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[bookmark: _Toc181715401]
Checklist for Incoming Committee
[bookmark: _Toc181715402]
Incorporated Association: 


A guide on what is required to run an association in NSW can be found HERE
Information can be obtained by doing a search HERE 
Clubs legal name:			
Clubs Incorporation Number:	
Date of Incorporation:
ABN Number:

[bookmark: _Toc181715403]GST Registration

-	To see if your club is registered for GST, search HERE
[bookmark: _Hlk181713381]-	To see if your club NEEDS to be registered for GST, click HERE

Is the club registered for GST:	Yes/No		
(If your club has a turnover of more than $150,00, you must be registered for GST)

[bookmark: _Toc181715404]Document Location (if you have cloud-based document storage, put in location address)

Incorporation certificate:
Constitution:
Agendas of committee meetings & AGM’s:
Minutes of committee meetings & AGM’s:
Member register:
Committee member register (template Here):	

[bookmark: _Toc181715405]Board Meeting Schedule:

The board meets every	-	(month/bi-month/quarter)

[bookmark: _Toc181715406]Annual Obligations

	End of Financial Year End Date
	Day / Month

	Annual General Meeting (must be within 6 months of end of financial year)
	Day / Month

	Annual summary of financial affairs (must be lodged with NSW Fair Trading within 1 month of AGM)
	Day / Month

	Annual Lodgement of financials (must be lodged with ATO by 31st October each year
	Day / Month




Public Officer & Official Address registered with the NSW Department of Fair Trading:

[bookmark: _Hlk181709136]Every club must have an elected Public Officer and is usually combined with secretary and is registered through NSW Department of Fair Trading. For information on what is a public officer, to register or remove a public officer, click HERE.

Public Officer Name:	
Mobile:
Official Address:
Town:
Postcode:


Principal Authority with the ATO.

Every club must have a principal authority (usually the same as the Public Officer) and be registered with the Australian Tax Office. For more information, click HERE
[bookmark: _Toc181715407]Forms To Be Lodged with Registry & Accreditation documents

Annual summary of financial affairs		-	Form A12-T1 (revenue greater than $250,000)
						-	Form A12–T2 (revenue less than $250,000)
Change of public officer or official address	-	From A9
Alteration of the constitution or objects	-	Form A6
Change of associations name			-	Form A7

Committee member roles

Current committee roles (delete/add to reflect your clubs roles):

	Executive
	Non-Executive

	· President
· Vice-President
· Secretary / Public Officer
· Treasurer
	· Sponsorship
· Registrar
· Sponsorship
· Club Captain
· Clubhouse Manager
· Information Technology (I.T.)
· Event Co-Ordinator
· Alumni (old boys / girls)
· Social Media
· Rugby Director / Club Coach
· Volunteers



Templates for all the roles listed above can be found HERE.
[bookmark: _Toc181715408]Registering as a volunteer with Rugby Australia

[bookmark: _Hlk181709087]All committee members should be registered with Australian Rugby. This is a simple process and can be completed by signing up with Rugby Xplorer HERE

[bookmark: _Toc181715409]Working with Children Check

[bookmark: _Hlk181714026]The Working with Children Check (WWCC) is a requirement for anyone who works or volunteers in child-related work in NSW. It involves a National Police Check (criminal history record check) and a review of reportable workplace misconduct.
Results of a National Police Check can take up to 4 weeks to be received.
The outcome of a check is either a clearance to work with children or a bar against working with children. If cleared, the check will be valid for 5 years, however applicants are continuously monitored.
To apply online, click HERE

[bookmark: _Toc181715410]Finance

[bookmark: _Toc181715411]Bank Accounts and Finance

	Type of account 
	Savings / check / term deposit / credit

	Institution name
	

	Branch
	

	Account Name
	

	BSB Number
	

	Account Number
	

	Signatories
	1.
	Mobile

	
	2.
	Mobile

	Username
	

	Password
	Note: All passwords should be kept in a secure password manager

	2 Factor ID
	Yes / No
	Name
Mobile



[bookmark: _Toc181715412]Budget

It is very important that a club has a detailed budget set-out at the beginning of the year. The committee must continue to monitor this budget throughout the year comparing forecasts and actual results each month. 
If you do not have a budget template specifically designed for rugby clubs, please contact Michael Flude from Rugby Australia at michael.flude@rugby.com.au
[bookmark: _Hlk181714057]Shared file/person for location of budget spreadsheets		-	

[bookmark: _Toc181715413]Insurance Status

Players Sports Injury Insurance/Public Liability/Professional Indemnity/Management Liability (Available through Rugby Australia)

	Insurer Name
	Gallagher

	Insurer Contact Name
	sport@ajg.com.au

	Insurer Contact Number
	communityrugby@rugby.com.au

	Report an Injury / Make a Claim
	https://australia.rugby/about/codes-and-policies/safety-and-welfare/serious-injuries

	Policy Expiry Date
	Dd/mm/yyyy

	Premium Paid
	Dd/mm/yyyy

	Certificate of Currency location
	

	
	


Business Pack (Contents insurance for kiosk, clubhouse, storeroom)

	Insurer Name
	

	Insurer Contact Name
	

	Insurer Contact Number
	

	Insurer Contact Email
	

	Policy Expiry Date
	Dd/mm/yyyy

	Premium Paid
	Dd/mm/yyyy

	Certificate of Currency location
	





[bookmark: _Toc181715414]Operational

[bookmark: _Toc181715415]Club Registers shared file storage location:

	Asset Register
Committee contact details
Coaches contact details
Sponsors contact details
Stakeholder contact details
Club subscription details
Equipment registers
Key register
	




[bookmark: _Toc181715416]Logins and Passwords

It is very important that a club maintains a register of all logins and passwords. This file should be kept secured in a password manager with access given to approved committee members. Examples of a password manager to store your logins and passwords is:
1)	NordPass
2)	RoboForm
3)	KEEPER
4)	1Password
5)	Dashlane

The following information should be recorded and stored securely for all I.T logins (See next page):
1)	Providers Name
2)	Website URL
3)	Login
4)	Password
5)	Default email used for password reset
6)	Contact details for any 2 factor authentications setup

Examples of a club’s logins and passwords that the committee need access to are:
 1)	Clubs Email Accounts
2)	Website Admin access
3)	Rugby Explorer
4)	Email marketing (e.g., Mailchimp)
5)	On-line Booking platform (e.g., Trybooking)
6)	Accounting software (e.g., Xero)
7)	Point of Sale (P.O.S e.g., Square/Eftpos)
8)	On-line team management (e.g., Teamlists)
9)	Clubhouse Internet 
10)	Clubhouse Alarm
11)	Laptop
12)	iPad
13)	Social media e.g. X, Instagram, Facebook

	Account
	Website
	Username
	2-Factor ID (Y/N)
	2-Factor Name
	2-Factor Mobile

	Email Account
	Rugbyclub.rugby.com
	Rugbyclub2024
	Y
	John Smith
	0400 XXX XXX

	Cloud Document Storage
	
	
	
	
	

	Club Website
	
	
	
	
	

	Rugby Xplorer
	
	
	
	
	

	Email Marketing
	
	
	
	
	

	Accounting Software
	
	
	
	
	

	Point-of-Sale Software
	
	
	
	
	

	Club Computer
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc181715417]Club Contacts

[bookmark: _Toc181715418]Key Club Contacts

	Role
	Name
	Email
	Mobile
	Other information e.g. website

	Head Coach
	
	
	
	

	Club Fitness Trainer
	
	
	
	

	Referee Delegate
	
	
	
	

	Groundskeeper
	
	
	
	

	Ground Hire
	
	
	
	

	Council Rangers
	
	
	
	

	Rubbish Removal
	
	
	
	

	Printing
	
	
	
	

	Graphic Design
	
	
	
	

	IT
	
	
	
	

	Cleaners
	
	
	
	

	Security
	
	
	
	

	Merchandise Company
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




[bookmark: _Toc181715419]Government Contacts 

[bookmark: _Hlk181709235]It is very important for a club to establish strong relationships with all three levels of government (Local/state/Federal). Having a great relationship with government representatives can approve assistance with grant applications, field allocations and public relations.
Detail below your local representatives and ensure you establish and maintain a strong relationship with them.
	Council / Government
	Name
	Email
	Mobile

	Local Council / Government
	
	
	

	State Government
	
	
	

	Federal Government
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