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ARTICLE V, Section 504, paragraph #11
Grand Secretary Duties
PURPOSE: To clarify the process for dealing with non-budgeted items presented for payment.

TEXT OF REVISION:

Section 504. Paragraph 11. Fe-require-billsnetbudgeted-forto-bepresented-for
approvaterdisappreval-When a non-budgeted item is presented for purchase, a discussion
occurs between the Grand Secretary and Grand Treasurer. The Finance Committee and the

Worthy Grand Matron are included in the discussion.
1. Ifitis decided that the item should be purchased:
a. The Grand Secretary writes a warrant and attaches it to the bill.

b. The warrant and bill are then presented to the Grand Treasurer, who

C. All other bills within the budget are sent with appropriate warrants to the
Grand Treasurer for payment.
2. Atthe end of the month, all warrants are sent to the Finance Chairman for
approval/signature.

a. The Finance Chairman sends the warrants back to the Grand Secretary.

b. The Grand Secretary forwards them to the Worthy Grand Matron for her

approval/signature.

C. The warrants are then returned to the Grand Chapter office to be filed,

awaiting the Audit Committee.

WHEN PRINTED IN THE NEXT REVISION WOULD READ:

11. When a non-budgeted item is presented for purchase, a discussion occurs between
the Grand Secretary and Grand Treasurer. The Finance Committee and the Worthy Grand
Matron are included in the discussion.

1. Ifitis decided that the item should be purchased:
a. The Grand Secretary writes a warrant and attaches it to the bill.



b. The warrant and bill are then presented to the Grand Treasurer, who writes a
check.
c. All other bills within the budget are sent with appropriate warrants to the Grand
Treasurer for payment.
2. At the end of the month, all warrants are sent to the Finance Chairman for
Approval/signature.
a. The Finance Chairman sends the warrants back to the Grand Secretary.
b. The Grand Secretary forwards them to the Worthy Grand Matron for her
approval/signature.
c. The warrants are then returned to the Grand Chapter office to be filed, awaiting
the Audit Committee
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