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                                           FACTSHEET: 

                     CIRCLE ADMINISTRATION

TO:  CIRCLE SECRETARIES

         (copy to Area Secretaries for information)

· Circle Directory Form  - This is enclosed in this mailing.  One of your final tasks as Circle Secretary is to complete this form immediately after your Circle AGM, and either forward it to your Area Secretary, or hand it to her at the Area AGM.  She will then forward all the forms from Area to HQ office, by the deadline date of 28th April.  If your form is not received at HQ by that date, your Circle details will not be included in the National Directory – however, even if the forms are late they are still required for updating the database records and for mailing purposes!  
· Once again, only the membership number and name of the Circle Officer needs to be inserted on the form.  Enclosed with this mailing is a computer print out showing details of your Circle members as at the date shown.  Make a note of the membership numbers and if any amendments are required update the print out and return it to Headquarters as soon as possible, or complete and return Database Change Forms if you wish to retain the print out.  Please don’t send a copy of your Circle Directory (unless changes have been highlighted), it is too time consuming to check every detail of every member of the Association!  
· National Directory – Your directory will be sent to you at the end of July – additional copies (code S18) can be obtained from your Area Sales Officer or via the Sales Page on the NALC website. 
· Anthony Nolan Trophy – Written entries for this competition should be sent direct to President Janet Wareing at her home address – The Village Blacksmith, 5 Bayley Street, Clayton-Le-Moors, Accrington, Lancs. BB5 5PR to arrive no later than Friday 11th  April.
· Cancer Research UK Trophies – Entries for the ‘Most Money Raised’ and for the ‘Most Innovative Fundraising Idea’  should be forwarded to HQ to arrive by 18th April at the latest.
· Membership Trophy – The entry form for this is enclosed in this mailing, and completed entries must be received at HQ Office no later than Friday 18th April.
· Handover – If you are handing over the duties of Circle Secretary this time, remember to inform your successor of all your duties, and immediately after the Circle AGM, hand over all your files and any other relevant documentation.  Don’t forget to alert your successor to the fact that the Association Rulebook and Administrative Handbook are now available for downloading from the website.
· National AGM –Tellers – As usual volunteers will be required to act as Tellers at the AGM in Newcastle.  In an effort to avoid problems on the day, we are requesting volunteers to contact us in advance.  The job itself is not difficult or onerous, it does not take you out of the AGM Hall for too great a time, and full instructions on your responsibilities are provided by HQ staff. There is only one criteria that applies – to act as a teller, you must not be attending as a voting or proxy delegate. If any of your Circlers/honorary members are coming to the AGM as non-voting delegates, please ask them to consider carrying out this duty – it does give a different experience of the day, and volunteers for this role help to ensure the smooth running of the AGM.
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