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23/5/23 to 20/6/23 not recorded

New hourly rate is 13.45 per hour
20/06/2023 1 Prepare and publish agenda
27/06/2023 2 Meeting
28/06/2023 2 Preparing minutes, follow up to ROSPA, updating website
28/06/2023 1 Phone calls and emails relating to play equipment inspection
29/06/2023 1 dealing with emails and phone calls relating to Brian's presentation and ordering the item, collecting money etc  
29/06/2023 1 emails regarding insurance to playing field, circulating to councillors, collating responses, replying to insurance company
30/06/2023 1 emails and phone calls regarding playing field matting and grass cutting problems, drafting agenda and sending to chair
03/07/2023 0.5 emails and booking David and Jenny on course
07/07/2023 4 responding to external auditor with breakdown of accounts
10/07/2023 0.5 responding to emails re insurance and writing to insurance company/Brian's present
12/07/2023 1.5 Playing field visit
15/07/2023 0.5 Phone calls and emails relating to playing field
11/08/2023 1 Banking/correspondence/website updates
14/08/2023 1 Dealing with correspondence with external auditor
14/08/2023 0.5 Phone call with chairman
15/08/2023 2 admin re finance committee/ordering cradle seat
17/08/2023 2 prepare agenda and summary of accounts
18/08/2023 1 collate emails and prepare application for CVS scheme
21/08/2023 0.5 Payment of bills
22/08/2023 0.5 External auditor conclusion uploads and payment
23/08/2023 4 Meeting with chairman to set agenda and follow ups
24/08/2023 2 Finance committee
28/08/2023 1 Preparaing agenda and documents
29/08/2023 1 Updating documents and sending out agenda
01/09/2023 0.5 emails and follow ups for F & S committee
04/09/2023 0.5 emails, bank payments
07/09/2023 5 meetings
08/09/2023 4 website/minutes/follow ups etc
09/09/2023 0.5 agenda updates/website
11/09/2023 0.5 emails, updating website
12/09/2023 2 newsletter/website updates
14/09/2023 0.5 newsletter/emails/agenda
17/09/2023 0.5 website
18/09/2023 1 Delivering newsletters
22/09/2023 0.5 emails re bins and to S Bunney to arrange meeting
26/09/2023 2 Meeting
27/09/2023 0.5 Paul Strong meeting re agenda/follow ups
29/09/2023 1 emails, letters, notices, phone calls, booking training, paying invoices
30/09/2023 1 Updating accounts, phone calls, emails
01/10/2023 2 Preparing accounts and report for finance committee + bills and general admin
02/10/2023 1 admin/meeting with Stephen Bunney
09/10/2023 1.5 admin (bills, updating accounts, preparing budget etc)
10/10/2023 3 Training course and accounts update
11/10/2023 1 Meeting with chairman re budget
12/10/2023 1 Adjusting budget
13/10/2023 1 Meeeting with Paul Strong
16/10/2023 1.5 Meeting with chairman and DL
19/10/2023 1 Bills, updating accounts and agenda
29/10/2023 0.5 emails, updates to website
30/10/2023 1.5 Training course (budget setting)
02/11/2023 2.5 meeting re helicopter and follow ups
09/11/2023 2 Finance committee meeting

72 total hours since 23/5/23 24 weeks to 10th November
48 hours contracted time

24 hours overtime @ 14.70 = 352.80


