London HECA Forum Secretariat

Workplan 2006-07


	Core Activities
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	A
	General administration
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B
	Supporting UK HECA secretariat and activities
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C
	Dissemination of information updates to all members
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D
	Supporting Committee meetings 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E
	Supporting Quarterly London HECA Forum meetings
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	F
	Update and maintain HECA website
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	G
	Promote and encourage contribution to quarterly Newsletter
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	H
	Attendance of UK HECA Chairs meetings 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	I
	Organise training day – Chair to confirm
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	J
	Maintain contacts lists
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Added Value Activities
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	A
	Assist with response to consultations
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B
	Support Treasurer in producing finance reports
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C
	Invoice for Membership Subscriptions
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D
	Invoice for Quarterly Associate Sponsorship
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E
	Assist with implementation of London HECA Forum workplan
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	F
	Support Chair in producing Annual Review
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	G
	Monitor and record income and expenditure (maintain pay-in book)
	
	
	
	
	
	
	
	
	
	
	
	
	
	


