14.2 COMMITTEE

In conjunction with Chairman and Minute secretary the Company Secretary organises  each committee meeting as follows


a
Advise on the dates & venue of the meeting There willl 



normally be four in each year. 
b.
Inform all committee members
c.
Invite appropriate others as deemed necessary
d.
Draw up an agenda in conjunction with the committee. This should cover: 



i.
Previous minutes and matters arising,
ii.
Reports from Chairman
iii.
Reports from others as appropriate
iv
Any other matter
e.
Organise minutes/action point.


f.
Organise the taking of the minutes and distribution to committee 


members
