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• Compliance duties of the 

• Worthy President, Secretary, Treasurer, Auditor and Trustees



WORTHY PRESIDENT



WORTHY PRESIDENT

• THINGS THE WORTHY PRESIDENT SHOULD DO PRIOR TO TAKING 
OFFICE

• A)  DESIGNATE YOUR INSTALLING OFFICERS AND DECIDE WHEN IT 
WILL HAPPEN

• B)  YOU KNOW WHO YOUR WORKING WITH AFTER THE FIRST 
MEETING IN MAY, SO START ORGANIZING NOW.  

• C)    SET UP YOUR TRIAL COMMITTEE WITH ALTERNATES

• D)    SET UP A BY-LAWS AND HOUSE RULES COMMITTEE



WORTHY PRESIDENT

• E)  SET UP THE VISITING, MEMBERSHIP, FINANCE, ATTENDANCE, 
PUBLICITY, AND INTERVIEWING COMMITTEES

• F)   FIND AN AERIE AUDITOR 

• G)   GIVE THIS INFO TO SECRETARY

• H)   UNDER NEW BUSINESS AT THE FIRST MEETING IN JUNE 
ANNOUNCE THESE  COMMITTEES TO THE FLOOR

• I) READ THE CONSTITUTION TO LEARN YOUR DUTIES AND 
RESPONSIBILITIES



WORTHY PRESIDENT

A. Duties

1.  Presides at all meetings of the Aerie.

a. Worthy Vice President serves in your absence.

2.  Enforce all the Laws of the Order.

3.  Maintain Harmony.

a.  Have Good Common Sense.

b.  Have Leadership Ability.

4.  General Supervision over all affairs of the Aerie except where 
vested elsewhere, i.e.

a.  Secretary, Trustees and Treasurer

(1)  Do not attempt to takeover.

(2)  Encourage them to do their duties right at all times.



WORTHY PRESIDENT 

Duties Continued

5. Appoint all officers Pro-Tem in place of absentees.

a.  Fill all vacancies in accordance with Section 92.1 
Constitution.

b. Check By-Laws to see which officers are elected and  

which are appointed.



WORTHY PRESIDENT

AERIE COMMITTEES 

A. Must not attempt to serve on them or try to run them

B. Once appointed you can remove members with or without cause 

Except:

C.  Once appointed, cannot change makeup of the:

(1) Trial Committee and Finance Committee.

(a) Except when a proper vacancy occurs.



WORTHY PRESIDENT

GENERAL RESPONSIBILITIES

1. Questions finances of the order at all meetings

a.  In accordance with the Ritual.

2. Require that all officers and employees, required to be bonded, are so bonded or the 

Aerie has Employee Dishonesty or Full Crime Coverage.

3. Ensure Aerie records are audited by the Auditor when required. Auditor is directly 
responsible to the President. – Auditor Compensation if provided, is in the By-Laws.

a.  Monthly audits.

b.  Annual Reports.



WORTHY PRESIDENT

General Responsibilities Continued

4. Ensure that all Aerie funds are deposited and credited to the proper 
accounts as per By-Laws and Laws of the Order and State Laws.

a.  General Account.

b.  Benefit Account.

c.   Gaming Account – Optional.

d.   Social Account – Optional.

e.  Building Fund Account – Optional.

All additional accounts must be in the Aerie By-Laws once approved by the 
Grand Aerie Financial Advisor and the Grand Secretary.                                       



WORTHY PRESIDENT

General Responsibilities Continued

5. Sign all checks drawn by the Secretary (That have been approved by the Aerie).

6. Signs all other papers, communications and reports that may be required.

7. Decide all parliamentary questions, subject to right of appeal of the membership.

a. Can appoint a parliamentarian if so desired.

8. Inspect all ballots cast on applicants.

9. Cast the deciding vote upon all questions before the Aerie on which there is an 
equal division.

a. Except Election of Officers and Applicants. 



WORTHY PRESIDENT

General Responsibilities Continued

10. Prior to your installation as President:

a. Check with the current serving Worthy President, Secretary, Treasurer and Auditor to 
ascertain if all the required Annual Reports are ready.  Reports are on the MMS for 

access by the Secretary at the end of the Annual Term.

(1) Secretary’s Annual Per-Capita Tax report - due May 31 of each year.

(2) Aerie Treasurer's Report due May 31, (Late date is October 15).

(3) Aerie Auditor Report due May 31, per section 102.1(e)(Late date October 15).

b.  Reports shall be filed, regardless whether the Per-Capita Tax is paid.



WORTHY PRESIDENT

General Responsibilities Continued

11. Ensure that a minimum of two (2) meetings are held each month.

a. By-Laws dictate the time and days.

b. Cannot cancel a meeting, must reschedule it to meet the two meeting     
requirement.

c.  Special meetings:

(1)  Section 72.2 of Constitution.

(2)  President may call the meeting.

(3)  At least 10 Aerie members in good standing may request one, in writing.

(4)  No business may be transacted except as stated in the notice of the 
meeting.

(5)  At least five days notice shall be given to all Aerie members.

(6)  Voting may only take place if it is stated in the notice that voting will take 
place and only on the business stated in  the notice.



WORTHY PRESIDENT

General Responsibilities Continued

12. Ensure that an officer's meeting is held at least two (2) times a month.

a. Planning for campaigns, programs, affairs, functions, etc.

b. No formal actions can be taken or expenditures of Aerie funds at these meetings.

13. The Worthy President has the authority to appoint special committees as situations arise. 



WORTHY PRESIDENT

RITUAL 

1. President responsible for ensuring Ritual is followed in all aspects of Aerie business.

2. Every Officer is encouraged to memorize their parts.

RITUAL – Review the Ritual book on Events listed below.

Ø Initiation Ceremony.

Ø Installation of Officers.

Ø Memorial Service.

Ø Charter Draping Ceremony.

Ø Final Tribute to Deceased Members.

Ø Institution Ceremony.

Ø State Aerie Ritual.

Ø Grand Aerie Ritual.



WORTHY PRESIDENT

NO SHORT FORM Ritual 

for Meetings or Initiations!





THE AERIE SECRETARY

The Secretary’s office is one of the most important offices of 

the Local Aerie of the Fraternal Order of Eagles. The Secretary 

comes in contact with the entire membership more than any other 

office in the Aerie, as he is collecting dues from the members 

throughout the year and corresponding with them relative to various 

activities and programs. The manner in which he conducts his office 

and the tact and diplomacy that he uses in his dealings with the 

membership has much to do with the progress of the Aerie and also 

the standing of the Aerie in the community.

All the records of the Aerie are maintained in the Secretary’s 

office. Many of the records are not only important now but in years to 

come and should be maintained with the idea in mind that they will 

be available at any time in the future when needed. (See Page 36 of 

the Revised 2019 Officer’s Handbook)



SECRETARY

• RECORDS TO BE KEPT PERMANENTLY

•

• Trustees Minute Books.

• Deeds, mortgages, notes, leases, incorporation paperwork, licenses, permits, 
certificates, employment contracts, employee records, etc.

• Secretary's Cash Books.

• Secretary's Minute Books.

• Building Plans & Specifications

• All Tax Records.

• Authorizations from Grand Aerie Departments.

• Transfer Applications.

• Application record or roll books.

• Applications for membership and Declarations of physical condition.

• (Applications: Permanently or until the member has passed or transferred to 
another Aerie)



SECRETARY

• RECORDS TO BE KEPT FOR SEVEN (7) YEARS THEN DESTROYED

•

• Sick and Funeral Benefit Records.

• Visitors Registers.

• Claims for Funeral Benefits and Death Certificates.

• Secretary's Semi-Annual Per-Capita Reports.    

• Treasurer's Cash Books.

• Treasurer's Annual Reports.

• All Payroll records.

• Trustees Profit & Loss Statements.

• Aerie Auditor's Record Books.

• Bill, Invoices, etc.

• Cancelled checks, (except those where the mortgage or liens have not 

• been cancelled.)

• Trustees Weekly & Monthly Reports.

• Original Miscellaneous Receipts.
Check stubs.



SECRETARY

RECORDS TO BE KEPT FOR THREE (3) YEARS THEN DESTROYED

• Official Government and Grand Aerie Correspondence.

• Temporary dues receipts. 

NOTE: Official Correspondence should be carefully screened before 
destroying. Some correspondence could be destroyed in less than 
three (3) years, while some should be kept much longer. 
Correspondence that may be needed for any audit should be kept for 
at least seven (7) years.



SECRETARY

• SECTION 85.1   It shall be the duty of the Secretary to keep a full and complete record of 
the proceedings of the Aerie in a book provided for that purpose by the Grand Aerie or if 

the records are kept electronically, they shall be printed and read at each meeting and , 
once approved by the membership and signed by the Worthy President and Secretary, 
copies shall be kept and protected in a three (3) ring binder or book for that purpose; to 
read to the Aerie all reports, bills and communications which may be presented; to assist 

in the transaction of the business of the Aerie, to write all communications, to fill out all 
certificates and cards granted by the Aerie, to keep and maintain at all times a full, 
complete and up-to-date roster of the membership, committees as required by MMS and 

officers of the Aerie, with the latest and up-to-date residence, email address and mailing 
address of each member and officer, and to keep the Grand Aerie, and such other 
departments of the Grand Aerie as the Grand Secretary shall direct, at all times promptly 
advised of all changes in membership and officers; to issue all summonses and notices 

which may require his signature to attest them; to affix the Seal of the Aerie to all 
documents which may require it;  to notify the Grand Secretary forthwith of the 
expulsion of any member and the cause thereof; to notify the Grand Secretary forthwith 

of any officer removed from office by the Trial Committee and to perform such other 
duties as may be required of them by the Laws and usages of the Order.



SECRETARY
• Section 85.2  (a)  The Secretary shall maintain such systems or records, books and accounts, and shall issue such notices and

make such reports as the Grand Aerie shall prescribe.

• ( b)  The accounts shall be recorded in the book provided for that purpose by the Grand Aerie.  The accounts may be 
maintained in this book or if the records are kept electronically, they shall be printed and read at each meeting and, once 

approved by the membership and signed by the Worthy President and Secretary, copies shall be kept and protected in a 
three  (3) ring binder or cash book for that purpose.   







SECRECTARY
.  Section 85.3  He shall issue receipts for dues, fines and assessments using receipt 

forms which shall be prescribed by the Grand Aerie



SECRETARY

• Section 85.4  When issuing the official receipts for dues he shall, in connection 
with the name of the member, designate the highest rank to which he has 
attained in the Order.  



SECRETARY

OFFICIAL RECEIPTS

A. Receipts are printed out from the MMS System – See Slide

B. Dues payments can be setup in the MMS System according to your By-Laws.– See 
Slide

C. Local Fields can be added to print out on the dues receipt, i.e. – Officer, Years 
Eagle Member, Life Member, Golden Age Eagles, Military,  Under 21, etc.  See Slide

D. Under 21 years of age – Must be authorized in your By-Laws.  

1.  Dues Card must show in LARGE LETTERS “UNDER TWENTY ONE    

YEARS OF AGE.”.

E. This is the only acceptable receipt to show as evidence of membership.

F. You can account for monies collected for dues and application fees by using the 
MMS System to print out under the Payment History Report.



SECRETARY



SECRETARY

Section 85.5.  He shall on a form or method to be provided by the Grand 

Secretary, on or before the fifth (5th) day of April, May and June, notify by mail to 

his last known address or email address that has been supplied to the Secretary, 

each and every member of the Aerie who will be delinquent on the first (1st) day 

of June.

All dues reminders are now sent out by the Grand Aerie and billed back to the 

Aerie for payment.



SECRETARY

• Section 85.6   On the last meeting night of May, the 

Secretary shall read to the Aerie, or post in a conspicuous 
place on the Aerie premises, the names of all members who 
shall be delinquent in dues on the first (1st) day of June.  The 
Secretary shall furnish to the Membership Security 

Committee a copy of this posted list.  





Section 85.7. When, and as directed so to do by the 

Aerie, the same is not contrary to or in violation of the Laws of 

the Order, the Secretary shall issue checks from the proper 

funds of the Aerie. Each check shall be signed by the 

Secretary, countersigned by the Worthy President and by the 
Treasurer, and when so signed by the Treasurer shall become 

a Treasurer’s check. In the absence or inability of any one (1) 

of the above prescribed officers, the Worthy Vice-President 

may sign checks from the funds of the Aerie.

SECRETARY



SECRETARY



SECRETARY



SECRETARY

Section 85.12.  (a) The Secretary shall have the power to appoint assistants to 

efficiently carry on the duties of their office. No bonded officer of the Aerie, per 

Section 94.1, Statutes, may be appointed as such assistant. The assistant so 

appointed shall be under the supervision of the Aerie Secretary only. The 

assistants so appointed shall give bond for the faithful performance of their 

duties, the premiums to be paid by the Aerie. The Secretary shall also be 

responsible, on their bond, for the faithful performance of the duties assigned to 

such assistants. The assistants’ compensation shall be paid by regular Aerie check 

from the treasury of the Aerie if compensation is provided for in the By-Laws of 

the Aerie, and in that event, such compensation shall not be charged against, and 

regularly deducted from, the compensation of the Secretary.

(b)   The Secretary shall have sole custody of his office and determine who shall 

have keys to it. If other officers share the office, then a secure place must be 

provided to the Secretary for his books and records and the roster of the Aerie. 



SECRETARY



SECRETARY

Section 85.17.  The Secretary shall receive such compensation for the performance of his 

duties as may be prescribed by the by-laws of the Aerie.  Such compensation shall be a per 

capita compensation, and shall be based upon the number of members who are in good 

standing or who are no more than one (1) month in arrears.  Such compensation shall not 

be paid to the Secretary however, until Grand Aerie and State/Provincial per capita tax and 

fees have been paid in full, and all reports then due as required by the Laws of the Order 

shall have been completed and transmitted to those entitled to receive the same.

The Secretary is an elected official who is paid according to the Aerie by-laws.  As the 

Secretary is elected, he is not an hourly employee paid on an hourly basis, so the minimum 

wage laws do not apply.  The Secretary is to be paid on a per capita basis. (Opinion No. 556)



SECRETARY

REPORTS AND NOTIFICATIONS.

REPORTS:

A.  Secretary’s Annual Report

1.  May 31 of each year

2.  Printed from the MMS after May 31. Late 
if received after July 1.

3.  Per Capita Tax

a.  Grand Aerie $12.00 annually

b.  State/Provincial - $        annually- semi (per State By-
Laws).

4.  See slide of Per-Capita Tax reports.







SECRETARY

REPORTS AND NOTIFICATIONS.

REPORTS:

A.  Secretary’s Financial Report

1. In accordance with the Ritual Book Pages 21-23.

2. At each meeting the Secretary is required to report on the 
finances of the Aerie.

3. The next slide is a sample of a report being used. (Available 
as an Excel worksheet)

4. The slide after that is a copy of the G. A. Accounting 
Statement you can download from MMS to check account 
balance. Shows per-capita tax, membership and supply order 
balance owed and payments.







SECRETARY

REPORTS AND NOTIFICATIONS.

REPORTS:

A. Delinquent Members and Dues Reminders:

1. Members become delinquent the next day after their dues 
expiration date.

2. Dues renewal notices can be sent out by the Grand Aerie.

3. You can print out a delinquent members list from the MMS 
system. A copy of this list should  be given to the Membership 
Security Committee.





SECRETARY

REPORTS AND NOTIFICATIONS.

REPORTS:

A.  Report of Officers to the Grand Aerie:

1. Use the MMS System.

2. Has list of current officers.

3. The Secretary must enter all officers and required 
committees.

4. See accompanying slide.





SECRETARY

REPORTS AND NOTIFICATIONS.

REPORTS:

A. Sales Taxes – Monthly Report.

1. State and other Sales Tax is filed and paid online.

2. Determine your gross sales from Trustees Monthly Report.



Secretary 

• Section 122.1 States, that a current copy of the House Rules and the By-
Laws of the Aerie shall be posted at all times on the Aerie Bulletin Board 
so as to be available to all members of the Aerie. 

• Copies of approved House Rules and By-Laws must be sent to the Grand 
Secretary’s office for approval.   

• Be sure to stay current on filing IRS 940 and 941 tax forms, and that the 
current 990, which comes due October 15th of each year stay current. 

• Check on your Aerie’s Articles of Incorporation to be sure they are filed 
and current.  Also check to make sure that you have filed your annual 
report with the Secretary of State. Every state differs in how often they 
need updated.

• A copy of the Aerie’s Articles of Incorporation papers shall sent to the 
Grand Secretary’s office



TREASURER



TREASURER

DUTIES:

1. Demand and Receive from Secretary all money belonging to the Aerie.

A. If Secretary refuses notify the W. P.

2. Give Secretary a receipt and deposit money in bank within 48 hours.

3. Sign all checks, if authorized by the Aerie, signed by Worthy President and 
Secretary, and drawn from the proper fund.

4. Keep records, books and accounts and make reports as required by the Grand 
Aerie.

5. Hold in trust all securities belonging to the Aerie.

A. Held in a Safe Deposit Box.

B. Accessible to Treasurer only when accompanied by the Secretary 
and J.P.W.P or President.

6. Provide books for audit by the Auditor each month and when requested 
by the President or Auditor.



TREASURER

Duties Cont.

7. Watch finances very carefully and work with Secretary to ensure your 
books and the Secretary's are in balance, but not copied.

8. Compensation determined by the By-Laws.



TREASURER

RECORDS/REPORTS:

1. Treasurer's Cash Book.

a. Similar to Secretary's Cash Book.

1. See next slide for sample.

b. At the end of each month Treasurer reconciles the bank 
statements with his Cash Book.

c. Reconcile his with the Secretary's Cash Book.





TREASURER

RECORDS/REPORTS:

2. Treasurer's Annual Report .

a. 12 month report ending May 31 each year.

b. Due by the 15th of October each year.

c. Coincides with Secretary's filing of the 990 and/or 990EZ.

d. See next slide for sample.





AUDITOR



AUDITOR

DUTIES:

1. Examine and audit the books of several officers and committees of the 
Aerie and all internal units.

a. At the close of business at the last meeting in each month.

2. Make a written report to the Aerie of the examination and audit at the 
first meeting following the last meeting of the previous month.

3. Immediately report, in writing, to the Worthy President with a copy to the 
Grand Aerie:

a. Any delinquency in books, reports and accounts of the financial officers 
of the Aerie and any miss-application of funds

4. Procure a copy of the Constitution and the Aerie By-Laws upon assuming 
office. Review them carefully.

5. Compensation as defined in the By-Laws

a. Not payable until all reports are completed and transmitted.



AUDITOR 

INSTRUCTIONS FOR AUDITING: 

1. The Secretary shall print from the MMS System the Payment History Report for all dues 
and applications:

a.  Compare the listing with the bank deposits.

2. Check each weekly and semi-monthly total turnover for:

a. Correct addition.

b. Correct distribution to the Aeries various funds as provided for in the By-
Laws.

3. Each turnover should be checked with the Secretary's Cash Book to see if all money 
received from dues have been properly credited.

a. Compare to Distribution of Receipts form cash breakdown.

4. Compare Miscellaneous receipts with invoices/bills and entries in the Secretary's Cash 
Book.



AUDITOR

INSTRUCTIONS FOR AUDITING:

5. Check to see if the Treasurer has receipted for money‘s received.

6. Check the stubs of the checkbooks to see if the expenditures have been entered in 
the Cash Book.

7. Check to see if the Checkbooks have been reconciled and balanced each month.

8. Check the correctness of the Treasurer's annual report.

9. Inspect any Safe Deposit Boxes the Aerie may have or evidence of any investments.

10. The Secretary shall print the Batch Listings from MMS to assure that the Secretary is 
reporting applications.

11. Examine the accounts of the Board of Trustees and all Trustees reports for the 
month.

12. Check the Petty Cash inventory.

13. Review the merchandise inventory at least every 6 months.

14. Check to see that all required officers are bonded.



AUDITOR

REPORTS:

1. Monthly Auditors Report – See next slide.

Use Monthly Trustees Reports, as verified to compete the analysis of 
Buffet Sales and Buffet operations. See second slide for sample 
report.

2. Auditors Annual Report – Due May 31 each year. Must be filed by 
October 15th of each year, along with a copy of the IRS Form 990. See 
third slide.

Section 102.1(e) If the Aerie files an IRS Form 990 or 990EZ and provides a 
copy to the Grand Aerie, the Auditor is not required to provide an 
Auditor’s Annual Report pursuant to Section 102 (b). Otherwise the 
Aerie Auditor must comply with Section 102 (b) filing requirements.









Revised 1/8/2013

TRUSTEES



WHAT TRUSTEES SHOULD KNOW

The Aerie, through its members in meeting, shall direct all 
matters of basic and over-all policy pertaining to Aerie 
Property and the use to be made of such property and shall 
implement such directions by provisions in the House Rules or 
By-Laws.

1.   Among matters defined as Policy, and under the  
direction of the Aerie are:

a.  Purchases of Aerie property for Aerie purposes .

b.  Major remodeling of property.

c.  Establishment of club rooms and buffets.

When the Aerie has set the policy, the Trustees have complete 
charge of the details of the operation (Opinion No. 466)

2.  If you want to limit the Trustees Statutory authority you 
must put the restrictions in the By-Laws.



WHAT TRUSTEES SHOULD KNOW CONT’D

3. Their duties and responsibilities to the membership.

4. Not to assume duties of other Officers or Committees.

5. How to fill out all required reports, how the monies are 
deposited, to which account, and by whom.

6. That all officers and members should assist the Board in 
operating functions that will help bring money into the Social 
Room.



WHAT TRUSTEES SHOULD KNOW CONT’D

7. Maintain and operate the Aerie, Buffet and Social Rooms in an 
orderly, fiscally responsible, BUSINESS LIKE manner to include 
preventative maintenance and upkeep of the building and 
property.

8. Be familiar with your Local/State gaming laws. I.E. Membership 
drawings, pull tabs, bingo, etc.

9. It is suggested that all Aeries that rent out their social hall 
utilize a Hall Rental Agreement to prevent communication 
discrepancies when booking an event.

10. It is the Trustees responsibility to review all insurance policies 
and potential liability issues to ensure that the proper 
insurance and procedures are in place to protect the Aerie. 
Including but not limited to, hall rental insurance and other 
appropriate insurance policies.



RESPONSIBILITIES OF TRUSTEES

1. Board shall elect a chairman, from the board members, each 
year. (Section 89.1)

a. By-Laws dictate how many trustees there will be 
and for how many years they will serve.

b. The Chairman has no more power or authority 
than the other board members.

c. He is a spokesman when dealing with employees, 
carrying out the actions of the board and setting 
meeting agenda.

2. Direct supervision over the Buffet and Social room of the 
Aerie. (Section 89.2)

a. Include the Aerie Home, building, all employees, 
except those employed by the Secretary



RESPONSIBILITIES OF TRUSTEES CONTINUED

3.  Hire employees to operate the Aerie Home, Buffet and Social Rooms 
as dictated by the By-laws.

a. Salaries are dictated in the By-Laws.

b. Cannot hire any help not specifically provided for in the By-
Laws. 

c. Except for Trustees and the Aerie Auditor, individuals may 
be hired as provided for in the By-Laws. (Spouses and 
persons living in a marriage-like relationship with the Aerie 
Trustees or the Auditor, cannot be hired as an employee of 
the Aerie. (Section 89.11, Statutes)

d. If provided in By-Laws, the Board may hire a Bar Manager; A 
written contract must be approved by the Aerie. (Section 
89.8 Statutes)

e. All employment positions must be provided for in the by-
laws before the board is authorized to employ anyone in 
those positions or authorize payment of wages for those 
positions.  (89.2 Statutes) 



RESPONSIBILITIES OF TRUSTEES CONTINUED

4. Setting policy and procedures for the employees of 
the Aerie. (Exact authority is set out in the Aerie By-
Laws). Set up an Employee Handbook and Personnel 
File.

a. The Bar Tenders should not be allowed to “Z” 
out the register tapes.  Only the Trustees or the 
Bar Manager should do this.

b. Daily Cash Sheets should be used by the 
Bartenders, at the end of their shift, to count 
their register.



RESPONSIBILITIES OF TRUSTEES CONTINUED 

5. Purchase supplies and merchandise for resale.

a.  Record information on weekly report.

b.  Must be approved by the Finance Committee, unless it 
is provided for in the By-laws for a Petty Cash Fund to 
be used by the Trustees for this purpose. (Can be a 
checking account and/or cash account.)

c.  The person authorized by the Board to receive 
supplies may be authorized to sign checks. (If Petty 
Cash Fund is a Checking Account)

d.  One Trustee does not have the right to dispense Aerie 
funds as an individual.  Must be a board decision or 
board policy.

6. Prepare and submit all required reports.



RESPONSIBILITIES OF TRUSTEES CONTINUED

7. Hold regular WEEKLY meetings of the Board. 

a. Brief but intelligent minutes shall be kept in the Trustees 
minutes book. These minutes ARE NOT required to be 
read at the Aerie meetings.

b. Act as agents of the membership and intelligently discuss 
problems that pertain to the operation of the Aerie.  
Always keep the interests of the AERIE in mind and not 
PERSONAL interests!!

c. Make a report at least once a month to the Aerie 
showing the transactions of the Board. (Monthly Profit 
and Loss Report)



RESPONSIBILITIES OF TRUSTEES CONTINUED

8. The Board shall at each regular weekly Trustees meeting, 
pay all money received by it to the Secretary of the Aerie, 
and shall take his receipt therefore. The Board shall 
report to the Aerie at least once a month, showing the 
transactions of the Board, as may be required by the 
Aerie.

9. A complete reading of the minutes of the Board of 
Trustees meetings is not required at the Aerie meeting. 
(Opinion No. 676)

10. The matter of open or closed meetings of the Board of 
Trustees is left to the Local Aerie to control in its By-Laws. 
If the Aerie fails to so provide, then the Board of Trustees 
may adopt its own rules.



RESPONSIBILITIES OF TRUSTEES CONTINUED

11. Those who attend a Trustees meeting other than the 
Trustees themselves have no voice in the proceedings.

12. Kitchen Accountability

a. Maintain receipts for cost of goods purchased for resale.

b. Maintain numbered sales tickets for all meals sold, all comp 
meals and for all waste.

c. Numbered sales tickets can be totaled and compared to the 
register income.

The above procedure will enable you to maintain proper

accountability and provide the necessary information for the

Trustees weekly reports and Auditor accounting.



RESPONSIBILITIES OF TRUSTEES CONTINUED

13. Responsible for the orderly conduct of the members and their 
guests and disciplinary action.

a. Can ONLY Enforce violations of House Rules.

b. APPROVED House Rules shall be posted in a conspicuous place.

c. Trustees can submit recommended changes to the House Rules; 
however, the authority rests with the membership. Section (122.4)

d. Can only suspend a member from Buffet and Social room 
privileges (up to 90 days). Cannot suspend from Aerie. (Section 
89.3 Constitution)

14. Responsible to ensure that the Aerie procures and maintains 
adequate insurance coverage against all losses to the Aerie, 
including employment practices and public liability insurance. Each 
Local Aerie shall name the Grand Aerie as an additional insured in 
their liability insurance policy.



RESPONSIBILITES OF TRUSTEES CONTINUED

15. Responsible for turning over books to the Aerie Auditor:

a. Upon demand.

b. Auditor shall audit at least monthly.

16. Appeals of membership decisions on financial matters.

a. Trustees can overturn a Membership decision on 
expenditures.

b. Board must appeal to the Grand Aerie Financial advisor 
within 48 hours. (If it believes a decision by the members is 
unwise, unjustified and not in best financial interest of the 
Aerie. Section 110.9)



TRUSTEE REPORTS

1. Trustees shall at or before each regular meeting, pay all money 

received by it to the Secretary of the Aerie and take his receipt 

therefore.

2. Weekly Report of Trustees

a. Money should be counted and receipts verified on the same day 
every week, and prior to your regular meeting date. The business 
meeting can be after you count money or on another day if you so 
desire.

b. The money is counted by all the Trustees or at the least a majority. 
(The Bar Manager and/or one Trustee should not count the money 
by themselves.)

c. The daily receipts should be placed in safekeeping by the Bar 
Manager or Bartenders for the Trustees to count at the end of the 
week.

d. If it is necessary to deposit money daily, then the bank deposit slip 
can be placed in the daily envelopes with the cash register receipts 
and vouchers.





TRUSTEE REPORTS CONTINUED

INVENTORY OF BUFFET GOODS

1. Inventory should be taken on the same day as the 
closeout of your monthly report on the fourth or 
fifth week of the month – the closest complete week 
to the end of the month.  I.E., you will close it out on 
the day your accounting period ends in the last 
complete week of the month.  

a. Inventory will correspond with 
sales/purchases and paid outs – More 
accurate accounting of what the profit and 
loss is for the Buffet/Social room.  







TRUSTEES MONTHLY REPORT

1.  Use the Weekly Report of Trustees or a Monthly 
Recap Sheet (Example on Next Slide) to gather data for 
this report.

a. Lines 1-7 – Explain

b. Direct Expenses – Lines 8-14 – Explain line 11 
pro-rated Expenses

c. Lines 15-17 – Explain

d. Explain rest of report









TRUSTEES REPORT CONTINUED

1. Annual Asset Inventory Section 89.1

a. Required to be completed by the Board of 
Trustees annually at the end of May each year.

b. A copy should be given to the Treasurer and kept 
in a safe place in case of fire, etc.

c. A copy should be sent to your Insurance 
company for their records.





TRUSTEES

In Summary

• Comply with Compatibility Laws (Section 89.11)

• Respond to all complaints within 30 days (Section 89.3(h)

• Secure all insurance; Aerie Home and Contents/General 
Liability/Liquor Liability/Hired-Non hired Auto/Employee 
Dishonest/Directors and Officers and Employment Practices 
Liability Insurance  

• Make sure the Grand Aerie is listed as an additional Insured 
on the General Liability Policy.



TRUSTEES IN SUMMARY CONTINUED

• Are all employees in compliance with Aerie By-Laws, Statutes, 
and Federal, State and Local Laws

• Are you doing a monthly Profit and Loss Statement

• Keep minutes of weekly Trustee meetings, and a separate 
book for employee discipline meetings

• Do the By-Laws provide for a Manager of the Buffet and 
Social Rooms(Section 89.8)

• If you have a Manager’s agreement, was it approved by a 
vote of the membership present during a regularly scheduled 
Aerie Meeting?


