THE STRUCTURE OF THE SUDBURY SOCIETY 

THE EXECUTIVE COMMITTEE

The Executive Committee is responsible for the management and administration of the Society. It meets upstairs at The Christopher Centre in Gainsborough Street at 7.30pm on the first Tuesday of each month. Membership consists of the four officers (Chairman, Vice-Chairman, Secretary* and Treasurer) and up to ten other members. All Members of the Committee are elected annually at the AGM in March. The Committee has the power to fill up to three casual vacancies which may arise during the year. It also has the power to co-opt further members who may fully participate in meetings but may not vote. 

* Currently the Society operates without a Secretary 

SUB GROUPS
PLANNING GROUP

This group meets at the Town Hall at 9am every other Friday to look at the current batch of planning applications to Babergh DC. The maximum number that can be accommodated is six; members do not have to serve on the Executive Committee.

· The Chairman of the Planning Group receives an e-mailed list of applications from the Town Hall  a few days before the Friday meeting and forwards it on to the Group members. The list is also added to the Society website. 

· After the Friday meeting the Chairman e-mails the Group’s comments to Babergh, the Town Council, members of the Executive Committee and any other interested parties e.g. the Suffolk Preservation Society.

· The Chairman of the Group also writes the  ‘Planning Matters’ section for the Newsletter and co-ordinates any Society response to consultation documents on planning related issues.

EVENTS GROUP

Co-ordinated by its Chairman this group meets on an irregular basis, sometimes monthly, sometimes at greater intervals, to plan, organise and co-ordinate the delivery of the Society’s events programme for members. 

· Currently meetings are held at the home of the Chairman of the Group on Monday mornings at 10am (refreshments provided): all four members are also members of the Executive Committee but this is not a requirement.

· The Group is also responsible for advance publicity, welcoming speakers to meetings, organising a vote of thanks and ensuring that reports are written for the next Newsletter. Catering also has to be organised for some of the events. 

· The Group also provides the future events information needed for the annual Membership Card and the three Newsletters each year.

OFFICERS OF THE SOCIETY

SUDBURY SOCIETY CHAIRMAN

The Chairman co-ordinates the work of the Society so that it functions efficiently and with a clear sense of purpose; he/she is also the public face of the Society.

These are the essentials of what the Chairman does….

· Chairing the monthly meetings of the Executive Committee. This includes presenting a Chairman’s report and ensuring that the agenda reflects current priorities. 

· Drafting the Report for the AGM in discussion by the Executive Committee and then writing the final version. The Report has come to include targets for the subsequent year.

· Newsletter. A contribution from the Chairman is expected – as a minimum the ‘Chairman’s Desk’ article. 

· Chairing meetings of the Society at Friars Hall and representing the Society at other functions.

· Responding to requests from the local press for the Society’s position on various issues. 

SOCIETY VICE- CHAIRMAN
The Vice-chairman’s role can be best defined as ….

· Supporting the Chairman in general terms and, specifically, acting on his behalf as needed - chairing meetings of the Executive Committee and open meetings in Friars Hall and representing the Society at events, meetings etc.

· Actively participating in the work of the Executive Committee and its sub-groups. 

TREASURER

The Treasurer manages the Society’s finances  

· Annual tasks- Paying for the Society's Insurance. Handling the annual membership fees. Booking hire of The Christopher for Committee meetings and events. Annual return to Charity Commission and the Annual Financial Return to the AGM, both in consultation with the Society auditor. 

· Periodic tasks-  Paying out officers expenses and events expenses (speaker, room hire, refreshments.)  Paying in sales receipts from books, income from events etc. Attending committee meetings and giving the monthly financial positions plus financial details of any events etc.

Also-  Gift Aid return every 4 years. Attending meetings to complete budget planning for any major events such as “Visions of Sudbury” and being the postal point contact for any  such events which involve entry money.

·  
MEMBERS OF THE COMMITTEE

MEMBERSHIP SECRETARY

The Secretary is responsible for all matters relating to membership of the Society including…

· Collecting in subscriptions when they fall due each January and  issuing reminders as required.

· Dealing with new applications to join the Society

· Payment of subscriptions to the Treasurer

· Issuing receipts and membership cards

· Maintaining and updating membership records as needed

· Providing self adhesive labels, envelopes etc for the Newsletter and co-ordinating its postage/hand delivery as appropriate.

(NB with the introduction of a standing order payment option the role of the Treasurer re membership will need to be clearly defined)

MINUTES SECRETARY

The Secretary is responsible for taking minutes of the Executive Committee meetings (first Tuesday of each month) , providing members with Minutes and Agenda prior to the next meeting and taking the AGM minutes.

NEWSLETTER EDITOR (currently a joint position)

The Editor collects items for inclusion, edits copy where necessary, scans illustrations and types up stories, lays out stories out in a page-making computer program, sends proofs to contributors and then the completed draft to the Chairman and one or two others for proof reading. The Editor may contribute stories but this is not a requirement. The Editor has the final say in what is included, with full support from the Executive Committee. 

When approved the Editor provides a final copy to the printer/photocopier at least five days before the target distribution date. Printed copies are then delivered to the Membership Secretary who co-ordinates distribution by hand or post. The final computer document, including illustrations, is then saved as a .pdf file for inclusion on the Society website (currently done by the Chairman.)

The position requires computer literacy ( further details on request), a general ability to write clear English and to encourage contributors to produce succinct and interesting copy. The Newsletter is produced three times a year. It is necessary to devote considerable time to the Newsletter in the three weeks before each publication; otherwise there is very little to do. A demanding but interesting job!

PRESS OFFICER

· Issuing press releases on Society events/activities to the local press and other relevant publications. ( This to include the twice-yearly Suffolk History Council Newsletter)

· Checking the Society’s e-mails regularly on Yahoo and forwarding them as appropriate to the relevant committee member 

· Printing and delivery of posters to local outlets to advertise our events

THE ROLE OF PRESS OFFICER IS CURRENTLY VACANT AND THERE ARE OTHER TASKS WHICH NEED DOING BUT ARE CURRENTLY COVERED BY THE CHAIRMAN OR OTHER MEMBERS OF THE COMMITTEE. SOME ARE MORE APPROPRIATE FOR COMMITTEE MEMBERS BUT OTHERS COULD BE DONE BY ORDINARY MEMBERS 

· Running the Society website and inputting material as needed.

· Representing the Society at meetings of the Market Town Partnership    (monthly) and the Riverside Advisory Group (quarterly.)

· Help setting up Friars Hall for events and providing refreshments

· Supply of publications (the Town Trail and Town Guide) from store to various outlets.

· Coordinating the triennial Alan Phillips Awards for Architecture

· Maintaining the Society’s archives (currently kept in the filing cabinet in the Freemen’s Room at the Christopher Centre.)
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