Secretary’s role for Welhat U3A
1 Committee meetings

i) one week before the meeting email committee asking them if they have any items for the agenda

ii) 3 days prior to the meeting email the agenda to the committee members

iii) As a reminder 2 days prior to the meeting email committee members who produce a report

iv) record the minutes of the meeting

vi) email the draft minutes to all committee members for any amendments

vii) place a copy of the minutes in the file at the Wednesday’s meetings
viii) Maintain an action log for items for agenda eg review dates of policies, date to arrange following year’s committee meetings

2 AGM

I) one month prior to AGM prepare notification to go on the website

ii) prepare nomination forms and leave for Wednesday meeting at Welwyn and Hatfield

iii) three weeks prior to AGM send out notification, minutes of previous AGM and agenda for the forth coming meeting. The agenda should include nominations for the committee
iv) arrange to have previous minutes and agenda copied 

v) record the minutes of the AGM

vi) email the draft minutes to all committee members for amendments

vii) once agreed email them to webmaster 

3 Information from National Office

i) information leaflets for events place on notice boards at Wednesday meetings
ii) other notifications place on the committee meeting agenda under correspondence

4 Storage of all documentation

i) store safely being mindful of GDPR

