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The Sapphire Coast Producers’ Association Inc.

Constitution and Rules

PART A -NAMES, OBJECTS AND MEMBERSHIP

1. Name:

The name of the incorporated association is ‘The Sapphire Coast Producers' Association
Incorporated’ (hereafter referred to as ‘the Association’).

2. Objects:

The objects of the Association are:
a) To encourage and facilitate a collaborative environment between members.
b) To promote sustainable agricultural and associated industries in the South East region.
¢) To support and maintain members through training and education.
d) To develop and hold an agricultural and associated industries database for the South East region.
e) To coordinate group marketing for the promotion of member's industries in the region.
f) To provide an advocacy service for members on issues involving the industry.
g) To form and maintain partnerships with regional groups and Government bodies to benefit
members.

3. Definitions:

a) Inthese rules, unless the contrary intention appears;
'Executive’ means the Executive Committee of the Association;
'Financial Year' means the year ending on 31% August;
'‘General Meeting' means a general meeting of members convened in accordance with Rule
26;
'‘Member' means a member of the Association;
'Sapphire Coast' means the south-east area of mainland Australia;
"The Act' means the Associations Incorporation Act 1984;
'The Regulation' means The Associations Incorporation Regulation 1985.
b) Inthese Rules, a reference to the Secretary of the Association is a reference;
i. where a person holds office under these Rules as Secretary of the Association - to that
person, and,
ii. where no such persons holds that office, the Public Officer of the Association.
c) Intheserules
i. areference to a function includes a reference to a power, authority and duty, and,
ii. areference to the exercise of a function includes, where the function is a duty, a reference
to the performance of the duty.
d) The provisions of the Interpretation Act, 1987, apply to and in respect of these rules in the same
manner as those provisions would so apply if these Rules were an instrument
made under the Act.

4. Office:

The office of the Association shall be at such a place as the Executive from time to time determines.

5. Membership:

a) The membership of the Association shall consist of such natural persons, corporations, syndicate
and partnerships as may from time to time be admitted to membership and, subject to these
Rules, remain members of the Association.



b)

d)
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A natural person, corporation, syndicate or partnership who or which is not a member of the
Association at the time of the incorporation of the Association (or who or which was such a
member at that time but has ceased to be a member) shall not be admitted to membership unless
admission has been approved by the Executive.

Each corporation, syndicate or partnership which is a member shall be entitled to appoint from
time to time a natural person to be and act as its representative provided that any such
appointment shall be notified in writing to the Secretary. The person so appointed shall, for the
duration of such an appointment be and be deemed to be entitled to exercise all the powers,
rights, privilege and obligations of a member for the purposes of these Rules;

Applications for membership of the Association shall take the form prescribed in Appendix | of
these rules.

6. Categories of Membership:

a)

b)

c)

Full Membership;

Full membership shall be open to any person in the Sapphire Coast Region, or who is actively
interested in the activities of the Association.

Family, Corporate or Group Membership;

Such membership shall be full membership, except that it shall constitute only one vote on any
issue, and shall only incur liability for one fine or levy on any one issue, and shall contribute
only one member in situations where a number of members are required, however many persons
are covered by the membership.

Associate Membership;

Any natural person, corporation, syndicate or partnership interested in, or supporting the
horticultural and associated industries may be admitted as an associate member of the
Association and shall be entitled certain rights and privileges of full membership as defined by
the Executive other than the right to vote at any meeting and in any ballot and the right to
nominate for or hold any office.

7. Admission to Membership:

a)
b)
c)
d)

f)

An Applicant for membership of the Association shall forward or cause to be forwarded to the
Secretary a signed application for membership on the form set out in Appendix 1 to these Rules.
As soon as is practicable after the receipt of such an application, the Secretary shall refer the
application to the Executive.
Upon an application being referred to the Executive, the Executive shall determine whether to
approve or reject the nomination.
Upon the application being approved by the Executive, the Secretary shall, with as little delay as
possible, notify the applicant in writing of the approval for membership of the Association and
request payment within the period of 28 days after receipt of the notification of the sum payable
in accordance with these Rules as the first year's annual subscription.
The Secretary shall, upon payment of the amount referred to in Clause (d) to this Rule within the
period referred to in that clause, enter the applicants name in the register of members and, upon
the name being so entered, the applicant shall become and be deemed to be a member of the
Association.
A right, privilege or obligation of a person by reason of that person’s membership of the
Association:-

i. is not capable of being transferred or transmitted to another person, corporation or

partnership, and,
ii. terminates upon cessation of membership whether by death or resignation or otherwise.

8. Unfinancial Members:

a)

A member owing subscriptions, fines or levies for a period of three months after such first
becomes due shall be deemed to be unfinancial. An unfinancial member shall not be entitled:-
i. any rights or privileges of membership; or
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ii. to hold any office in or nominate any person for election to any office in or
to vote or otherwise participate in any ballot or election in the Association; or
iii. tovote or speak at any meeting of the Association; or
iv. to receive any notification of any meeting of the Association.

b) An unfinancial member shall remain liable to pay and shall pay all subscriptions, fines or levies
accruing or becoming payable by members of the Association during the period in which the
member is unfinancial.

¢) An unfinancial member shall regain status as a financial member upon payment of and as from
the date of payment of all subscriptions, fines and levies owing by the member.

9. Honorary Life Membership:

a) A general meeting of members of the Association as a mark of appreciation for specially
meritorious service rendered to the Association, may confer Honorary Life Membership on any
natural person who is a member.

b) An Honorary Life Member shall not be liable for payment of any subscriptions or levies and
shall be entitled to all the benefits and privileges of financial full membership of the Association.

10. Termination of Membership:

a) Any member may resign from the membership of the Association by notice in writing addressed
and delivered to the Secretary provided that such notice is given not less than one month before
the resignation is to take effect and all monies due and payable to the Association are paid to the
date on which the resignation is to take effect. On acceptance of a member's resignation, the
Secretary shall make an appropriate entry in the Register of Members recording the date on
which the resignation came into effect.

b) Any member owing subscriptions, fines or levies r a period of six months after such first
becomes due shall automatically cease to be a member of the Association.

c) Any person expelled from the Association ceases to be a member.

11. Re-Admission to Membership:

The re-admission to membership of any person, corporation or partnership who or which has resigned
from or been expelled from the Association shall be conditional on the payment of any monies owed by
such person, corporation or partnership to the Association in respect to any earlier membership.

12. Misconduct of Members:

a) Subject to these Rules, the Executive may by resolution;
I. expel a member from the Association; or
ii. suspend a member from membership of the Association for a specified period; or
iii. fine a member in accordance with the Regulations if the Executive is of the
opinion that the member -
a. has refused or neglected to comply with these Rules; or
b. has been guilty of conduct unbecoming a member or prejudicial to the
interests of the Association.
b) A resolution of the Executive under clause (a) of this Rule:-
i. does not take effect unless the Executive, at a meeting held not earlier than 14 and
not later than 28 days after the service on the member of a notice under clause (c)
of this Rule confirms the resolution in accordance with this Rule; and
ii. where the member exercises a right of appeal to a Special General Meeting of the
Association under this Rule does not take effect unless such meeting confirms the
resolution in accordance with this Rule.
c) Where the Executive passes a resolution under clause (a) of this Rule, the Secretary shall, as
soon as practicable, cause to be served on the member a notice in writing:-
i. setting out the resolution of the Executive and the grounds on which it is based;
ii. stating that the member may address the Executive at a meeting to be held not earlier than
14 and not later than 28 days after service of the notice;
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iii. stating the date, place and time of that meeting:
iv. informing the member that the member may do one or more of the following:
a. attend that meeting;
b. give to the Executive before the date of that meeting a written statement
seeking the revocation of the resolution; and
c. not later than 24 hours before the date of the meeting, lodge with the Secretary
a notice to the effect that he/she wishes to appeal to a Special General Meeting
of the Association against the resolution.
d) Ata meeting of the Executive held in accordance with clause(b) of this rule, the Executive:
i. shall give to the member an opportunity tobe heard;
ii. shall give due consideration to any written statement submitted by the member; and
iii. shall by resolution determined whether to confirm or to revoke the resolution.

e) Where the Secretary receives a notice under clause(c) of this Rule, the Secretary shall notify the
Executive and the Executive shall convene a Special General Meeting of the Association to be
held within thirty five days after the date on which the Secretary received the notice.

f) At a Special General Meeting of the Association convened under clause(e) of this Rule:-

i. no business other than the question of the appeal shall be transacted;
ii. the Executive may place before the meeting details of the grounds for the resolution and
the reasons for the passing of the resolution;
iii. the member shall be given the opportunity to be heard; and
iv. the members present shall vote by secret ballot on the question whether the resolution
should be confirmed or revoked.

g) If at the General Special Meeting:-

i. two-thirds of the members present vote in favour of the confirmation of the resolution, the
resolution is confirmed:;
ii. inany other case, the resolution is revoked.

13. Register of Members

a) The Secretary shall keep and maintain, or shall cause to be kept and maintained, a Register of
members in which shall be entered the full name, address and date of entry of each member and
such other particulars as the Executive may from time to time require and the register shall be
available for inspection by members at the address of the public officer.

b) Upon the termination of the membership of a member for any reason, the Secretary shall make in
the register of members an entry recording the date on which the member ceased to be a member.

14. Annual Subscription

a) The annual subscription payable by members shall be such amount or amounts as may from time
to time be determined by the Annual General Meeting of the Association, and shall take effect
from the date of that meeting.

b) Subscriptions shall be due on the anniversary of the date of joining in each year.

c) Quarterly pro-rata adjustment of membership dues may be allowed on the first renewal of
membership, to allow for members who join the Association after the commencement of the
Association’s Membership Year.

15. Levies.

A Special General Meeting may from time to time strike a levy or levies on all members of the
Association of an amount or amounts which shall not exceed in the aggregate $50.00 per member per
annum.

16. Fines.
The Executive may, by way of Regulation, set a schedule of fines to impose upon members under Rule

12. The maximum fine imposed will not exceed an amount equivalent to one years membership
subscription.



17. Members Liabilities.

The liability of a member of the Association to contribute towards the payment of the debts and liabilities
of the Association is limited to the amount, if any, unpaid by the member in respect of membership of the
Association as required in Rules 14,15 and 16.

18. Resolution of Internal Disputes

Dispute between members (in their capacity as members) of the Association, and in- disputes between
members and the Association are to be referred to a community justice centre for mediation in
accordance with the Community Justice Centres Act, 1983.

PART B - MANAGEMENT
19. Officers

The Officers of the Association shall be the President, Vice President, Treasurer, Secretary and Public
Officer.

20. The Executive — Composition

a) The Executive shall consist of the Officers of the Association and two other members of the
Association.

b) The Executive shall be elected by the members of the Association at the Annual General Meeting
under the procedures laid down in Rule 23.

21. Executive — Powers

a) The Executive Committee is the Committee of Management of the Association.

b) The Executive, subject to these Rules and the control by members as thereinafter mentioned,
shall have the management and control of the affairs of the Association and shall be empowered
to perform all such acts and things as appear to the Executive to be essential for the proper
management and control of the affairs of the Association, including the appointment of
additional Executive members as needed.

c) The Executive shall appoint a Public Officer, who shall be a Financial Full Member of the
Association and who meets the requirements of the Act, and any support personnel as deemed
necessary.

22. Executive — Meetings

a) The Executive shall meet at least 3 times in each period of 12 months at such a place and time as
the Executive may determine.

b) The President or Secretary may at any time call additional meetings of the Executive and shall
call such a meeting if requested to do so by not less, than one-third of the members of the
Executive.

c) A quorum of any meeting of the Executive shall be three members of the Executive present in
person.

d) Oral or written notice of a meeting of the Executive shall be given by the Secretary to each
member of the Executive at least 48 hours before the time appointed for the holding of the
Meeting.

e) The Executive may invite any person to attend and participate in any meeting, but this person
shall have no vote unless otherwise entitled.

23. Elections

a) Tenure of Office
Members of the Executive are elected for a period of one year and shall take up their positions
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from the completion of the election at the Annual General Meeting of the
Association. Executive positions that fall vacant between Annual General Meetings may be
declared a casual vacancy and be filled by a person appointed by the Executive. Persons so
appointed fill the position until the next Annual General Meeting.
b) Qualifications
A nominee for any position in the Association shall be a financial full member of the Association
as at the date of nomination.
¢) Returning Officer
i. Atthe Annual General Meeting, the President shall appoint a Returning Officer to conduct
the election of the Executive.
ii. The Returning Officer shall declare all positions vacate and conduct the elections of the
Executive in accordance with these Rules

d) Procedure
i. Two months before the Annual General Meeting of the Association, the Secretary will
advise Members of the forthcoming elections and ask for nominations for Executive
positions. Nominations are to be forwarded in writing to the Secretary by no later than one
month before the Annual General Meeting. Nominations are to be proposed and seconded
by financial full members of the Association.

ii. If no written nominations are received for any Executive position, the Returning Officer
may accept nominations at the Annual General Meeting if such nominations are properly
proposed and seconded.

iii. If there be no more nominations than there are vacancies for a position, the Returning
Officer shall declare the nominated person or persons elected to the position.

iv. If two or more persons nominate for a position, a secret ballot will be held to fill the
position.

v. This ballot will be conducted by the Returning Officer passing out ballot papers to each
eligible member present at the meeting. A vote will be recorded by the voter writing the
name of ONE of the nominated persons on the paper. Any other name or mark made on
the paper will render that vote ineligible. The result will be determined by simple
majority.

vi. If two or more candidates tie for the majority vote, another secret ballot will be conducted
with only those candidates who tied for the majority vote being eligible for election. If
necessary, this procedure is to be repeated until a winner is declared by simple majority.

vii. If no nominations are received for a position, it shall be deemed to be a casual vacancy.

24. Duties of Officers

a) The President shall preside at all meetings of the Executive and Association and shall sign all
documents requiring the President’s signature. The President is ex-officio a member of any
committee, group or meeting of the Association.

b) The Vice President shall assist the President in the execution of the President’s duties and, in the
absence of the President from any meeting, preside thereat.

c) The Treasurer shall:

i. ensure that all monies received on behalf of the Association are paid into such bank or
financial institution as the Executive may from time to time decide;
ii. keep a correct record of the financial transactions of the Association;
iii. report as required to any meeting upon the financial status of the Association; and
iv. present to the Annual General Meeting of the Association a balance sheet and financial
statement as to the financial affairs of the Association since the preceding Annual General
Meeting.

d) The Secretary shall:-
i. keep or cause to be kept minutes of each meeting of the Executive and the Association;-
ii. record all appointments of office-bearers and members of the Executive;
iii. conduct the correspondence of the Association;
iv. notify relevant members of any meeting;
v. perform such other duties as may be directed from time to time by the Executive; and
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vi. appoint clerical agencies or personnel to carry out clerical, secretarial and
data management services as required above.

Removal from Office

An Officer or ordinary member of the Executive shall cease to hold such office if that member:

26.

a) ceases to be a financial full member of the Association, or

b) becomes insolvent under administration within the meaning of the Corporations Law, or

c) resigns from office by notice in writing given to the President or the Secretary, or

d) is removed from such office by resolution of a Special General meeting of members of the
Association provided that such person shall be given not less than fourteen days notice in writing
of the intention to move such a resolution and shall be entitled to attend such meeting and to be
heard.

e) becomes of unsound mind or becomes a person whose person or estate is liable to be dealt with
in any way under the law relating to mental health.

General Meetings:

a) Holding of the Annual General Meeting
i. The Annual General Meeting of the Association shall be held within 3 months after the
expiration of the Financial Year of the Association, at a place within the area defined in
these Rules as being the Sapphire Coast and at such time as the Executive thinks fit.

ii. Inaddition to any other business which may be transacted at an annual general meeting,
the business of the annual general meeting shall be

a. to confirm the minutes of the previous annual general meeting and of any
special general meeting held since that meeting;

b. to receive from the Executive reports on the activities of the Association
during the last preceding financial year;

c. toelect officers-bearers of the Association and ordinary members of the
Executive; and

d. to receive and consider the statement which is required to be submitted to
members pursuant to the requirements of the Act

b) Special General Meetings
i. A Special General Meeting of the Association shall be called:-

a. upon request made to the President by not less than 5 financial full members
of the Association, provided that such a request is in writing and specifies the
reason(s) for such a meeting; or

b. by resolution of the Executive. Such a Special General Meeting shall be
called by the Secretary or such officer as the Executive may decide.

ii. The place, date and time of any such meeting shall be decided by the Executive OR a poll
may be called on the Notified Resolution(s) to be decided, by votes delivered via mail, fax
or e-mail. Secret ballots to be made available, if requested, using appropriate technology.

iii. Not less than fourteen days written notice of the time, date and place of any such meeting
shall be given to each member of the Association.

iv. A Special General meeting shall deal only with the business for which it has been called.

c) Quorum
i. No item of business shall be transacted at any general meeting unless a quorum of
members entitled under these Rules to vote is available to vote during the time when the
meeting is considering that item.

ii. Five financial full members or proxies or Poll Votes available shall constitute a quorum

for the transaction of the business of any general meeting.
d) Adjournments

i. If, within half an hour after the appointed time or the commencement of any general
meeting, a quorum is not present, the meeting, if convened upon the requisition of
members, shall be dissolved and, in any other case shall stand adjourned to the same day
in the next week at the same time and (unless another place is specified by the
Chairperson at the time of adjournment or by written notice to members given before the
day to which the meeting is adjourned) at the same place and if, at the adjourned meeting,
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the quorum is not present within half an hour after the time appointed for
the start of the meeting, the financial full members present (being not less than 5) shall
constitute a quorum.

ii. The Chairperson of a General Meeting at which a quorum is present may, with the consent
of the meeting, adjourn the meeting from time to time and place to place, but no business
may be transacted at an adjourned meeting other than the business left unfinished at the
meeting at which the adjournment took place.

iii. Where a meeting is adjourned for thirty five days or more, a like notice of the adjourned
meeting shall be given as in the case of the general meeting.

iv. Except as provided in clauses (ii) or (iii) of this Rule, it shall not be necessary to give
notice of an adjournment or the business to be transacted at an adjourned meeting.

27. \Voting

a) Upon any question arising at general meeting or Executive meeting of the Association, a member
has one vote only.

b) Votes at any meeting of the Executive or of the Association may be given personally or by proxy
or by mail, fax or e-mail.

c) Each financial full member shall in relation to any general meeting of the Association be entitled
to appoint another financial full member as a proxy by written notice given to the Chairperson
prior to the start of the meeting.

d) Up to 3 scrutineers may be appointed for any secret ballot.

e) A member of the Executive shall in relation to any meeting of the Executive of the Association
be entitled to appoint another member of the Executive as a proxy by written notice given to the
Chairperson prior to the start of the meeting.

f) Atany such meeting, the Chairperson of the meeting shall have both a deliberative and a casting
vote.

g) Voting at any such meeting, other than in any secret ballot required by these Rules, shall be by
show of hands unless the meeting otherwise decides.

28. Special Resolutions

a) A Resolution of the Association is a special resolution if:

i. Itis passed by a majority which comprises not less than three-quarters of such members
of the Association as, being entitled under these rules so to do, vote in person or by
proxy at a general meeting of which not less than 21 days written notice specifying the
intention to propose the resolution as a special resolution was given in accordance with
these Rules; or

ii. where it is made to appear to the Commission that it is not possible or practicable for the
resolution to be passed in the manner specified in paragraph (a) - the resolution is
passed in a manner specified by the Commission.

29. Appointment of Proxies

a) Each member shall be entitled to appoint another member as proxy by notice given to the
Secretary no later than 24 hours before the time of the meeting in respect of which the proxy is
appointed.

b) Such notice may initially be given verbally, but must be confirmed in writing to the Secretary
prior to the time of the meeting, in the form set out in Appendix 2 of these Rules. A facsimile
message is an acceptable method of giving written notice of proxy.

PART C - FINANCES
30. Funds:

a) The funds of the Association shall be derived from the annual subscriptions, donations, fines,
levies and such other sources as the Executive from time to time determines.
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b) All money received by the Association shall be deposited as soon as practicable
but not later than seven days, without deduction to the credit of the Associations bank account.

c) The Association shall, as soon as practicable after receiving any money, issue an appropriate
receipt.

d) Monies of the Association shall be disbursed only upon a resolution of the Executive or a general
meeting of members of the Association provided that, for the expenditure of the funds of the
Association on the general administration of the Association and for the purposes reasonably
incidental to the general administration of the Association, the prior authority of the Executive or
general meeting of the Association shall not be necessary before cheques are signed or accounts
paid.

e) All cheques and other instruments for the withdrawal of any funds of the Association from any
bank or other account shall be signed by any one (1) of the members of the Executive whose
signatures have been authorised by the Executive for this function.

31. Auditor

a) An audit of the financial records of the Association will be conducted internally by an Audit
Team comprised of the Treasurer and two other members of the Executive.

b) The Audit Team shall inspect and audit records of the Association in respect of each financial
year and shall report in respect of that year to the Executive.

c) The Audit Team shall have power to place before the Executive any suggestion concerning the
financial affairs of the Association.

PART D - GENERAL
32. Seal
a) The common seal of the Association must be kept in the custody of the Public Office
b) The common seal shall not be affixed to any instrument except by the authority of the Executive

and the affixing of the common seal shall be attested by the signatures either of 2 members of the
Executive or of 1 member of the Executive and of the Public Officer or Secretary.

33. Custody and Inspection of Books

a) Except as otherwise provided in these Rules, the Secretary shall keep or cause to be kept all
books, documents and securities of the Association.

b) The records, books, securities and other documents of the Association must be open to
inspection, free of charge, by a member at any reasonable hour, upon 72 hours notice of the
member’s desire for such an inspection.

34. Affiliations:

The Executive may affiliate the Association with such other organisations as may be appropriate to the
welfare of the Association.

35. Requlations

a) The Executive may from time to time make such Regulations as it deems fit for and in respect of
the proper administration of the Association.

b) Any Regulations deemed necessary by the Executive after the date of incorporation shall require
a special resolution at a general meeting of the Association. Once agreed to by such a meeting,
they shall remain in force until amended, rescinded or otherwise altered under clause(a)of this
Rule.

c) Any alteration by the Executive to the Regulations made under clause(b)of this Rule shall be
forthwith notified in writing to each member of the Association.
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36. Dissolution

The Association shall not be dissolved except in accordance with the provisions of the Act and in the
event of winding up or the cancellation of the incorporation of the Association the assets of the
Association shall be disposed of in accordance with the provisions of the Act.

37. Alterations to Statement of Objects and/or Rules:

a)
b)

The statement of objects and these Rules may be altered, rescinded or added to only by a special
resolution of the Association.

Where in relation to any matter the Model Rules make provision but the Rules of the Association
do not make provision, the provisions of the Model Rule shall, in relation to that matter, be
deemed to be include in the Rules of the Association

38. Special Interest Groups:

a)

b)

Full financial members of the Association may with the permission of the Executive,
form an Special Interest Group to pursue the development of their branch of horticultural
or associated industries within the framework of the objectives of the Association. These

Groups will report their findings and make recommendations to the Executive as they
see fit.

In accepting reports from Special Interest Groups, the Executive will take such action as
is in the interests of the Association as a whole and are not bound by any
recommendation from a Group.

The conduct and administration of the affairs of Special Interest Groups shall be
governed by these Rules and such Regulations that are made by the Executive or general
meeting of the Association.

39. Use of the Association Logo/Name

a)

b)

No member of the Association shall use the logo or any other emblem of the Association in a
manner which has not previously been approved by the Executive.

No person shall claim to represent the Association without prior approval of the Executive. Such
approval shall define the terms and conditions governing this representation required under the
Act.

40. Insurance.

a)
b)

The Association shall effect and maintain insurance pursuant to the requirements of the Act.
In addition to the insurance required under the Act the Association may effect and maintain other
insurance.

41. Service of Notices

a)

b)

For the purposes of these Rules, a notice may be served by or on behalf of the Association upon
any member either personally or, by sending it by post, or facsimile message, or e-mail, to the
member at the member's address shown in the Register of Members.

Where a document is sent to a person by properly addressing, prepaying and posting to the
person a letter containing the document, the document shall, unless the contrary is proved, be
deemed for the purposes of these rules to have been served on the person at the time at which the
letter would have been delivered in the ordinary course of post.

PART E - REGULATIONS

1. Preparation of an Annual Budget

The Annual Budget should reflect the Business Plan of the Association
The Budget Outline should be circulated to members together with the notice of the AGM.
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e The Budget, if presented at the AGM, would be presented as a set off
recommendations to the incoming Executive, rather than a set of directions for future action.
The new Executive could modify the Budget if it saw fit and necessary.

The treasurer will prepare an annual budget to be submitted to the executive for approval by the
Executive. The Treasurer will prepare an outline(summary) of the approved budget for circulation to all
members.

2. ltemised Accounts Income

e All sources of income should be recorded

e Accounting procedures should match business practice

e Wording of the Motion should be changed for clarification (=Ammendment). “trading
activities” should replace “merchandising”.

The Treasurer will keep a fully-itemised record of all income from trading activities as part of the
general SCPA account.

3. Allocation of Proceeds

e Again, “trading activities” should replace “merchandising”
e Income derived from Special Interest Group activities should not just “melt” into General
Revenue
The Executive will allocate all proceeds from trading activities to approved specific projects.

4. Operating Costs and Record-Keeping.

e Data on operating costs, whether in terms of cash, kind or time, need to be available ‘on
demand’ when applications for Grant Funds are being prepared.

e Similarly, such data is essential if a Coordinator or Project Manager is to be employed

e The Executive should determine the recording format and the extent of detail required.

The Executive will maintain a record of all operating costs incurred on behalf of the Association.

5. Organising Special Interest Group Events.

e The Guidelines were developed initially for the protection of those who intend to conduct
seminars, field days, etc. on behalf of SCPA Inc. to ensure prompt payment of expenses and to
ensure that the Association meets its responsibilities for the use of members’ funds.

¢ Nomination of a SIG Cashier simplifies the tasks of both the Cashier is in accord with other
Regulations which must be observed by the Treasurer and by the Association’s Auditors.

Regulations covering the organisation of Special Interest Group Events.
A Special Interest Group will observe the following Regulation when they intend to conduct seminars,
field days, etc.

1. Planning:

a) A Group member will be nominated to act as Cashier, responsible to the Treasurer for the
implementation of these Regulations in connection with each event.

b) The Cashier will prepare a simple budget outlining expected expenses and income. This budget
will be submitted to the Executive at least four (4) weeks prior to the event.

¢) Whilst it is not always necessary to make a profit, all events should aim to be “cost neutral’, The
Cashier will ensure that the Executive is made aware of all expenses which may be incurred on
behalf of the Association as a consequence of the planned event.

2. Receipts and Record Keeping



b)

3.

a)
b)

4.
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The Cashier will keep full records of all transactions, on behalf of the Treasurer,
ie. all monies received will be entered in a receipt book, and a list showing the receipt number,
payee’s name and the amount, will be forwarded with the money to the Treasurer within seven
(7)days. The amount of cash and cheques must agree with the total of the receipts.
The Cashier may choose to deposit money directly to the Association’s accounts, again within
seven (7) days. Account details are available from the Treasurer. The Cashier will forward the
deposit slip, plus details of the deposit and receipt numbers, to the Treasurer immediately
following the deposit being made
Receipt books are essential documents for the purpose of audit.
The Cashier should ensure that:
e Ifareceipt is cancelled, both copies will be retained in the book and the receipt number
noted on the receipt list submitted to the Treasurer.
e Completed receipt books will be lodged with the Treasurer.
e Current receipt books will be available for inspection by the Treasurer or the
Association’s Auditors on request.

Out-of —pocket expenses
The Cashier will list all prospective expenses in the event’s budget if necessary, an advance for
items in excess of $50.00, as detailed in the budget, may be provided on request to the Treasurer.
Members who make small purchase, on behalf of the Association (under $50.00), will forward a
claim to the Treasurer, with supporting documents.

Membership Receipts

If membership fees/dues are received at an event, the Cashier will ensure that a completed
membership application form is enclosed with the receipt list.

5.

a)

Membership Receipts

The Cashier will submit a fully documented financial statement to the Treasurer within fourteen
(14) days after the event.

b) The Cashier will forward the SIG receipt book to the Treasurer for checking, or if triplicate

receipt books have been used, the Cashier will forward the relevant copies to the Treasurer



