












































There must be a quorum of 10 members in person or by proxy for the Annual General Meeting

the Secretary no later than 24 hours before the time of the meeting in respect of which the
proxy is appointed. The notice appointing the proxy is to be in the form set out in Appendix 1

to the Constitution.









Record reciprocal memberships

update membership database with details

prepare and forward information package (letter, publication order form, constitution,
seminar brochure etc.)

Produce mail labels for mailouts to members

update membership database (ie changes of address, telephone, names etc.)
produce mail labels for individual, organisational and reciprocal members as required
(including arranging delivery to board member)

Miscellanous tasks

handle telephone enquiries from members

process orders for publications (including preparing invoice if required and receipt)
produce statistics and lists of current financial and unfinancial members

produce and photocopy written materials (ie membership application forms, membership
certificate/labels, constitution, publication order form etc.)



