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1. Co-options.
The Committee s

have the power to co-opt *mer TS, [f

T \"‘1\""‘: 15 cater
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I O The notice,
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15 well as the Minutes of the previous Committee at t

No Minutes shall be read at a special meeting. The Minutes of the spe

ing «
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less than a quorum be present at a meeting only unopposed business

6. Resolutions and Decisions.

QOuestions invaols be discussed at a

10N Mmay

1y important de
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tee but may not be voted ¢

Exception to this rule may be made

voted by two-thi

1 urgency

Decisions or resolutions passed by  the Committee shall only be rescis

has been given on the Agenda and when two-thirds of th

When the voting on any decision or resolution is equal, the Chairman
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HINTS TO SECRETARIES ON COMMITTEE WORK

1. Minutes of Committees should contain the date and place of
1bers present, apologies for absence and exact parficulars of e
- by general eement or by 5 The wording of rest
hich are moved should be given, with names of movers and se
y important points made in disc on may be 1, and if a committee
member asks to have her opinion recorded in the Minu s should be done. Minutes
should be as brief as possible, provided that they are They should be arranged
i paragraphs under subject headings. Minutes are ) ential and must
not be diseussed with anyone outside the Committe

2. At each meefing, before any other busi
meeting: should be read, corrected (if nece
sent and signed and dated in inlk he Chairma The Minutes are a record of
1AppP it @ e Any Committee member may question their accuracy
and if her objection is upheld the minutes should then be altered. No a Hon to
inutes should be made on account of developments si Ihese are
11t with under “B arisiy the Minutes."
is made or sion taken whicl f s fo
theless be 1 in the minut ;
on Minutes. ;

the Minutes of the previous
v), formally approved by members

by

tatement

7 can
with con ent subj
hort, clear notes are

minutes by seeing that the Agenda is
t-headings and she will save herself endless trouble
nged under the headings. Further, if the Secret Y
ninutes from these notes as soon as possible after the Meeting (preferably
on the same day) she will find the worle much er, Indexing of minutes has bee
found very useful by many Secretaric
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4. In addition to writing the Minut
hich have been m:
nted to the next monthly me

so write a short report

, and this report should

should :
committee

recommendation

be pre

9. 1ould be careful to bring with her to cc e meetings all the papers
y to need and to have these at hand, red in order, so as to.avoid
s from the National and County Federatiops and all other letiers

be brought before the nmittee for consideration.

6, The Secretary should alse remember that she responsible for making business-like
arrangements for every meeting the committee. Where the regular date of a
comm i is altered, the Secretary should notify the ittee members in

11 r th cretary should consult ti 1er officers of the
should always discuss the Agenda before the

7 1g to invite spealkers or to make enquiries on any subject, it is courteous to
enclose a stamped envelope or posteard for reply.

8 r Secretary should pos the NATIONAL FEDERATION HANDBOOK, price

6d., and “PROCEDUR
mation about the duties
ele
Federation Office,

. AT MEETINGS," price 1/-, which contain fullér infor-
of a Secretary, the conduct of meetin: arrangements for
, Specimen minutes, etc., and are obtainable from the National

W.I, STATIONERY,—A full list of all stationery and leaflets can be obtained free from
the N.F,W,1., War-time addz Abinger Hall, near Dorking, Surrey.
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