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                  Annual Timeline – Guideline                     Date:  18 May 2011
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	Jan
	Feb
	March
	April
	May
	June
	July
	August
	September
	October
	November
	December

	
	6 weeks before AGM send notices.
Sec & Pres decide date
	AGM
	
	Working Bees
	
	
	AQHA year start
	
	RACES
	Follow Up
	

	President
	
	
	Presidents Report
	
	
	
	
	
	
	
	
	

	Vice President
	
	
	
	
	
	
	
	
	
	
	
	

	Secretary
	
	
	Secretary’s Report
	
	 
	
	
	
	
	
	
	

	Sponsorship
	
	
	Discuss Sponsors List
	Letters  Visit

Flyer
	
	Tax Invoices & collection
	
	
	
	
	
	

	Publicity
	
	
	Flyer Available
	Flyers
	
	
	
	Program Out by start
	
	
	
	

	Treasurer
	
	End of Financial year
	Treasurer’s Report
	
	
	
	
	Order Cup, Rug and Whip
	Order Rosella Lollies
	
	
	

	Assistant

Secretary
	
	
	
	
	
	
	
	
	Office books, supplies and forms check
	Office 
	
	

	Dinner
	
	
	Discuss Details 
	Book
	
	Invites Out
	
	Dinner
	
	
	
	

	Bar
	
	
	RSA reminders
	
	
	Organise Tickets
	
	Licence (4 wks)

Security
	Alcohol & soft Drinks orders
	
	
	



