	(Branch name)
 Induction Pack (date)


	Overview of branch 

	Company Number
	
	Date started

	Scottish Charity Number
	
	Date became a charity

	

	Contact Details:

	Base Location
	

	Telephone Number:
	

	Normal Office Operational Hours
	

	Email 
	

	

	Expenses

	 

	
	

	Committee Member Details: 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Staff Support Contacts: (if applicable) 

	NAme
	Phone number
	Email

	
	
	

	
	
	

	
	

	Board Meetings - Normally X year

	Venue:
	

	Current Dates:
	

	Time:
	

	
	

	Required from committee members
	

	Details for Companies House 
	

	Declaration of Interests Form
	

	Headshot Photo and Bio  (150 words) 
	

	Equality Monitoring Form
	

	For Reference
	

	Directors’ Duties
Institute of Directors
	http://www.iod.com/guidance/briefings/cgbis-directors-duties-and-responsibilities



