
 

Owner
Typewritten text
1

Owner
Typewritten text
980

Owner
Typewritten text
0

Owner
Typewritten text
0

Owner
Typewritten text
980

Owner
Typewritten text
400

Owner
Typewritten text
7/10/23



Secretarial Duties March 2023 – August 2023 

Natalie Lawler 

Date Description 

30/3/2023-
25/8/2023 

-Monitor secretary.gooalawah emails and respond as necessary 
-Receive and respond to mail as necessary 
-Filing (digital and hard copy) 

30/3/2023 -Complete and submit Form C10 Application to Register Rule Amendment(s) / 
Special Resolution(s) Co-operatives National Law (NSW) to NSW Fair Trading  
(C10 for Special Resolution 2. Special Resolution 1 has been approved) 
-Reply to website inquiry regarding insurance 

12/4/2023 -Print Treasurers report, Work Claim Forms and previous minutes for GM 
15/4/2023 
-Secretary report for GM 15/4/2023 

20/4/2023 -Resubmit Form C10 for Special Resolution 2 to NSW Fair Trading 

23/5/2023 -Forward directors email to Mark Green 

28/5/2023 -Email Adam and Shantell regarding assistance dog paperwork as per May 
directors meeting minutes 

2/6/2023 -Forward directors email to Adam and Shantell regarding dog 

5/6/2023 -Secretary report for GM 10/6/2023 

6/6/2023 -Scan and forward complaint from Atmo and Petra 
-Scan and forward Atmo and Petra work claim 

8/6/2023 -Print Treasurers report, Work Claim Forms, previous minutes etc. for GM 
10/6/2023 
-Print and post directors letter to Atmo and Petra 

10/6/2023- 
14/6/2023 

-Minutes GM 10/6/2023 
-Agenda for AGM (draft 1) 

21/6/2023 -Advise #70 share for sale on Phone Tree  

10/7/2023 -Forward directors email to Mark Green 
-Phone tree reminder to follow website blog via email 
-Animal management plan template on website 

12/7/2023 -Print documents for Mark Green meeting with directors 

17/7/2023 -Purchase Secretary printer cartridges 

19/7/2023 -Print documents required for SGM 22 July 
-Print and post directors letter to Atmo and Petra 

21/7/2023 -Create first draft of Secretary handbook 2023 

29/7/2023-1/8/2023 -Finalise AGM agenda, proxy form and ballot paper 
-Secretary report for AGM 12/8/2023 

1/8/2023 -Forward directors letter to Adam and Shantell 

2/8/2023 -Sign CCU signatory form (West Kempsey branch) 

10/8/2023 -Print AGM documents including ballot papers 

11/8/2023 -Print AGM proxies received 

12/8/2023-
14/8/2023 

-Complete and finalise Minutes AGM 12/8/2023 

17/8/2023 -DoFT Form C8 appointment (and cessation) of new directors 
-James and Alicia DA letter 

26/8/2023 -Handover secretary position to Anna 
-DoFT Form C8 appointment (and cessation) of new secretary 

 






