
AFHB Secretary Role (Draft copy) 

 

The Secretary is responsible for: 

(a) Recording the minutes of Meetings; 

(b) Keeping the Register of Members; 

(c) Holding the Society's records, documents, and books except those required for the 

Treasurer’s function; 

(d) Receiving and replying to correspondence as required by the Committee; 

(e) Forwarding the annual financial statements for the Society to the Registrar of 

Incorporated Societies upon their approval by the Members at an Annual General Meeting. 

(f) Advising the Registrar of Incorporated Societies of any rule changes; 

 

AGM 

21.4 The Secretary shall: 

(a) Give all Members at least 8 days Written Notice of the business to be conducted at any 

Society Meeting 

(b) Additionally, the Secretary will provide, where appropriate: 

(i) A copy of the President’s Report on the Society’s operations and of the Annual 

Financial Statements as approved by the Committee, 

(ii) A list of Nominees for the Committee, and information about those Nominees if it 

has been provided. (The Secretary must not provide Members with information 

exceeding one side of an A4 sheet of paper per Nominee) 

(iii) Notice of any motions and the Committee’s recommendations about those 

motions. 

(iv) If the Secretary has sent a notice to all Members in good faith, the Meeting and 

its business will not be invalidated simply because one or more Members do not 

receive the notice. 



 


