Hong Kong Community Nurses Association
Administrative Sub-Committee
Terms of Reference

The Administrative Sub-Committee is a sub-committee of the Executive Committee, Hong Kong

Community Nurses Association (HKCNA).

Membership
The Sub-Committee shall consist of 3 or more members of the Executive Committee. One among the 3

members shall be the Secretary of the Sub-committee.

Appointment of Sub-Committee
The Executive Committee shall at their first meeting following the Annual General Meeting (AGM) in

election year, determine the members of the Sub-Committee until the next election.

Casual Vacancies
The Executive Committee from among their members shall fill casual vacancies occurring in membership

of the Sub-Committee.

Frequency of Meetings

The Sub-Committee shall meet when necessary. The quorum at each meeting shall be 3 members.

Record of Meetings

The Sub-Committee shall ensure that a written record of each of their meetings is kept.

Member Attendance
The Convenor of the Administrative Sub-Committee shall normally be required to attend all meetings of
the Sub-Committee. Other members of HKCNA may, at the Sub-Committee’s request, attend meetings as

required.

Functions of the Sub-Committee
m To maintain proper record of membership
m To keep proper books of account

m To keep proper records of correspondences, email and related documents

(Revised in April 2015)
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