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Dear Club Secretary,

At this time of the year we normally circulate Form A (List of Club Members and Officers}; Form B (Payment Form ) and Form C (Individual Competition Entries).

This year the forms are obsolete and during the course of the coming weeks you will be invited to apply for a password to allow the club to complete the required data online.

Once you receive your password you will have access to your club record. The system starts by showing your membership for 2019. All you need to do is to ensure that it reflects those members at 30 September, plus any new members that you expect to join you in for the 2020 season. This is particularly important where new members are entering County competitions.

In the past you have entered Surname and either initial or first name. We now require the first name for everyone. Initials will not be accepted by the system. In addition, there are additional columns for Date of Birth, Telephone Contact Number and E - Mail Address. This in the main is essential for all those entering competitions. If you are entering a birth related competition, then for all competitors we need their date of birth. This applies for example to under 25's Singles and Pairs and the Over 55 Fours. The correspondent needs to ensure we have a telephone number and an e-mail address. We do not need to know at this stage who is playing with who in the pairs, triples or fours.

The number of individuals will be added together and will calculate the affiliation fee and place the total on the payment summary.

Similarly, in the Competition area you only need to select the correspondent and enter alongside the name the competitions they are entering. This again will calculate the fees to be paid.

Lastly you need to enter the number of Yearbooks/Information booklets required and there is also room to make a donation to either the women or gentlemen's benevolent fund.

What is required now is to decide who in your club will complete the return. It does not need to be the Secretary, especially if you have someone with computer knowledge. Agree which members need to go on the list and who your officers will be. Collate who will be the correspondent in the competitions, please ensure their contact details are up to date and ensure you have the dates of births for all entering a birth related competition.

The information is required by the end of November, so you will in fact have all of November to complete the return.

Please send the name and e-mail address of your nominated member who will complete the return to howard.quinnell@gmail.com. by the end of October.

Notes to assist you will be supplied and we are only a telephone call away if you need us.

[bookmark: _GoBack]If you require any help both I and Sheron Mitchell will be available to help you and talk you through the process.  

An aide memoire will be coming out shortly.

Howard Quinnell
Bowls Surrey Treasurer
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