BERKS BUCKS & OXON AREA OF NAFAS

Club Record Form
CLUB ____________________________________________________________________Date _______________

See overleaf/following page for help on completing this form.

PLEASE NOTE that information is held solely for administrative/management purposes.
	
	Club Meetings
	
	Club Details:

	Address

(including postcode)

	
	
	Month/year club formed
	
	

	
	
	
	AGM month/No of members
	
	

	
	
	
	Subscription/Concessionary
	
	

	
	
	
	Visitor fee
	

	
	
	
	Notes



	Day/Time
	
	
	

	Week in month
	
	
	Nominated email contact

	Number of blue forms required:
	
	
	


	Post/Name
	Chairman:  
	Secretary:

	Address

(including postcode)
	
	

	Tel no
	
	

	Email 
	
	


	Post/Name
	Treasurer:
	Trading Officer:

	Address

(including postcode)
	
	

	Tel no
	
	

	Email 
	
	


	Post/Name
	Programme Secretary:
	Flower Arranger Rep:

	Address

(including postcode)
	
	

	Tel no
	
	

	Email 
	
	


Return completed form to:
Irene Manson, 2 Woburn Close, Caversham, Reading, RG4 7HB
Or email to: 


secretary@bbando.org.uk
This form is also available electronically via the What’s What page on the www.bbando.org.uk website
NOTES on completing the form
1. Please complete and return this form whenever changes occur, and always return after your AGM even if there are no changes. 
2. Any details that are unchanged should be marked N/C
3. This form is available electronically via the What’s What page on the www.bbando.org.uk website
4. Return completed form to:

Irene Manson, 2 Woburn Close, Caversham, Reading, RG4 7HB
or email to: secretary@bbando.org.uk
5. Club meetings:  Please give full details of the venue – INCLUDING the postcode 
· Day/Time is the day of the week and time of your meeting, eg Wed at 7.30pm
· Week in month is normally the week in the month, eg 3rd.  If your club does  not meet on this basis, please write a concise summary, eg Fortnightly, Adhoc, Weekly in some seasons
6. Blue forms required: The quantity you will require depends on how many blank forms your programme secretary has at present (please check this with her), and how many bookings you are likely to make during the next year.  The blue forms you request will be available at the next council meeting.   
7. Club Details:
· Month/year club formed:  The month and year the club was formed, eg June 1965.  This information helps when preparing anniversary information for NAFAS, NAFAS News, Club Special Events page on the website, and to arrange appropriate timing of anniversary cards.
· AGM month:  The month in which you normally hold your AGM
· No of members:  The number of members at the end of your last year, ie just before your AGM.  Not all members will rejoin immediately after your AGM.  This should normally be the same number of members provided for club affiliation fee calculation.  It will also determine how many copies of Focal Points your club will receive.
· Subscription: The annual membership fee.  If you have a concessionary rate that is different please enter this in the second box, otherwise leave this second box blank.
· Visitor fee: The amount you would charge a visitor for the occasional visit.
· Notes:  Any special information, eg £2 supplement for national demonstrator.
· Nominated email contact:  Email address of the person who will receive information that is sent out via email.  This person does not have to be the chairman or secretary – it can be any member of the committee or club.  The important thing is that this person passes on information to relevant people.  Emails are particularly useful: 
a. It is quick and cheap so is used for distribution of information that cannot wait until the next council meeting.  The area is moving towards more email and less printing/posting
b. Queries entered via the website Contact Us form result in an email to the area secretary and often need to be passed to particular clubs..  Such emails often come from prospective new members so should be actively followed up.
c. We may have queries about the club programme on the website; queries on information supplied on this form; or queries on events relating to a specific club.
8. Club posts:  Please give full name and contact details, including postcode, telephone number and email address if possible.  Unless otherwise specified ‘Mrs’ will be assumed as the person’s title.


Last updated: 3 November 2011

