EXAMPLE

[Insert Club Name]

Template Guidelines
This template constitution was developed to provide clubs with a draft constitution for an overarching association at a multi-club facility  under the Associations Incorporation Act 1985 (the Act).
Where an overarching association is in place at such facilities, it is very important that it is clear as to the responsibility of the overarching association, the individual clubs, and any associated members.
With this type of model, the board of management of an overarching association needs to make decisions that are in the best interests of the clubs at the facility and to ensure equal representation of all involved.
Throughout the template there are some sections that are optional, as well as a number of items highlighted in yellow. These are for the Association to decide, such as the number of committee meetings to be held each year, whether virtual meetings are allowed, maximum number of delegates on the Board from each club etc. 
Clubs also need to be aware that certain items should be kept as “open ended” as possible, such as membership fees.  The actual fees should be contained in bylaws, policies or standards for example, as they can then be easily changed. If not, the committee will be in a position whereby if they want to change a membership fee for example, they will have to go through the process of changing the Constitution each time which means holding a General Meeting etc!
As well as being aware of these Guidelines, it may also be useful to refer to the Act which can be accessed via the link above.
Clubs also need to remember that their Constitution, or the Constitution of the overarching Association can only be changed if membership agrees by a special resolution, or by other provisions in the Association's registered rules. 
Once changes are made, these need to be provided to CBS within one month for their approval.




Disclaimer of Liability
The information contained in this document has been prepared to provide guidance in developing rules for an incorporated association and is believed accurate at the date and time created. Clubs SA is not providing legal advice and disclaims any liability arising from the use of this document. Members of the committee and other officers should familiarise themselves with the Act and Regulations and can seek professional advice when applying it to their own situation.

ASSOCIATIONS INCORPORATION ACT 1985 (SA)

[INSERT NAME]


CONSTITUTION





Last updated 
xxxxxx


1. Name
The name of the Association shall be the “xxxxxx incorporated” trading as the xxxxx and herein referred to as “the Association”. 
2. Definitions and Interpretations

2.1   Definitions
In this Constitution, unless the contrary intention appears:
2.1	Act means the Associations Incorporation Act 1985. 
2.2	Annual General Meeting means a meeting held once a year and of the kind described in clause 8.2.
2.3	Committee means the committee of management of the Association. 
2.4	Commission means Consumer and Business Services SA.
2.5	Council means the xxxx. 
2.6	Delegate means a person appointed in writing by a Member to the Committee described in clause 6.1. 
2.7	Digital and virtual means through the application of communications technology.
2.8	General Meeting means a general meeting of members of the Association convened in accordance with this Constitution.
[bookmark: OLE_LINK1]2.9	Member means a member of the Association being an incorporated sporting body within the venue.
2.10	Month means a calendar month.
2.11	Regulations means the Associations Incorporation Regulations 2023.
2.12	Special Resolution means a resolution passed at a duly convened meeting of the Members of the Association in accordance with the Act and clauses 8.4 & 8.5 of this Constitution.
2.13	Venue means the area contained within portion of allotment xxxx (xxxx) and allotment xxxx (xxxx) xxxx upon which the xxxx Oval and xxxx Ovals and associated infrastructure are situated.

2.2   Interpretation
The Committee shall have authority to interpret the meaning of the Constitution and any other matter relating to the affairs of the Association on which this Constitution and the Act is silent.
3. Mission (also known as Objects)
The mission of the Association shall be:
3.1 To provide social and sporting amenities and facilities for the Members of the Association.
3.2 To properly manage all facilities and grounds on the Venue.
3.3 To maintain and properly manage any applicable licences.  
3.4 To promote and foster the sports of Members and other sports as determined by the Committee.
3.5 To gain approval for, maintain, manage and operate a liquor licence for the Venue.
3.6	To do all things incidental to such purposes to facilitate the various grades of sporting codes within the Venue.
3.7 To foster a link between the local community and the sporting codes relevant to the Association where both may get maximum use out of relevant facilities in a harmonious environment.
3.8 To develop a working relationship with the Council and its representatives.
3.9 To organise or assist in the organisation of social or community events that are held within the Venue.
3.10 To use and protect the Intellectual Property appropriately.
3.11 To carry out our mission in a non-profit environment where all profits generated are used for the benefit of the Member organisations.
4. [bookmark: _Toc532800003][bookmark: _Toc159725629][bookmark: _Ref159726078][bookmark: _Toc348003107]Powers of the Association
Solely for furthering the objects, the Association has, in addition to the rights, powers and privileges conferred on it under section 25 of the Act:
a) The ability to employ any person on terms and conditions appropriate to the industry.
b) The right to establish by-laws, policies and procedures consistent with this Constitution to ensure the proper and sound management of the affairs of the Association.
c) Do any other such lawful things or acts as may be deemed conducive to the attainment of the Association’s objects.
5. Membership

5.1	Current Members
5.1.1	Membership shall be made up of incorporated sporting bodies within the Venue, who have applied in writing for membership and have paid any applicable prescribed membership fee.
5.1.2	The aforementioned incorporated bodies pay to the Association any prescribed membership fee if applicable.
5.1.3	To be, or remain eligible for membership, a sporting body must be an incorporated association, or be in the process of incorporation as detailed in the Regulations.
5.2	Member fees
5.2.1	The fees for membership shall be such sum (if any) as the Committee shall determine from time to time in a Committee meeting.
5.2.2	The membership fees shall be payable annually on 1 July or at a time that the Committee determines. 
5.2.3	Any Member whose membership fees are outstanding for more than three months after the due date for payment shall cease to be a Member of the Association, provided that the Committee may reinstate such a Member’s membership on such terms as it thinks fit. 
5.3	Entitlement
Membership of the Association entitles a Member to:
5.3.1	5.3.1	Voting rights at general meetings of the Association via their delegate/s.
5.3.2	Use of the facilities controlled by the Association under any conditions that are laid down from time to time by the Association.
5.4	Cessation of Membership
5.4.1	A Member may resign from membership of the Association by giving no less than xx [xx] days written notice thereof to the Secretary or Public Officer of the Association. Any Member so resigning shall be liable for any outstanding membership fees which may be recovered as a debt due to the Association. Rights, responsibilities, obligations and liabilities in relation to that membership shall cease upon the cessation of the notice period.
[bookmark: _Toc532800016][bookmark: _Toc159725642]5.5	Effect of Membership
Members acknowledge and agree that:
5.5.1	This Constitution constitutes a contract between each of them and the Association and they are bound by this Constitution, the Act and Regulations. 
5.5.2	They shall comply with and observe this Constitution, the Act and Regulations and any determination, resolution or policy which may be made or passed by the Committee or other entity with delegated authority.
5.5.3	By submitting to this constitution, the Act and Regulations they are subject to the jurisdiction of the Association.
5.5.4	They are entitled equally to all benefits, advantages, privileges and services of Association membership, unless otherwise specifically agreed.
5.5.5	They will not act in a manner that is prejudicial to the objects, interests or reputation of the Association.
5.5.6	They will provide to the Association, in a timely manner, any information that is deemed by the Committee to be necessary for the proper management of the Association.
5.6	Register of Members 
5.6.1	A register of Members and Delegates must be kept and contain: 
a) The name and address of each Member and Delegate
b) The date on which each Member was admitted to the Association, and
c) If applicable, the date of and reason(s) for termination of membership.
5.6.2	Subject to the Act, confidentiality considerations and privacy laws, the register may be used to further the objects, in such manner as the Committee considers appropriate.

6 Management
6.1	Control
	The Committee has the management and control of the funds and other property of the Association.
6.2	Composition of the Committee
6.2.1	Management of the Association shall be by that of the Committee. The Committee shall also be responsible for the management of the Venue.
6.2.2	The Committee shall comprise no less than xx [xx] Delegates and no more than xx [xx] Delegates from each of the Members nominated in writing by their respective Committee.
6.2.3	All Members must have equal representation of Delegates.
6.2.4	To be eligible as a Delegate on the Committee, a person must be a current member of the Member’s committee.
6.2.5	The Offices of Chairperson, Deputy Chairperson, Secretary and Treasurer shall be appointed by the Committee from within the Delegates at the first meeting of the Committee following the Annual General Meeting, or in the event of a member of the Committee who is an Office Bearer departing before the end of their term, at the next subsequent Committee meeting.
6.2.6	Committee members may hold more than one position at a time.
6.2.7	The first Committee of the Association shall be appointed from the promoters of the Association for the term specified below.
6.2.8	Delegates may be appointed under this constitution for a term of one [1] year, which shall commence from the first board meeting after the AGM.
6.2.9	A retiring Delegate shall be eligible for reappointment. 
6.2.10	In addition to the above, the Committee may at its sole discretion appoint up to xx [xx] people with the necessary skills and knowledge on the Committee as and when deemed appropriate, to assist with the governance needs of the Association, referred to hereafter as Appointed Committee members.
6.2.11	An Appointed Committee members term shall be for a period of one [1] year only however they shall be eligible for reappointment.
6.3	Meetings of the Committee
6.3.1	Meetings of the Committee shall be held at least xx [xx] times per year, at regular intervals.
6.3.2	At least 7 days written notice must be provided to members of the Committee prior to a Committee meeting taking place.
6.3.3	[Optional – Include if you wish to have the option for virtual meetings] Meetings of the Committee may be done in person or via an agreed digital or virtual means.
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6.2 
6.3.4	To facilitate a Committee meeting there must be a quorum of at least one Delegate from each Member.
6.3.5	Although only Delegates can vote, Committee meetings may be attended by current members of the Member organisations when requested and approved by the Committee.
6.3.6	If within xx minutes after the time appointed for the meeting a quorum is not present, the meeting shall stand adjourned to the same day in the next week, at the same time and place and if at such adjourned meeting a quorum is not present within xx minutes of the time appointed for the meeting those present from the Committee shall form a quorum.
6.3.7	The Committee may appoint sub-committees for specific purposes who shall meet as they see fit or as directed by the Committee and who shall report back to Committee meetings.
6.4	Public Officer
The Committee shall appoint a Public Officer who is responsible for the filing of public and business documents as set out by law. This position may be held in conjunction with another office. Once appointed this person shall notify the Commission of such an appointment within one month.
6.5	Grounds for termination - Delegates
6.5.1	The Committee reserves the right to discharge a Delegate from the Committee who breaches constitutional rules, and/or breaches the Act or otherwise acts in a manner that is detrimental to the Association. Any Delegate who is so discharged from the Committee shall not be eligible to re-nominate for the Committee for a period of xxxx [xx] months/years.
6.5.2	No decision to discharge a Delegate from the Committee under clause 6.4.1 shall be undertaken unless: 
a)	Particulars of the charge have been communicated to the Delegate of the Committee at least xxxx [xx] days before a meeting of the other Delegates of the Committee at which the matter will be determined.
b)	The Delegate of the Committee is provided with the opportunity to appear before the other members of the Committee, or at the Delegate’s option to submit a written statement instead, to argue why a decision to expel them should not be made. 
6.5.3	Any person who is discharged from their position on the Committee may have the opportunity to appeal this decision in writing, to be considered at the next Committee meeting. At the conclusion of discussion, a vote is to be taken on the appeal, and a majority vote will rule. The decision of the Committee at this point is final.
6.5.4	The office of the Office Bearer shall fall vacant upon the following:
· Disqualified from being a Committee member by the Act
· Expelled as a Delegate under this Constitution 
· Permanently incapacitated by ill health 
· Absent without apology from more than three meetings in a financial year 
· No longer the duly appointed delegate of a Member


6.6	Grounds for termination - Members
6.6.1	The Committee reserves the right to terminate the membership of a Member who breaches constitutional rules, and/or breaches the Act or otherwise acts in a manner that is detrimental to the Association. 
6.6.2	No decision to terminate the membership of a Member shall be made under clause 6.6.1 unless: 
a)	Particulars of the charge have been communicated by the Committee to the Member in writing via their Delegates at least xxxx [xx] days before a meeting is to be held before the remaining members of the Committee who shall determine the matter.
b)	The Member is provided with the opportunity to have their Delegates or another nominated person or persons to appear before the other members of the Committee, or at the Member’s option to submit a written statement instead, to argue why a decision to terminate their membership should not be made. 
6.6.3	Any Member who has their membership terminated may have the opportunity to appeal this decision in writing, to be considered at the next Committee meeting. At the conclusion of discussion, a vote is to be taken on the appeal, and a majority vote will rule. The decision of the Committee at this point is final.
6.6.4	A Member who ceases to be a Member of the Association must immediately return to the Association all the Association's documents, records or other property in its possession, custody or control.
6.7	[Optional] Change of Delegates
A Member can amend its Delegate(s) to the Committee from time to time. Any amendment to its Delegate(s) will only take affect after it has been received in writing by the Chairperson or Secretary of the Committee.
6.8	Casual vacancy
The Committee may appoint a person to fill a casual vacancy, and such a Committee member shall hold office until the next Annual General Meeting of the Association and shall be eligible for appointment to the Committee without nomination.
6.9	Conflict of interest
A Delegate having a direct or indirect pecuniary interest in a contract or proposed contract with the association must disclose the nature and extent of that interest to the committee as required by the Act, and shall not vote with respect to that contract or proposed contract. The member of the committee must disclose the nature and extent of his or her interest in the contract at the next annual general meeting of the association.

6.10	Voting 
All voting at Committee Meetings shall be done by way of hands. A secret ballot may be requested however if xx [xx] or more Committee members request this. The Chairperson [will OR will not] have a casting vote. 
7	Common seal
The Association shall have a common seal upon which its corporate name shall appear in legible characters. The seal shall not be used without the express authorisation of the committee, and every use of the seal shall be recorded in the minute book of the Association. The affixing of the seal shall be witnessed by the Chair and one other member of the Committee.
8	General Meetings
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8.1 General Meeting Procedures
8.1.1 	The quorum for a general meeting will be half plus one of current Members of the Association.
8.1.2	[Optional – Include if you wish to have the option for virtual meetings] General Meetings may be done in person or via an agreed digital or virtual means.
8.2 Annual General Meeting
8.2.1	The Annual General Meeting shall be held once every calendar year no later than xxxx November in the financial year which ends on 30 June.
8.2.2	Notice of an Annual General Meeting must be forwarded to each Member and posted on the Association’s website or similar, not less than twenty-one (21) days prior to the event.
8.2.3	The Committee shall call an Annual General Meeting in accordance with the Act and this Constitution.
8.2.4	The first Annual General Meeting shall be held within 18 months after the incorporation of the Association.
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8.1 
8.2.5	The order of the business at the meeting shall be: 
· The confirmation of the minutes of the previous Annual General Meeting and of any special general meeting held since that meeting 
· The presentation of the accounts and reports of the Committee and the auditor’s report 
· The receipt of nomination of Member Delegate(s)
· The appointment of the auditor 
· Any other business requiring consideration by the Association.
8.3	Special General Meeting
8.3.1	The Committee may call a special general meeting of the Association at any time. 
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8.2 
8.3 
8.3.2 Upon a requisition in writing of not less than xxxx [xx] of the total number of Delegates of the Association, the Committee shall, within one month of the receipt of the requisition, convene a special general meeting for the purpose specified in the requisition. 
8.3.3 Every requisition for a special general meeting shall be signed by the relevant Delegates and shall state the purpose of the meeting. 

8.4	Notice of General Meeting
8.4.1	Subject to 8.2, at least 14 days’ written notice of any general meeting shall be given to Members. The notice shall set out where and when the meeting will be held, and particulars of the nature and order of the business to be transacted at the meeting.
8.4.2	Notice of a meeting at which a special resolution is to be proposed shall be given in writing at least 21 days prior to the date of the meeting. 
8.4.3	Written notice includes provision of information by email to the corporate or secretary’s email address of each Member.
8.5	Voting at General Meeting
8.5.1	Subject to this Constitution, every Delegate of the Association has only one vote at a meeting of the Association. 
8.5.2	In the event of a tie the Chair [will OR will not] have a casting vote.
8.5.3	Subject to this Constitution, a question for decision at a general meeting, other than a special resolution, must be determined by a majority of Delegates who vote in person at that meeting, or where proxies are allowed, by proxy, at that meeting. 
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8.4 
8.5 
8.5.3 
8.5.4 A question for decision at a general meeting must be determined by a show of hands. However, a secret ballot may be used if so requested by xx [xx] or more Delegates. 
8.5.5 In the case of a special resolution, the majority required to pass will be not less than three-quarters of such Members of the association entitled to vote.
8.6	Proxies [only include should you wish to allow members to vote by proxy]
8.6.1	A Delegate of the Association who is entitled to vote may grant a proxy to the Chairperson of the meeting in accordance with the procedure established by the Committee.
8.6.2	Such proxy will expire at the conclusion of each such meeting, or if the meeting is adjourned, at the conclusion of the adjourned meeting.
9 Minutes
8 
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9.1 Minutes are to be confirmed at a subsequent meeting.
9.2 Minutes are to be signed by the Chairperson of the next succeeding meeting at which the minutes are to be confirmed.
9.3 Proper minutes of all proceedings of general meetings of the association and of meetings of the Committee, shall be entered into a relevant meeting minute book within one month.
9.4 All members of the Members organisations shall be entitled to view the minutes of general meetings but not minutes of meetings of the committee.
9.5 Minutes kept in this manner shall, until the contrary is proved, be evidence that a meeting was convened and duly held, that all proceedings held at the meeting shall be deemed to have been duly held, and that all appointments made at a meeting shall be deemed to be valid.
10 Amendment of this Constitution
This constitution may be amended by a resolution of at least xxxx [xx] of Delegates present at a Committee Meeting. Notice of the proposed amendment must be tabled and discussed at a Committee Meeting. 
11 Records and accounts
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11.1 The Association shall establish and maintain proper records and minutes concerning all of its transactions, business, meetings and dealings (including those of the Committee). It shall produce these as appropriate at each Committee or general meeting.
11.2 Proper accounting and other records shall be kept in accordance with the Act. 
11.3 The Association shall retain such records for seven years after the completion of the transactions or operations to which they relate.
11.4 The Committee shall submit to the Annual General Meeting the Association’s statements of account in accordance with this constitution and the Act.
11.5 All cheques, promissory notes, bankers, drafts, bills of exchange and other negotiable instruments, and all receipts for money paid to the Association, shall be signed, drawn, accepted, endorsed or otherwise executed, as the case may be, by any two duly authorised Delegates or in such other manner as the Committee determines.
12 [bookmark: _Toc532800037][bookmark: _Toc159725663]Auditor
12.1	A properly qualified auditor or auditors shall be appointed by the Association in general meeting. The auditor’s duties shall be regulated in accordance with the Act, or, if no relevant provisions exist under the Act, in accordance with the Corporations Act and generally accepted principles and/or any applicable code of conduct. The auditor may be removed by the Association at the Annual General Meeting.
12.2	The accounts of the Association shall be examined and the correctness of the profit and loss accounts and balance sheets ascertained by an auditor or auditors at the conclusion of each financial year.
13 Liability 
11 
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13 
Delegates who by authority of the Committee incur any debt or other liability on behalf of the Association shall have such liability met by the Association so that they incur no personal loss.
14 Prohibition on profits to Members or Delegates
14.1	Any income and proceeds received by the Association shall be applied exclusively to the promotion of its objects. 
14.2	No portion of income or proceeds shall be paid or distributed directly or indirectly to Members or their Delegates except as bona fide remuneration of a Member or Delegate for genuine professional services rendered or expenses incurred on behalf of the association.
15 Dispute resolution 
15.1	The dispute resolution procedure set out in this clause applies to disputes under this Constitution between:
· A Member and another Member,
· a Member and the Association,
· a Delegate and another Delegate,
· a Delegate and the Association.
15.2	The parties to the dispute must meet and discuss the matter in dispute and, if possible, resolve the dispute within 14 days after the dispute comes to the attention of all parties.
15.3	If the parties are unable to resolve the dispute at the meeting the parties may choose to meet and discuss the dispute before an independent third person agreed to by the parties.
16 Winding up and distribution of assets
16.1	The Association may be wound up in the manner provided for in the Act.
16.2	The Association shall be dissolved if it is so resolved by a special resolution as defined in the Act.
16.3	Upon the passing of such resolution or at such future date as may be specified in the resolution, the committee shall proceed to wind up the Association in accordance with the provisions of the Act.
16.4	In the event that the Association is dissolved, in the first instance, the Association shall apply to the Commission as is required by the Act, for permission to distribute any such surplus assets to its Members. No distribution of surplus assets is to be made to Members without the Commission’s clear approval.
16.5 	In the event that the Commission does not approve of the distribution of surplus assets to the Members of the Association, any surplus assets are instead to be distributed to any organisation which has similar objects and has rules which prohibit the distribution of its assets and income to its members. Such organisation or organisations shall be identified and determined by a resolution of Members in general meeting.



Appendix
Role of office bearers – to be placed in by-laws also

Chairperson
The role of the Chairperson is to provide the leadership and responsibility for the Association and the Committee.
Desirable attributes
The Chairperson should:
· be well informed of all Association activities and able to provide oversight.
· be a person who can develop good relationships internally and externally.
· be forward thinking and committed to meeting the overall goals of the Association.
· have a good working knowledge of the constitution and the objectives of the Association, and its financial position.
· be able to work collaboratively with other Committee members.
· be a good listener and attuned to the interests of Members and other key groups.
· be a good role model and a positive image for the Association in representing the Committee in other forums.
· be a competent public speaker.
Specific duties include but are not limited to:
· chairing Committee meetings ensuring that they are run efficiently and effectively.
· acting as a signatory for the Association in all legal purposes and financial purposes.
· regularly focus the Committee’s attention on matters of Association governance that relate to its own structure, role and relationships.
· periodically consult with Committee members on their role, to see how they are going and help them to optimise their contribution.
· working with the Committee to ensure:
· the necessary skills are represented on the Committee and that a succession plan is in place to help find new Committee members when required.
· goals and relevant strategic and business plans are developed in order to achieve the goals of the Association.
· serving as a spokesperson for the Association when required.
· regularly and systematically consult with other key bodies/organisations.
· communicating with and assist in the development of partnerships with sponsors, local and state government, peak body and other organisations that are relevant to the goals of the Association.
· ensuring planning and budgeting occurs.

Deputy Chairperson
The role of the Deputy Chairperson is to shadow the Chairperson in providing leadership and responsibility for the Association and the Committee and to step into the Chairperson’s roles where needed. 
Desirable attributes
The Deputy Chairperson should:
· be well informed of all organisation activities and able to provide oversight.
· be a person who can develop good relationships internally and externally.
· be willing to step in for the Chairperson where needed including chairing meetings.
· be forward thinking and committed to meeting the overall goals of the Association.
· have a good working knowledge of the Association’s Constitution, rules and duties of office bearers.
· provide support to the Executive, being the Chairperson, Deputy Chairperson, Treasurer and Secretary and also the Committee members to ensure the Association’s efficient operation.
· be a good role model and a positive image for the Association in representing the Committee in other forums.
· be able to raise concerns with the Chairperson where they arise.
Specific duties include but are not limited to:
· in the event of the Chairperson being unable to fulfill their duties to step into that role.
· in the absence of the Chairperson, chair Committee meetings ensuring that they are run efficiently and effectively.
· being an alternate signatory for the Association for legal and financial purposes.
· assisting the Chairperson in deciding which matters are dealt with by the Executive or the full Committee.
· coordinating Association planning to ensure appropriate plans are developed, presented to and reviewed by the Committee, and enacted as required.
· representing the Club at meetings and forums as agreed with by the Chairperson.
· other duties as nominated by the Chairperson and/or Committee.







Secretary
The Secretary is often the conduit between the public and the Members, the Association committee and outside agencies. The Secretary is often the Public Officer.
Desirable attributes
The Secretary should:
· be organised.
· have computer skills.
· be a good communicator.
· be sufficiently familiar with all current Association documents to note applicability during meetings.
· be able to maintain confidentiality of matters.

Specific duties include but are not limited to:
· maintaining Committee and Association records as required by law and make available when required by authorised persons. These records may include founding documents, lists of Committee members, Committee meeting minutes and financial reports.
· creating an agenda in consultation with other Committee members and distribute prior to the meeting.
· managing minutes of Committee meetings, including the recording and distribution of the minutes in a timely manner.
· ensuring the signed copy of minutes is maintained.
· ensuring the records of the Association are maintained.
· being responsible for ensuring that accurate and sufficient documentation exists to meet legal requirements.
· ensuring proper notification is given of Committee meetings as specified in the Constitution.
· managing the general correspondence of the Committee except for such correspondence assigned to others.
· helping and leading the Committee in providing systematic communication from the Committee to Members and other relevant stakeholders.








Treasurer
The Treasurer is responsible for the financial supervision of the Association. The Treasurer must regularly report on the Association‘s financial status to the Committee and the Members.
Desirable Attributes
The Treasurer should be honest, trustworthy and have:
· good organisational skills.
· some financial expertise.
· ability to maintain accurate records.
· computer skills.
· good communication skills.
Specific duties include but are not limited to:
· providing advice to the Committee in relation to the management of the Association’s finances.
· administering all financial affairs of the Association.
· leading the annual budget process and ensuring an appropriate annual budget is provided to the Committee for approval.
· ensuring development and Committee review of financial policies and procedures.
· supporting any required auditing processes.
· receipting all incoming monies.
· banking all monies received.
· paying all accounts.
· maintaining accurate records of all income and expenditure.
· ensuring all receipts and payments concur with bank deposits and withdrawals.
· presenting financial reports at Committee meetings.
· arranging and dispatching invoices for periodical payment.
· issuing periodic membership fees (if applicable).
· keeping accurate record of all payments.
· being a signatory on Association accounts.
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