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BETCHWORTH PARISH COUNCIL
SEP CLERK REPORT

1. Correspondence to acknowledge.
· Daily work communications (message out the comms that impact Betchworth)
· Prepared and sent weekly Councillor update comms
· Prepared and posted minutes of previous meeting
· Prepared Agenda with supporting documentation for Cllr packs
· Liaison with Cllr and groups over community asset project
· Correspondence with Parishioners regarding 2 queries
· Climate meeting and change of Councillor communication
· 

2. Highways/ Rail / Footpaths
· Correspondence regarding village improvements survey and plan
· Completed Climate Resilience grant application 
· Raised several fixmystreet requests
· Call with BERT team for knowledge sharing

3. Burial Ground & Allotment
· 2 interments and associated paperwork
· Project managed amenity maintenance and improvements delivery
· Inspected allotment plots and sent communication to plot holders

4. Finance & Policies
· Processed payment of monthly Invoices
· Prepared monthly invoices for approval
· Prepared information for interim audit 
· Prepared budget position report
· Reviewed bank reconciliation documents
· Reviewed data held against GDPR guidelines
· Prepared digital process for monthly invoices
· VAT reclaimed

5. Meetings Attended / Training
· Monthly Parish meeting
· Mtg with Chair & Vice Chair

6. Planning
· Weekly planning monitoring
· Project managed the Village Plan initiative

7. Tranquil Woods
· Correspondence for preparing Tranquil Woods budget estimates and purchase information 
· Meeting with Red Lion landlord and arranged peer feedback from another local Council with a woodland

8. Other
· Correspondence and update of new website content
· Checked status of Defib machines and ordered new battery
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