Appendix 1  :  Report to Full Council Meeting of 11th March 2024 of actions carried out by Chairman/Vice Chairman for business continuity in absence of an appointed Clerk
· Sending out of all cheques due payable
· Paying in of cheques received
· Submission of comments to UDC Planning Department
· Forwarding of information received from EALC, NALC, RCCE, ECC,UDC, & Essex Police to all councillors 
· Email to handyman whose quotes were accepted for refurbishing the three metal benches
· Email to contractor whose quotes were accepted for various small works.
· Email to parishioner advising of Parish Councillors inspecting trees near the Frog Pond 
·  Letter from contractors re Dick Ball Meadow (DBM) Hedge & Stickling Green yearly cutting contractors (March meeting Item)
· Forwarding of emails received re Community Payback & Grants to Jubilee Filed and Clavering Village Hall
· Email response to parishioner chasing their RCCE Survey papers 
· Email to Cllr Couchman advising revised motion had been received
· Email to Clavering Horticultural Society re DBM fruit tree planting
· Email from insurers requesting info for renewal (March Meeting) to Insurers requesting information on insurance cover for flood wardens
· Email from developer of land on Wicken Road & invitation to speak at Parish Council meeting
· Collation of Invoices due payable in March 
· Updating of Accounting Records
· Correspondence with and Invoicing of three new Allotment holders  
· Correspondence with Chistian Centre re invoices not sent
· Correspondence with Village Hall re invoices not sent
· Email from UDC advising Green Waste dates and reply sent agreeing the CPC continue on previous basis
· Email to Environment Agency advising flood wardens to be discussed in January CPC meeting
· Correspondence with Payroll Contractor
· Receipt of copy of email sent by Parishioners to UDC containing Parishioners’ comments on planning applications – same also from Keep Clavering Rural
· Email correspondence with website provider and email provider
· FOI request – being dealt with by Cllrs Gill & Ryan
· FOI request re council housing in PC ownership – responded to and requester directed to UDC
· Revision of Risk Management Policy and Risk Register (March Agenda)
· Revision of Asset Register (March Meeting)
· Emails re advertising in Parish Newsletter signposted to Benefice Bugle
· Email from parishioner re possible blocked culvert re drain at Horse Pond (April Agenda as more information required)
· Email from Clavering Landscape History Group re maintenance of Listening Bench (April agenda as more information required)
· Correspondence with printers re. Neighbourhood Plan Exhibitions & surveys
· Correspondence with Friends of Clavering School re Grant application
· Correspondence with DWF re VAT bill.
· Updating CPC website & other social media updates.
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