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S T A T E M E N T  B Y  T H E  B O A R D  O F  M A N A w L M c ix  r u i_ L U W iN G  T H E  B A N N IN G  
O F  L E A D E R S  O F  S A S O  A N D  T H E  B L A C K  P E O P L E ' S  C O N V E N T IO N

I *

T h *  B e a r d  ot M andyem um  ot tna o n e  x t ian  in s t i tu te  -<* p r e s e n t  mi>*»tin<j 
J o h a n n e sb u rg  u nan im ou sly  e x p r e s s e s  i t s  a n g e r  at the la t e s t  a c t io n  of the G o v e r n ­
ment in b a n n in g  w i*k m̂ .* i r .u i  B ! ; c ^  leaders 3 A 3 C  <mu iiiï cstacK H e o p le ' s  
C on ve n tion . A s  the G overnm ent h a s  made no attempt t o  p r o v e  them gu i l ty  we  
b e lie v e  that they a re  inn ocent .

W e feel u rg e d  to con ve y  to these  l e a d e r s  our  s i n c e r e  svm n»tHy *k« av .arcr .t^ »  
ot the de hum an iz in g  effect w h ich  su ch  banning** have in d is ru p t in g  and b l ig h t in g  
the l iv e s  of p e r so n s  -  e s p e c ia lly  tho se  who a r e  young.

W e fu r th e r  e x p r e s s  o u r  s o l id a r it y  w ith  them in the ir  s t r u g g le  fo r  ju st ice  and 
B la c k  developm ent.

W e w arn  the G overnm ent that su ch  unwarranted a ctio n »  w iii on iy  in c re a se  the 
u n re st  a lre a d y  p re se n t in ou r B la c k  com m unity and s e r io u s ly  en dan ger human 
r o ta t io n s  and the whole future cf cur couritry.

C . F . B .  N A U D E  
D IR E C T O R

J o h an n e sb u rg  
2nd M a rch , 1973

-0O 0 -

/ M F  
5th M a rc h , 1973



M Í 8 S A H H ! ,

1 .

2 .
3.

4.

5.

6 .
7.

8. 
9.

Introduction

A short prayer by Rev..............

Spccch by S.S.A. Reprosontative.

OBI Black Thc tro (Dran )

Requiem foVBrother Shezi, the (8harpcville) Brother 

Timol and miry many other vho fell in the struggle, 

"Victims of the system", nine falls train disasters,

priSCr.Cï5 ( LiaiVjcij OVaiTitoi and, L ar.g laag te . . ««. «)

PI hir rinlewnnrcn TÍ TO .

Mihloti Black Theatre (poetry, originality + music*) 

Speech by Don Mattera*

Spe.ch by Chris Mokoditoa (Vice president of B.P.C) 

WHAT IS SHARPCVILLE.

IP 'I'’*
/!/'

Sharpeville in defenition is refusal to sink into any 

depth ol inhumanity.

Thc "NO” to brutality, torture, to injustice.

The "YES" to Black Intergration to freedom, Black 

Liberation, that is ’-hat Sharpeville means.

It symbolizes a man whose determination to be free is 

far greater than the demoralizing power of any penal servitude 

being thnt he is black finally ,ost adniriable •

Sharpeville is a "We Feeling"

It is the Blackest Black.

It is to be comfined to Kimberley 

To be imprisoned at Robben Island.

To be dead at Sharpeville yet to be alive, welj, 

living in the black community its struggle for Liberation 

Sharpeville is Mandela; Sharpeville is Sesulu.

Sharpeville is Timol; Sharpeville is Shezi.

Then Sharpeville is BLACK SUFFERING (which is senonimous to

BLACK LIBERATION)

- - oOo —
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\\ X G U T É
TO QUR FALLEN UhSUNG BEAUTIFUL BLACK 

HEROES.

They h we fallen 'cause they ref.isedto sink into inhumanity.

They re be .utiful 'c use xhey re "BLACK"

Thoy ire Heroes 'cause they are " 1*0*1 ■c^X-ux.JL^g-1

They are Heroes 'cause they fell with dignity

They are Black 'cr.use they are not da .1 but alive

"BLACKMAN B M  NEVER DIES"

Black brothers and sisters - this is "n historic 

hour. Behind us lies the glorious tr- il of tho 

mighty Black Consciousness. Behind us 3ics tho hi­

storic road from SHAKPEV illE. You will recall the 

heroic deeds of the PAN-AFRICANISM PREACHERS on 

MONDAY 21st MARCH I960 and onwards. You will 

recall the positive action which shook South Africa 

to its foundations and rocked the world.

You will rccall the path which Mangaliso Sobukwo 

and his noble band trod - tho path that led them to 

gaol. It is the same path which is being trodded, 

amongs many others bySABELO NTWASA, WINNIE MAN DELA,

DRAKE KOKA, RAKDWEZI NEGWEKHULU,BARNEY NAMEKWE PITJANA 

BOKWE MAFUNA, JERRY MODISANE, STRIKI MOODLEY, SATHS 

COOPER AND STEVE BIKo. It is tho path of liberation—  

the road that loads to freedom to Independence. A 

now chapter hns been oponod in South African historic 

and you arc makers of that history.'.'

REMEMBER.'! Black Sufforing is not Now, What is now is 

Black AWARENESS.



D E D I C A T I O N .

Thirteen years ego they fell under tho ine­

xorable onslaught of stens and sarueons, wo remembor 

irrepresoiblo dignity undying courago, a forvont 

bolief in thomsolves agr.inst the amy of apprcssion 

and violence rootod in an insane foar bostie.1 
instincts survival in blood ravishing them in tra­

vail killing innoconeo in. tho name of justice tho b 

black armbands don’t forget tho fires continue to be 

lit in commemoration of this part of us forever lost 

forever gn 1 nod....... .......

SHARPEVILLE STUDENTS ASSOCIATION.
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hack PVOPL1 ' i  carvom ob

t g g i M  jg n j  a  r a a i a t s iu ts  ;w a/72

h h h t e s

Th* ““atlng c iimiii «t 10.30 e.a.

.£>r«J*S*t *av. Mepetule, D. Koka, M. »í«m 1 , I. Cooper A M. DUm i I.

MtwtAf

Minutes of tha previa aeeting wetfe read ani accepted as true recxrd. 

Mattws Arising trm  Klnutes

Telegraphic addraee of tik* Convention w a  corrected to "SLACXCGB*.
Hr. ío m  que*i.iuue<2 un W»> uió lattar ~í spcio-y «ss rs^tid 
the reason w i  slearly lUtad end «muw» that it was due to ta c ily  
trendy. The explanation w u  thet crltiadea of Mr. Kobe's failure 
to attend the eeetiag waa not baaed on the c mteat of the letter.
!t vs- due t* ver««ue Matters cut the eeetltu discussed end Mr. lake's 
sbeence wee felt. Bowever, the erltieiesi ws* nosk-dlstructlvs end s>t 
swllcloue.

The secretary apolosiead to Nr. Olaslni far (allure go advise hln 
thet the neeting of the 29th July bed been postponed. Mr. Diesuai 
accepted the apology.

S3 Ma w  Rally

It we* reported thet the neee rally thet was scheduled far Johenneebars
oe iê/c/72 m w  m m m IIw  to Owa>receipt U—  «M»fir»tian and 
parnit M r  the hookina of the Hell frasi the City Council.

Booking of the Jehu lea i Aaphl theatre Car tke tell y ws ú m  U U  %i., 72 
wee not followed up beeeuee the Sneeutlve lied decided m  fc/S/72 that 
there would be so ears rallies (vide niautea 4/1/72)

It waa pointed out thet Maas rallies - especially tha one am the 
lkth Dec.. 12 waa the feeling awl decision cf the Pietenwrltsherx 
Conference en gth July, 1972. The Coeaittee fait thet It wee aa 
ovnrsi^t on the pert of the Conference. It was stated that although 
It was the feeling »f the people, the rally should he put aside.
The dleeueelon an neee rallies waa deferred to the end of u»e aweting. 
Tmim was g ss fïse é by **? skaai and eee^nded by Mr. Olawlni. The 
Meeting agreed. (B.B. Due to tlae, the aw t ter was not discus sac u  
the end of the wanting)

On Obeervera

It wna agreed that oheervers could be invited to e eweting If the 
dnaeviive Cosaittaa wanted thee to t*ae and aeelet or lead la tha die- 
cuaeion of partleula* apeeUl itewe Therein they hed see special 
«nuwledge.

It wes eleo, egreed thet the Secretary should he notified end instructed 
to Invite the suggested observer before the sitting of the Cnecutlve 
CuM»lttee. Thet, Is, beer vers should only attend tnecutlve Meeting 
per special Invitation fraw the Secfetery.

rreeldMt: The «residents letter t* the eecretery wse rend. Thle 
letter contelnnd nans* *f people thet the Preeldent 
ked contacted end nho hed egreed to forw BPC branches
in tom Traneveel, Zulu land and one news wee fro* Lesotho.

2./•*•••
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A Account should be 1 p tn ti at
IttM.

Ctequee should boar t k  digneture of U m  S.crstary, President 
or Vlcs-Prs.i4.nt.

S. All pajHiti should ha nada by ehs<u*.

4. ĉ «“ soouid bs treated as Patty Caen - mmá tha Secretary 
shsultf sët-i- *»tfy Cash cl'matures «tea payLa* oat n — sys to 
people.

Tha Saaratary reputed that ha owed tha Cieeeatioa tte jf *43.00 
*isb ms pal4 oat to tha Police Trcffle Dspertneat for aa traffic 
offaaaa oa Utu jM > , 1972. Tills i**ild te mfitndsd aa aasa aa pneelble.
It waa saespted. Xt waa further agreed that P C  ah«ld te regiateree.
Tte Saaratary «as lnstrueted to laeeetlgeta and finelice this «nth 
lepsl persona - Nr. CaahalU A Louaat or Mr. HshlLataa.

Tte offlaa premises oa tte asouat «<*50.00 a annth yrueUad by 9r. Chatty /  
should te investigated snd a rtpcdt te giMa at tte asst naatlag. y .

Tte Secretary a u  ii-rsa tte graan light to go an operating ftren tte 
preecnt preeU.ee e until ens* tlna aa lie gats i u  jus sfflsa. equtpuaent 
am4 staff. Tte Saeratary and organiser should aaa tte offlaa aa soon 
as poealble. Aeeeeenant of offlaa aoat will tevn to te nede - pending
report frsa Or. chatty.

U L 2 -

Tte Public la1stIona officer reported oat
(a) teouipt hooks: that print lag arrengaaeats ara undnruny. la had 

to Malt for tte CoaMlttea’a approval of tte Cowwntlon synhol. 
te alao reported on tte peograaa nada «at

(I) Msnhsrshlp Cardtf
(II) kubburetanp

Tte CoaMlttea agreed tte 10,000 raaalpt hooka te printed; aad that 
panphlata on tte BPC should te vortetf oa. Tte P.I.O. .wee assigned tte
joh.

ic wmm * w  in iraatea «are now aatahilsted la Durban. Tte
p.I.O. addreeaas aaaa nf theea branatea. n- n w ê á  ^e-Hne 
«era going on with thalr paaphlete (laaal). This Maa eppeaeed of.
Vorkcespa «have tte Rational Organiser Mould te Invited ( te ted «apt.)
«are atull la p f ptrotloa.

A J t a n t

xt «aa repotted that SASO «aa going te held a ateM i a  tte f-^dins 
of Black Hava paper. It «as suggaated that BPC could do tte fell<nrtagt

(I) contribute articles oft Blacks te tte entatiag lesal Biech 
tewspapers la Natal «hleh la alreedy registered.

(li) faaoMraga haying of shares on this paper.
(llDApproeah people interested lntte c nssm  as not BPC offUUl 

thin« but pushing tte Has.

Tte p.I.O. «aa requested to invest 1 gate iato tte prastissls of this 

proposition.

I./......
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^JLSsaaaa

2 _ ’"J* *°*** 00 *Í* " W * 14»  °* th* P.1.0. that I». Dlaalnl'a 
rural arui b m M  peaphlete to tho local needa.

? t n - « S é n i — r

;ir. ooosi ífapurtod that ho aenaged to aetivete araao hut had not fat 
famed braachea. la w a  going to launch a branch the following 
day la Teablae. Ha reported ha touchad If— nakrcel, Naaalodl and 
Atteridgevllle. Ha ctatad that ha would ha goiag to Durban, Dvtata 
to vlelt aaoe forced branchaa. Ha aahad tha executive to porvit 
the Orgenlaer to go to Zululand. Mr. Dlenlnl would bo of soar help. 
Boae Bora work should be put around Mephunulo.

A J a t o t t  (Dae.; |«?2) CanUo

Mr. Shaal reported that ha wlalted St. Ana (era. It would be evelleble
but the piece la not Ideal. He went bo St. ht»r'a, Hennanakraal.
Tha Centre waa available the following aim  eoeta.

(I) 13.00 perpday per peraon.
(II) 30.00 feglatretlon fee
(III) 300.00 (refundable) £sr security.
(iv) Boas gaurentee Cor 120 people to be given.

It was reaoHMeded that the Budget for the Conference be draen. Thla 
ahould Include ereveiling expenses. It was egreed thet the eua of 
130.00 to be donetdd by Or. Chetty (ee promised) should be peeeed 
conthly to Mr. Shesl aa allowance for orgaaleetl*nal travels.

Mr. Koka waa requeeted to follow up Hr. Noereaa regarding H.O.C. 
donation. Ha was to find out froa donors how nuch was M a d  to 
Mr. Moerene M l  froa Mr. Hooraoc how nuch wea uaed an the Dec. H71 
Conference end haw ouch the balance wee.

Fuéd tala In#

Zee Canal t tee rs>rwcndsi that fund rasing project weeer be prepared.

It wae finally pointed out thet the Constitution reci— niad that the 
Secretary and the Organleer beeaae fulltiae eapluyais oi the BPC.
The Coanittee recorded the urgent need for Pro grease Director to 
work jointly with the Secretafy-Oenerel.

Jfitenerel

A letter tram wae read. The secretary was
reduce  ted to laveatlgete into lte euthars before he can send out 
the requested BPC neterUle.
The weetlng cloeed et 2.30 p.n.
Date of next aaetiag: September 10th, 1972.
Placet Durban at Mr. DUaainl'e piece et 10.00 e.n.

Cialnc
Mr. Dlaaii.i (Meetlag expenees) R J*™
Haw Mayetula (ticket *20.00 ♦ B3.00) 23.00
8. Cooper (Travel - BJO.OO ♦ B23.00) *3.00

do (BPC Ceoveetiea) k toolSo

Signed
Preeident Secretcry-
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*Aït. VcuJt v-ĉ  /\tctv.vcci <v cvtiuicw C* Ck V'ÍW 4to

ALciI

Uií. 0*<. oJL*1CH< c| ^(UWitj ^

<U£Xviclur>A ojtJ L '̂jjv'vCv ^U>_U/r' ^  v̂jucL(

R J  dfit'i v̂ X-Oua /oluiuM tc\ oV* rt«.

cV*VCVA.

pAuvdx «4 v̂ CXa Cv-<̂ v̂b\- W x v  ̂ •'Ĥ rW'ív.u < U
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OEN'ERaI AD'-'INISTBATTO?: OF THS BLACK PKOPL' 1S

. _ CONVENTION.
rpjM I

(1) THE CONSTITUTION.

The constitution ic.sot of regul ;tior.s which ^overas the activities of an 

organisation and the manner ir. which these activities are to be conducted.

It ic the law of the organisitio', and when an or>janination is established 

the drawirr nn r.f » constitution is itc first consider tun.

Tho constitution is divided iuto para*rat-hs called sections and each 

section deals with a seperate reflation. No matter how lengthy a consti­

tution may be, the following sections are essential:

NAME. Name by which the organisation is to te tenown.

OBJECTS: The purpose for which it was founded, wh\t it .c going to do, and 

how it is going to do it.

AREA OF OPERATIrN; Where the organisation is going to oper te.

MHMBKRShlP. This clause defines the membership of the organisation in 

regard tc:

(a) Maximum or minimum number of members:

(b) To whom membership is open,

(c) Approval of membership, e.g. membership might be subject to the approval 

of the National Executive Committee.

(d) Categories of membership.

(e) The duties md privileges of ne-nhers,

(f) The determination of membership fees.

OFFICE BEARERS»

How many people are to hold office, the term of such office and their 

duties, e.g. a President, Vice-President, General-Secretary and Organiser. 

EXECUTIVE COMMITTED.

This clause states the number of members r.p ointf d «as Executive Committee 

inclusive of the Office Bearers.

POWERS AND DUTIES CF TĤ . EXECUTIVE COVMTTT.

This claupe authorises the Executive Committee 1o car^y out the objects of 

the organisation and determines how often this Committee should meet. It also 

provides that the Executive shall opente withir. the framework of the general 

policy of the organisation.

FINANCE: The finance clause sets out regulations on tho «ontrol of the 

organisations funds, and empowers the organisation to collect funds for its 

declared purpose or objects. It also indicates who shall be signitories 

on behalf of the organisation, and the manner in which accounts should be 

kept, and the appointment of auditors.

FTWAHCIAL YEAR.

The dates of the beginning anf end of the financial year of the organisation, 

AKNUAl RK/'ORT /KD ACCC"NT3.

This clause instructs the Treasurer or whoov r keeps the fund* of the 

organisation to prepare and prepent a rep:rt on the activetics Of the organisa­

tion to the Annual General Meeting each ye * • /

1

_ I



Embodied in thie report are the audited final accounts for the financial 

year under review.

annual general meeting.

This clause sets out the date cf the Annual General Meeting, and the 

period of notice for such a meeting, together with the manner in which 

members are to be advised of such meeting.

QUORI^IS.

A quorum is the minimum number of members who should be present at a • 

meeting, and if a quorus is prevent, then the meeting must be postponed. 

Thin ftlnuse states what the number of the quoruir should be.

BRANCHES.

This clause sets out regulations for the establishment of Branches 

and the type of Committees to be elected to Office, the minimum and maximum 

number of members required for the establishment of a branch,

VACANCIES ON THE EXECUTIVE COMMITTEE.

How these should be filled.

ELECTIONS;

When section deals with how amendments to the constitution shall be 

dealt with. The quorum for p,uch a meeting should be specified and the 

voting number needed to effect an amendment.

DISSOLUTION.

The dissolution clause deale with the manner in which the organisations 

assets should be disposed of in the event *f its dissolution! how a decision 

should be made on this matter, and who should make the decision and be 

responsible for carrying it out.

INTERPRETATION.

This clause interprets certain terms or words and give them meaning which 

is relevant to that particular organisation, and it designed to provide 

against confusion that may arise as to the use of a particular terras and 

the context in which it is used.

$ The foregoing ip a summary of the essential sections of the consti­

tution but other clauses may be included according to the nature and size 

of an organisation.

STANDING RULES OF CONDUCT OF BUSINESS.

Tais is a set of rules which govern the procedure to be followed when 

business of a organisation is being conducted. These rules provide a guide 

to be followed and obeyed by the participants.

ST'PS IN THE PREPARATION CF MATERIAL FOR MEETINGS.

1 . preparation of the minutes of the previous meeting.

2. Collection of cr compilation of reports and memoranda.

3 . Preparation of a statement of revenue and expenditure.

4 . preparation of agenda and notice of meeting.

5 » preparation of rooater.

6 . Sending out notice of meeting and agenda and minutes of previoua 

meetings nd reports and memoranda to Executive Committee Members

MINUTES OF A XE£T ." %
The most important aapect of the minutes '•f the meeting are the following*

i. place where the meeting was hel '.



Date of meeting and time.
’ Names of members preeent.

iv. Confirmation or adoption of minutes.
v. Resolutions taken at the meeting.
vi. Time of closure of the meeting.
vii. Signatures of r>ecret*ry and Chairman as confirmation of the accuracy 

of minutes.
PAhT II

OrFICE CHOAl 13, , if-' . phe effecient organis t ion of an office relies on 
practical systems, adequate equipment and dedication of sta ^Executive 
Committee members to the work *nd the interest of the orgari tion.

STA11 F: In the caBes of a heed office or Regional Offices where staff members 
employed the following iteuiu <ir« important.
a. Salaries Book. e. Salary Voucher.
b. Staff ntjuuni nook.
c. Correspondence Book.
d. Membership Register.

a . i .j -1s w book .
This is a book of aooount in which ia recorded tho gross salary e<med 

by each member of the staff, together with a record of deductions, allowance 
(if any) and £he amount of the cheque and number of cheque or cash paid to 
such members of the staff.
b. Staff Rooord Book.

The Staff Rooord Book shows the gross salary earned, and deductions and 
money owed to the member of staff.

C. Correspondence Book.
It is used for entering out going mail and should include* 

date of postage, description, name of addressee and amount of postage.

EXAMPLE OF A STAFF RECORD BOOK (A TAGE FOR EACH M'MTER OF STAFF.)

NAME» ................................... STAFF ”0........................

ADDRESS ....................................................................

SALARY SCALE........................NOTCH ON SCALE.......................

INCREMENTAL DATE...................

DATE STARTED:.......................DATE FINISHED*......................

OUTSTANDING MONEY TO STAFF MEMBER........................................

r EAR/MONTH GROSS FRO VI DENT "TWD NETT PAY.

L ....................... 1973 .............. (?<0’ TH)

Secretary - g e n e r a l*...........................

d. Membership Register.

A register of all members who have joined the Convention r.hould be kept 

by the Secretary. This should Include, name and s u m a i e  address and 

membership number.

ft. Salary Voucher»

This enables the member of the staff to see what deduction.' have been 
=ade in reapect of his or her salary and this Issued together with the cheque 
at the and of the aonth. This voucher sho**li entail- grose salary, staff 

provident fund, nett pay; deductions etc.



fix MPLK Or' slxAifY 7CUCHER.

NAMEi............................... STAFF N0<
SALARY FOR MOVTH ENDING.

GROSS SALARY:.....................

LESS (DEDUCTIONS):................

STAFF PRO VI DENT FUND. 

AMOUNT OUTSTANDING ...

NETT SALARY..........

CHEQUE/CASH-..........
t > a  my* .
"“iii* •••••••••••••••••••••••*•#•••#

SECRETARY GENERAL....:..................

This voucher is used for transactions other than for salaries e.g. 
lubsidy for travelling expenses.

EXAMPLE OF A CLAIMS VOUCHER.

TO THE SECRET.'RY-CENl-RAL 7 T R H svRËÏT!

Please l e t  a e  have a cheque f o r ..............................................................................................

Cn favour of.................................................... .

Ln respect of}............. ........................................

ClAIMa VOUCHER:

Vnd debit ....................

SIGNATURE Op CLAIMANT:......... .

)ATEt.............................

AUTHORISED PY:

DATE*..........

CHEQUE»........

officiai. s t a :p .

(TO BE COMPLETED IK IHP I CATE.)

RECORD CARDS FOR K^tB^-.S.

rv inwc . . . MFMWTiSHTP NC..

Du to Paid Rec No. Subscription Donation
—

A f f i l i a t i o n Res Fund Amount.

(This ecace is filled by pencil in respect of dates on which reminders
ére sent, changes of address, or any other relevant information. 

(Printed the s ae on both sides)



REMIT'DK1 Z FC H SHBSCRI' TIO?!S- 

Example of u forn for reminders.

BROTHF.h/siS'”FR,

Wo wish to renind you th t your subscription/donation ofR

is due on.......................................
Your support nnd intoroct arc greatly appreciate .

"Breaking Ths Chain»"

(THEASORER).............

PART______THREE

BOOKKEEPING:

Th* most important t>ooks to be kept for the purpose of effecient 
keeping of bocks of the Convention are the following
1. Ledger Book.
2. Cash Book.
3. Receipt Book.
4. Journal. ...
5. Invoice Books.
6. Cheque Book.
7. Petty Cash Bosk.
6, Stamp Book.
9. Credit note.

• * ‘ ’ PART FOUR.
A. ANNUAL GENERAL MEETING OP BRANCHES

In annual general meeting of a Branch is a meeting of all members and 
is convened normally for the following purposes
(a) Giving a full report on the affairs of a Branch for the financial year.
(b) Presenting financial at tementa •*
(c) Electing office bearers.

Íd) Presenting minutes qf previous A.G.M.
d) Adopting annual report of Executive Committee or any other Committee 

•f the Branch.
(e) Adopting report and recommendations to be aude tc annual National 

Congress Attention is given to the followings 
Invitation*
Notice of meeting,
Minutes of last A.G.FÍ,
Agenda,
Roosters,

EEAMPLE OF A ROOST "St.
HAMS AÉÍ SURNAME (píeaee print)

DA

B. ORGANISATION OF SEMINARS SYHPOSL
Tlie important aspects of organising symposia, seminars etc are the foil

(a) Speakers.
Speakers for the function sh-uld be selected, letters signed by the



*I

«ííjini'ío°-Lfnt tS th“ int#ndeí epeakere asking them of they are

ï.ttiêf thefiSoSrí! ,he. T p"‘iu°- ,,íh<''n r" ’1» ^ the *m r -
thfr.Bo mnt, ' requested to send copies of their papers so that
sDoakpi-B 6 uPlicated before the symposium. An assurance is given to
or Deronn t no,one Wl11 8eo their papers other than the Executive Committee
(b) Venuo W ° * * type a°d duplicate them until the symposium date.

( ) w vonue -̂8 Bought and bilked for the symposium, 
c / attars to be decided uron o«iore symposium miy bet 

. * shall open symposium.
ii. Total number of persons to be invited.
iii. Number of delegates to be allowed from another Black Organisation.
iv. The theme of the symposium
v. Maane of publicising symposium.

vi. Programme.
vii. The Chair.:u*n.
viii. Appointment of catering group.
ix Determination of registration fees, 
x. Transport.

N.B. Invitations should ho accompanied by a stamped and addressed envelope.

CORRESPONDENCE.
The most important documents for correspondence to be kept are the 

following;
(1) Incoming Correspondence Book at which the date of receipt should
be indicated, name of sender, Address initials *f receiver, form of Corres­
pondence e.g. letter or telegranmes.

(2) Outgoing Correspondence. The important aspects here are the ff»-
Date of dispatch, Name of addressee, Amount of Postage, Initials of dispatcher, 
description.

FILING.
A filing cabinet is used with each drawer marked on the front to indicate 

the contents of that drawer. The files maybe numbered according to the 
discretion of the person conconed.

The general rules guiding efficient correspondence are the ff.
(a) Be dealt with quickly and efficiently 

Be diarised.
Be framed in business like terms, avoiding tangents and gorgeous 
phraseolo, y .

(d) Be neatly and accurately typed.
(e) Be correctly refenced.
(f) Be courteous and helpful.
(?) Be prosperly filed.

FXAMPLE OK CORRESPONDENCE po^rFSS .

‘J

i :

Correspondence 
Register

[tn Basket/ File 
of Secretary.

Repile
Replied, Copy 
attached, referenced

Piled

Posted; Out 
going po*t register Diari' ed If fur­

ther attention re­

--!
quired.
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