M/F  
New Business: 
(1st.  if needed)        The Auxiliary preformed Draping of the Charter for ____________________________________.
(May Elections of Officer)  If election is held, nomination9s0 for each office and the results of the election shall be recorded.
Any Motions:
It was moved by ___________________________ Seconded by ______________________
To _________________________________________________________________________
Motion Carried  M/C    Motion Failed  M/F  
It was moved by ___________________________ Seconded by ________________________
To __________________________________________________________________________
Report of the Trustees on bills and Action Thereon:
The Trustee have examined the bills and recommend they be paid.  It was moved by ___________________________ and seconded by _________________ the bills be paid.
Suggestions for the Good of the Order.
New members and guest be invited to speak.    Brief synopsis of what they said.
Closing Ceremonies:
Closing Ceremonies were conducted in accordance with the ritual, after which the meeting was adjourned.  The next meeting will be _______________ (date) at ____________(time).
Sign your Minutes
Name
Secretary or Secretary Pro-Tem									8/31/26
