
At end of each month review last months 
log & change date on Log to current lunch 
date. Change "Total" to number of Mbrs at 

end of last BEC.

any Mbr changes

Yes

Make changes on log to add or 
remove Mbr

Under "New Members" list names of new 
members

Under "Resigned" list names of 
resigned members.

Under "Active" column, list Date of BEC 
and number of active members following 

the BEC meeting

Under "Monthly Log" enter meeting date 
and names of mbrs. added or lost. Also, 
Total members after this BEC meeting.

Save file with current year and Month 
identifer.

Make two copies for Lunch Ticket sellers 
at next meeting.

Email copy to: Mbrship Chair, Attendance 
Mgr, Telephone Chair & Treasurer.
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