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1. BACKGROUND

1.1. WHAT IS VUWSA?

The Victoria University of Wellington Students’ Association (VUWSA) is your students’ association. When you enroll at Victoria University you become a member of the students’ association. This gives you voting rights at student meetings and for VUWSA General Elections. It is you the student who ultimately holds the power over VUWSA. You get a say in what VUWSA should do and where it should be going. You’re part of VUWSA, so get involved. 

The students’ association fills a number of diverse roles, but overall its task is to serve students. VUWSA supports and funds the many student clubs and societies that exist on campus. We provide entertainment, including Orientation, Re-orientation, and all those other events throughout the year.

Ensuring strong student representation is also important. VUWSA supports and funds a number of representative groups. We ensure students are represented on all Faculty Boards, and there is a Class Representatives system in all University courses.

VUWSA runs campaigns demanding a better deal for students. We ensure student grievances are sorted out by providing full time staff that will listen to your problems and help out when you’re in strife. 

VUWSA also funds the weekly student magazine Salient. It’s editorially independent from the association and is your one-stop-shop for information about the goings on around campus. The other outlet for student media is the Victoria Broadcasting Club (VBC). This was set up in 2007 and receives support and funding from VUWSA.
VUWSA Kelburn Office

Ground Floor Student Union Building

Contact Kelburn@vuwsa.org.nz or 04 463 6981

VUWSA Pipitea Office

08 Government Building
Contact pipitea@vuwsa.org.nz or 04 463 9479
VUWSA Karori Office

Contact karori@vuwsa.org.nz or 04 463 9781

1.2. THE FRAMEWORK
The Clubs and Events Manager 

This person is a full time employee of VUWSA, and has an office at VUWSA. The CEM can help you with anything and everything to do with your club, whether it is fundraising, getting members, applying for grants, or finding other resources. Make the CEM your first point of contact for all enquiries regarding your club. 

Clubs and Events Manager | (04) 463 6982 | clubs@vuwsa.org.nz | 

The VUWSA Clubs Officer

The Clubs Officer is a member of the VUWSA executive.  Their job is to provide a link between the Executive and the clubs.  They will be able to help you with advice about affiliation, grants and anything to do with the Students’ Association. The VUWSA clubs officer can be found in the Executive Work Room on the ground floor of the student union building.

Clubs Officer | (04) 463 6980 | clubs.officer@vuwsa.org.nz 
The Sports Council

The Sports Council consists of one VUW student representative of every affiliated sports club. It meets twice a year. The first meeting (IGM) takes place in March. This meeting is a chance for clubs to resolve any queries they may have and for the Sports Council Committee to provide them with information they will need for the coming year.

The second meeting (AGM) is held in October. This meeting elects the new Sports Council Committee for the following year, and also hears the reports of the current Sports Council President and Treasurer.

The Sports Council Committee

The Sports Council Committee (S.C.C.) is composed of elected representatives from a range of sports clubs as well as having three appointed university representatives. It is responsible for affiliating clubs and making grant recommendations to the VUWSA Executive. 
The Sports Council Committee also meets to discuss the direction of sport at Victoria and has recently developed a Strategic Plan that outlines some initiatives to be implemented.  The mission statement of the Sports Council is:

We aim to make Victoria University clubs an active, visible and integral part of the Wellington community. We will do this by encouraging participation and ensuring that student involvement in clubs is both rewarding and fun.  We want Victoria students to have access to a superior sporting experience. 

* Copies of the Strategic Plan are available from the CEM at VUWSA 

* Sports Council Committee meetings are open to everyone, and copies of the minutes can be obtained from the CEM.

*  If you want to attend a meeting of the Sports Council Committee, contact the CEM, who tells you the next meeting date and venue.
University Sport New Zealand
USNZ is the co-ordinating body for all the university sports clubs in New Zealand. It is responsible for a number of activities. These include:

· The NZ University Games. The biggest university sporting event. Traditionally known as "Easter Tourney", the NZU Games include the national university championships of more than 25 sports.

· Tours. USNZ sends representative teams to internal and overseas matches, and conducts coaching clinics and training camps.

· World Student Games. USNZ sends a national contingent to the games, contact the CEM if you want to compete.
· NZ University Blues. These awards are highly prestigious. Previous winners include David Kirk, Margaret Forsyth, and Anthony Mosse.

The Cultural Council

The Cultural Council consists of one VUW student representative from each cultural club. It meets twice a year. The first meeting (the IGM) takes place in March. The second meeting (AGM) is in October.

The Cultural Council is a forum for clubs to meet each other and exchange ideas and opinions. If a club wants to discuss an issue, it can call a Special General Meeting (SGM) at any time. The CEM and VUWSA Clubs Officer must be informed of the meeting at least two weeks in advance.

The Cultural Council Committee

The Cultural Council Committee is a sub-group of the Cultural Council. It consists of the VUWSA Clubs Officer, the CEM (who doesn’t vote), and a number of club representatives. The club representatives are elected by the Cultural Council at the AGM in October.
The C.C.C is responsible for affiliating clubs and making grant recommendations to the VUWSA Executive. It meets on a regular basis. 

* Cultural Council Committee meetings are open to everyone, and copies of the minutes can be obtained from the CEM.

* If you want to attend a meeting of the Cultural Council Committee, contact the CEM, who tells you the next meeting date and venue.

2. RUNNING A CLUB

2.1 STARTING A CLUB
Prior to establishing a club please consider the following:

· What is the purpose of the club?

· Is the club necessary?

· Do similar clubs currently exist?

· If so, are they active and relevant?

· What is the clubs appeal to attract members?

· Who are the potential members?

· What services will be provided to members and will they be considered worthwhile?

· What is the level of initial and continual support for the club to function?

· What will be the clubs contribution to the student and wider Wellington community?

Once you have answers for the above please make an appointment to see the CEM. However the following steps can be followed to form a club:

1. Create promotional material: Create promos such as flyers, posters, and a website that clearly illustrates what the club is offering to potential members. Remember to include contact details. You can also submit a notice in Salient.
2. Get at least 20 Victoria University student members: Methods to do so include asking mates/classmates, holding information stalls, hosting an event/activity. Remember to get student contact details.

3. Host an informal meeting: Ask members to attend a meeting to set goals and objectives, determine the clubs constitution, discuss possible committee positions and candidates, brainstorm a possible event plan for the year, and discuss potential club expenses as well as revenue opportunities. Meeting rooms can be booked through the Student Union.
4. Host your Annual General Meeting (AGM) or Inaugural General Meeting (IGM): At this meeting you approve your clubs constitution, hold elections for committee positions, set a membership fee, discuss the proposed plan of events as well as the proposed budget forecast for the upcoming year and encourage feedback from club members. Remember to follow your constitution when calling and hosting a General Meeting (namely the minimum notice that you need to give your members and the minimum number of members that need to be present to reach quorum). 
5. Committee to finalise documents: Finalise your clubs events/activities plan, budget forecast, membership list, and AGM/IGM minutes. 
6. Complete Affiliation application: Complete the sections required and attach the following supporting documents; club constitution, AGM/IGM minutes, plan of activities, budget forecast, and membership details. Please view Section 19 Helpful Resources for samples of the above documents.

7. Open a club bank account: Upon receiving a letter from VUWSA confirming your affiliation status take this letter to the National Bank on campus to open a club account. Ordinarily the President and Treasurer are signatories to this account. It is a good idea to nominate another committee member to be the third signatory. Please remember to send your account details through to the VUWSA CEM once opened.

2.2. CLUB STRUCTURE
It is important that VUWSA affiliated clubs are committee led organisations. A committee led organisation is when a committee of elected individuals manages the club on behalf of its broader membership. Members of the committee are elected at a General Meeting. The committee will consist of a minimum of 4 people – the President or Chair; the Secretary; the Treasurer, and the Council Representative. These are the Officers of the club.  In practice however the committee is likely to have more, with additional people involved in the management of their organisation. Additional positions on the committee are often around fundraising, organising events, promotion, and also posts that deputise for the named Officers. 
2.3. COMMITTEE ROLES AND RESPONSIBILITIES

The President/Chair

Main aim: 

To provide leadership and oversee the overall workings of the club. They perform most of the management tasks, and act as spokesperson for their club.

Duties:

· Chair club meetings

· Have a working knowledge of the club constitution and the duties of the other officers

· Set measurable, realistic goals and objectives for the club to achieve in a specified time frame

· Ensure that the club is progressing towards these goals and objectives

· Keep in contact with all other organisations involved with the club (especially VUWSA), and keep abreast of any changes which may affect the club in any way

· Present AGM minutes and reports to the CEM for VUWSA’s records

· Be one of the signatories on the club chequebook

The Secretary

Main aim:

To handle all the communications for the club. All incoming mail and E-mail is collected and distributed by the Secretary, and all routine correspondence to members and other organisations is sent by them. 

Duties:

· Set up and administer the club's E-mail account 

· Handle all incoming mail, sending it on to the appropriate people or answering it as required

· Work with the President to set agendas for all meetings, arranging time & place, informing club members, taking and storing the minutes.

· Keep an up to date phone/E-mail list of all club members and other contacts

· Keep important correspondence on file so it can be referred to in the future 

The Treasurer

Main aim:

The financial management of the club. They must keep an accurate record of all incomings and outgoings, and must be able to provide information on the club’s financial situation and spending ability.

Duties:

· Prepare a budget for the year on all estimated sources of income and expenditure and present it to the IGM(first large meeting of the year)

· Provide a profit/loss statement as well as a written statement on the club’s financial position at the AGM and present these to the CEM for VUWSA’s records

· Maintain accurate records of income and expenditure throughout the year

· Prepare financial accounts for auditing and provide the auditor with information as required

· Administer all income/expenditure and issue receipts and invoices

· Be a signatory on the club’s chequebook

The Council Representative

Main aim:

To keep the Council and the club informed of the activities of both.

Duty:

· To represent the club at all meetings of the Association Sports or Cultural Council (whichever is relevant).

2.4. CONSTITUTION
A constitution is a basic set of rules for running of your club or group. It details for your members and others the name, objects, methods of management and other conditions under which your club or group operates and generally the reasons for its existence. It also clarifies the relationship between members by setting out the basis for working with other members of the club.
Constitutions do the following:

· Explain to members and non-members what your group is about. 

· Provide guidelines for the daily running of your group. 

· Help to sort out internal problems. 

· They are a legal necessity if your group wishes to become incorporated. 
A constitution can be simple, containing only the basic outline to explain who you are, what you are set up for and important management matters. The extent to which you add detail in the rules depends on the needs or formality at the time of setting up the group, and on your group’s thoughts about the projected needs of the group as it grows. Many details relating to minor management matters are best kept within your club’s policies and discussed at club meetings thus keeping your constitution flexible and easy to operate within.
VUWSA has a model constitution including clauses that a mandatory for your club to include if it wishes to affiliate with VUWSA. Please view Section 19 Helpful Resources for a copy. 
2.5. MANAGING MEETINGS
Your First Meeting
Once you have determined that there is a need for your club you need to have your first meeting. This is usually an informal meeting. When advertising the meeting think about using the following options; email those who have signed up, publish a notice in Salient, advertise with the VBC (student radio station), put notices around campus, distribute flyers, and word of mouth. 

Potential items for your first meeting include:

· Set goals and objectives

· Determine the clubs constitution

· Discuss possible committee positions and candidates

· Brainstorm a possible event plan for the year

· Discuss potential club expenses as well as revenue opportunities

· Set meeting times and venues
Goals and objectives: link the purpose of the club with the objectives, give your club direction, and measure progress. Goals aim to give a club an end target, a path to follow, and a reason for its formation. Objectives are the way that clubs aim to meet their goals. They should be achievable, measurable, clear and precise. Make sure they are relevant, honest, and flexible enough to meet you needs.

Formal Meetings 
Annual General Meeting

The Executive Committee is elected at the Annual General Meeting (AGM) of the club.  Club AGMs normally happen towards the end of the year, so that the club can start the next year with a clear direction and established leadership.

It is mandatory that an AGM be held. The following things must take place in an AGM:

· Presentation of a financial report (by the Treasurer) and a more general report by the President. Copies of these two reports must be given to the CEM for VUWSA after the meeting.

· Election of next year's Executive committee (including the President, Secretary, Treasurer, and Council Representative). 
See Helpful Resources for a model of proceedings for an AGM.

Inaugural General Meeting

An Inaugural General Meeting (IGM) is held at the beginning of the year (or soon after the club starts up).

For new clubs this is where you elect your committee and approve your constitution.

For existing clubs an IGM is an opportunity for new members to get onto the committee and have a say about the years activities. IGM's are not compulsory but they are a good idea, as first year students should always be given a chance to get experience in club management.

Special General Meeting

A Special General Meeting (SGM) can be requested by members. A  SGM is  called to make amendments to the club constitution, replace committee members, or to attend to business club as requested by club members. 
Quorum

Your clubs constitution will include a quorum for General Meetings. Quorum is the minimum number of members required to attend a General Meeting for the meeting to be legitimate.  
Understanding Motions
A motion is a formal recommendation put to a meeting for debate and consideration. The motion then has to be supported by another person (seconded) before it is open for discussion. 
The chairperson asks the proposer to speak to the motion. Other members can also add to the discussion. Members vote on whether they agree or disagree with the motion.

All motions carried or otherwise must be minuted. If passed the motion becomes a resolution. It should be minuted as follows:

Moved: A Smith
Seconded: B Jones

Motion Carried

Voting

There are different ways of voting at meetings. 
1. Show of Hands

The chairperson must say “Will all those in favour of this motion raise their hands?” followed by “Will all those who are not in favour raise their hands?” (Hands are counted)

2. Verbal Vote

The chairperson must say “Will all those in favour say ‘Aye’” followed by “Those against say ‘No’”.

3. A Ballot Vote

This is most often used when electing officers. Two scrutineers are appointed. A slip of paper is given to each member with the list of candidates outlined. The chairperson may ask that the members cross off the names of those they do not support. Slips are collected by scrutineers and a count is made outside the meeting room. The members with the most votes are appointed as officers. The chair then asks for a motion to destroy ballot papers. In the event of a tied vote, the chairperson has the final or casting vote.

Minutes
Minutes are a written account of what occurred at the meeting. See Helpful Resources for an example.
The Agenda

The agenda is simply a formal list of business to be conducted at the meeting. It is very useful to ensure that the meeting considers all the items that need to be addressed in a logical and structured manner. Agendas are also a useful way of advertising the meeting. See Helpful Resources for a model agenda.
Effective Group Working

A group working well together will exhibit a number of attributes including:

· There is a clear shared understanding of why the group has come together and what it is trying to achieve

· There is a shared sense of belonging and valuing by its members

· The group actively strives to operate in a positive environment where everyone’s contribution is valued, where confidentiality is possible, and differences are affirmed

· Consistent attention is given to planning, the development of policies, procedures and roles resulting in clearly defined boundaries

· The members running the group demonstrate a listening, consulting, and participative style
· Appropriate decision making is used

· There is a clear commitment to conflict prevention and resolution

Managing Conflict
To resolve conflict within a group the following should be considered:

· Allow enough time to deal with conflict

· Define the issue in terms that a clear, neutral, and acceptable to all parties in conflict

· Use reflective listening to explore issues; investigate reoccurring points

· Have parties to the conflict identify their point of view and what their ideal solution would be
2.6. CLUB PROMOTION
For a club to be successful it needs to attract and retain members. In order to do this it has to be effectively promoted. Here are some useful tips:
· Make sure people know the club exists

· It is clear how members can join your club

· It is clear what members will get from joining your club

· Identify the cost of membership

· VUWSA through the CEM informs students about what clubs there are on campus, what they do, and how to contact them. Make sure the CEM has your up to date details.
Advertising
You can advertise your clubs by:
· Membership drives during clubs days

· Notices/articles in Salient

· Advertisements with the VBC 88.3FM University Radio Station
· Posters and handouts

· Displays, stalls, and desks in populated areas (eg Kelburn Quad)

· Demonstrations

· Club website

· VUWSA website

· VUWSA A to Z of Clubs

Salient (student magazine)

Salient is an independent student magazine on campus and is located on the 3rd floor of the Student Union Building.

Notices in Salient are a good way to promote upcoming club activities. If you would like to submit a notice send fewer than 150 words to editor@salient.org.nz by midday Wednesday the week before you want the notice to be published.

If you have something that Salient may want to cover as news (e.g. upcoming event) email news@salient.org.nz or editor@salient.org.nz and if it’s considered newsworthy Salient will cover your story and write an article on your behalf. 

VBC on 88.3FM (student radio station)
The VBC student radio station is located opposite VUWSA on the ground floor of the Student Union Building. The station broadcasts on 88.3FM in central Wellington and streams worldwide on www.vbc.org.nz. The VBC offer clubs on campus the opportunity to utilise the VBC news and bulletin service.  This is a free service within The VBC where you can inform listeners about upcoming meetings, events and so on. The news will be read during The Breakfast Show (Mon-Fri 7-10am), The Bulletin Hour (Mon-Fri 12-1pm) and the Drive Shows (Mon - Fri 4-7pm) and The Saturday Whimsey (Sat 2-6pm).

All you need to do is email the details that you would like us to include in our broadcast to news@vbc.org.nz. 
2.7. EVENT MANAGEMENT
Clubs are involved in event management at all levels, whether it's a sausage sizzle to raise funds or organising a competition - events are a fantastic way to get your club out into your community. They are a great opportunity for getting people involved and having a lot of fun at the same time. Whether it's a big event or a small event, good organisation will ensure that your event runs smoothly.

Just like any other event, whether it's a school fair, children's birthday party or social event – if everyone has a role and you’ve got a checklist to work through then you'll be able to achieve your goals and have a good time doing it. 

The majority of work for an event is in the planning (Process of determining what should be achieved and how to achieve it.). If you’re well-organised and have everything prepared and ready to go on the day, then everyone will be able to enjoy the events more, knowing what has to be done and that everything is planned for.
Planning your events

This part of the event management (The process that you undertake to organise an event. It includes four stages: Planning, preparation, presentation and evaluation.) is about deciding and planning what kind of event your club wants to have. The following action points will help you do this:

· Bring the ideas together - have a meeting to decide what kind of event your club wants to have and how the event might work. 

· Know the purpose of the exercise - is it to raise money, increase your membership or reward your volunteers ()? 

· Prepare a timeline - what needs to happen before the event, during the event and after the event. 

· Identify resources - what will you need? 

People 

Equipment 

Facilities

· Work out the costs - do you have a budget for your event and does it fit within it? 

· Know your goals - what are the aims and benefits for your club? Think about tying this back into planning for your club. 

· How will you measure your success?

· What is to be achieved? 

· Who is it for? 

· Who can help? 

· What is it called? 

· How much will it cost?
Preparation

This part of the process details the 'what, where, how, who and when' parts of your event.

· Make the bookings necessary (travel and transport, accommodation, venue hire, equipment etc). 

· Make the phone calls, write the letters and send the emails. 

· Confirm all bookings and arrangements. 

· Send out the invitations. 

· Confirm all resources and people - staff and volunteers. Depending on the size of your event your may want to give your volunteers a job description. 
· Set and work to the budget. 

· Write and work to an event checklist
· Write a run-sheet of the event. This lets people know who needs to be where, what they are going to do and when they’ll be doing it. Don’t forget to put contact phone numbers for people on the day. 

· Plan a contingency if possible. If it’s an outside event is there a wet-weather contingency? 

· Plan for your guests and VIPs – what they require, and special considerations. 

· Good volunteers can be crucial for your event and they can provide valuable assistance in pre-event planning right through to the delivery stage. 

· Marketing (Marketing is the process by which individuals and groups obtain what they want through creating, offering and exchanging products of value with others. In a club context, this is the action your club takes to grow the membership or increase the club profile in your area. ) and promotion - make sure you put your event on your website, promote it through posters or flyers if relevant and don’t forget the media if it’s a big event. 
Once you have all of these taken care of – you’ll be well prepared and ready to go!
Presentation

At this point the event should run smoothly because time and effort has been put in during planning and preparation.  On the day of your event remember to:

· Arrive in plenty of time to check everything before your guests or attendees arrive. Remember to do a health and safety check. 

· Alter your run-sheet if anything has changed and advise people accordingly. 

· Advise people if there is a change of plan or you have to revert to a contingency because of the weather. 

· Take note of things that were done well and thank everyone for contributing.

Evaluation

Get together with your club and evaluate what worked really well, what could be better next time.

Take the time to review your event and think about any changes that you could make for the next event. 

· Where did you go wrong? 

· What were your successes? 

· How can you improve it? 

· Did the event achieve its goal, or purpose? 

This is a great time to acknowledge and thank everyone’s efforts.
2.8. SPONSORSHIP

Sponsorship is a link between a club and a sponsor where this relationship is mutually beneficial for the marketing needs of both parties. Sponsorship is when a business provides funds, resources or services to a club, in return for some form of rights and/or associations with the club that may be used to help the business commercially. This could be in the form of a logo on a website, signs at an event or free advertising in the newsletter.
Types of Sponsorship
1. Marketing sponsorship is sponsorship that will have a direct and positive effect on the sponsor’s bottom line. Primarily, this type of sponsorship promotes products and services to very specific target markets, or niche markets.
2. Corporate sponsorship is the provision of cash or ‘contra’ by a company for an independent activity not directly related to the company’s normal business. Often companies sponsor in this manner to reinforce a positive public perception, to communicate to a defined target market or to build or maintain a desired image.
3. Philanthropic sponsorship is a donation or a gift with the sponsor wanting little or no return. 

Who to approach
· Members, family and friends. Like all forms of fundraising, it is easier to start locally with your members, friends and relatives. If people know your club and understand what you do, then they are more likely to listen and give the support required. There may even be someone within the club who has a small business and is willing to sponsor the club. 

· Local businesses and suppliers. Check with your suppliers of clothing, food and equipment. Research local businesses and target those who could benefit from a partnership with your club. 

· Larger organisations. Consider approaching larger organisations. They may have more resources but keep in mind they may not have the interest or commitment that you want. Your club may be too small to attract enough value in their sponsorship dollar. Unless you have a contact, it may be more difficult to get to speak to them as they are generally inundated with requests for sponsorship.

Preparation
Before embarking on a sponsorship drive an organisation should identify:
· What type of support they are seeking e.g. cash or in kind. 

· The types of businesses that could provide appropriate support. 

· What benefits could be offered to sponsors.
Sponsorship proposals
At some stage in your club’s life, you will probably need to prepare a sponsorship proposal. The sponsorship proposal is an offer to do business. It is extremely important that it is a well-presented and concise business document and that contains enough information for a company to gain a thorough understanding of what they are being offered.
Because you aren’t the only club out there looking for sponsors, you should make sure your sponsorship proposal stands out from the rest. Tailor the proposal to individual needs of the company being approached. Do your homework. Find out as much as you can about the business you are approaching, e.g. its desired image, products and services, its corporate objectives.
Below are examples of typical contents for sponsorship proposals:
· Cover letter - address the proposal to the most appropriate person in the sponsor’s organisation. 

· Overview - provide an outline of the project and/or the organisation seeking support. What are you asking to be sponsored (event, organisation description)? What and where does it happen? The use of relevant statistical information in sponsorship proposals can help the assessor get a picture of your organisation or event and identify cost benefits. Market demographics are important to define your membership, public and audience. Identify niche markets your organisation can deliver to. It then becomes easy to match a product or company to a particular audience. 

· Objectives - outline the objectives of the project and/or the organisation seeking support. 

· The investment - outline the funding amount or in-kind support being sought (what is it going to cost the sponsor) and the period of time for the agreement. 

· Sponsorship benefits - this is a critical component. Look to include benefits such as naming rights, promotion strategies, signage, media, brand awareness opportunities, articles in newsletters or websites etc. For 99% of companies, media exposure is an important factor of sponsorship. Wherever possible provide some or all of the following elements - radio, TV, print and community access - in a sponsorship package. 

· Target market - outline who the project is aimed at or provide a membership profile. Identify how it matches the target market of the proposed sponsor or how it could increase their market share. By taking the time to tailor the proposal to a specific sponsor, a successful outcome is more likely. 

· Exclusivity - detail other sponsors and/or supporters of the project or organisation. Make sure that sponsors are not in competition with each other. 

· Servicing the sponsors’ needs - outline how you will cater for the sponsor’s needs. Identify a designated employee or volunteer to be to point of contact for the sponsor. 

· Evaluation strategy - outline how you plan to evaluate and measure the success of the agreement. 

· Conclusion - summarise the proposal, identify a follow-up procedure and supply contact details. 

2.9. FUNDRAISING

Fundraising is the systematic process that your club goes through to secure additional funds to its operational budget. Fundraising shouldn’t be considered for raising money to pay for the everyday operational costs of your club, rather it should be used to fund special activities such as new buildings, special events or overseas team trips and new programmes or projects. 
Consider the following ideas for raising money for your club:

Sausage sizzle
Sell food/beverages

Auction

Bingo

Casino night

Selling products from national Fundraising Committees

Cocktail party

Car wash

Wine tasting gathering

Dinner

Personalised coffee cups

Movie/theatre/concert night

Merchandising

Fashion parade

Dance/formal/ball

Celebrity autograph and photo session

2.10. MANAGING FINANCES
Treasurer
The treasurer is a key person for your club’s management. They are the person on your club’s board or committee who takes overall responsibility for the financial management of your club on behalf of its governing body. The size of this job will depend largely on how big your club is and whether there are other people who can help – either with the financial administration or as a finance sub-committee.  The treasurer’s role includes reporting on the actual finances and seeking out the best ways to use available funds. The treasurer will need the following accounting stationery to perform their job effectively:
· Cheque books. 

· Bank deposit books. 

· A cash book or general ledger. 

· Payment authorisation. 

· A numbered receipt book with carbon copy page. 

· Account forms for members’ subscriptions. 

· A petty cash payment book and petty cash vouchers. 

· A file for accounts payable (Amounts owing to suppliers for goods and services purchased). 

· A file to store receipts from accounts paid. 

· A file of orders placed with suppliers. 

· A file to store bank statements.

Cash Book
A cash book is a journal in which all of a club’ receipts and payments are recorded. ‘Cash’ includes actual money, credit card slips, cheques and money orders. You’ll have receipts and cheque butts but the cash book is where the details of these transactions are recorded.
All expenditure must be accompanied by a receipt or statement. These should be collected together in a ‘receipts folder’, which connects cheque references to receipt numbers. Payments made by cheque should refer to the cheque number in the Cashbook. Payments made in cash should refer to a receipt number in the cashbook. See Helpful Resources for a sample.

Bank Account

Your club will need to open a cheque account. It is a simple and effective way of keeping track of your club’s spending, using the cheque stubs. Usually clubs will need to have two management committee members (usually the President and Treasurer) who are authorised to jointly sign cheques from the club’s bank account. Three members may also be authorised with only two required to validate the cheque. Your cheque accounts bank statement will also provide an accurate record of your club’s spending. You can choose the frequency of these statements.

Budgets (budget forecast)
Your club will require an annual budget. This is the responsibility of the treasurer and needs to be agreed up by your club’s management committee. Once the budget has been approved it needs to be accessible so you can compare it to your club’s actual income and expenses. You can use either an excel spreadsheet or a manual cash book depending on your club’s size and needs.
To prepare a budget:

· Start with your actual income and expenditure from the last year – if your club is new you will have to base this upon realistic estimates. 

· Add what you know about the coming year 

· Adjust and modify until you have a realistic and reasonable budget 

· Get the budget approved by your management committee or governing body.

See Helpful Resources for a sample budget.
Income Statement (profit/loss statement)

An income statement is a record of the clubs revenue and expenses for the previous year. It also shows the profit or loss incurred over a specific accounting period. Unlike the budget forecast which is an estimate, the income statement should give an accurate account of the exact revenue and expenses. See Helpful Resources for a sample income statement. 
2.11. STRATEGIES FOR CHANGEOVER
One of the biggest problems facing university clubs is the extremely high turnover. This can mean a large, successful club one year can cease to exist the next, as the committee leave university and no one is trained or willing to take their place.

There are strategies clubs can adopt to avoid this happening. They are summarised as follows:

· Get younger members involved. This is a priority. It is today’s first years that will (if trained) go on to run the club.

· Elect next year’s Executive Committee at the club AGM (usually September or October)

· Use the IGM to draft new club members onto the Executive Committee (usually in secondary roles such as Publicity Officer)

· Make sure the new officers attend some club meetings to learn the procedure.

· Ensure that all relevant documentation is handed over to the new officers and the CEM for VUWSA (Committee reports, constitution, contracts etc)

· Don’t let the club collapse over the summer break...It might never recover.

Be prepared for the beginning of the next year by the end of the last one. The beginning of the year is the most important time for a club. Successful clubs use Clubs Day as a springboard for their first activities of the year.

3. AFFILIATION  

3.1. WHAT DO VUWSA AFFILIATED CLUBS GET? 
VUWSA Grants

Clubs can apply for financial assistance from VUWSA. Cultural Club can apply for up to $2000.00 dollars per year and Sports Clubs can apply for up to $3500.00 dollars per year.  See Grant Applications for further information.
Access to Meeting Rooms

Meeting rooms in the Student Union Building are generally free during opening hours in trimester 1 & 2. Costs may be incurred for after hour’s access, cleaning, caretaking or security requirements. The Student Union has some equipment available for clubs to use within the building – TV, DVD, data projector, but NOT laptops.  This equipment should be booked at the same time as the room booking.  

Bookings must be made at least 7 days in advance.  To book a meeting room contact the Student Union on 463 6999 or visit their office on level one of the Student Union Building.
Access to the VUW Recreation Centre

Each VUWSA Sports club will be entitled to two training sessions a week of no longer than 90 minutes per session free of charge. (3 hours in total, anything over 3 hours and the club will be charged a discounted hourly rate for ongoing bookings). The Recreation Centre has spaces available for club gear storage – clubs will be issued with a key for these storage spaces and a bond will need to be paid in exchange for the key. These spaces must remain locked at all times. To book space at the Recreation Centre contact 463 6614, email rec-cent@vuw.ac.nz, or visit the Recreation Centre reception.
Access to the Quad

Clubs can use the quad space for promotion. The quad space is a major student throughfare and hosting a stall/activity in the quad will reach a good number of students. To make a booking contact the Student Union on 463 6999 or visit their office on level one of the Student Union Building. Bookings must be made at least 7 days in advance. Please note that the Student Union does not allow their equipment to be used in the quad. VUWSA has tables, chairs, and a BBQ which clubs can use in the quad. To book equipment for quad use contact VUWSA on 463 6716, email Kelburn@vuwsa.org.nz or visit us on the ground floor of the Student Union Building.
Mailboxes

The mailboxes are located around the corner from Eastside Bar in the Student Union Building and should be checked weekly. It is a very good idea for all clubs to have their mail sent care of VUWSA (PO Box 600, Wgtn), as this ensures continuity of the club’s address. The mail will then be deposited in the club’s box. Please don’t put a mailbox number on the address, as these are liable to change. Box numbers are listed on the wall.

Recreation Centre users will find their mail stored behind reception. Please check this every time you practice at the Rec Centre. Sports clubs that do not use the Recreation Centre will find their mailboxes in the Student Union mailroom.

Access to the VUWSA Activities Room

The Activities Room has supplies of paint, glue, gun staplers and scissors. The material in this room is ideal for making banners, posters and the like. To get a key for this room, go to VUWSA Reception.

Discounted Photocopying
All affiliated clubs can use the VUWSA photocopier. It is a B & W andi Colour Photocopier. If you are applying for grants for printing costs you must demonstrate why you could not use this facility.  Copies are charged from 8 cents a sheet, and the quality is far superior to the copiers in the library. To use the copier please contact VUWSA on 463 6716, email Kelburn@vuwsa.org.nz or visit us on the ground floor of the Student Union Building.
Access to Salient

Salient is an independent student magazine on campus and is located on the 3rd floor of the Student Union Building. Notices in Salient are a good way to promote upcoming club activities. If you would like to submit a notice send fewer than 150 words to editor@salient.org.nz by midday Wednesday the week before you want the notice to be published.

If you have something that Salient may want to cover as news (e.g. upcoming event) email news@salient.org.nz or editor@salient.org.nz and if it’s considered newsworthy Salient will cover your story and write an article on your behalf. 

Accesss to the VBC (student radio station)

The VBC student radio station is located opposite VUWSA on the ground floor of the Student Union Building. The station broadcasts on 88.3FM in central Wellington and streams worldwide on www.vbc.org.nz. The VBC offer clubs on campus the opportunity to utilise the VBC news and bulletin service.  This is a free service within The VBC where you can inform listeners about upcoming meetings, events and so on. The news will be read during The Breakfast Show (Mon-Fri 7-10am), The Bulletin Hour (Mon-Fri 12-1pm) and the Drive Shows (Mon - Fri 4-7pm) and The Saturday Whimsey (Sat 2-6pm).

All you need to do is email the details that you would like us to include in our broadcast to news@vbc.org.nz. 
VUWSA Webpage
On the VUWSA website www.vuwsa.org.nz there is a directory of clubs. Each club can provide VUWSA with club details and images to be uploaded on to their club page. Please be aware that it is the clubs responsibility to contact the CEM to make any amendments to their page and to update contact details. This function is highly used by club seekers.  
VUWSA A to Z of Clubs
VUWSA publishes a club directory called the A to Z of Clubs each year. Copies are made available at the receptions of both VUWSA and the VUW Recreation Centre.  The VUWSA CEM will contact clubs directly to include in the publication. 
Noticeboards
There are a number of noticeboards indoor and out throughout the Victoria University campuses. These can be used at anytime and do not require expressed permission. Please be considerate to others when putting up your posters. There is also a designated clubs notice board outside the Student Union reception for all clubs to use. 
Minibus & Trailer

VUWSA offers clubs a special discount of $25 dollars off per day when booking a minibus through us. Driver’s need to have a full license and be 21 years of age or older. VUWSA has a trailor available for hire and is available at $10 dollars per day. Please contact VUWSA on 463 6716, email Kelburn@vuwsa.org.nz or visit us on the ground floor of the Student Union Building.
BBQ

Clubs book the BBQ with VUWSA.  Clubs must pay $5 for gas when returning the BBQ along with a completed Return Slip. 
Banking
Affiliated clubs can open a club account with the National Bank at the Kelburn Campus. National does not charge our clubs account fees. See Section 13 Managing Finances for more information.
3.2. HOW TO AFFILIATE WITH VUWSA
There are several simple rules to affiliate with VUWSA. If for any reason your club cannot comply with them, contact the CEM. In special circumstances, exceptions can be made. The following documentation must be submitted along with a completed affiliation form.
1. The club must have at least 20 VUWSA members. The member list must include member names, student identification number (if applicable), email address, and contact phone number. 

2. The club must have a constitution. You can use the VUWSA model constitution, or write your own providing it does not conflict with the VUWSA constitution. See Section 7 Constitution for more information.
3. The club must submit an activities plan for the upcomming year. This document will identify what you club plans to do and approximately when it will be done.

4. The club must submit a budget forecast. This document will identify the clubs expected expenses as well as income for the upcomming year. See Section 14 Managing Finances for more information.
5. The club must submit a copy of your most recent AGM minutes (existing clubs) or IGM minutes for new clubs. See Section 8 Managing Meetings for more information.
6. Existing clubs only – must submit an Income Statement (profit/loss statement) to identify the exact revenue and expenses for the previous year. See Section 14 Managing Finances for more information.
7. Existing clubs only – must submit your most recent bank statement. 
Application forms will only be available online at www.vuwsa.org.nz. Applications are given to their respective council committees for approval. The VUWSA CEM will contact the club directly to notify of whether the application was accepted. Please contact the VUWSA CEM if you require assistance with your affiliation application.
4. GRANT APPLICATIONS

Clubs can apply for financial assistance from VUWSA. Cultural Club can apply for up to $2000.00 dollars per year and Sports Clubs can apply for up to $3500.00 dollars per year.  The Sports Council Committee or the Cultural Council Committee is responsible for reviewing funding applications to VUWSA. They make a recommendation to the VUWSA Executive and the VUWSA Executive have the final say on the outcome of a grant application. Applications can be found at www.vuwsa.org.nz or from the VUWSA reception. 
4.1 WHAT CAN MY CLUB APPLY FOR?
Sports Clubs can apply for funding towards the following:
· Affiliation fees & Levies

· Equipment 

· Some Protective Wear
· Venue/facility hire
· Insurance premiums

· Repairs/maintenance on equipment

· Coaching 

· Accommodation and entry fees to competitions, tournaments, and safety/skills courses 
· Uniforms
· Long term projects – capital acquisitions or major repairs
Sports Clubs may not seek funding for the following:
· Retrospectively (ie. after the event)

· Travel costs 

· Items labelled 'miscellaneous'

· Costs incurred producing club newsletters

· A.G.M.'s

· Incidentals such as penalty fees for whatever reason
· Socials

· Non-student related costs
· Bank fees (NOTE - Clubs can bank for free with the Campus National Bank branch or through  

         VUWSA)

· International Travel
Cultural Clubs can apply for funding towards the following:
· Operating Costs: Clubs may apply for a grant to help them with running costs. The club will need to supply a budget showing how they plan to spend the money, and how this will benefit members. Typically this grant is used to pay for things like photocopying, stamps and printing.

· Hosting Events: The majority of VUWSA grants go to clubs that need help financing a particular event. There are conditions:
1. A detailed costing must be supplied, complete with quotes and proof that serious efforts have been made to raise money from other quarters.  Remember to show an ‘Income’ for the event as well as ‘Expenditure’. 
2. Don’t be afraid to show a Profit!  It may be the club’s major fundraiser for the year that will go towards achieving annual goals.  Or a one off event that will be used to raise money for a specific purpose.
3. Proof that the event will benefit club members, and other members of VUWSA. The more students who benefit from the event, the more likely it is to receive a grant.  Remember to tie it in with your club’s goals & objectives.
4. Proof that the club has been keeping accurate financial  records and is being well managed. 
NOTE: Selling tickets or door sales at events: Clubs must show the income and expenditure for 2 quantities of tickets sold:  1. The number of tickets needed to break even; 2. The target number of tickets to make x profit.  Remember that variable expenses (such as food, drink, toilet paper) increase the more attendees you have. The Cultural Council Committee will need to know what advertising, promotion, and selling techniques will be used, so they can evaluate the likelihood of the club selling the minimum number of tickets to break even.

· Attending Events: Clubs may seek funding towards accommodation and entry fees to conferences and courses.
· Long Term Projects: Capital acquisitions and major repairs 
Cultural Clubs may not seek funding for the following:

· Retrospectively (ie. after the event)

· For food or alcohol

· For activities that contradict VUWSA’s goals

· Items labelled 'miscellaneous'

· A.G.M.'s

· Incidentals such as penalty fees for whatever reason

· Bank fees (NOTE - Clubs can bank for free with the Campus National Bank branch or through VUWSA)
4.2 FACTORS INFLUENCING CLUB GRANTS
The overriding factor is the amount of funding available to either the Sports Council or Cultural Council in a given year. A club may qualify for the maximum grant but this in no way implies that the money will necessarily be available. There is absolutely no obligation whatsoever for the Sports Council or Cultural Council to recommend that a club receive any funding notwithstanding the amount to which they believe they are entitled.

Other factors taken into consideration are:

· Maximum benefit to maximum student members.  A high percentage of club members benefit from the grant either directly or indirectly.  It will assist in the formation, expansion or advancement of the club.
· Proactive fundraising. The club actively seeks funds from other sources, including collecting all members’ subscriptions.  (The CEM is available for clubs seeking advice on other fundraising options).

· Financial Accountability.  The club’s past record of financial management and responsibility is an important factor in determining their suitability for a grant.

· Fund Pool Considerations.  Total number of clubs and club members at VUW.  Number of grant applicants and number of members in each applying club.   
· Degree of club organisation.  The club is active in the student community and makes an effort to seek out new student members. 

· Cooperation with VUWSA. The club enhances VUWSA profile on campus and the community.  The club promotes VUWSA & Team VIC, responds to emails & surveys, is present at clubs days, submits articles to Salient, and holds activities & events on campus where possible.     
· Participation in the Sports/Cultural Councils and Attendance of AGMs.
It is important that clubs take an active role in the governance of this area. Due consideration will be given to clubs that regularly and positively attend meetings and furfill reporting requirements.

4.3 HOW TO APPLY FOR A GRANT
Grant application forms are available from the CEM, the VUWSA reception, and online at www.vuwsa.org.nz. Once received and checked, the application will be considered at the next meeting of the VUW Sports Council Committee, or Cultural Council Committee.

If approved, it will then be forwarded to the VUWSA Executive, who will consider the application at their next meeting.
If applying for a grant your application must be accompanied by:

· A copy of the previous year’s Income Statement (profit loss statement)
· A detailed estimate of expenditure for the current year, together with a statement of estimated revenues (budget forecast)
· Quotes, invoices and any information likely to be required by the Committee when considering the application.
· Complete updated member list

· Latest bank statement
Grant applications can be received at any time after a club is affiliated.  However, it is up to clubs to check emails, Salient and notice boards for grant application closing dates.
4.4 COLLECTING THE GRANT
The club will be notified of the result of their application via email from the CEM. 
The VUWSA Accounts Clerk will issue a cheque for the grant unless a prior request has been made for the grant to be used to pay a supplier invoice. You can contact the VUWSA Accounts Clerk on 463 6987 or email accounts@vuwsa.org.nz. 

5. VUW FACILITIES

	5.1. STUDENT UNION
The Union is where the University community can enjoy a wide variety of cultural, recreational, sporting and social activities.   We cater to the varied needs of students and also to staff and other members of the university community. 

Our facilities include the 
· Student Union Building
· Memorial Theatre

· The Quad

· Karori Student Common Room, and

· Law Students Common Room

Our Recreation Facilities include:

· Recreation Centre

· Pipitea Fitness

· Boyd-Wilson Arena and Field

· Salamanca Rd Tennis Courts and Pavilion, and

· Karori Gym and Dance Room
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Student Union Building

Club access to these facilities is generally free during opening hours in trimester 1 & 2.  Costs may be incurred for after hour’s access, cleaning, caretaking or security requirements.

	The Student Union Building opening hours during Trimesters 1 and 2 are:

	Monday to Friday

	9am to 10.00pm

	Saturday

	9am to 5.30pm

	Sunday

	Closed

	
	

	Trimester 1 and 2 hours do not include study break or exam periods.  Any use during these times will be considered independently of Trimester 1 and 2 bookings.


Quad

Student Groups may book the Quad and/or the Library Foyer for a maximum of 8 times per Trimester 1 and 2.

Bookings

Room bookings can be made at the Student Union Office for all non-recreation facilities.  Bookings must be made at least 7 days in advance.  No bookings will be accepted after 4pm Thursday for the following week.

Rooms vary in size and specifications, from the Union Hall which hosts 750 people, to the Clubs Room which can seat about 10 people.  Rooms will be allocated according to availability and numbers. To book contact 
All bookings for recreational facilities can be made at the Recreation Centre, tel 463 6614 or 
rec-cent@vuw.ac.nz 

Room Equipment
Student Union has some equipment available for students/clubs to use within the building – TV, DVD, data projector, but NOT laptops.  This equipment should be booked at the same time as the room booking.  

Quad Equipment

VUWSA have a BBQ available for clubs to use, as well as trestle tables and 10 chairs dedicated for the Quad.
Food & Alcohol
The Student Union is responsible for the VUW Alcohol on Campus policy and holds all the alcohol licences for the University.  Any event wishing to supply alcohol must comply with this Policy.  Contact the Mount Street Bar Manager for more information.
Mount Street Bar & Café 

Mount Street Bar and Cafe is on Level 1 of the Student Union Building and is open Monday to Friday.  Mount Street is a great place to escape the rigours of study and exams. It’s a great meeting point to catch up and socialise with friends, catch a little history of student life at Victoria.

Great prices, movies, music, a sundeck with great views, comfortable sofas and big screen Sky TV are just some of our highlights.

Union Hall & Hunter Lounge

The Union Hall is the largest venue.  We have hosted many big-name bands in this venue over the years – especially during Orientation week, as well as large club and halls events.
Memorial Theatre

The Memorial Theatre has recently been upgraded and is a fully spec’d theatre available for hire.  There is a charge for the Theatre which includes the cost of a technician and equipment hire costs.  VUWSA do provide some funding for affiliated Student Organisations use of the Theatre.  Please check with VUWSA prior to booking the Memorial Theatre. 

Premise Bar

Premise Bar is located on the 1st floor of Rankin Brown (the library building) and is available for private functions.  Premise Bar is open for staff and post-graduate students Monday to Friday providing a relaxed atmosphere where you can get away from the hustle and bustle of work for an hour or two.

Other services in the Union Building

A number of businesses operate from the Student Union building - Basement Café, The National Bank, Victoria University Book Centre and Student Notes Distribution Centre, as well as Student Accommodation Services, a Student Computing Suite on Level 1 and Physiotherapy.

The Student Union Building is also home to the Students' Association, Ngai Taiura, ‘Salient’ your student newspaper and VBC. 

5.2. VUW Recreation Services
The Recreation Services Clubs Facility Hire Conditions:

As of the 5th January 2009 the following conditions and rates will apply to VUW Sports Clubs wishing to use VUW recreation spaces for practices and events.

Conditions

· Each VUW sport or recreation club “recognised” by the Student Union will be entitled to two training sessions a week of no longer than 90 minutes per session free of charge. (3 hours in total, anything over 3 hours and the club will be charged a discounted hourly rate for ongoing bookings).

· Additional training sessions/tournaments/seminars (outside of normal weekly bookings) will be granted where possible but will be charged at the rates shown below.

· The Recreation Centre has spaces available for club gear storage – clubs will be issued with a key for these storage spaces and a bond will need to be paid in exchange for the key. These spaces must remain locked at all times.

· At all times the Recreation Centre is to be left in the same state after training as the club finds it before training.  This includes the tidying of all equipment used during the session.

· If a club does not intend to use a specific booking then the club must notify Recreation Services staff at least five days prior to the date of the intended booking.

· Unexplained absences will result in termination of the booking and may have an effect on booking requests in the future. Regular counts are made of club bookings and total figures will help determine priority when making club booking decisions in the future.

· Clubs must also notify the Recreation Centre if they have no further need for a booking.  This is especially pertinent for those clubs involved in seasonal codes whose bookings are not required for a full year.

· Any damage to recreation spaces or accidents and injuries to club members must be reported to the recreation services staff.

· All clubs must finish their training sessions at their stated times to avoid disruption to other clubs and users.

Rates:

Any club or group wanting to book additional weekly training hours (outside of their allocated 3 hours per week) will be given a discounted rate different to the one below.

The following rates apply for the hire of our recreation spaces for one off/tournament bookings outside of your reoccurring weekly bookings. These rates include a 25% discount off normal public charges for our recreation spaces.

Cost per hour for extra sessions for VUW clubs/groups (inc GST)
	Kelburn Campus
	Public Rate
	Clubs Rate
	

	Main Gym
	$45.00
	$33.75
	NB: For large/block bookings there may be additional charges along with these room rates. (For early openings, extra equipment sourced etc…)

The College of Education in Karori also has a small field and netball/tennis courts available for use.  These spaces are free to use for staff, students and the community for free play – charges will apply if these spaces are to be booked

NB: Multiple spaces at the Kelburn Campus Recreation Centre can also be booked – applicable charges will be negotiated with interested parties at the time of booking the spaces 

	Dance Room 
	$35.00
	$28.00
	

	Long Room 
	$25.00
	$18.75
	

	Yoga Room
	$20.00
	$15.00
	

	Activities Space
	$20.00
	$15.00
	

	Tennis Pavilion
	$20.00
	$15.00
	

	Boyd Wilson Arena
	$45.00
	$33.75
	

	Pipitea Fitness
	
	
	

	Dance Room
	$35.00
	$28.00
	

	Karori Campus
	
	
	

	Mackie Gym
	$45.00
	$33.75
	

	Dance Room
	$35.00
	$28.00
	


Kelburn Park Sports Club

The function facility upstairs is run by the VUW Cricket and Soccer Clubs during their respective seasons.  They hire it out cheaply for NON-ALCOHOLIC functions.  

The facility holds 100-150 people and users must supply their own cleaners and security if needed.  Clubs can bring in their own food & drink (non-alcoholic) using their usual sponsors if they prefer.  There is a kitchen and fridge available.

6. HELPFUL RESOURCES
6.1. SAMPLE AGM AGENDA
1.
Apologies

2.
Confirmation of minutes

3.
Presidents Report

4.
Treasurers Report

5.
Election of new Committee

6.
General Business

7.
Date of next meeting

6.2. SAMPLE AGM MINUTES
Minutes of the VUW Tennis Club AGM

Wednesday September 15th 2008

Present: Mark (chairperson), Julie, Katherine, Scott, Steve, Sandra, Bob, Jacob, Lesley, John, Chris, Michelle, James, Patrick, Kim, Nadine, Alison, Natalie, Joanne, Tim, Gerard, Zane, Jessica. 

Meeting opened: 5.43pm

1. Apologies: Michael, Justin, Amy
Motion that the apologies be accepted
Moved: Mark
Seconded: Katherine

Carried Unanimously (everyone voted in favour of the motion).

2. Confirmation of Minutes: (The last meeting's minutes are distributed by the Secretary. If everyone agrees with their accuracy, a motion is moved by the Chairperson to accept them).

Motion that the previous minutes be accepted
Moved: Mark
Seconded: Tim

Carried Unanimously

3. Presidents Report: (The President presents their report for the year. It is accepted without modification if it's agreed that it is complete and accurate.  The Chairperson moves a motion to accept them). 

Motion that the president’s report be accepted
Moved: Mark

Seconded: Michelle

Carried Unanimously

4. Treasurers Report: (The Treasurer presents their report for the year. It is accepted without modification if it's agreed that it is complete and accurate.  The Chairperson moves a motion to accept them).
Motion that the treasurers report be accepted

Moved: Mark

Seconded: Bob

Carried Unanimously

5. Election of new Committee: (Members stand for positions and those with the most votes are elected).
Motion that Kim be elected as President, Sandra be elected as Secretary, Scott be elected as Treasurer, Jacob be elected as Sports Council Representative, and Chris, James, Patrick, and Michelle be elected as General Committee Members
Moved: Joanne
Seconded: Steve

Carried Unanimously
6. General Business: (This is a chance for people to discuss any issue of interest. Club members can propose motions which are then binding on the club Committee).

Tennis nets: There was a call to replace the existing nets. The condition of the nets was discussed. Patrick to investigate further and advise the treasurer of the cost to repair/replace.
Social function: There was a call to host a social function prior to the start of the season. Various options were discussed. Chris and Michelle to investigate further and propose a function as well as an event budget.
Thank you: Members thanked the outgoing committee for their contributions to the club over the past year.
7. Date of next meeting: The IGM is proposed for March 5th 2009.

Meeting closed: 7.00pm
6.3. SAMPLE PRESIDENT’S REPORT
The president’s report contains a summary of the year’s events, rounds up all the major issues of the year, and looks forward to the next year.

Presidents Report – VUW Tennis Club

The club enjoyed an increase in club membership by 12% in 2008 compared with that of 2007. The probable reason is the increased effort to promote the club, namely the new club website. Clubs days, and the annual coaching clinic were also successful recruitment drives.

Team and individual performances were varied throughout the grades. The highlight was the Men’s A Team winning the B Grade Competition, thus gaining entry into the Elite Grade Competition next season. The other highlight was Michelle advancing to the semi final stage of the NZ Women’s Open Championship. This success is a testament to the hard work she has put in over the last 24 months. Unfortunately none of other teams made finals in the Wellington competition. Nonetheless we have a lot of young members who will have gained valuable experience.
Next year we can expect an improved performance and hope to attract a new wave of first year students. One possibility for next year is to have a coach attend our Thursday night trainings to assist with players’ technical development. Lastly, I would like to thank the 2008 Committee for their assistance and on a job well done. 

Mark.

6.4. SAMPLE TREASURER’S REPORT
The Treasurer’s report is a summary of the club’s financial situation, and also makes predictions for the coming year.

Treasurers Report & Accounts - VUW Tennis Club
The Club has had a good year financially, as due to increased membership we were able to clear last year’s debt. We have ended the year in a sound position, although future variations in the price of affiliation with the Wellington Tennis Association may erode this position. 

The Treasurer’s report must include an income statement for the previous year.

6.5. SAMPLE INCOME STATEMENT (PROFIT/LOSS STATEMENT)
Income Statement for the VUW Tennis Club for the Year Ended 30 August 2008.









2007/2008

2006/2007
Income






$


$

Subscriptions





1000


800
Grants






500


500


Fundraising 





200


Total Income





1700


1300
Expenses





$


$

Coaching





350


350
Equipment





100


100
Photocopying





40


40


Venue hire





350


350
WTA Affiliation





600


550
Total Expenses





1440


1390
Surplus (Deficit)





260


(90)



Deficits are written in brackets. This statement must provide accounts for a full year and be presented at the AGM. So if your AGM is in September, the accounts should be September 1, 2007 to August 30, 2008. 

6.6. SAMPLE CASHBOOK
	Date
	Details
	Reference
	Description
	Amount
	Bank Balance

	1/9/07
	Opening balance
	
	
	
	$300

	3/10/07
	Subs
	Receipts 1-40
	40 members paid subscription of $25


	$1000  
	$1300

	10/10/07
	WTA Affiliation
	Chq # 45
	Affiliation to Wellington Tennis
	$600
	$700

	13/12/07
	Venue Hire
	Chq # 46
	Hire tennis court for tournament
	$200
	$500

	8/2/08
	Grants
	VUWSA
	VUWSA Grant
	$500
	$1000

	11/2/08
	Equipment
	Chq # 47
	New balls
	$100
	$900

	18/2/08
	Coaching
	Chq # 48
	4 hour coaching clinic with Kelly Everton
	$350
	$550

	26/3/08
	Fundraising
	Receipt 41
	BBQ Fundraiser
	$200
	$750

	28/3/08
	Photocopying
	Chq # 49
	Posters 
	$40
	$710

	3/4/08
	Venue Hire
	Chq # 50
	Awards ceremony
	$150
	$560


6.7. SAMPLE BUDGET FORECAST
Budget Forecast for the VUW Tennis Club from September 1, 2008 to August 30, 2009







2008/2009

2007/2008 (Actual)
Income





$


$



Subscriptions




1000


1000


Grants





500


500



Fundraising 




400


200


Total Income




1700


1700




Expenses




$


$



Coaching




$700


350



Equipment




100


100



Photocopying




50


40



Venue hire




150


350



WTA Affiliation




600


600



Total Expenses




1600


1440



Surplus (Deficit)




100


260



6.8. Sample Activities Plan
· Training Tuesday and Thursday evenings every week from September 2008 to April 2009.

· Competition every Saturday from October 2008 to April 2009

· Club Tournament December 2008

· Club fundraiser February 2009

· Coaching Clinic March 2009

· IGM March 2009 

· Awards ceremony April 2009
7. HELPFUL CONTACTS
VUWSA 

Kelburn Office

Ground Floor Student Union Building

Contact Kelburn@vuwsa.org.nz or 04 463 6981
Website www.vuwsa.org.nz 

Student Union

Level 1 Student Union Building

Contact Catriona.mcbean@vuw.ac.nz or 04 463 6622

Website http://union.vuw.ac.nz/union 
VUW Recreation Centre

Kelburn Campus

Contact rec-cent@vuw.ac.nz or 04 463 6614

Website http://union.vuw.ac.nz/reccentre/about-us 
University Sport NZ

Level 3, Travel and Tourism House, Boulcott St, Wellington
Contact admin@universitysport.org.nz or 04 499 3550

Website www.universitysport.org.nz 

Salient

Level 3, Student Union Building

Contact editor@salient.org.nz or 04 463 6766

Website www.salient.org.nz
VBC Student Radio Station

Ground Floor Student Union Building

Contact news@vbc.org.nz or 04 463 6072

Website www.vbc.org.nz 

SPARC
Ground Floor AMP Building, 86 Customhouse Key, Wellington

Contact 04 4728058

Website www.sparc.org.nz
Charity Gaming Association 
Level 3, Agriculture House, 12 Johnston St, Wellington

Contact cga@cga.org.nz or 04 473 7000

Website www.cga.org.nz 
Wellington City Council

101 Wakefield St, Wellington

Contact info@wcc.govt.nz or 04 499 4444

Website www.wellington.govt.nz 

Sport Wellington
Level 2, 113 Adelaide Rd, Wellington

Contact info@sportwellington.org.nz or 04 380 2070

Website www.sportwellington.org.nz
Ministry of Economic Development (Incorporated Societies information)
Ground Level, 33 Bowen St, Wellington

Contact 0508 762438

Website www.societies.govt.nz 

8. FAQ’s
Who is the main contact for club related queries?

Your first point of contact is the VUWSA CEM on 463 5060 or clubs@vuwsa.org.nz 

How much does it cost to affiliate with VUWSA?

Zero. Affiliation is free of charge.

Can our club book the VUWSA van?

Clubs can book the VUWSA van. It costs $80 dollars per day and the driver needs to have a full license and be 21 years old or over. Contact VUWSA to book.

Can non students join our club?

Yes. Up to 30% of your members can be non Victoria University students.

Can non students be on our club committee?

Yes.

Can one person be elected in more than one position?

Yes, but the President and Treasurer must be different people.

Where can I get affiliation forms from?

Affiliation applications must be completed online at www.vuwsa.org.nz 

Where can I get a grant application from?
Grant forms are available from the VUWSA reception or can be downloaded at www.vuwsa.org.nz 

When is our affiliation application due?

For existing clubs the deadline to reaffiliate is May 1st. New clubs can apply to affiliate at any time.

When is our grant application due?

Grant applications can be submitted to VUWSA at any time as long as it is prior to the event/activity/purchase taking place. The CEM will notify clubs when the next meting will be held to process grant applications.
How do I book venues on campus? 

Meeting rooms, recreation facilities, and quad use are all managed by the Student Union. Ordinarily you need to book at least 7 days in advance. Please contact the Student Union directly to book.

How do I book a BBQ or table for quad use? 

VUWSA provides these to clubs upon booking. Please make sure that you have made a booking for the quad with the Student Union prior to booking quad equipment with VUWSA.

Can our club book the VUWSA van?

Clubs can book the VUWSA van. It costs $80 dollars per day and the driver needs to have a full license and be 21 years old or over. Contact VUWSA to book.

How do we collect our grant money?

The VUWSA CEM will notify your club directly if your grant application has been approved. To organise payment you need to contact the VUWSA Accounts Clerk on 463 6987 or email accounts@vuwsa.org.nz 
How can we change our constitution?

Any amendments to your constitution need to be approved at a General Meeting (AGM, IGM, or SGM).  Any amendments are not official until they are ratified by VUWSA. 

What happens to club assets when the club winds up?

Club assets become the property of VUWSA. Assets are held by VUWSA until the club is re-established and then they are given back to the club. If necessary, assets are liquidated to pay any outstanding club debts. 

What is the difference between VUWSA and the university?

VUWSA is a student controlled association promoting the interests and participation of its members and representing their views. All Victoria University students pay an annual levy to VUWSA and are considered members. Students are elected on to the VUWSA Executive to govern VUWSA activities. VUWSA is bound by the VUWSA Constitution. This constitution has been approved at a General Meeting of its members. To simplify, VUWSA is run by students to cater for the wants and needs of students. VUWSA is independent from the university. Victoria University is run by staff, namely the Vice Chancellor. Unlike VUWSA students are not in a position to make any decisions regarding the delivery of university services. The university manages the campus and all its facilities whereas VUWSA offers particular services to students at the university. 
Does VUWSA sponsor clubs?

Not ordinarily. VUWSA commits close to $100,000 dollars each year in grants. The VUWSA Executive has a small discretionary budget which funds can be allocated as sponsorship amongst other things.
What are the Blues Awards?

The Blues Awards are awards given to students who have excelled in their chosen sport. Recipients are decided by the VUW Blues Panel.  Students are honoured at an awards ceremony in October each year. The awards have a rich history with some high achieving recipients including Graham Mourie, Jerry Collins, and Conrad Smith. 
Who can get an individual grant?

Individual Grants are reserved for students who have gained national selection in their chosen sport. Up to $700 dollars can be granted per application.

What is an audit?

A financial audit is the review of the financial statements of a club resulting in the publication of an independent opinion on whether or not those financial statements are relevant, accurate, complete, and fairly presented. 
Does our club need to be audited?

You do not need to have your accounts audited to affiliate with VUWSA or to apply for funding from VUWSA. If your club is an incorporated society and you wish to apply for funding from a gaming trust (e.g. NZCT) you are required to have your accounts audited.

Can VUWSA audit our clubs accounts? 

No. The VUWSA Accounts Clerk does not have the authority to audit accounts.

What is an incorporated society?

Incorporation means that the association’s property (lease of premises, money, trophies etc) will in future be held by the society instead of by the members for the time being.  The society will enter all contracts and be liable for debts. As an incorporated society your club can benefit from applying for gaming trust funds directly and gain possible tax benefits.  The process to become incorporated is similar to that of affiliating with VUWSA and costs $100 dollars to apply. For more information see http://www.societies.govt.nz/cms/incorporated-societies 
Will our club be penalised for not re-affiliating?

If your club fails to re-affiliate with VUWSA within 6 months of the May 1st deadline, the club will cease to function and VUWSA will attain your club assets. If there are any outstanding debts VUWSA will liquidate some or all of your assets to pay these debtors. Any assets that the club has left after debts are paid will be held in trust by VUWSA. Upon the club re-affiliating VUWSA will relinquish control of these assets and give back to the club. VUWSA encourages clubs to re-affiliate and the CEM will help students to re establish a club no matter how long since last affiliating.   












