THE WELLAND VALLEY ART SOCIETY

Secretarial Tasks

1. In October agree a schedule of events and Committee Meetings for the coming year with
SAC (avoiding Bank Holidays) ensuring that the art room is free and also the exhibition hall
for the AGM and exhibitions. Send a draft to the committee for their agreement and the
final document to SAC.

2. Draft an Agenda two weeks before a Committee Meeting for the President’s comments.
Send confirmed Agenda to committee members approximately a week or ten days before
the meeting.

3. Attend committee meetings and take minutes.

4. Write up the minutes and put a copy in the records and send copy by email to all committee
members. Obtain Committee approval of the Minutes at the next meeting and get them
signed by the President and filed.

5. Send out notice of the AGM at least 6 weeks before the meeting and have copies of the
previous meeting Minutes and spare Agendas available at the meeting. Do an attendance

list for circulation at the AGM.

6. Keep the Society Rules up to date with any changes as a result of decisions made at the
AGM.

7. Keep the list of Committee Members up to date and circulate changes to the Committee as
appropriate.
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