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SECRETARY'S CREED

| believe in the importance of my work as Secretary.

Because | do believe in the importance of my Grange, | will be:

* FAITHFUL to the task
* COURTEOUS to all with whom | may come in contact
* COOPERATIVE with the officers and members

* PROMPT in my attendance, correspondence, and reports
* NEAT in my work
* ACCURATE in my records

The following is a partial list of important Secret ary responsibilities:

Keep minutes of the meeting as things happen and have them ready to read.

Make the records so complete that anyone reading them, even fifty years from now, would
have a clear idea of what happened at the meeting. Be sure to include first and last names
of members.

Provide delegates, to the Annual State Grange Convention, the action your Grange took on
Resolutions.

Keep an accurate record of all dues received.

The Secretary’s records should match those of State Grange. New lists are provided twice
a year. (March/September) State Grange changes records only by reports received by
subordinate secretaries each quarter.

Be able to tell the members the amount of the initiation fee for the Junior, Subordinate, and
Pomona degrees; also the cost of the Sixth and Seventh Degrees. (This information can be
found in the National Grange Digest.)

Work closely with the Treasurer in the matter of Grange finances.

The Secretary is a member of the Executive Committee, unless Grange By-laws establish
otherwise.

Keep an accurate and detailed account  of all receipts and expenses and keep a copy of the
completed Treasurer’s report of each meeting. No bills should be paid without an original
or photo copy of a receipt from the supplier. All checks must have two signatures and not
be members of the same family.



Receive and report letters and communications sent to the Grange.
Answer promptly all communications requiring a reply.
Keep a file of all communications, circulars, and information of importance.

Make a prompt report to the State Secretary at State Grange Headquarters, (By December
1%) of the election of officers and appointment of committee chairpersons in the Grange.
The State Secretary sends forms, at the beginning of each year, for this purpose.

Keep a complete and up-to-date list of the members in your Grange. The State Grange will
send you two complete lists, twice a year. (Feb. and Aug.)

An invoice for the quarterly dues will be sent to the subordinate secretary the first week of the
last month of the quarter. Dues are owed to the State Grange by the last day of the quarter.
Invoices are not to be modified—full amount shown i S due to State Grange.
Remember, your Grange must pay dues on a member the quarter in which they are
dropped.

Members cannot be dropped fourth quarter for non-payment of dues. You can only drop them
if you have received verbal or written request to drop their membership.

Bring before the Grange, names of members proposed to be suspended for non-payment of
dues. Grange law requires that suspension shall be by a vote of the Grange, but only after
3 notices have been given and before the first quarter ends.

As soon as the Secretary is aware, the Secretary should see that the Grange News
subscription list is kept up-to-date by the addition of new families, by dropping those that are
no longer members, and sending address changes to State Grange Headquarters. When
a head of household member is deceased, the Secretary should notify State Headquarters
as to who should receive the Grange News for that household. In case of a divorce or legal
separation, when both spouses are members of the Grange, State Headquarters should be
notified so each spouse will receive the newspaper. You can call the State Headquarters
at 1-800-854-1635.

Every subordinate secretary is required to send a quarterly report to the State Grange, each
quarter, whether there are changes or not.

Have a current State Grange Roster, Journal of Proceeding of the State and National
Conventions, and the State Grange Program Handbook available for reference. The
Program Handbook is mailed in the December issue of the Washington State Grange News.

Keep available your current Grange Bylaws, State Grange Bylaws and a copy of the National
Grange Digest.



. The Secretary is the custodian of documents such as deeds, abstracts of title, bonds, and a
current inventory of supplies. A safe place for these might be a safe deposit box. Keep a

record of all bonds, deeds and other property of
the Grange.

. Apply within 90 days of anniversary date for Silver
Star Certificates for 25 year members and the
Golden Sheaf Certificates for 50 year members
and the seals for 40-70 year members. Forms are
available from State Grange Headquarters. Apply
as early as possible to ensure timely processing
but within the 90 day period.

. Each Grange should be incorporated. Be familiar
with this process and applicable statute (RCW
24.28 et seq.).

. Keep a small amount of Grange literature on hand
and available. This may be acquired from the
State Grange Headquarters.

Ever feel like you need 8 arms to get al
your Grange work done?

. The Secretary is the custodian of the Grange seal. Seals may be obtained at any store that

sells notary seals.

. Be familiar with the various types of memberships in the Subordinate Grange. (Associate,

Affiliate, Regular, Teens, Family, etc.)

. All quarterly reports must be received and all sums (dues payments, etc.) due to the
Washington State Grange and must be paid up-to-date for your Grange to have a delegate
at the Convention. Call State Grange if unsure about the status of all dues or reports.

. Teens (age 14 to under 19 years of age) only pay the National Grange portion of the dues

which is currently $10.00 per year.

KEEPING THE RECORDS

NEAT - PERMANENT - ACCURATE - COMPLETE

Your record should be neat. Some Secretaries write their “minutes” on loose-leaf paper during
the rush of the meeting, then at a more leisurely time, they copy it into the record book taking
care to make the copy neat and clear. A secretary could also consider tape recording meetings

for reference, when writing the minutes.

Some Secretaries prefer a plain record book, and others like the type of book that has a printed
outline which follows the Order of Business in the Manual. In these the Secretary fills in the work

of the meeting.




Your record should be permanent . Sometimes someone will want to go back over the work of

the Grange to see what the Grange did years back. The record you make will be the story they
will read. When a record book is filled, it should be carefully stored away where it will always be
available.

The records should be accurate . The records should show all receipts, all expenditures, and the
total balance of the treasury at the close of each meeting. The Secretary and the Treasurer
should work in close coordination, frequently noting and comparing their records and the bank
balance. Especially note any bank charges on the records so that the books will always
balance.

Your records should be complete . By this we mean that they should tell the story of the Grange
meeting with as much detail as is necessary to make the work of the meeting understandable to
someone who was not at the meeting — or to someone who might read them years later. Records
should be kept in a book, as they are a legal document. Ask each committee chairman to have
his report in writing so you can record it properly. The Minute Books are the property of the
Grange.

RECORDS SHOULD BE AUDITED

Grange law requires that the records of the Grange’s Secretary and Treasurer be audited at least
once a year. This is not because anyone expects a Secretary or Treasurer to embezzle money
from Grange accounts. Rather, it gives the Executive or Finance Committee an opportunity to
study the financial condition of the Grange, and to advise the Grange in future budgets,
investments, and expenditures. The audit shall be made at the end of each calendar year.

This annual audit of the books is very important. Any little error (and we all make errors) is then
easily found, whereas if no audit is made for a long time it becomes more difficult.

At no time should a newly elected Secretary or Treasurer accept the Grange books if they have
not been audited.

BONDING

All Grange Secretaries and Treasurers must be bonded in some manner acceptable to the
Grange. This is not because you are not a trustworthy, reliable person, it is for your protection.

No Secretary or Treasurer should be willing to handle monies belonging to someone else without
being bonded, and no Grange should expect anyone else to handle its money without
being willing to give them the protection of a bond.

The Grange Insurance Association offers insurance which includes bonding of those in positions
that require a bond. Contact your local insurance agent for more information. Note: This
insurance is not automatically included in your Grange’s normal insurance.



TYPES OF MEMBERSHIP

REGULAR INDIVIDUAL MEMBER (FRATERNAL)

A Regular Member is a Fraternal Member who has paid their dues, been voted upon by the
Grange membership, and is eligible to attend Grange meetings, and has received the four
degrees or the Fourth Degree obligation. This must be done within one year of having been
voted into membership. If this is not done, the member can be dropped or request to be made an
Associate Member.

TEEN MEMBER (FRATERNAL)

Any member age 14 up to age 19 years of age. Teens only pay National dues ($10.00) and each
Subordinate Grange must decide if they will charge them the Subordinate dues or forfeit that
amount. Provide State Grange with the teen’s Birthdate.

FAMILY MEMBERSHIP

A family shall consist of a husband and wife and their dependents, or a single person and their
dependents. Dependents are defined as children, grandchildren or great-grandchildren under the
age of 23, who live as a member of the same household or in absence due to illness, education
or military service. Foster, adopted or stepchildren and other legal dependents shall be
considered part of their legal guardians’ family. For more information refer to the Washington
State Grange Bylaws, Article 1X, Sec. 4.

ASSOCIATE MEMBER

, A person with an interest in the advancement of agriculture and
What kind of improvement of rural life may become an Associate Member.
member is he? Such a member shall pay dues prescribed below and be entitled
to receive State Grange information, publications, and
@ participate in State Grange services. Associate Members shall
O

not be entitled to attend regular Grange meetings, vote on
matters of Grange policy, or participate in National or State
Grange sponsored contests that are designed for Regular
Grange members only. An application and fee for Associate
Membership is received and voted upon the same as a Regular
Member. The application for Associate Membership shall be
accompanied by dues to the end of the current year, said dues
being the full amount if prior to July 1 *, and pro-rated to
one-half the full amount from July 1 ' to the end of the year.
The Associate Member will not be required to receive the four
degrees or the Fourth Degree obligation. The Associate
Member will not be eligible to take the Pomona, State or
National degrees or attend meetings. The Associate Member,
however, is subject to all laws, rules, and regulations as provided in the Constitution and Bylaws
of the State and National Grange and may lose membership by suspension or expulsion.

The Associate Member may request to be received as a Regular Member in the Subordinate
Grange and to receive the four degrees or the Fourth Degree Obligation. Upon receiving either,
the member will then be a Regular Member, having all privileges and rights of a Regular Member
and will pay regular dues starting January 1% of the next year after taking the degrees or
obligations.



AFFILIATE MEMBER

Any Regular (Fraternal) Member in good standing can become an Affiliate Member of another
Grange, with the provision that the member cannot hold the same office in both Granges. Annual
dues, less $20.00 State dues, are paid to the Affiliate Grange by all Affiliate Members, except a
Golden Sheaf Member will pay only the National dues.

LIFE MEMBERSHIP

Any member in good standing of Subordinate Grange may purchase a Life Membership therein
through the State Grange sponsored Life Membership Plan (the “Plan”) and thereby be relieved
from further payment of dues, but not assessments. Provisions of the Plan are explained in the
Brochure. (See appendix #A) Fees are as follows:

a. The fee for a life membership shall be not less than:
Age 14 to 35, inclusive $450
Age 36 to 45, inclusive 400
Age 46 to 55, inclusive 350
Age 56 50 65, inclusive 300
Age 66 and over 250
b. A Subordinate Grange may adopt a scale of fees, whi  ch, at its option, may be
larger than the minimum specified above. For more information refer to
Washington State Grange Bylaws, Article IX, Sec.7.
DEMIT

A demit simply severs connections with the particular Grange to which the member belonged. A
demit is good for the period of time in which the member’s dues are paid in full. If not demited
into a new Grange by the time dues are expired, they are automatically suspended and must
make application for reinstatement and pay the dues owed to the new Grange.

A demit must be granted as a matter of right if the member making the application for a demit is
in good standing and has his/her dues paid to the end of the current year. Applications for demit
must be made in writing at a regular meeting of the Grange, and if the fees and dues are paid, as
required, and no charges preferred against the applicant, the Grange cannot legally refuse to
grant the demit. A member holding an expired demit becomes a former member.

A demited member cannot receive the Annual Word except by virtue of holding a traveler’s card.
(See appendix #B for a sample of Traveler’s card.) While holding a demit, he/she cannot receive
any degree instructions, or be elected to an office in any Grange. Members who make
application by presentation of the demit held by him, under the form prescribed by National
Grange law, shall have all the rights and privileges of Grange membership. The method of
election shall be by paper ballot, majority elects or rejects. Demiting members do not pay an
initiation fee or take the obligation. The receiving Grange may make requisition on the issuing
Grange for any unearned dues from the beginning of the quarter following the acceptance of the
demit. (See appendix #C for a sample of a Demit form.)



MEMBERS DUES & FEES

NEW MEMBERS

Applications and money for new members received during the year should be kept by the
Grange, voted upon for membership, and the money deposited into your Grange account. Add
those new members on your next quarterly report. Dues received during the year should be pro-
rated by the quarter. Therefore, if they join the 1% Quarter (January through March) they shall pay
three-quarters of the yearly dues. If they join the 2" Quarter (April through June) they shall pay
one-half of the yearly dues. If they Join the 3" Quarter (July through September) they shall pay
one-quarter of the yearly dues, and if they join the 4™ Quarter (October through December) they
shall pay the yearly dues for next calendar year. All new members pay a fee, and this fee is not
to be pro-rated. This fee is determined by each individual Grange and should be stated in their
Bylaws. This fee is for Regular, Teen and Associate Members |, not Affiliate Members. (Refer
to Washington State Grange Bylaws Section 19, paragraph (e).) Members being reinstated who
have been suspended over a year pay a $2.00 reinstatement fee. $1.00 is sent with the quarterly
report in which they are added, and your Grange keeps the other $1.00.

SUSPENSION

Dues are delinquent January 1%. The only method of suspension for non-payment of dues is by
the vote of the Grange. A member shall not be suspended until they have received 3 notices. At
no time does a secretary have the right to remove a name from the rolls without a vote of the
Grange. If the Grange votes to suspend a member (see Suspension of Members, National
Digest for procedure, the secretary must immediately notify the suspended member by letter or
by sending a suspension notice (forms are available through State Grange Headquarters, 1-800-
854-1635). Remember, your Grange must pay dues on a member the quarter in which they
are suspended. (Refer to National Digest, 6.7.1)

Note: See Appendix #D for a sample Suspension Notice.

MEMBERSHIP LIST

Printouts of your membership are sent to the Subordinate Secretary twice a year (with 1% quarter
invoice and 3" quarter invoice) for them to keep for their records. It is very important the
secretary completely review the printout and make t he necessary corrections on the next
quarterly report. DO NOT RETURN PRINTOUT! A Subordinate Secretary is responsible for
supplying copies within their Subordinate Grange.

Mailing labels for your membership are also available. The charge is $.05 per label, and will be
done as work load allows.

YEARLY DUES NOTICES

The National Grange Digest (Refer to 6.11.6) and the Washington State Grange Bylaws (Article
IX, Section 19) requires that each member shall be notified of the amount of dues 30 days prior
to January 1 of each year. Each secretary is responsible for sending out their Grange’s dues. The
Washington State Grange Headquarters will send out the initial dues notice for you if and when
you send in the Dues Info Sheet. If the state does not receive the information, it is assumed that
you will take care of it yourself. Forms are available from the State Grange Headquarters office
for 2" and 3" notices. (See appendix #E and #F)
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QUARTERLY DUES PAYMENT TO
STATE GRANGE

Washington State Grange will bill you by invoice for each quarter. (See Appendix #G for a
sample) You should receive an invoice based on the membership numbers in the computer from
your last report. This invoiced total is not to be changed.

Quarterly Dues are due the last day of the quarter. It is important that you understand that the
National Grange requires that the Washington State Grange to pay dues by the end of each
quarter or pay a penalty. Washington State Grange is required to pay dues to National Grange,
on every Grange member, even if money has not been received from the Subordinate Grange.

Adjustments if needed will be made on the following quarter’s invoice.
Remember:

Golden Sheaf members are not counted on your Quarte  rly Dues Invoice until an
application is received and processed at State Gran  ge Headquarters.

Money for anything other than dues or new member fe  es (such as donations),
are not to be included with your dues check.

REPORTS

Promptness is the Number 1 priority regarding reports. The entire structure of the Grange
depends on the Grange Secretaries reporting. The membership count, the finances from dues,
the mailing lists, the honoring of members, the degree certificates, the officers lists all depend on
the prompt reporting of each Grange Secretary.

Every Subordinate Grange Secretary is requiredtom  ake a
quarterly report to the Secretary of the State Gran ge whether
there are changes or not.  These reports are for the quarters
which end March 31, June 30, September 30 and December 31.
The original quarterly report should be sentto Sta  te Grange
Headquarters, one copy to your Pomona Secretary and one
copy for your records, no later than the 15 ™ of the month
following the end of each quarter. ~ The State Grange will send a
set of quarterly report forms with the dues invoice.

A Secretary Packet with several other forms will be sent to you.

Please review all the forms in your packet, check due dates listed for Don't forget to send in
each report, and if you do not understand them, call your quarterly reports!
State Grange Headquarters (1-800-854-1635) for assistance. If the

secretary is unable to do the report, the Master should arrange for it
to be done. These reports are also on our website, in pdf format. Quarterly reports must be
sent in even if no changes are made.



DUE DATES - Quarterly reports (See appendix #H for a NEW sample) with changes or no
changes (marked as such) are due no later than the 15" of the month, following the end of
each quarter. The quarters end on March 31, June 30, September 30, and December 31. The
check for dues should already have been sent to State Grange Headquarters which is due by the
end of the quarter. Quarterly reports may accompany the dues invoice if received at State
Headquarters by the end of quarter.

Name changes, address changes, deaths, changes in who should receive Grange News, cases
where there is a divorce or separation and both should now receive Grange News.... should be
reported to State Grange Headquarters in the appropriate space on the back of the quarterly
report. If any of these changes need to be made immediately, please contact State Grange
Headquarters in writing.

It is important to remember that if a head of house  hold is deceased you must notify State
Headquarters immediately as to who should receivet  he Grange News for the household.

Members gained, lost and address changes, must be noted in the appropriate section of the
guarterly report form. This information is vital for the State Grange to keep accurate records for
invoicing purposes.

IMPORTANT:
After preparing and before mailing your quarterly report, please check to be sure:
1. All names have been included and spelled correctly. (PLEASE PRINT!!)

2. Complete addresses, zip code, phone number with area code , must be provided
for all new members.

3. Provide appropriate membership information, (i.e. Regular, Affiliate, Associate,
reinstatement or demit.) Please note if more than one applies, the information is
needed to update the records. If members are gained by demit, please include
the previous Grange number and if out of state, we need which state and their
original join date. (A copy of demit card can be sent with the report.)

4. All blanks on both side of report are completed or marked “no changes”.

5. The report is signed by you and the Master.

MEMBERSHIP RECOGNITION

SILVER STAR CERTIFICATES

Silver Star Certificates honoring members with twenty-five years of continuous Grange
membership may be obtained when the Subordinate Secretary fills out the proper Silver Star
application and sends it to State Grange Headquarters. Applications are obtained from State
Grange Headquarters at 1-800-854-1635.




Membership accumulation does not need to be in only one Grange, but it must be continuous.
Where the membership has not all been in one Grange, the Secretary should make sure that the
membership has been continuous. Instructions are found on the back of each Silver Star
application. Application can only be processed within 90 days of anniversary date . See
appendix #J for a sample. A fee of $1.25 has been added for the Silver Star Certificate and all
“year” seals.

Silver Star buttons, pins, charms and brooches are available for purchase from State Grange
Headquarters by filling out an order form (see appendix #| for sample order form) or 1-800-854-
1635.

GOLDEN SHEAF CERTIFICATES AND SEALS

Golden Sheaf Certificates are designed for honoring members with fifty years of continuous
membership. The membership must be continuous, but does not need to be in only one Grange.
The application blank for Membership Recognition has been designed so that one form is used
for the 50 Year Golden Sheaf Certificate as well as for the 40, 55, 60, 65, and 70 year seals, the
75-year certificate, and the 80 and 85 year Letter of Recognition.

The application can be obtained from State Grange Headquarters by calling 1-800-854-1635
(See appendix #l for a sample). A Grange must honor a fifty-year member and should fill out the
application carefully, making sure the name is legible and correct. Send the application and a
$10.00 check PAYABLE to the National Grange _ and mail to State Grange Headquarters.

The $10.00 is to cover the cost of the certificate. Do not send the application more than ninety
(90) days prior to the completion of the fifty years. Upon receipt of the application, Washington
State Headquarters will code the member as Golden Sheaf, make a record of the application, and
the State Secretary will sign the application. Upon receipt of the application by National Grange,
they will record it, give it a number, fill out the Certificate, and mail it to the Secretary of the
Subordinate Grange, unless otherwise instructed. This takes approximately two months,

which should be taken into consideration when plann ing any presentation program.

Golden Sheaf members shall be relieved of all dues local, state and national and shall have the
right to vote, hold office and any other privileges of membership.

Golden Sheaf pins and buttons are available for purchase from State Grange Headquarters at 1-
800-854-1635. (See appendix #J for sample order form)

40 year seals now available. Order seal on Golden Sheaf form, same as other seals. Placement
of 40 year seal is on cover of Silver Star Certificate.

When honoring 40-85 year members, use the same form as for 50 year members. Be sure to
write in the year being honored under Recognition Requested on application. The application will

be processed the same as for 50-year members and seals will be sent to you. Remember, all
members being recognized can be on one application.

50-YEAR NON-CONTINUOUS RECOGNITION

50-year Non-Continuous certificates are designed for honoring members with fifty or more year of
non-continuous membership. The membership need not be in one Grange, but all years of
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Grange membership must total at least 50 years. These certificates are available by writing
National Grange , 1616 H St NW, Washington DC 20006. Order directly from the National
Grange, not State Grange Headquarters. There is no pin for this recognition.

ELECTION OF OFFICERS

Election of officers shall take place at a regular meeting during
October or November, either annually or biennially. Granges electing
biennially shall elect in the odd numbered years. Election of officers
must be by ballot, but nominations may be made from the floor if the
Grange so desires. No nomination speeches may be made, and the
nominations shall not be closed. Any member may vote for anyone
he/she desires whether nominated or not.

Mark on your calendar Once election of officers are held, the Secretary is to report the

when each of the differe D names of officers elected along with their full address and phone
reports are due. That way number with area code. A form will be provided in your Secretary’s
you'll have everything in | packet for your use in reporting this information. If you do not have a
to headquarters on time! | copy of this form call 1-800-854-1635, and the State Grange staff will

send one to you immediately upon your request. You can also print
the forms off our website, www.wa-grange.org. _Officer lists are due
by December 1%. It is important that this information be received by December 1% to be included
in our State Roster. Masters and Secretaries receive a copy of the State Grange Roster at the
beginning of each year. Please make this available to the members of your Grange. Remember,
the Roster is the property of the Grange and for Grange use only.

ANNUAL CONVENTION

Included in the Secretary’s packet are three copies of the credential sheet. This sheet must be
filled out with the name of your delegate and alternate. Mail one copy to State Grange
Headquarters by April 15", give one copy to your alternate delegate, and keep one copy for your
records. Remember to use your seal in the indicated space on the sheet. The delegates of your
Grange are the Master and spouse. If the Master cannot attend, the Grange can elect two
alternate delegates. Every Grange is entitled to two votes. If the Master attends, he/she does not
need to bring the credential sheet unless it hasn’'t been sent previously. The alternate delegate
will need to bring his/her copy if he/she will be representing your Grange.

A convention registration fee of $10.00 per Grange shall be collected prior to the registration of
your delegate. This fee should be sent in with the credential sheet prior to convention.

The Secretary should provide, to the delegates attending convention, copies of all action taken on
resolutions the Grange has received. All quarterly reports must be received and all sums

(dues payment, etc.) due Washington State Grange mu st be paid up-to-date for your

Grange to have delegates at convention.

The Secretary should fill out the State Grange Convention Memorial Service form with the names
of any past Masters or past Masters’ spouses, past Directors or spouses, and past District
Directors or spouses who have deceased during the year. This form is to be sent to State Grange
Headquarters by May 15.
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GRANGE SEAL

The Secretary is the custodian of the seal of the Grange, and is responsible for its use and
safekeeping. The seal is to be used only to authenticate the action of the Grange or its Officers and
should never be used unless accompanied by the signature of the Secretary. It should never be used
for private or individual purposes. All Granges shall obtain a seal. Seals may be ordered from most
stationary stores or wherever Notary Seals are sold. If the Grange closes or consolidates with
another Grange, the seal shall be returned to the State Grange.

NEW AND RETIRING SECRETARIES

The change-over in the office of Secretary is the smallest of any office in the Grange as a whole.
Granges are inclined to keep a Secretary for quite a while. A retiring Secretary usually has
acquired a lot of information by experience. It is a good thing generally, if the incoming Secretary
seeks help from the retiring Secretary, and a fine thing if the retiring Secretary will give such help.
If the Secretary is indisposed to help the new secretary, ask help from your Master, Deputy, or call
State Grange Headquarters.

WHERE TO GET SUPPLIES

Supplies come from various sources. Every Secretary should have a copy of the price list from
the State Grange Supply Department. If you don’t, write or call State Grange Headquarters to
request one. If there is need for regalia or other items not listed on the price lists, ask State
Grange Headquarters if they know where such items can be purchased. Literature can be
obtained form State Grange Headquarters. The phone number is 1-800-854-1635. (Refer to
Appendix #K for State Grange supply list)
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LIST OF SECRETARY SUPPLIES

NUMBER NAME OF ITEM
460 Grange Record Book
463 Minute Book worksheets

470A Officers Roll Book

470B Committee Roll Book

474 Constitution & Bylaws

450 National Digest of Laws

420 Dues Receipt Book

458 Individual Membership record sheets

428 Grange Initiate & Declaration of Purpose

427 Welcome to the Grange Pamphlet & Certificate
440 Secretary & Treasurer Account Book

439A Certificate of Award

439B Certificate of Appreciation

This is just a sample of supplies available to Grange secretaries. These are probably the most
important and most used. Also consult your price list as there are many more things available.
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APPENDIX B

GRANGE MEMBER’S TRAVELING CARD

NO.
This Certifies that

whose name is written on the other side isf¢ard is a member in good
standing of Grange No. ___ County of

State of And in consideration of dues paid to December 31,
When this card is presented by its owner to thetétas any Subordinate Grange prior to December 31,
It shall be deemed sufficient authority for thentounication of the current annual word;

provided the owner of said card shall faighn it, in the space at the bottom of this card] & the
presence of the Master.

ATTEST----
Master
Secretary
Must be signed Member’s Signature below
Signed & Sealed In presence of

Master who is to
communicate the
Annual Word.

THE NATIONAL GRANGE

ORDER OF PATRONS OF HUSBANDRY
Membership Card
This Certifies that

(Member’s signature)
Whose true signature appears above is a member of
Grange No.

In the county of State of

with dues paid in full to . We recommend
patron to the fellowship and protection dfraémber of the Order.

Master

NO._ Secretary




APPENDIX C

Subordinate Grange

PATRONS OF HUSBANDRY
Card of Demit

This is to Certify that

is @ member in good standing_of Subordinate
Grange No. In the county of
state of and is clear on the books at the

time of granting this demit — dues having beaia po

We recommend for membership in any Subordinate
Grange to which may apply.
Master
Secretary
Dated:

(Over)




APPENDIX D

NOTICE OF SUSPENSION

Dear
Having received no response to previous notices for unpaid dues, it is with
sincere regret that Grange # must delete

your name from our membership rolls.

You may, under the rules of our constitution and by-laws be re-instated at any
time within one year by majority vote of this Grange and by completing and
mailing in the application below. Your application for reinstatement must be
accompanied by $ In dues and $
Reinstatement fee (when applicable).

Such reinstatement would restore and maintain a continuous membership
status. We value you as a member and hope to be able to reinstate you in our
fraternal circle.

Fraternally,

Secretary

Please return this form to:

| wish to reinstate my membership in Grange #

Enclosed is $ Dues and fees.

Signature

Address:

Phone #:




APPENDIX E

SECOND NOTICE

Dear Patron:

Your cooperation is sincerely solicited. We are endeavoring to keep the
financial records of Grange No.
in the best possible condition.

It is entirely possible that our previous notice of your dues did not reach you.
This will call your attention to the fact that your dues to December 31,

in the amount of $ Have not been received by us. (This
includes dues in arrears of $ ).

May we have your check by return mail?
Fraternally,

Secretary

Detach here, enclose with remittance, seal, and mail.

(This side for Secretary’s name and address.
Reverse side for name and address of Member.)

PLACE
STAMP
HERE




THIRD DUES NOTICE

TO: GRANGE #
Dear Worthy Patron:
Your dues are now in what | am compelled to lablelihquent” category in the amount of $

__ . Asrequired by Grange law, we mailed the usuakcotice last October. In early January, we wamthe
official Second Notice form. Perhaps you may hangplaced or even failed to see either of theseemt

This amount will, according to my records pay ydues up to . Iwill much appreciate
your response to this request, so that | will r@placed in the position of being obliged underm@ealaw to
report to our Subordinate Grange at the next mgetrange law provides that a member may be sdspeior
nonpayment of dues only by a majority vote at ggutar meeting of the Grange, and only after thredary has
reported the amount of delinquency. The Secretarst also report what steps have been taken tfy iogi
member.

This is, therefore, a fraternal 3rd Notice. We éntipat we may continue to merit and claim your
membership in our Grange.

Fraternally,

, Secretary

, Address

4 XIAN3AddY



APPENDIX G
WASHINGTON STATE GRANGE

924 Capitol Way S #300 * PO Box 1186 * OlympiaAW8507-1186
(360)943-9911 * Fax: 357-3548 * 1-800-854-1635

NOVEMBER 30, 2004 GRANGE #8

Fourth Quarter 2004 Dues Invoice

# Members Membership Type Per Member Amount Due
T LT T LT T LT T T T T T T T T T T T T T T T T T T T T T TG
58 Associate $ 7.50 $ 435.00
63 Regular $ 7.00 $ 441.00
0 Affiliate $ 2.00 $ 0.00
0 Teen $ 2.00 $ 0.00
5 Gold Sheaf $ 0.00 $ 0.00
0 Family $14.00 $ 0.00

Sub Total $ 876.00
PREVIOUS BALANCEDUE $ 55.25

Total Due $ 931.25
Donations $
New member fees $

Grand Total $

DETACH BOTTOM PORTION AND RETURN WITH PAYMENT - REAIN TOP PORTION FOR YOUR RECORDS

Full Payment due on/or before Friday, December 31, 2004.

Total Due for Fourth Quarter 2004 $ 931.25
Donations $
New Member fees $

Total Enclosed $

Send payment to:
Washington State Grange
PO Box 1186
Olympia WA 98507-1186

Office Use Only

Paid Check Batch #

In Essentials, Unity * In Non-Essentials, LibertyrtAll Things, Charity



SECRETARY’'S QUARTERLY REPORT APPENDIX H

SUBORDINATE GRANGE GRANGE # COUNTY/POMONA
Report for quarter ending: 3/31,20__ 6/30,20__ 9/30,20__ 12/31,20
Number of Meetings this quarter Average attendance at meetings

MEMBERS GAINED *PLEASE WRITE APPROPRIATE INFO IN BOX
(Birth dates required for ALL members under 24) | *Are they new or reinstated, within state or out of state and in
family membership be sure to provide all the names of the
family members.
REMEMBER: What you PRINT below goes in our database - Please make What type of member? - Check below
sure all your information is correct and thorough!
GN NAME ADDRESS, ZIP (Required Reg. Family | Affiliate | Demit | Assoc.
YeS D New
NO Di?si;ned
YeS D New
No e
Yes [ ] new
NO e
Yes ] New
No e
Yes ] New
No L e
Yes L] new
No e
Yes [ ] new
No "
YeS D New
No -
Yes [ ] new
No U e e
Fees
1. New Individual and Associate Members (fee @ $1.00each) .................. $
2. New Family Members (fee @ $2.00 per family group) ....................... $
3. Reinstated members (over one year - fee @$1.00each) ..................... $
Total fees to be paid with this quarterly report (Add lines 1thru3)................. $

OVER



SECRETARY’'S QUARTERLY REPORT, CONTINUED...

MEMBERS LOST *PLEASE WRITE APPROPRIATE INFO IN BOX

* For reason, enter one of the following: death, demit,
suspended (by request or non-payment of dues)

REMEMBER: What you PRINT below goes in our database - Please make sure Reason for Member lost
all your information is correct and thorough!
NAME ADDRESS DEATH |DEMIT [ SUSPENDED

(as it appears on membership list)

LIST ALL MEMBERSHIP CHANGES BELOW
i.e., Name, (Give previous name and new name), address, stop or receive Grange News
(Join dates cannot be changed without required proof - call state headquarters for more information)

SEND ORIGINAL TO WSG HEADQUARTERS, A COPY TO POMONA SECRETARY AND KEEP A
COPY FOR YOUR RECORDS

Secretary’s Signature Date Master’s Signature Date



NATIONAL GRANGE MEMBERSHIP RECOGNITION APPLICATION

This certifies that the members listed below are members of Happy Days Grange, number _ 277 In the County of
Yahoo In the State of Washington, and have been continuous member entitled to official recognition by the National Grange.

See reverse side of form for pricing information. Make checks payable to the National grange. PLEASE =~ WRITE CLEARLY OR TYPE.
Member's Name** Address Grange Name & Number | Month/Year Month/Year Recognition
Joined Demited Requested *

Micky Jones Happy Days #277 6/1/51 50/gold

Minnie Johnson Happy Days #277 9/1/52 Gold/50

Donald Goose Happy Days #277 3/1/46 55

Kermit Green Happy Days #277 12/1/62 40

** Print names clearly exactly as they will Xoudill o NGEE®Ward * e.g. 25, 50, 75, seal, certificate, etc.
| certify the foregoing is a correct statement of membership. §L;¢4 = 4 zétgﬁ Secretary (Subordinate)
Date: 11/26/02 MAIL MEMBERSHIP RECOGNITION TO: (please print or type)

Jane Doe, Secretary
555 Too High Rd
Lowboy WA 99999

Seal of
State Grange

eal o
Subordnes Grange

| XION3ddV

Signed: Secretary (State)
Date:




ORDER FORM: MEMBERSHIP RECOGNITION SEALS & CERTIFIC ATES

This application is to be used for all 25, 50, and 75 year certificates, all 40, 55, 60, 65 and 70 year seals, and all
80 and 85 year letters of congratulations.

To be eligible, a person must have been a member of the Grange continuously for the number of years indicated.
The membership need not have been in only one Grange.

Please fill out the following form indicating the number and type of awards being awarded, and fill out the form on
the backside of this page indicating the name(s), address(es), and membership history of member(s) being
recognized.

Enclose this form along with payment and send it to: Washington State Grange
PO Box 1186
Olympia WA 98507-1186

Please Make all checks payable to the Washington State Grange .

40 Year Seal @ $1.25 each $
55 Year Seal @ $1.25 each $
60 Year Seal @ $1.25 each $
65 Year Seal @ $1.25 each $
70 Year Seal @ $1.25 each $
25 Year Silver Star Certificate @ $1.25 each $
50 Year Golden Sheaf Certificate @ $10.00 each $
75 Year Certificate @ $5.00 each $
80 Year Letter of Congratulations
85 Year Letter of Congratulations

Total $

The presentation of the Golden Sheaf is an ideal opportunity to plan a special presentation.

The 55, 60, 65 and 70 year seals are designed to be used in conjunction with the Golden Sheaf certificate
booklet. When one of these seals is to be presented, it is suggested that the Subordinate Grange Secretary ask the
recipient for their Golden Sheaf Booklet, then affix the seal in the appropriate place on the page opposite the Golden
Sheaf certificate.

Appropriate Golden Sheaf and membership recognition pins are available from your State Grange.

-26-



APPENDIX J

WASHINGTON STATE GRANGE
PO BOX 1186
OLYMPIA WA 98507-1186
(360)943-9911 OR FAX (360)357-3548
1-800-854-1635

DATE GRANGE NO.

ORDERED BY PHONE # ( )

ADDRESS

(Please include a street address for possible UPS shipments)

CHECK ONE: Payment Enclosed Charge to Grange

CODE # QUANTITY DESCRIPTION UNIT PRICE AMOUNT

SHIPPING & HANDLING

TOTAL DUE

Shipping/ Handling Charges: $ .01-%$ 50.00=%$5.00
$ 50.01 - $100.00 = $ 8.00

$100.01 - $250.00 = $10.00

Shipping and handling charges are added to all orders (this fee includes, personal attention, prompt service preparation
and shipping of your order)



WASHINGTON STATE GRANGE

SUPPLY LIST
PO BOX 1186
OLYMPIA WA 98507-1186
(360)943-9911 OR FAX (360)357-3548
1-800-854-1635

CODE DESCRIPTION COST
311 Grange Window Decal .50
439 Outstanding Granger Award .60

439A Certificate of Award .60

439B Certificate of Appreciation .60
440 Sec/Treas Account Book 6.00
445 Pomona Certificate .20

470A Officer’s Roll Booklet 1.00

470B Subordinate Committee Roll Booklet .60

470C Pomona Committee Roll Booklet .60
473 Grange Obligation Ceremony .75
475 Hall Rental Agreements (single sheet) .05
748 CWA Ribbons (purple, blue, red or white) .35
749 Lecturer Ribbons — now are ordered from the State

Lecturer

Address labels (each) .05
History book (hardcover) 4.00
History book (paperback) 2.00
Centennial, glass collector plate (each) 7.00

Handling charges are added to all orders. Please include a street address for UPS shipments.

HANDLING CHARGES:$

.01-$ 50.00=%5.00
$ 50.01 - $100.00 = $ 8.00
$100.01 - $250.00 = $10.00

APPENDIX K



PRICE LIST FOR GRANGE ITEMS

WASHINGTON STATE GRANGE

PO BOX 1186
OLYMPIA WA 98507-1186
CODE ITEM PRICE CODE ITEM PRICE
JEWELRY 33 | Tie Bar 5.00
4" Degree 34 | Tie Tac 5.00
3 | Button 5.00 35 | Past Officer Jewel 15.00
4 | Charm 5.00 1112 | Past Master Tie Tac /with rhinestones | 10.00
5 | 1inch 4" Degree button 6.50 7" Degree
6 | Earrings (Button-screw) 10.00 40 | Button 5.00
7 | Earrings (Pierced) 10.00 41 | Charm 5.00
9 | Past Master Button 5.00 42 | Earrings (pierced) 10.00
10 | Past Master Pin 5.00 43 | Pin 5.00
11 | Pin 5.00 45 | Stickpin 8.00
13 | Tie Bar 5.00 46 | Tie Bar 5.00
1100 | Past Master Jewel 15.00 20 thru 75 yr
1101 | Past Master Jewel w/Gavel 15.00 1116 | 20 Year Button 10.00
1102 | Past Master Shield Button 15.00 1175 | 25 Year/non consecutive 10.00
1103 | Past Master Tie Tac 8.00 51 | Button (Silver Star) 7.00
1104 | Past Secretary Jewel 15.00 53 | Pin (Silver Star) 7.00
1105 | Past Lecturer Jewel 15.00 1117 | 30 Year Button 10.00
5" Degree 1118 | 35 Year Button 10.00
20 | Button 5.00 1119 | 40 Year Button 10.00
21 | Charm 5.00 1120 | 45 Year Button 10.00
22 | Past Master Button 5.00 54 | 50 Year/non consecutive 10.00
23 | Past Master Pin 5.00 55 | Button (Gold Sheaf) 20.00
24 | Pin 5.00 57 | Pin (Gold Sheaf) 20.00
25 | Tie Bar 5.00 1121 | 55 Year Button 10.00
26 | Tie Tac 5.00 58 | Button (60 year) 10.00
1106 | Past Master Jewel 15.00 1122 | 60 Year Button 10.00
1107 | Past Master Pin w/Gavel 15.00 60 | Pin (60 year) 10.00
1108 | Past Master Tie Tac 8.00 1123 | 65 Year Button 10.00
1109 | Past Secretary Jewel 15.00 1124 | 70 Year Button 10.00
1110 | Past Lecturer Jewel 15.00 1125 | Jewel - 75 Year 20.00
6" Degree
30 | Button 5.00
31 | Charm 5.00
32 | Pin 5.00




CODE ITEM PRICE
Multiple Degrees
1126 | 4" 5" & 6™ Degree Bar Button 18.00
1127 | 4", 5" & 6" Degree Tie Bar 18.00
1163G | 4", 5" & 6" Degree Charm 12.00
Bracelet - Gold Tone
1163S | 4", 5" & 6" Degree Charm 12.00
Bracelet - Silver Tone
1128 | 4™ 5" 6™ & 7' Degree Bar Button 20.00
1129 | 4™, 5" 6™ & 7" Degree Tie Bar 20.00
1130 | 4™ 5" 6™ & 7" Degree Brooch 20.00
1162G | 4", 5" 6™ & 7" Degree Charm 15.00
Bracelet - Gold Tone
1162S | 4™, 5" 6™ & 7" Degree Charm 15.00
Bracelet - Silver Tone
Junior
70 | Pin, Junior 5.00
1154 | Button, Junior 5.00
1155 | Past Master Button 5.00
1156 | Tie Tac 5.00
72 | Leader’s Pin 8.00
1131 | Past Master Pin w/gavel 15.00
1132 | Past Master Tie Tac 5.00
Youth
80 | Button - Achievement 5.00
81 | Pin - Achievement 5.00
82 | Pin - Grow Club 6.00
Misc.
92 | Pin - Proud to be a Granger 0.75
93 | Pin - Women’s Activities 3.00
PATCHES, DECALS, EMBLEMS & SIGNS
250 | 7 Sided Patch (blue, green or maroon) 2.00
251 | Round Patch w/Grange Emblem 1.00
300 | 1-inch Decal 0.50
301 | 2% - Inch Decal 0.50
303 | 10 - Inch Decal 3.50
304 | 2 in Junior Grange Decal 3.00
305 | Decal Sheet 2.50
307 | Gold Foil Seals 0.07
326 | 4 in Junior Grange Decal 5.00
330 | Cardboard Sign 5.00

CODE ITEM PRICE
332 | Town Marker 25.00
333 | Information Panel 5.00

GRANGE SUPPLIES

410 | Annual Membership Card Book 2.00
411 | 4" Degree Demit 0.15
412 | 5" Degree Demit 0.15
413 | Junior Demit 0.15
417 | 2™ Dues Envelope 0.15
418 | 3" Dues Blanks 0.10
419 | Suspension Notice 0.10
420 | Dues Receipt Book 3.00
428 | Grange Initiate 0.75
429 | 5" Degree Membership Card 0.10
433 | Meeting Notice Cards 0.10
435 | Order to the Treasurer 3.00
436 | Treasurer Account Book 8.00
437 | Treasurer Receipt Book 3.00
448 | Subordinate Obligation Booklet 3.00
449 | Pomona Obligation Booklet 3.00
450 | Digest of Laws w/binder 20.00
451 | Drill Booklet 0.50
452 | Dril Manual 2.50
453 | Junior Manual 5.00
454 | Subordinate Manual 12.00
455 | Pomona Manual 12.00
456 | Subordinate Alternative Manual 0.75
457 | Junior Alternative Manual 0.75
458 | Extra Sheets 0.15
459 | Junior Record Book 2.50
460 | Minute Record Book w/ headings | 25.00
461 | Minute Record Book / Plain 15.00
462 | Junior Worksheet 0.15
463 | Minute Worksheets 0.10
464 | Roll Book 5.00
509 | The Grange and You 0.50
902 | Memorial Service 2.50

1152 | What's Cookin in the Grange 10.00




CODE ITEM PRICE
Leadership Tools
1142 | Grange Deputy Handbook 2.00
1143 | Grange Success Sheets 3.00
1145 | 75 Ways to Attract & Retain Members 10.00
Lecturer's Materials
LM1 | Jumpstarts & Roundabouts 3.00
LM2 | From the Tops/ldeas to Share 3.00
LM3 | Cross Country Grange Programs 3.00
Historical Reference
502 | People, Pride & Progress 12.00
505 | 7 Founders Picture 3.00
506 | Grange Meeting Picture 3.00
507 | Hall Dedication Ceremony 0.75
508 | The Grange - Friend of the 15.00
Farmer 1867-1947
1146 | National Grange of the Patrons of | 5.00
Husbandry
1147 | Proud Heritage - the Early Years of | 10.00
the Order of the Patrons of Husbandry
1148 | Legal & Economic Influence of 10.00
the Grange - 1867-1967
1149 | The Grange - 1867-1967 - First 10.00
Century of Service & Evolution
Songbooks
600 | Collection of Songs 0.25
601 | Conference Songbook 0.25
602 | Junior Songbook 5.00
603 | Grange Songbook 8.00
604 | Pianist Songbook 10.00
1034 | Lift Up Your Hands - sign Language | 5.00
Gavels, Plaques, Flags & Accessories
700 | Fringed Grange Flag (3 x 5) 65.00
702 | Outdoor Grange Flag (3x5) 55.00
703 | Grange Flag Set 125.00
705 | Fringed U.S. Flag (3x5) 40.00
707 | Outdoor U.S. Flag (3x5) 30.00
708 | U.S. Flag Set 100.00
709 | Cord and Tassels 10.00
710 | Eagle - staff top 15.00
711 | Flag Pole 25.00

CODE ITEM PRICE
712 | Floor Stand 25.00
713 | Spear - staff top 12.00
714 | Grange Table Flag 2.00
715 | U.S. Table Flag 2.00
716 | Table Flag Set 4.00
752 | 7 % in Small Rosewood Gavel 8.00
753 | 10 in Walnut Gavel 8.00
754 | Marble Paperweight 7.00
756 | 7 Sided Plaque 35.00
757 | 8inx 10 in Plaque 15.00

1158 | Community Citizen Award 7.00
1158P | Community Citizen Award 13.00
w/Paperweight
1159 | Pomona Award for Public Service | 18.00
Clothing and Apparel
800 | Mesh Back Hat - Grange “1867" 5.00
802 | Grange Hat - Emblem 10.00
803 | Grange Necktie 10.00
918 | Men'’s Silk Necktie 20.00
919 | Ladies Silk Scarf 20.00
1157 | Silk Grange Necktie 25.00
PROMOTIONAL ITEMS
901 | Fleece Blanket w/ emblem 20.00
904 | Apron - Cobbler style 15.00
905 | Apron 15.00
907 | Travel Mug 5.00
909 | Car Decal 1.00
912 | Grange Car Magnet /blue or gold 3.00
913 | Boat Bag w/emblem 12.00
914 | Umbrella w/emblem 10.00
915R | Drawstring Backpack - red 5.00
915N | Drawstring Backpack - navy 5.00
916 | Corn Koffee Mug 7.00
917 | Corn Commuter Keg 10.00
920 | Padfolio w/ emblem 18.00
921 | Fanny Pack w/ emblem 10.00
922 | Grange Suspenders 20.00
927 | Grange Pencil - blue 0.25




CODE ITEM PRICE CODE ITEM PRICE
WA ST GRANGE ITEMS W470B Subordinate Committee Roll 0.60
) Booklet
311 Window Decal 0.50
. W470C Pomona Committee Roll Booklet 0.60
W439 Outstanding Granger Award 0.60
WA439A Certificate of Award 0.60 W473 Grange Obligation Ceremony 0.75
W475 Hall Rental Agreements (single) .05
W439B W440
Address Labels (each) 0.05
W440 W445
History book (Hardcover) 4.00
W445 W470A
W470A Officer’'s Roll Booklet 1.00 History book (paperback) 2.00
WASHINGTON STATE GRANGE
PO BOX 1186
OLYMPIA WA 98507-1186
(360)943-9911 OR FAX (360)357-3548
1-800-854-1635
DATE GRANGE NO.
ORDERED BY PHONE # ( )
ADDRESS
(Please include a street address for possible UPS shipments)
CHECK ONE: Payment Enclosed Charge to Grange
CODE # QUANTITY DESCRIPTION UNIT PRICE AMOUNT
SHIPPING & HANDLING
TOTAL DUE
Shipping/ Handling Charges : $ .01-% 50.00 =%$5.00

$ 50.01 - $100.00 = $ 8.00
$100.01 - $250.00 = $10.00

Shipping and handling charges are added to all orders (this fee includes, personal attention, prompt service preparation
and shipping of your order)




