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UKELA REGIONAL GROUP COMMITTEE MEMBERS AND ROLES

	1. Chairman
	Name

Address

Tel

Fax

E-mail


	· to organise and chair all committee and other meetings and act as spokesperson when dealing with UKELA Council.  When appropriate chair speaker meetings;

· to ensure that the Regional Group complies with the UKELA Regional Group Guidelines;

· to report on activities at the General Meeting;
· to provide an annual report on the provision of CPD hours to members and to submit a copy of the register of attendance at each event to the UKELA CPD Officer;

	2.Secretary
	Name

Address

Tel

Fax

E-mail


	· to take and distribute minutes at each committee meeting;
· to maintain records (name, company, address, telephone number etc) of all members of UKELA Regional Group.  These records to be made available to committee members for the conduct of UKELA business only; 

· to liaise with the UKELA Membership Secretary at least annually to update the Regional Group database;
· to call a General Meeting of the Regional Group every other year, not later than 1 December, to 

(a) appoint members of the sub-Committee (as appropriate) (subject to the approval of Council); and
(b) to deal with any special matters which the Sub-Committee desires to bring bwefore members, and to receive suggestions from members for consideration,
· to notify the UKELA CPD Officer 4 weeks in advance of a talk at CPD event (to ensure 2 weeks prior notice to Bar Council);

· to notify members in writing of the General Meeting and the business to be transacted not less than 21 days before the meeting;
· if required, to call a Special General Meeting in accordance with the Regional Group Guidelines;
· to prepare meeting notifications on headed notepaper in the prescribed format based on information prepared by the meeting organiser;
to notify members of the speaker meeting programme and specific information on individual meetings;

	3.   Treasurer
	Name

Address

Tel

Fax

E-mail


	· to maintain records of income and expenditure arising from membership subscriptions, meeting fees, speaker meeting expenses etc;

· to prepare annual accounts in  the prescribed format for UKELA at the end of each financial year (May).  To report on the annual accounts at the General Meeting;

· to advise the committee on the viability of any planned expenditure on the basis of existing funds and income;
· to collect meeting fees; 

	
	
	

	4.  Committee Members
	Name

Address

Tel

Fax

Email

Name

Address

Tel

Fax

Email

Name

Address

Tel

Fax

E-mail
	· to participate in activities and development of UKELA through attendance at committee meetings and in the organisation of speaker meetings during the year;

· the organisation of speaker meetings involves 

(a) identification of a suitable (rolling) programme by discussion in committee (and taking account of members wishes);

(b) identification of suitable speakers and venues, and;

(c) determining the meeting fee and of charging of non-UKELA members level;

· one member of the committee to prepare the invitation(s), liase with the speaker(s), co-ordinate the preparation of information on the speaker(s) and meeting topic and act as chairman for the meetings (unless it is agreed this should be done by the chairman of UKELA Regional Groups).  The information of the meeting is sent to the Secretary for distribution at least 21 days before the meeting date;

· to consider the placement of publicity material to advertise the Group and speaker meetings.
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