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Chair all meetings. 
Guide the meeting. 
Approve draft minutes for dist. 
Liaising with Sec & treasurer. 
Signing Cheques. 
Writing & Signing Letters. 
Help recruitment of staff. 

Send out notices. 
Select items for agenda. 
Circulate agenda &  minutes. 
Ensure correspondence is dealt with. 
Draft minutes for approval by Chair. 
Ensure minutes book is up-to-date. 
Help recruitment of staff. 
Check Quorum present. 
Writing & signing letters 

Take minutes of all Committee 
Meetings. 
Type up minutes for approval by 
Chair. 
Minutes to Hon Sec for distribution. 

To carry out roles as decided 
at the Management committee 
meetings. 


