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4.
OFFICIAL CORRESPONDENCE

4.1
All correspondence to the Society shall be addressed to the Secretary.

4.2
The official postal address of the Society is PO Box 411 Capalaba Qld 4157
4.3
The Secretary shall attend to all correspondence of the Society by written, electronic or digital means, and in particular shall;


4.3.1
Enter all mail received in an Inwards Correspondence register.


4.3.2
Record all outward mail in an Outwards Correspondence Register.


4.3.3
File all inwards and duplicates of outwards correspondence.


4.3.4
Make all correspondence available at each committee meeting.

4.4
Any queries to be attended to officially by any other appointed officer shall be passed over by such officer to the Secretary and this fact recorded against the entry in the Inwards Correspondence Register.
