RSL TAS Inc. - By-Law 33
Duties of a Sub-Branch Secretary 

[bookmark: _Hlk132973483]The Sub-Branch Secretary is an elected Officer of the Sub-Branch and part of the Sub-Branch Executive. who plays an integral role in the running of the Sub-Branch. Secretaries are individuals who maintain and organise office tasks, implement procedures and carry out additional administrative duties. Some common duties of a Secretary include organising and attending meeting, recording minutes and preparing returns for State Branch.

Office Administrative Work
· Organise documents and paperwork and maintaining a filing system;
· Schedule meetings; 
· Maintain a Correspondence Register;
· Maintain a Conflict of Interests Register;
· Maintain a Key Register
· Prepare reports, memos, letters and other documents and sign notices and other documents required by the Constitution of the Sub-Branch and/or By Laws; and
· Maintaining and securing the Common Seal and the Common Seal Register (SB Rules 7(a) & (c) where applicable and other all other administrative books including the Minute book and correspondence register (SB Rule 9(a).

[bookmark: _Hlk132973541]Convened Meetings
The Sub-Branch Secretary shall
· At the commencement of any convened Sub-Branch meeting advise the Chairperson of any person not entitled to be present, whether the requirement quorum for that meeting has or has not been met and any apologies;
· Record or cause to be recorded accurate Minutes of the proceedings of meetings;
· Table inward and outwards correspondence for meetings;
· Be a signatory to cheques, or electronic funds transfer documents, drawn upon the accounts of the Sub-Branch;
· Provide the President, the Sub-Branch Committee, or to any authorised committee, when requested so to do, any documents, records or archived data and property belonging to the Sub-Branch;
· Countersign minutes of meeting that they attend in accordance with By-Law 24, Rule 5; 
· [bookmark: _Hlk127876664]Ensure that the appropriate notice of any convened meeting is promulgated to members in accordance with By-Law 24, Rule 16 Notices of Meetings;
	
· Convene an Extraordinary General Meeting on the written request of 10 per cent of financial Service Members and Life Members of the Sub-Branch in accordance with By-Law 24, Rule 18;
· Advise State Branch of a request to hold an Extraordinary Meeting in accordance with By-Law 24, Rule 16; and
· Following an AGM forward the signed and audited financial reports, the signed minutes from the previous AGM and draft minutes of the AGM just held including a full breakdown of membership for that financial year including Service, Affiliate, Honorary and Other Members on or before 14 May in accordance By-Law 24, Rule 17.

[bookmark: _Hlk132973561]Mandatory Returns to RSL TAS Inc.
· [bookmark: _Hlk123663926]Advise the CEO RSL Tas Inc. of any change in the members of the Sub-Branch Committee within fourteen days of a change in accordance with By-Law 24, Rule 5.
· Advise the CEO RSL Tas Inc. when the Sub-Branch has submitted their Annual Information Statement (AIS) to the Australian Charities and Not-for-Profits Commission (ACNC) for the reporting period ending 31 Dec. Returns to ACNC must be submitted no later than 30 Jun annually. By-Law 24, Rule 8 refers.
· Consolidate volunteer hours and forward to State Branch half yearly.

[bookmark: _Hlk151197557]Employment or Appointment of a non member as Secretary
Where the Sub-Branch decides to hire or appoint a suitably qualified person, who is not a member of the Sub-Branch, to undertake the role and duties of the Secretary that person will not form part of the Executive or have voting rights. The duties and responsibilities shall be modified by the Committee, to suit individual circumstances. 
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