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In order to create, and maintain, a successful rugby club you need to have a clear understanding of the way a club needs to be administered and run.

The club needs to understand and implement strong leadership, the right people in the right places, advanced planning and organisational performance. All of this must be done while ensuring that the club maintains a strong focus on its members and the club’s culture.

For a club to operate successfully, the club needs to ensure they have a documented game plan. 

This game plan outlines the following:

	Requirements
	Details

	Club Profile 
	· Demographics – JPP (< U10), Youth (U12-U18), Senior Men (> 19) & Women (> 17)
· Infrastructure – Clubhouse, grounds, lighting, seating, BBQ, canteen, equipment.

	Priorities
	· A club must prioritise the areas of improvement they want to focus on, based on what is most relevant, achievable and beneficial. 
As these priorities may change at the end of each season, it is important to set yearly priority objectives.

	Plan
	· Once the club has identified areas in which they can improve, a detailed plan allows the club to action these priorities.

	Resources
	· In order to maximise the club’s success, the club must identify all resources available and also identify additional resources which can be utilised to assist the club in its development.

	Monitor
	· Through the use of regular committee meetings, the clubs must keep track of individual and overall action plans to ensure targets are being achieved.



A crucial administrative checklist of your club can be done by following the information contained in this document and comparing it to your club’s current position.

Most of the information provided in this document is standardised and was developed with a South Australia Rugby Union Clubs in mind. Slight edits will be needed to adapt to your particular club and/or governing union. A lot of the information is also provided as an individual template, so you can separate individual templates and forward them on to people in your club who are responsible for these roles or responsibilities.[image: ]
Rugby Australia’s support site, Club Hub, has additional information, templates, case studies and resources
https://clubhub.rugby 
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Governance should be a focus point for all rugby clubs. Appointing effective leadership and appointing those with skills and experience, together with appropriate and constantly reviewed policies and procedures, ensures that a club achieves good governance.

It is important to remember that good governance is never static or fully achieved. All clubs have an ongoing opportunity to change, transform and be better. The way to achieve this is to be selfless, determined and focused on what is best for the club.

Governance is having the processes and systems in place to enable good decision-making, ensuring the rugby club can achieve its purpose. When governing, a club must follow a set of rules and laws determined by legislation and the club’s constitution. These rules and laws are a clubs policies and procedures which outline what the club, and its members, can and cannot do.

Governance, of sporting organisations as opposed to the corporate sector, is unique as there are specific characteristics of a sporting club which may cause obstacles:

	Possible Obstacles within Sporting Clubs

	1. Clubs may have long-standing traditions which can make change difficult

	2. The vast majority of people involved in grass roots sports are volunteers and may also fill multiple and conflicting/ overlapping roles

	3. Even experienced members of a club can make decisions from the heart rather than the head

	4. A focus on on-field success can override good governance practices.

	5. Clubs have a broad range of stakeholders (e.g. players, coaches, managers, alumni, volunteers, community)



[bookmark: _Toc151123635][bookmark: _Toc182301906][bookmark: _Toc210213813]Important Points to Remember: 
· All people involved in the rugby club are responsible for bringing the policies and structures of governance to life. These policies and structures are only meaningful if they are implemented, enacted and enforced by people withing the organisation.
· Effective leadership and appointing those with skills and experience, together with appropriate and constantly reviewed policies and procedures, will ensure that your club achieves good governance.
· Governance is an on-going process. At the end of every season, the club should look at their governance and list things that they can improve on for the next season.
· Clubs should also have in place a formal handover procedure to support incoming committee into each role.
· All clubs are required to have an Annual General Meeting (AGM) every year to discuss the yearly results. These meetings also give’s your members, community and key stakeholders an update on the clubs current direction, financial health and plans for the future. The AGM is also the clubs opportunity to revitalize the organisation through the election of committee/board positions for the next year.

[bookmark: _Toc210213814]Constitution
A constitution outlines the purpose, structure and operating rules of a club. It defines how an organisation is established, how decisions are made and the rights and responsibilities of members and stakeholders.[image: ]
Constitutions should be reviewed at least every two to five years. Regular reviews ensure the constitution remains relevant, compliant and functional.


A contstitution helps build transparency, consistency and accountability in the clubs operations, while protecting members and guiding the clubs long-term development.

[bookmark: _Toc210213815]Incorporated Associations Obligations
[bookmark: _Toc151123636][bookmark: _Toc182301907]Consumer and Business Services (CBS) regulates incorporated associations in South Australia. This includes administering the Associations Incorporation Act 1985. Incorporated Associations have responsibilities and obligations, including legal and financial. Committee members and the Public Officer are responsible for making sure the organisation is compliant. Failure to comply with these obligations may lead to penalities, prosecution or closure of the Association.




Incorporated Associations are required to:
· Hold an AGM if their rules include membership of the Association
· Create minutes detailing all proceedings within AGMs and Committee Meetings
· Keep accounting records that correctly record and explain its financial position and all transactions. Records must be kept for 7 years.
· Assocations name including “Inc.” must appear on all communications such as letters and emails, statements, invoices, receipts and publications.

[bookmark: _Toc210213816]Policies
Policies, within an organisation, are critical as they guide consistent action throughout the club and support decision making.

Policies which your club should consider and be documented are as follows:
Checklist:
	· Insurance: Public Liability, Professional Indemnity (P.I), Personal injury (a top-up above the insurance provided by Rugby Australia e.g. private health insurance), Management Liability.

	· Dispute Resolution

	· Financial delegation

	· Recruitment

	· Team Selection

	· Risk Management

	· Communications

	· Committee Procedures

	· Privacy

	· Social Media – Rugby Australia Policy

	· Code of Conduct – Rugby Australia Policy

	· Child and Young Persons Safeguarding – Rugby Australia Policy

	· Diversity and inclusion – Rugby Australia Policy

	· Responsible serve of alcohol – South Australian Government Standards

	· Work, health and safety – South Australian Government Standards

	· Food safety and handling – South Australian Government Standards



[bookmark: _Toc210213817]Insurance
Rugby Australia has arranged National Risk Management and Insurance Program which means clubs are automatically covered under the program annually.

Insurance with Gallaghers encompasses Public and Professional Liability, Professional Indemnity, Personal Injury and Club Management Liability coverage.

More information can be found here: https://www.ajg.com/au/insurance/sports-insurance/rugby-australia/ 



[bookmark: _Toc210213818]Conflict of Interest Register
A conflict of interest register effectively identify, disclose and manage any actual, potential or perceived conflicts
of interest in order to protect the integrity of the club and manage risk. Conflicts of interest commonly arise, and do not need to present a problem to the club if they are openly and effectively managed.

A conflict of interest occurs when a person’s personal interests conflict with their responsibility to act in the best interests of the organisation. Personal interests include direct interests as well as those of family, friends, or other organisations a person may be involved with or have an interest in. 

Suggested template:

	Name of Committee Member
	Description of Interest
	Has the Committee been advised?
	Date of disclosure
	Steps taken to deal with the conflict
	Members actions to address the conflict

	President
	
	
	
	
	

	Vice President
	
	
	
	
	

	Secretary
	
	
	
	
	

	Treasurer
	
	
	
	
	

	Committee Member
	
	
	
	
	

	Committee Member
	
	
	
	
	

	Committee Member
	
	
	
	
	




[bookmark: _Toc210213819]Finance
[bookmark: _Toc151123625][bookmark: _Toc182301896][bookmark: _Toc210213820]Accounting
A rugby club, like any organisation, cannot operate without effective rules and regulations surrounding finance. Although clubs operate on a not-for-profit basis, appropriate good financial management practices will ensure that there are adequate resources to meet their objectives, remain solvent and continue to support the community. Below are some basic checks to ensure that your club operates their finances correctly.

In regards to solvency, ensure the club:
· can pay all bills when due.
· has adequate funds in the accounts for scheduled expenses.
· can fund all its program and other contractual obligations.
· regularly reviews its cash-flow forecasts, identifies any variances and notes their potential impact on solvency.

When budgeting, ensure:
· all expected income and expenditure are included.[image: ]
Keep accounting records that correctly record and explain its financial position and all transactions. Records must be kept for 7 years.

· all sources and amounts of income are identified.
· all expenditure in the budget is approved by at least two committee/board members.
· expenditure is not greater than income.
· the annual budget is approved by at least two committee/board members.
· there is a regular review of budget to actual results (monthly, quarterly).
· the impact of any variances from budget to actual are identified and explained.
· the budget is amended where material changes have occurred that impact original budgeted income and expenditure.

In regards to financial statements, ensure that:
· appropriate record keeping is maintained.
· key financial accounts are regularly reconciled.
· there is regular reporting of income and expenditure, balance sheet, cash flow statement, budgets and forecasts.
· financial statements are audited annually.
· the balance sheet is reviewed in order to assess the financial health of the club.
· appropriate financial controls are in place for accurate records.

In order to prevent fraud and mismanagement, ensure: 
· controls are in place to safeguard assets.
· money is used in line with approved budgets.
· controls are in place for approval of spending by the board/committee.
· controls are in place for banking transactions and monitored by at least two board/committee members.

The rugby club should be using a cloud-based accounting software package which is linked to their bank accounts. This software should be accessed by at least two people on the committee (treasurer and at least one other) so that there is oversight on any and all transactions.


[bookmark: _Toc151123626][bookmark: _Toc182301897][bookmark: _Toc210213821]Fundraising
In order for a non-profit sporting organisation to be successful, they need to have as many sources of funding as possible. Every non-profit organisation needs to explore which opportunities for funding are feasible, achievable and profitable for the organisation. 

There are 7 opportunities for non-profit sporting organisation's to raise money:
· Grants
· Donations
· Sponsorship
· Crowdfunding
· Membership
· Events
· Sales

[bookmark: _Toc151123627][bookmark: _Toc182301898][bookmark: _Toc210213822]Grants
Grants are a very important source of funds for most not-for-profits. Billions of dollars are provided each year by local, state and federal governments, as well as philanthropic, community and corporate trusts and foundations. In order for your club to obtain their share, they must participate in the grant process by applying for a grant and then lobbying their elected official to get the grant approved.

In order to maximise the clubs ability to raise money from grants, it is encouraged that your club submits for every grant, every year. This requires work and planning but is worthwhile. Ensure the applications for grants includes all communities within your organisation. This means having a focus on minority groups, womens participation & growth and First Nations involvement.

A full list of grants provided by the Australian and SA governments are located on page 23 or visit https://www.orsr.sa.gov.au/grants 

So you don’t miss out on any SA Sports grant, we recommend you register for the Office of Recreation, Sport and Racing newsletter that announces all grants. You can do this by clicking on the link HERE

[bookmark: _Toc151123628][bookmark: _Toc182301899][bookmark: _Toc210213823]Donations
Clubs often think it’s too hard or they’re not the type of organisation to get donations. That’s not true – if you have supporters, then you can have donors. An attractive part of donating to sporting clubs is the donation may be 100% tax deductible if you setup a project with the Australian Sports Foundation (https://asf.org.au/). 

Rather than asking for straight out cash, advise the donor where the money will be spent once received e.g., purchase of a new scrum machine, renovation of the clubhouse, purchase of new equipment.

[bookmark: _Toc151123629][bookmark: _Toc182301900][bookmark: _Toc210213824]Sponsorship
Sponsorship is the life-blood of all community rugby clubs. These relationships can provide a win-win situation for the club and the business involved. While obtaining businesses who are capable of sponsoring large sums of money are great, it is also important to offer smaller, logo placed sponsorships for local businesses. Not only are these smaller supporters/sponsors of the club likely to return year after year, every dollar counts towards the financial success of the club.

Having a clear plan in regard to sponsorship, will ensure the club can maximise any sponsorship opportunities and reduce any breakdown in the relationship between the club and the sponsor. It may take a bit of work to get a new sponsor on board at a club but takes very little to keep them as long as the club makes them feel included.

Some things to consider when setting up sponsorship opportunities for your club:
· Create, if possible, an exclusive sponsorship opportunity for each industry e.g., real estate, banking, accountant, plumber, electrician etc. This will give each sponsorship exclusive rights in their industry and in their community. It will also enable you to obtain a range of sponsors across many industries.

· Monetise your sponsors with exclusive “naming” opportunities within your club. Rather than just asking for a cash payment, offer a sponsor exclusive naming rights on products within your club e.g. kit, equipment, balls etc. An example of providing naming opportunities to your sponsors is listed below:




1) Sponsorship does not have to be in the form of cash only. Substantial benefits for the club by obtaining non-monetary sponsorship in exchange to logo placement at the club. These may include the following:
	BBQ
	Discounts obtained from local Bakeries or butchers for the purchase of bread and meat

	Kit
	Discounts from local dry cleaners for the washing of playing jerseys

	Alcohol
	Free or discounted beer/wine from distributers

	Cleaning
	Discounted or free cleaning from a local cleaning company

	Catering
	Discounted food from local businesses to provide catering for functions, clubhouse events etc.



2) Make sure the sponsorship is cost effective for the club. This means, make sure the monetary value you get from the sponsor is more than the cost to the club for the sponsorship e.g. if the sponsor gets free access to events and home games catering, calculate the cost of their attendance and compare to the money received for the sponsorship.

3) Manage the on-going relationship with your sponsor. It is very difficult to get a new sponsor on board, and it is very easy to lose a sponsor if the club does not manage the relationship effectively. Things to consider in maintaining a great relationship with the sponsor:
· Communicate. Make sure you email sponsors a regular newsletter, say every 2 weeks during the season. Keep them up to date on how the club is performing, numbers, special announcements, upcoming and past events.
· Invite them to each home ground and special event the club is holding. Even if they choose not to attend, they do appreciate being invited.
· Speak to the sponsor directly. Sending a regular email is not enough. Make the effort to speak to the sponsor directly either on the phone or at a home game. They do appreciate being singled out and personally updated on the club.
· Have a special day on a home game for sponsors. This is not only a great opportunity for the club to thank the sponsors but it is also a great networking opportunity for all the sponsors of the club. The more business opportunities the sponsor can generate, the more likely the sponsor will continue supporting the club.

[bookmark: _Toc151123631][bookmark: _Toc182301902][bookmark: _Toc210213825]Memberships
Memberships are a huge part of revenue and the foundations of a rugby club. There are many reasons why people should be a member of their club:
· You get to go to the game and watch your club play live and support your team
· Money saving. Memberships usually provide discounts for attendance/ merchandise/ food & beverage.
· Keep up to date with all the recent news and updates
· Voting. Have a say in how your club is run.
· Support your club financially.
· Exclusive benefits e.g., merchandise, reserve seating, functions

There are also many different types of membership a club can provide. These may include the following:
	Category
	Description

	Life
	For recognition for long term support of the club. Life membership may also include a club cap or lapel pin

	Grade
	For regular players in grade. May also include training shirt, playing and/or training shorts and playing socks

	Women/Girls
	For women players. May also include training shirt, playing and/or training shorts and playing socks

	Student
	For players currently enrolled full-time in education. May also include training shirt, playing and/or training shorts and playing socks

	Social
	For older/ long term supporters of the club. May also include supporter scarf/shirt, discount on food/ beverages
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Events are a major part of rugby clubs and are a great opportunity to engage the community and also raise funds for the club. These events may not be very profitable and consume a lot of time and energy, but the added value to the club in the community as well as amongst their members is very valuable. 

Events may include ladies day, back to club day, sponsors day, alumni day etc. You can find a full list of possible events in the social event section on page 17.
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Having the right committee in place is the foundation to setting up and running a successful club. It is vital for any rugby club to find the right people and put them in the right role. This will mean a club runs effectively and efficiently.

Some roles overlap and some roles may be combined. It is very important that every club clearly identifies the roles required to operate the club. Not all of the roles should or could be on the committee. You may choose for the club to setup sub-committees to focus on the different aspects of the club e.g. finance, coaching, events. 

Once these roles are identified it is also important that Roles and Responsibilities are clearly defined so that each role within the club has the following outlined and documented:

1. Overview of the position
2. Responsibilities and duties
3. Knowledge and skills required
4. Term of the appointment

The roles involved in the operation of a rugby club include the following:

· President
· Vice-President
· Secretary
· Treasurer
· Sponsorship
· Club Captain (if applicable)
· Information Technology (I.T) / Social Media
· Events
· Old Boys/Girls (if applicable)
· Director of Rugby/ Coaching Director (if applicable)
· Coaches
· Team Managers
· Game Day Coordinator
· Member Protection Officer

The club should support the upskilling and/or professional development opportunities for people within your club. This could include Webinars, Online courses, workshops, face to face courses and mentoring. The club should also have initiatives to recognize and rewards its workforce

You can find a template for each of the above roles, on pages 25-38, at the end of the document. Use these templates to outline in detail each position within your club. These templates will detail the Roles and Responsibilities required for each position, holding both the club, and individual, responsible and accountable.

[bookmark: _Toc210213828]Working with Children Checks[image: ]
You need a Working with Children Check if you are 14 or over and you do child-related work as a volunteer for more than seven days a year.

Volunteers need a Working with Children Check (WWCC) if they work, or have access to childrens information. This includes all Committee Members. 

WWCCs replace all other types of child-related employment screening checks. Individuals can apply for their own WWCC.
Organisations can no longer use National Police Certificates for people working or volunteering with children. Only the South Australian Department of Human Services (DHS) Screening Unit can do a WWCC.
A WWCC is valid for five years and is portable across organisations and roles in South Australia.

As an employer you must:
· Identify and keep records of roles within your organisation which are prescribed positions and need a Working with Children Check.
· Register your organisation with the Screening Unit and set-up an organisation portal, nominate users to perform certain functions and receive notifications from the Screening Unit
· Keep your organisation portal user contact details up to date
· Verify new employees and volunteers have a WWCC before they work in a prescribed position
· Confirm existing employees or volunteers renew their WWCC every 5 years
· Keep records of when you have verified an employee's WWCC
· Register an interest of everyone working in a prescribed position through your organisation portal
· Manage employee WWCC expiry and renewal, including starting applications on their behalf
· Remove any employee from a prescribed position:
· Whose WWCC has expired and ensure the person doesn't work with children
· Who is prohibited from working with children and ensure prohibited persons do not work with children.

[bookmark: _Toc210213829]Skills Matrix
A skills matrix for a sporting club's committee lists key skills required for strategic success alongside each committee member's current proficiency, revealing gaps for future recruitment and development. To create one, define the club's needed skills (e.g., finance, governance, marketing, event management), assess each member's skill level using a defined scale (e.g., expert, proficient, awareness), and then map this information in a matrix format, often in a spreadsheet, to identify strengths and address weaknesses.

	Skills Area
	President
	Vice President
	Secretary
	Treasurer
	Committee Member
	Committee Member
	Committee Member

	Financial Management & Budgeting
	
	
	
	
	
	
	

	Governance & Risk
	
	
	
	
	
	
	

	Strategic Planning
	
	
	
	
	
	
	

	Marketing & Sponsorship
	
	
	
	
	
	
	

	IT & Cyber
	
	
	
	
	
	
	

	Legal & Compliance
	
	
	
	
	
	
	

	Event Management
	
	
	
	
	
	
	

	Communications
	
	
	
	
	
	
	



Ratings to be used
0 = No awareness
1 = Awareness (knows the concepts but cant perform)
2 = Proficient (can perform with guidance)
3 = Competent (can perform unassisted)
4 = Can teach others
[bookmark: _Toc151123638][bookmark: _Toc182301909][bookmark: _Toc210213830]
Operational
The following section details each aspect of the operation of a club from the completion of the clubs Annual General meeting until the next Annual General Meeting at the end of the season.

On page 40 you will find a template for a clubs annual operational plan, listing all duties required by a club in the course of a full year of rugby. You will find a breakdown of these duties in a monthly timeline. This enables a committee to plan what needs to be done and also confirm what should have been done.

[bookmark: _Toc151123639][bookmark: _Toc182301910][bookmark: _Toc210213831]Coaching staff recruitment
One of the first things a club needs to do to start the new rugby year is get their coaches and managers in place.

Ideally each grade would have a backs coach, forwards coach and a manager. To oversee, assist and provide additional training for these roles, the club should also appoint a very experienced and qualified club coach. Not only to assist the grade coaches with training, but also with selections. Clubs have many coaches who were recent players in the club and they may have a bias towards familiar players who they played with. The club coach should give all players in a club an opportunity to play at the highest level.

If a club is having difficulties recruiting for these roles, maybe look at reducing the workload for coaching. An example of this is to have your Tuesday session as skills and fitness only which can be run by performance fitness/skills trainers and not coaches. This would mean that coaches and managers are not required to attend Tuesday trainings at all. This would cut down a 3rd the amount of time a coach needs to commit to the club.

Another option is that the club only requires both coaches to attend the Thursday training. On Saturday, only one coach is required to attend the games. This allows the club to recruit coaches who can only commit to a Thursday. There are plenty of people around who have no issue with a couple of hours on a Thursday, but cannot commit to every and/or any Saturday (i.e., have their own kids sport)

[bookmark: _Toc151123640][bookmark: _Toc182301911][bookmark: _Toc210213832]Club Kit
A great way to show off the organisation at your club is to have all players/coaches/managers/committee/volunteers and supporters wearing a full club kit. As mentioned under sponsorship section the above, the kit can be extensive at very little to no cost to the club. The additional kit can also be used to ensure that players are registered before the start of the season. If season registrations are not paid, then they do not receive additional kit. The additional kit usually lasts up to five years, so you do not have to provide it to all club members each year.

Kit which may be supplied to the players may be as follows:

Yearly Kit – Provided each year

	[bookmark: _Hlk210214397]Item
	Includes

	Socks
	Club logo

	Playing shorts
	Club logo and sponsors

	Training shirt
	With all sponsor logos

	Training shorts
	Club logo and sponsor



Additional Kit - Given to new players once only:

	Item
	Includes

	Hoodie
	Club logo

	Polo Shirt
	Club logo and sponsors

	Tracksuit
	With club logos

	Gear Bag
	Club logo



Equipment
With pre-season coming up, a club needs to have a stock take of all equipment required for the season. Any damaged gear needs to be repaired or replaced. 

The cost of purchasing much of the equipment used by the club (e.g., hit shields, tackle bags, training/game balls) can be offset by selling to sponsors and placing their logo on the equipment.

Equipment required for the club during the season can include the following:

Training			
□ Scrum machine 			□ Training balls				□ Agility poles	
□ Fitness cones			     	□ Hit shields				□ Tackle bags 	
□ Whistles	 			□ Coaches equipment bags		□ Water bottles 	
□ Ice 					□ First aid Kit 

On-Field Game Day
□ Corner posts				□ Line Marking				□ Jerseys		
□ Goal post protectors			□ Water Bottles				□ Marquees		
□ Warm-up balls				□ Match balls				□ Reserve jackets	
□ Kicking tees				□ Hit shields				□ Crowd ropes

[bookmark: _Toc151123641][bookmark: _Toc182301912][bookmark: _Toc210213833]Pre-Season
A well organised and run pre-season will set up a club for the year ahead. Players should look forward to a pre-season and getting back involved with the club. A few things to consider when organizing your clubs pre-season are:

Training

	You Must:
	Why?

	Start on time 
(this cannot be emphasised enough)
	· If your training session is due to start at 6pm, start at 6pm, regardless of how many people are there. 
· Do not allow the training session to be cut short by players chatting with each other or arriving late. 
· If people know that every week training starts at 6pm, and actually starts at 6pm, they will make an effort to get there on time.

	Make it fun
	There are many ways that you can push fitness onto players so they enjoy it. Mix the training up and try to include as much ball in hand fitness activities.

	Make it competitive
	Choosing fitness activities which results in competition between players/groups makes the training session more productive than just “running laps”

	Be organised
	Coaches/trainers need to have a well organised plan of what the training will be for the entire session. They also need to have the ground setup for the entire session so that players are not standing around between exercises.

	Be well equipped
	Make sure all the gear is in good condition. Also have plenty of water bottles filled up before training starts so that players can hydrate regularly without having to source out water.

	Explain
	Make sure all exercises are clearly identified to the players. Consider using a few players to demonstrate each exercise before performing as a group. Don’t assume everyone knows how to complete each exercise. Also, use a few core exercises at every training session to cover the basics (catch, run, pass). Your club will struggle if the players cannot get the basics right.

	Alternatives
	Have a well-organized back up plan if trainings are disruptive by factors such as weather. These can include a gym session, boxing session, road run etc.

	Communicate
	· Make sure that ALL players are regularly contacted in regards to training times, locations, alternatives etc. 
· Do not assume that they all read one form of communication (e.g., emails) make sure you broadcast communication on multiple medias (e.g., website, email, Facebook, WhatsApp, text). 
· Different generations use different mediums so you need to cater for everyone



Trial Games/competitions
· Pick a club to trial against with similar numbers and ability. You do not want players to play multiple games or play against teams that are a lot better. Similar with any preseason tournaments. Make sure that if you enter any tournaments, the teams will be competitive.
· Try to get the games played at your home ground. This gives an opportunity for your club to showcase the home day experience to the new players.
· Be organised. Treat trail games like regular season games. Again, the club is looking to impress and keep the new players in the club. Having an unorganised preseason game does not look good to new recruits, especially if the opposition teams is highly organised and equipped.



[bookmark: _Toc182301913][bookmark: _Toc210213834]Regular Season
All of the preparation and organisation has now paid off and your club is about to start the regular season. Find below a few suggestions about administering your club during the regular season

Training
Training switches from fitness based to teams based as selections are made and the club is broken up into teams for competition games.

	You Must:
	Why?

	Start on time 
(this cannot be emphasised enough)
	· If you training session is due to start at 6pm, start at 6pm, regardless of how many people are there. 
· Do not allow the training session to be cut short by players chatting with each other or arriving late. 
· If people know that every week training starts at 6pm, and actually starts at 6pm, they will make an effort to get there on time.

	Teams
	Ensure teams for the weekend are finalised as quick as possible and weekend team lists are published.

	Coaches
	Very important that coaches personally contact any player who has been moved up or down from the week before. Communicate with the player why they have been moved. If they have been moved down, outline the reasons for the call. Advise them on what they need to work on in order to get back into the team.

	Structure
	If the club is doing opposed work, consider getting some of the colts teams to run opposed with some of the grade teams. It is important to get the colts players and the grade players to interact so that the transition from colts to grade is a lot easier for individual players.



Game Day
· Home games: This is the chance to showcase your club, not only to new players in the club, but also to the opposition cub. Having a well-organized, well-run well-equipped home game day experience reflects the culture of the club and the administrators (board/committee) who run it. For a checklist on what is required on home games, please see the template on page 42. It is also important to communicate with the opposing club everything about your home game day. The game day experience for the opposing club starts with the invitation. 

· Away games: Playing away is not a holiday from organisation and preparation. Again, how organised a club is on away games reflects on the organisation of the administrators. Having a better away game setup than the oppositions home game setup is a great way to showcase your club. For a checklist on what is required on away games, please see the template on page 43.

Coaches
Similar to the committee/board of a club, the coaches also need to be well organised when it comes to game day. The players should only have to turn up, play, support and back-up, the club should take care of the rest. For a list of duties to be carried out by Coaches each week during regular season, see the template on page 43.


[bookmark: _Toc151123642][bookmark: _Toc182301914][bookmark: _Toc210213835]Social Events 
Social events are a crucial part of a culture of a club. Having a strong social event calendar allows members to be more involved in the club and build relationships. Many people join clubs for a sense of inclusion and belonging and social events aids in the retention of your members. By creating a fun, inclusive culture in the club, members will be more willing to help out when needed. To run a successful event, consider the following basics:

	Task
	Instructions

	Define the purpose
	What are the goals and objectives of the event. Is it to acknowledge sponsors, welcome back old boys/girls, raise funds, community involvement or awareness, getting members involved in club activities etc.?

	Be organised	
	Make sure the event is well organised before it starts. This allows you to be free to deal with anything that may come up during the event.

	Strong Planning
	While you need to be organised, make sure you have planned for all outcomes so that the event runs smoothly e.g., enough toilets, have correct licenses, enough alcohol and food, rubbish bins, entertainment (e.g., music), security, cleaning.

	Support
	Make sure you engage volunteers to help plan, prepare and run your event. Ensure all volunteers have documentation which clearly outlines their Roles and Responsibilities for the event. Also consider the option of having paid staff to support the volunteers. It is easier to manage paid staff then volunteers who are also enjoying the event.

	Budget
	Make sure you have prepared a detailed budget so that a club knows exactly what the cost of the event is and what revenue needs to be generated to cover these costs.

	Be creative
	Get feedback from the members on what kind of event they would enjoy. Get creative in your marketing and running of the event.

	Have a Plan B.
	The club needs to have an option if the original location is not available. This may include rain on an outdoor event or a power failure in an indoor event. You do not want to have to refund participation fees as most of your costs will be non-refundable.

	Market your event
	To ensure you maximise attendance, make sure the club markets the event with all available types of media e.g. email current members, supporters and old boys/girls. Setup a Facebook event. Put up the event up on your website. Advertise at home games leading up to the event.

	Pay attention to service at the event
	Be friendly to participants, speakers and partners. Look for issues that may be occurring during the event and try to solve them immediately to meet their expectations of the event. People will always remember how they were treated.

	Get feedback
	At the end of the event, try and get as much feedback from the participants as possible. Maybe send out via email a survey of the event to get their views, good or bad. This will assist the club in future events.



See below examples of events that can be held by a club. Each club is different, so events should be tailored to your club. The principles for events are the same, your club needs to work out what would work best for you. The club may setup a separate sub-committee for events. Make sure you get the players on this committee and involved in the planning of the events. Put events on that they want, not what the committee wants.

Newbies night 
This is a night held during a preseason trail game at the clubs clubhouse or sponsors pub. It is a great way to get returning players to turn up to a trial game and also introduce all the new players to their first social event at their new club. It is the first social event of the year so needs to set the tone for the whole year. Consider putting on food for attendees immediately after the last game and during post-match speeches e.g. pasta and 3 for $10 drinks from 6-7pm.
 
Ladies day
This day is an opportunity to show to your local community that your club supports and promotes women involvement in your club. The day should be focused on the ladies and promote your women’s rugby team if you have one. Consider getting a women’s-based charity involved in the day for fundraising and awareness (e.g., The Breast Cancer Foundation). The event promotes your inclusiveness/diversity in the community and also raises substantial income for both the charity and the rugby club. Please see a budget and template for a successful ladies day on page 52.

Sponsors Day
The profitability of your club depends on the generosity of your sponsors and donors. Because of the difficulty in finding these supporters, it is very important to keep them year after year and ensure they have sense of belonging at the club. Let the club show their appreciation to the sponsors/donors by having a home game dedicated to them and treat them to a great day out at THEIR club. Try reaching out to international players/coaches to see if you can get some celebrity guests to attend. Everyone loves a selfie with a celebrity. Rugby Australia and your state rugby association may assist with organising this.

Supporters Lunch
For a lot of Rugby Clubs, the supporter’s lunch is a great way to raise funds for your club. This supporter’s lunch involves players, coaches, managers, committee, volunteers, old boys, sponsors and supporters within the club’s community coming together to support their club. Money is raised through ticket sales, auctions (public and silent) raffle prizes, lunch games (e.g., heads/tails) and lucky door prizes. The secret to success for these lunches is the entertainment. It is very important that you get the right speakers and MC to entertain the crowd for the entire lunch.

Old Boys/Girls Day 
Another large part of a clubs financial backing should be connected to a well-established and organized old boys network. These “Old Boys” have mostly advanced their careers and maybe in a situation where they now are able to financially assist the club they spent memorable times socialising and playing for. Maybe consider combining your Friday supporters lunch with the Saturday Old Boys Day, making it an “Old Boys” weekend. These days are also a great opportunity for the club to source additional sponsorship or donations for the club.

Mid-season Party
A rugby season goes for a considerable amount of time from preseason to finals. To keep the enthusiasm of the players going, mark the half-way mark of the season with an event at your home ground. 

End of Season Party
When the season is done, it is important to have a farewell to the season at your last home game. It is also a great opportunity to empty the fridges and sell any excess stock so it is not stored in the club over the off-season.
Making the finals or not, focus on the positives within the club and reinforce the culture of the club and its members (players, coaches, managers, committee and volunteers). 

Grand Final BBQ
If you are fortunate enough to have one or more teams in the finals the club should get together to support the team/teams in the grand final, regardless of what grade they are. It is very important to instil in the club that it does not matter if it is Premier Grade or Third Grade in the grand final, the club will still come together and support their clubmates. Organise a bus/buses from your home ground to the grand final ground. If the games are spread out over the day just organize buses after the last game played by your club. When the last game is played, organise bus/buses back to the clubs home ground and put on a BBQ and party on the ground to celebrate either making the grand final or, even better, winning a premiership for your club.

Post season Celebrations
One of the highlights of playing for a club is winning a premiership. If a team is lucky enough to win a grand final, they are most likely wanting to celebrate. Make sure the post season events include the whole club, so everyone can celebrate the team’s success. The day after the Grand Final, consider organising a breakfast/lunch BBQ at the club’s home ground. The tradition dictates that the “Silly Sunday” is a dress-up theme, and encourages everyone who wishes to participate to get involved in the theme. Remind participants that their conduct reflects on the club and the resulting social media communication of the day’s events will guarantee valuable positive feedback about your club within the local community

End of season presentation/award night
One of the most important nights for the club. This gives a club an opportunity to thank everyone who played for the club but also everyone who was involved in the running of the club for that year. Awards should be given out to players, coaches, managers and volunteers. Try to avoid giving out awards to anyone on the committee. Even though the committee is usually the ones that do the most work, the reward for the work is you got to be on the committee. It is not a good look if most of the awards are won by committee members. Contradictions to this rule is for awards which reward long-term service e.g., life-members


[bookmark: _Toc151123643][bookmark: _Toc182301915][bookmark: _Toc210213836]Participation
Participation in club sport promotes health and wellbeing, builds confidence and can help reduce maintain mental health. Studies also show that participation in club sports reduce the risk of substance abuse by young people.

Benefits for participating in club rugby:
1. Enjoy being part of a club
2. Builds confidence and increases motivation to participate
3. Teaches how to deal with challenges and failures
4. Make new friends and have positive interactions
5. Feel connected to and included in the club
6. Expands the players social and business network
7. Develop a wide range of skis both on and off the field
8. Improve physical health
9. Improve mental health and wellbeing
10. Establish effective goals
11. Feel safe in a supportive environment

Ways to maintain participants and recruit new participants:

	Club
	· Put the participants at the centre of the club. Ask want they want and adapt the club to keep up with changing generations
· Create a welcoming environment so they all feel like they belong
· Build a socially supportive club so people feel connected. Offer fun and social activities, provide regular communications and provide opportunities for their friends and family to get involved in the club

	Training
	· Ensure the training sessions are well organized and challenging.
· START ON TIME
· Provide variety so participants develop a wide range of skills
· Be positive, patient and enthusiastic
· Help participants build relationships by organizing small groups and getting people to provide input and feedback.

	Game
	· Provide a safe and supportive environment. Provide ground marshals
· Ensure the game day is well organized and setup properly
· Allow time for participants to socialize before and after the game
· Make sure all participants use positive language with teammates, opponents and officials
· Provide a variety of food and beverage options
· Ensure all equipment is in good condition and working order. This includes goal post protectors, corners posts, 22 and hallway markers, line marking and match balls
· All facilities are grounds are kept clean and are well presented.


[bookmark: _Toc151123644]
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Understanding why people join, continue or leave your club is vital information when looking at how your club should operate.

For participants who have left, it is important to find the reason in order to see if your clubs programs may need to be adjusted. Whatever the reason, you need to know to see if it is possible to get them back and also reduce the likelihood of other people leaving for the same reason.

They are many ways to get feedback from members:

	How
	Action

	Ask them
	This is the simplest way. If you have built a relationship with the member over their time at the club (which you should have) you should be able to get an honest response from them.

	Questionnaires and Survey
	The club should be sending out a questionnaire or survey at the end of every season to get feedback from all people involved in the club. You can also send out a specific questionnaire or survey to members of the club who have left

	Website
	On your website, provide an area for people to provide feedback. This will allow you to identify issues from members before they leave.





Things to keep in mind when communicating to everyone involved in the club:
· Be positive if a person voices their concerns to you. You would rather a person approach you with their concerns than speak to other people in the club.
· Make it easy for people to provide feedback. People need to know that they are being heard whether directly or anonymously
· Make sure all involved in the club adapt a positive feedback environment. This includes committee/board, coaches, managers and officials

[bookmark: _Toc151123645][bookmark: _Toc182301917][bookmark: _Toc210213838]New Player Engagement
It is critical to engage new people to your club immediately. First impressions go a long way in the decision of the new person to stay or leave.

Consider the following checklist for introducing a new family/player to the club:

	· Allocate a single person to identify new players at the club

	· Approach the new player immediately and introduce yourself.

	· Get basic details from the player. This should include Name, DOB, mobile number, email address, preferred position and last club they played for.

	· Introduce the player to the club captain or senior players and ensure these players include the new player in their first training session.

	· Get the President or Club Coach to send out a welcome email immediately. A template for this email can be found on page 44.



[bookmark: _Toc151123646][bookmark: _Toc182301918][bookmark: _Toc210213839]Safe and Inclusive
All people participate in sport for the same reasons – to have fun, get active, make friends and learn new skills. Giving everyone in your community the opportunity to be involved in your club is crucial in the formative years of a person’s life. The families of people involved in your club can also benefit from their involvement. Participation, for the player and their families, opens up new community networks and introduces opportunities for other members of the family to participate. A rugby club environment also teaches young adults’ values and respect for others.

Rugby clubs benefit from being culturally inclusive though increased membership and diversity. These new members, not only participants, but families and friends lead to growth within you club and benefit the club in the following ways:

· Assists in the sustainability of your club
· Increases the number of skilled players within the club
· Increases the potential to recruit volunteers and administrators
· Ensures that everyone feels part of the club regardless of ability, cultural background, religion, gender or sexuality
· Enhances the clubs reputation of being inclusive and diverse
· Creates opportunities for all members to learn about different cultures

Things that your club can do to make the club more accessible to all groups include the following. Depending on the cultural background of your club, the below points may also need to be translated into foreign languages, representing your members and supporters:

· Ensure your club signage is clear and welcoming.
· Consider whether new people can easily find club rooms or where training is held.
· Make your training schedule clear and accessible. 
· Provide an induction for new members. This could include introducing them to the club, club officials, training schedule and expectations, as well as information about club rules, uniforms and codes of conduct. 
· Have club Welcome Officers or a buddy system, where existing or more experienced members welcome and guide new or potential members through the club and the early part of the season. 
· Offer support and advice about the sport to new members. 
· Be sensitive to cultural differences. 
· Do not tolerate racial or religious harassment. 
· Offer help with transport to games and training. 
· Have photos, posters and other positive images featuring sports people from diverse cultural backgrounds at your club buildings. 

There are many government grants and funding to assist sporting clubs adapt in providing a more inclusive environment. Please refer to the grants/funding section in this document.
[bookmark: _Toc151123647][bookmark: _Toc182301919][bookmark: _Toc210213840]Digital Technology
Information Technology is an integral part of any successful club. With the development of IT, clubs can now reach more people, communicate more effectively and efficiently and reduce the workload for completing tasks. There are numerous ways in which IT has made life easier for rugby clubs:

Financial – IT has allowed clubs to make the payment and receiving of monies more transparent and accountable by reducing the cash component of a club’s finances. Only one in four people carry cash today, so providing cashless alternatives is now a priority for rugby clubs.

There are several ways in which a club can utilise IT for financial accountability:
· Cloud-based accounting software:  Keeping real-time tracking of your club’s finances is essential. Cloud-based accounting software enables accurate accounting accessible by multiple people at any time. Examples of cloud-based accounting software are:
· https://www.myob.com/au
· https://www.reckon.com/au/
· https://www.xero.com/au/
· Website: One of the first places people search for a club is the internet. Your club needs to have an up-to-date website which is easily searched though any search engine (e.g., Google). Do a search of your rugby club on the internet and see if your website shows up as the 1st listing. If not, speak to your I.T person and get your website promoted to the number 1 position.
· Google business directory: Google search engine has a 94% market share in Australia, so the vast majority of people who are searching for your club will search via Google. On a Google search, Google will have a banner that runs down the right-hand side of the page. This will be the business (club) you are searching for. Google automatically sets up this page based on information on the internet. If you have not done so yet, the club needs to take ownership of this page by applying to Google. Once this is done, you can then insert/edit all the information contained in this listing including website address, contact numbers, club logo, home ground address etc
· Cloud based document storage: Every club should have all their documents stored and backed-up on a cloud-based document storage system. The advantages of using one of these systems include usability and accessibility, security, cost efficient, multiple users, synchronization, convenience, scalability and disaster recovery. Microsoft (through One-Drive) and Google (through Google Drive) both provide free document storage facilities for non-profit sporting organisations. Click on the links below for more information
· Google for Non-Profits
· Microsoft for Non-Profits
· Centralised email: Major stakeholders in the club should have centralised email addresses. This allows the club to easily transfer email accounts when roles within the clubs are changed. This allows incoming stakeholders to have access to all history for that email account and also removes the issues of having to update people whenever these positions are replaced. Like document storage above, both Microsoft and Google offer free email accounts for non-profit sporting clubs:
· Google for Non-Profits
· Microsoft for Non-Profits
· Point-of Sale (POS): 73% of all transactions in Australia are now done electronically so it is important that your club provides its customers with electronic options. The main advantages of a POS system over cash are accurate inventory management, higher security (less theft), better customer experience and better staff management. Examples of POS systems are:
· https://squareup.com/au/en
· https://easypos.net.au/
· https://www.onlypos.com.au/
· Your local bank (e.g., Westpac, CBA, NAB, ANZ)
· On-line event booking systems: Setting up an online booking system for events/subs is an important step for your club. The advantages of having an online booking system as opposed to accepting cash is the system is available 24hrs per day, you can easily set limits on availability, the money is automatically banked into your account, you have detailed reporting on all transactions and is very simple to setup. Examples of an on-line booking system are:
· https://www.eventcreate.com/
· https://www.eventbrite.com.au/
· https://www.trybooking.com/


· Web-based player management system – These platforms allow coaches to organise teams and contact players more efficiently. It also allows the committee to communicate with players in regards to trainings/ games/ social events etc. Examples of these systems are:
· https://www.rugby.com.au/rugby-xplorer
· Teamlist
· Marketing automation platforms – These services allow the club to easily communicate with non-players groups like old boys, sponsors, supporters etc. A valuable part of any club is having an up-to-date mailing list. This enables to club to effectively and efficiently keep people involved in the club up to date by providing services such as newsletters, event marketing information etc. Examples of marketing platforms are as follows:
· https://mailchimp.com/
· https://www.mailerlite.com/
· https://www.swiftdigital.com.au/


[bookmark: _Toc151123648][bookmark: _Toc182301920][bookmark: _Toc210213841]Communication
There are now several ways that clubs can communicate with players, coaches, managers, committee, sponsors, volunteers and supporters through the use of IT. These include:
· Email
· Text message
· WhatsApp (currently most popular with the younger generation)
· Facebook
· Website
· Marketing automation platforms. An example is Mailchimp. These can be used for mailing lists, newsletters, marketing campaigns etc


[bookmark: _Toc182301921][bookmark: _Toc210213842]Content Creation
While written content is useful, it can be overlooked or appear dull when used alone. The use of graphics or videos with your social media content is an easy way to capture your audiences attention without your user scrolling past. Examples of platforms that can be used:

Graphics
· https://www.canva.com/
· https://pablo.buffer.com/ 
· https://snappa.com/ 
· https://pixlr.com/ 

Video Content
· https://www.capcut.com/
· https://vimeo.com/ 
· https://animoto.com/social-media 


[bookmark: _Toc151123652][bookmark: _Toc182301922][bookmark: _Toc210213843]South Australian Government Sporting Grants
Member: Rhiannon Pearce, MP – Minister for Recreation, Sport and Racing
Email: minister.pearce@sa.gov.au 
Phone: 08 8406 3888

SA Government Sports Grants: https://www.orsr.sa.gov.au/grants 
[bookmark: _Toc151123654]
[bookmark: _Toc182301923][bookmark: _Toc210213844]Active Club Program Program
Objectives: Providing funding support to active recreation and sport clubs to further develop the programs and services they provide within the South Australian community.

Link: https://www.orsr.sa.gov.au/grants/active-club-program 

	Items
	Description

	Total Funding
	$1,316,000

	Eligibility	
	· A not-for-profit active recreation or sport club or community organisation whose purpose is the delivery of active recreation or sport programs and services in South Australia; or
· A not-for-profit recreational fishing club whose purpose is the delivery of recreation programs and services in South Australia; and
· Be incorporated under the Associations Incorporations Act 1985 (SA), and
· Have a minimum total membership base of 20 members. Total membership can include associate, social and life membership, and
· Meet the requirements under the Children and Young People (Safety) Act 2017 and the Child Safety (Prohibited Persons) Act 2016 (please refer to page 21 of guidelines), and
· Be operating for 12 months or longer.

	Open date
	Mid-October and Mid-April each year

	Close date	
	5 weeks after opening

	Outcome date
	April each year

	Project completion
	May each year
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Objectives: The aim is to increase the number of children participating in physical activity by helping to reduce cost as a barrier.
Link - https://www.sportsvouchers.sa.gov.au/ 

​From 1 January 2025 the number of Sports Vouchers available will double. Two $100 vouchers will be available per calendar year.
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Roles and responsibilities play a crucial role in the functioning and success of sporting clubs. They provide structure, clarity, and organization within the club, ensuring that everyone is aware of their duties and working towards a common goal. 

1. Division of labor: Roles and responsibilities help break down complex tasks into manageable parts, allowing individuals to focus on specific areas where they can contribute their skills and expertise. This division of labor ensures that all necessary tasks are assigned and completed efficiently, maximizing productivity and reducing overlapping efforts.

2. Teamwork and collaboration: Clear roles and responsibilities promote teamwork and collaboration among club members. Each individual understands their specific duties and how they contribute to the overall objectives of the club. This fosters cooperation, communication, and coordination, enhancing the overall effectiveness of the team.

3. Accountability: Defined roles and responsibilities create a sense of accountability within the club. When every member knows what is expected of them, they are more likely to take ownership of their tasks and fulfill them to the best of their abilities. This accountability helps maintain discipline, professionalism, and a high level of performance within the club.

4. Efficient decision-making: Roles and responsibilities provide a framework for decision-making processes within sporting clubs. They establish clear lines of authority and decision-making powers, enabling efficient and effective decision-making. This avoids confusion, delays, and conflicts by ensuring that decisions are made by the appropriate individuals based on their designated responsibilities.

5. Development and growth: Roles and responsibilities offer opportunities for personal development and growth within a sporting club. They allow individuals to focus on their areas of interest or expertise, further honing their skills and knowledge. This not only benefits the individual but also contributes to the overall development and growth of the club.

6. Succession planning: Clearly defined roles and responsibilities facilitate succession planning within sporting clubs. As individuals understand their specific roles, it becomes easier to identify potential successors and create a pipeline for leadership positions. This ensures continuity and smooth transitions when key members leave or retire.

7. Efficient resource management: Roles and responsibilities help optimize the allocation of resources within sporting clubs. By clearly outlining who is responsible for what, it becomes easier to allocate time, funds, equipment, and other resources effectively. This prevents duplication of efforts, reduces wastage, and ensures that resources are utilized in the most efficient manner possible.

In conclusion, roles and responsibilities are essential in sporting clubs as they provide structure, organization, and clarity. They promote teamwork, accountability, efficient decision-making, personal development, succession planning, and efficient resource management. By establishing clear roles and responsibilities, sporting clubs can enhance their overall performance, achieve their goals, and foster a positive and productive environment.
[bookmark: _Toc151123663]
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The President is the principal leader of your club and has the overall responsibility for the Club’s administration and development.

The President sets the overall annual Committee agenda (consistent with the views of members), helps the Committee prioritise its goals and then keeps the Committee on track by working within that overall framework. At the operational level, the major function of the President is to facilitate effective Committee meetings.

The President is elected by the members and is responsible for representing the views of the Club and its members.
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As Chairperson
· Manage Committee and/or executive meetings
· Manage the Annual General Meeting

As President
· Represent the Club at local, regional, state and national levels
· Act as a facilitator for Club activities
· Ensure the planning and budgeting for the future is carried out in accordance with the wishes of the members.
· Drive the development of the Club
· Be the sole spokesperson for the Club to outside interests (except where a match spokesperson has been appointed)
· Arbitrate in disputes

[bookmark: _Toc182301929][bookmark: _Toc210213849]Knowledge and Skills Required
Ideally the President/Chairperson is someone who:
· Can communicate effectively
· Well-connected within the club and also the local community
· Is well informed of all organisational activities
· Is aware of the future directions and plans of members
· Has a good working knowledge of the Constitution, rules and the duties of all office holders and sub committees
· Is a supportive leader for all the organisation’s members

[bookmark: _Toc210213850]Period of Appointment
[bookmark: _Hlk181028589]The President is appointed for a 12-month term, unless specified differently in the clubs constitution, and is elected annually at the Annual General Meeting.



[bookmark: _Toc151123665][bookmark: _Toc182301930][bookmark: _Toc210213851]Vice President
As rugby clubs mostly run as a volunteer organisation, it is important to provide the President assistance in what can be a demanding workload over the year. Duties in which a Vice President may assist the President is as follows:

[bookmark: _Toc151123666][bookmark: _Toc182301931][bookmark: _Toc210213852]Responsibilities and Duties
· Book grounds for pre-season
· Organise coaches and managers
· Arrange for registration of new and returning players
· Organise fitness coach for the year
· Organise preseason trial games
· Organise Physio for the season
· Publish draw times and venues on website
· Organise training balls and match balls
· Organise training and game equipment
· Organise courses for coaches and sideline referees
· Organise the collection and storage of Jerseys at completion of each game
· Arrange team sheets, balls and bags for each team
· Ensure all kits are laundered and ready for following game
· Ensure all players have paid their subscriptions

[bookmark: _Toc182301932][bookmark: _Toc210213853]Knowledge and Skills Required
Ideally the Vice-President will potentially move into the Presidents role
· Is well connected in the community
· Can report any issues within the club to the President
· Has a very good relationship with players, coaches and old boys. If not, then they must understand that building these relationships is very important.
· Is able to work with and support the current President.

[bookmark: _Toc182301933][bookmark: _Toc210213854]Period of Appointment
The Vice President is appointed for a 12-month term, unless specified differently in the clubs constitution, and is elected annually at the Annual General Meeting.
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The Secretary is the chief administration officer of the Club. This person provides the coordinating link between members, the management committee and outside agencies. The secretary is directly responsible to the President and members of the club.

[bookmark: _Toc151123668][bookmark: _Toc182301935][bookmark: _Toc210213856]Responsibilities and Duties 
As Secretary to the Club and Committee:
· Prepare the agenda for Club/group meetings in consultation with the Chairperson/ President.
· Make arrangements including venue, date, times and hospitality for Club meetings.
· Send adequate notice of the meetings.
· Collect and collate reports from office bearers.
· Call for and receive nominations for committees and other positions for the Club/group AGM.
· Take the minutes of meetings.
· Write up the minutes as soon as possible after the meeting.
· Read, reply and file correspondence promptly.
· Collate and arrange for the printing of the Annual Report.
· Maintain files of legal documents such as constitutions, leases and titles.
· Represent the Club/group at meetings; communicate information between Rugby SA and the Club and its members
· Disseminate by email, website, notice and/or newsletter, any information from within the Club and outside the Club, pertinent to all members
· Work with the I.T representative to ensure registers of members’ names and addresses, life members, ‘alumni’ and sponsors are up to date and secure.
· Process transfer applications
· Enter all Rugby teams in competitions

[bookmark: _Toc182301936][bookmark: _Toc210213857]Knowledge and Skills Required
Ideally the Club Secretary should
· Have a strong business background, especially in corporate governance
· Be very good at administering committee meetings, especially taking of minute and compiling reports
· Be able to build relationships with other bodies e.g., Rugby Union SA, Rugby Australia, Referees Association.

[bookmark: _Toc182301937][bookmark: _Toc210213858]Period of Appointment
The Club Secretary is appointed for a 12-month term, unless specified differently in the clubs constitution, and is elected annually at the Annual General Meeting.






[bookmark: _Toc151123669][bookmark: _Toc182301938][bookmark: _Toc210213859]Club Treasurer
The Treasurer is the CFO for the Club and is directly responsible to the President, members of the Committee and ultimately the members of the Club. The Treasurer should also be the chair of the Finance Committee of the Club and be present on sponsorship and/or fundraising sub committees.

[bookmark: _Toc151123670][bookmark: _Toc182301939][bookmark: _Toc210213860]Responsibilities and Duties
The Treasurer shall: 
· Prepare and monitor a budget for each season.
· Act as the signatory of the clubs bank accounts (with at least one other committee member)
· Ensure that accurate accounts and records exist and keep the Club’s books up-to-date. 
· Keep a proper record of all payments and monies received
· Be accountable for the clubs petty cash
· Make sure financial reports are available and understood at all committee meetings
· Show evidence that money received is banked and documentation provided for all money paid out
· Arrange an audit and the required information if required
· Give Treasurer’s report at regular meetings and when required
· Regularly file business activity statements with relevant authorities
· Produce an annual financial report
· Send out accounts
· Make all approved payments promptly
· Any other duties or responsibilities imposed by the Club’s Constitution or requested by the Club’s Management Committee.

[bookmark: _Toc182301940][bookmark: _Toc210213861]Knowledge and Skills Required 
Ideally the Treasurer should be:
· Very organized with a great eye for detail
· Honest with high integrity
· Able to allocate regular time periods to maintain the books
· Able to keep good records and manage financial records either manually or by computer
· Able to work in a logical orderly manner
· Aware of all necessary information to perform such role.
· Is an accountant or has an accounting background.
· Has an understanding and knows how to use a cloud-based accounting system

[bookmark: _Toc182301941][bookmark: _Toc210213862]Period of Appointment
The Treasurer is appointed for a 12-month term elected annually at the AGM. Should the Treasurer deem it is required, and with approval of the Committee, an Assistant Treasurer may be co-opted to assist with the role.

[bookmark: _Toc151123671]

[bookmark: _Toc182301942][bookmark: _Toc210213863]Registrar
The Rugby Club Registrar is responsible for overseeing all aspects of player registration and membership management within the rugby club. This role involves maintaining accurate records, ensuring compliance with governing body regulations, and providing administrative support to the club's leadership and coaching staff. The Registrar plays a pivotal role in the smooth operation of the club and the satisfaction of its members.

[bookmark: _Toc151123672][bookmark: _Toc182301943][bookmark: _Toc210213864]Responsibilities and Duties
· Player Registration. Manage the registration process for all players, ensuring they provide required documentation and fees. Maintain a comprehensive database of registered players, including personal details, medical information, and contact information.
· Membership Management. Administer membership applications and renewals, including collecting fees and updating membership records. Handle inquiries and requests from club members regarding their memberships.
· Compliance and Documentation. Ensure the club's compliance with governing body regulations and maintain records of player eligibility and clearances. Prepare and submit player and membership data as required by rugby governing bodies.
· Communication. Act as a point of contact for player and member inquiries and assist in disseminating information about club events, schedules, and policies. Collaborate with the club's administrative team to communicate important updates to members.
· Financial Management. Monitor registration and membership fee collection, working closely with the club's treasurer or finance department. Maintain accurate financial records related to registrations and memberships.
· Reporting. Generate regular reports on player registration and membership statistics, which may be used for strategic planning and decision-making. Provide updates to the club's leadership and governing bodies as necessary.

[bookmark: _Toc182301944][bookmark: _Toc210213865]Knowledge and Skills Required 
Ideally the Registrar should be:
· Very organized with a great eye for detail
· Honest with high integrity
· Knowledge of rugby club operations and governing body regulations
· Excellent communication skills, both written and verbal
· Proficiency in using computer software for data management and reporting
· Customer service skills for interacting with players and club members
· Is an accountant or has an accounting background?

[bookmark: _Toc182301945][bookmark: _Toc210213866]Period of Appointment
The Registrar is appointed for a 12-month term, unless specified differently in the clubs constitution, and is elected annually at the Annual General Meeting.

[bookmark: _Toc182301946][bookmark: _Toc210213867]Competition Advisory Delegates/ Junior Youth Delegates/ Womens Delegates
As a Club Delegate, the job requires an understanding of the whole competition, how the Club fits into the bigger picture and fostering the growth of rugby within South Australia. This role combines a deep passion for the sport with a commitment to advancing the game within the rugby community. The primary focus is on creating a strong, healthy competition across juniors, women and mens competitions.

[bookmark: _Toc151123674][bookmark: _Toc182301947][bookmark: _Toc210213868]Responsibilities and Duties
· Community Engagement: Collaborate with local clubs and the community to promote local competition in Juniors, Women and Mens grades. Help support programs through the promotion within clubs of upcoming clinics and workshops.
· Gender Equality Advocacy: Support gender equality in rugby, ensuring that women have equal opportunities, resources, and support. Work to eliminate barriers and biases that may exist.
· Talent Identification: Scout for emerging talents and provide them with the necessary pathways to progress in their rugby careers. This includes talent identification camps and pathways to national and international teams.
· Organizational Support: Collaborate with rugby governing bodies, clubs, and other associations to implement policies and initiatives that promote rugby. 
· Leadership/Model: Lead by example, acting as a role model for female players, coaches, and enthusiasts in the rugby community. Promote values such as sportsmanship, teamwork, and perseverance.

This position requires a clearance/s to work with children which is an essential component of this role and therefore to continuing employment

[bookmark: _Toc182301948][bookmark: _Toc210213869]Knowledge and Skills Required
Ideally the Competition Delegate representative in Juniors/ Women/ Competition is someone who:
· Strong understanding of the rules, strategies and nuances of rugby, particularly as they pertain to their category.
· An understanding of gender equity issues within sport and a commitment to promoting equal opportunities for women in rugby.
· Ability to build and maintain relationships with key stakeholders, including rugby clubs, schools, governing bodies and sponsors.
· Awareness and respect for the diverse cultures and backgrounds of players, with an emphasis on creating an inclusive environment
· Strong organization and administrative abilities to manage programs, budgets and events effectively.
· Ability to deal with challenges and setbacks while maintaining a positive and determined attitude 

[bookmark: _Toc182301949][bookmark: _Toc210213870]Period of Appointment
The Competition Delegate is appointed for a 12-month term, unless specified differently in the clubs constitution.


[bookmark: _Toc182301950][bookmark: _Toc210213871]Member Protection Officer
A Member Protection Information Officer (MPIO) provides information and guidance on complaint procedures, and the rights, responsibilities and options available to individuals considering making a formal complaint or raising a concern in relation to any of a club’s safe and inclusive policies or procedures.

[bookmark: _Toc182301951][bookmark: _Toc210213872]Responsibilities and Duties
The primary responsibility of the MPIO is to ensure the safety and welfare for club members by: 
· Providing information and guidance to members on complaint handling procedures. 
· Listening to complaints and concerns from members and assisting in the resolution process.  
· Maintaining confidential records of complaints or concerns. 
· Having an understanding on club policies and procedures in relation to complaints, Member Protection, Code of Conduct, Child Safety and Diversity and Inclusion. 
· Liaising with members of the club, in particular the President and committee in regularly reviewing safeguarding policies to ensure they remain relevant and up-to-date with industry standards.
· Ensuring that the members who require a Working with Children Check have provided their current number, expiry date and verification result, as required. 
· Managing documentation relating to child protection and Working with Children Check.

[bookmark: _Toc182301952][bookmark: _Toc210213873]Knowledge and Skills Required[image: ]
Familiarise yourself with Rugby Australia’s Report A Concern channel:
https://australia.rugby/about/codes-and-policies/reporting-a-concern 

Ideally the IT representative is someone who:
· Possess good interpersonal and communication skills. 
· Possess a good understanding of club policies and procedures in relation to complaints, Member Protection, Code of Conduct, Child Safety and Diversity and Inclusion.
· Good organisational skills
· Good interpersonal and communication skills.
· Good conflict resolution skills.
· Be accessible and approachable to club members. 
· Ability to provide support to club members when required.


[bookmark: _Toc182301953][bookmark: _Toc210213874][bookmark: _Toc151123677]Period of Appointment
The Member Protection Officer is appointed for a 12-month term, unless specified differently in the clubs constitution.

[bookmark: _Toc182301954][bookmark: _Toc210213875]Social Media
The Social Media Committee Member of the rugby club plays a pivotal role in managing and enhancing the club's online presence through various social media platforms. This position involves creating engaging content, fostering community interaction, and promoting the club's activities to a wider audience.

[bookmark: _Toc148534603][bookmark: _Toc151123678][bookmark: _Toc182301955][bookmark: _Toc210213876]Responsibilities and Duties
Content Creation - Develop creative and compelling content for the club's social media channels, including text, images, videos, and graphics. Ensure that content aligns with the club's brand identity and values.

Platform Management - Manage and update the club's profiles on major social media platforms (e.g., Facebook, Twitter, Instagram, LinkedIn). Stay informed about platform updates and trends to optimize content strategy.

Engagement and Community Building - Foster engagement with club members, fans, and the broader community. Respond to comments, messages, and mentions promptly and in a positive manner.

Event Promotion - Create promotional campaigns for club events, matches, and initiatives. Utilize social media to generate excitement and attendance for upcoming activities.

Analytics and Reporting - Monitor social media analytics to assess the performance of content and campaigns. Provide regular reports on social media metrics and insights to the club's leadership.

Collaboration - Collaborate with other committee members, including marketing, communications, and IT, to ensure a cohesive online presence. Coordinate with players, coaches, and other stakeholders to showcase diverse aspects of the club.

Brand Advocacy - Encourage players, fans, and club members to become brand advocates by sharing and promoting club content. Develop strategies to increase the club's social media reach and followers.

[bookmark: _Toc182301956][bookmark: _Toc210213877]Knowledge and Skills Required
Ideally the IT representative is someone who:
· Strong understanding of social media platforms and trends.
· Proficient in content creation, including graphic design and video editing.
· Excellent communication skills, both written and verbal.
· Knowledge of social media analytics tools.
· Excellent communication and interpersonal skills.
· Ability to work collaboratively in a team and with external partners.
· Enthusiasm for rugby and a passion for promoting the club's values.

[bookmark: _Toc182301957][bookmark: _Toc210213878]Period of Appointment
The social media representative is appointed for a 12-month term elected annually at the AGM.
[bookmark: _Toc151123679]

[bookmark: _Toc182301958][bookmark: _Toc210213879]Club Gear Steward 
The Gear Steward is a voluntary position responsible for the purchasing, distribution and collection of gear distributed to players, coaches and other key stakeholders

[bookmark: _Toc151123680][bookmark: _Toc182301959][bookmark: _Toc210213880]Responsibilities and Duties
The Treasurer shall: 
· Perform an annual stocktake on all gear (gear is defined as jerseys,club apparel, balls, training equipment, game day equipment, first aid kits or any other item that is issued to players, coaches, committee, volunteers, supporters.
· Advise committee of any gear purchasing requirements
· Keep an accurate record of all gear owned by the club 
· Sort gear at the start of the season for collection by players, coaches, volunteers etc
· Be a point of contact for any gear requests during the season
· Arrange the return of gear at the end of the season and assess the condition
· Tidy and store gear away at the end of the season in preparation for the next season
· Organise a lost & found for any “forgotten” gear left at training or game days
· Give Treasurer’s report at regular meetings and when required
· Regularly file business activity statements with relevant authorities
· Produce an annual financial report
· Send out accounts
· Make all approved payments promptly
· Any other duties or responsibilities imposed by the Club’s Constitution or requested by the Club’s Management Committee.

[bookmark: _Toc182301960][bookmark: _Toc210213881]Knowledge and Skills Required 
Ideally the Treasurer should be:
· Very organized with a great eye for detail.
· Can communicate effectively.
· Able to keep good records and manage financial records either manually or by computer.
· Able to work in a logical orderly manner.

[bookmark: _Toc182301961][bookmark: _Toc210213882]Period of Appointment
The Gear Steward is appointed for a 12-month term elected annually at the AGM, unless specified differently in the clubs constitution.





[bookmark: _Toc151123681][bookmark: _Toc182301962][bookmark: _Toc210213883]Sponsorship
Sponsorship is an important part of a club to ensure its viability. The responsibilities of the Sponsorship Representative are as follows:

[bookmark: _Toc151123682][bookmark: _Toc182301963][bookmark: _Toc210213884]Responsibilities and Duties
The Sponsorship Representative shall: 
· Identify potential sponsors. The Sponsorship Representative should work with the President and other senior members of the club in identifying potential sponsors for the club.
· Sign Agreements. It is important that the agreement for all sponsors is signed by the 1st November for the following year. This enables the club to order kit (e.g., training shirts, jerseys, shorts and signage) for the season.
· Invoices. It is very important that the invoices are sent out in accordance with the agreement. The sponsorship representative must work with the Treasurer to make sure that the money is paid on time.
· Supporters Lunch. This is the big fundraising event of the year. It is important that the Sponsorship Representative works together with the Events Committee members to make sure there is a large turnout of alumni and sponsors. Sponsors must be given plenty of notice and advised of their seat allocation for the supporter’s lunch. The sponsor should be encouraged to try and fill a full table, which would give them signage on the table if full.
· Alumni/Sponsors Day. The sponsors need to be invited to the “Presidents” lunch which is to be held in the clubhouse on the “Alumni Day”
· Signage. Part of the agreement with the sponsors is that the club has an on-field sign of the sponsors logo during home games. This signage must be ready before the start of each season and maintain as necessary
· Player’s kit. It is up to the Sponsorship representative to organise the sponsorship logo placement on the player’s kit. This must be completed and the kit ordered before the 21st December each year. If sponsors are providing money for particular branding opportunities (e.g., They are the hoodie sponsors), you need to ensure, that the sponsor is provided with samples of the kit sponsored.

[bookmark: _Toc182301964][bookmark: _Toc210213885]Knowledge and Skills Required 
Ideally the Sponsorship Representative should be:
· Well-connected in the local and business community.
· Very organized and can communicate effectively.
· Able to work with committee on potential leads.

[bookmark: _Toc182301965][bookmark: _Toc210213886]Period of Appointment
The Gear Steward is appointed for a 12-month term elected annually at the AGM, unless specified differently in the clubs constitution.


[bookmark: _Toc151123685][bookmark: _Toc182301966][bookmark: _Toc210213887]Club Captain
Club Captain is usually voted by the players to represent them on the committee. They act as the link between the playing group and the administration of the club.

[bookmark: _Toc151123686][bookmark: _Toc182301967][bookmark: _Toc210213888]Responsibilities and Duties
Promote club spirit – connection, involvement and ownership amongst and within the playing cohort - “Work hard together, have fun together, make great mates, make great memories.”
· Welcome and get to know new players to the club. Introduce them to the existing players with something in common to ensure that they feel welcomed and involved.
· Encourage the culture of volunteering, looking after and respecting the club.
· Police and apply the clubhouse rules – RSA, no smoking, no drugs.
· Facilitate integration between teams, especially between Under 18 and Senior Mens teams.
· Field any player feedback and help to resolve any issues.
· Host the opposition at home games and represent the Club during away matches.
Pre-season
· Communicate and encourage attendance at training
· Keep an eye out for new players, welcome them and introduce them to established players. Invite them to any post training events and integrate them.
· Input with Social Calendar and events.
During-season
· Thursday training
· Encourage players to attend end of day functions at both away games and home games 
Saturday
· Introduce yourself to the visiting Club Captain, welcome them and invite them to the post-match function
· Host the clubs post-match function and speeches– “Be humble in victory, gracious in defeat” 
· Organise post game day celebrations and explain the rules
· At away games find the opposing Club Captain, introduce yourself, and represent your club with as many as possible at their post-match function

[bookmark: _Toc182301968][bookmark: _Toc210213889]Knowledge and Skills Required 
Ideally the Club Captain should be:
· Well-liked and respected by the playing group
· Great negotiation and arbitration skills. Settling issues between players and coaches is inevitable.

[bookmark: _Toc182301969][bookmark: _Toc210213890]Period of Appointment
The club captain is appointed after a vote of current players during the pre-season training.




[bookmark: _Toc151123693][bookmark: _Toc182301970][bookmark: _Toc210213891]Rugby Director/ Coaching Director
[bookmark: _Toc151123694][bookmark: _Toc182301971][bookmark: _Toc210213892]Roles and Responsibilities
Coaches and Managers
· End of season debrief with coaches, managers and player leadership group
· Retention and recruitment of coaches & managers for next season for board approval
· Support development of coaches (formal and informal)
· Conduct mid-season review of coaches to refine approach.
· Ensure coaches and manager register teams on Rugby Xplorert and that managers use Rugby Xplorer accurately

Players, registration and subs
· Recruitment of new players to the club (in conjunction with Club Coach)
· Recruitment liaison point of contact for new players enquiries. Collect details, add to team lists. Notify President to send ‘welcome letter’.
· Set Cut-off date for Registration Fees in conjunction with Executive

[bookmark: _Toc182301972][bookmark: _Toc210213893]Chairman of Selectors
· Design and agree broad selection guidelines in conjunction with Club Coach and Team Coaches. This includes return from injury and concussion protocols. 
· Ensure good communications between coaches and players regarding player movements. 
· Supervise team lists announcements (Thursday at training) with Coaches/Managers
· With Managers, ensure players back up as replacements for following game

[bookmark: _Toc182301973][bookmark: _Toc210213894]Match details and admin
· Arrange preseason trials in conjunction with Club Coach.
· Advise coaches and players of weekly kick off times and venues
· Arrange Touch Judges, Ground Marshals and ball boys 
· Liaise with opposition contact person prior to each home game 

Finals: Coordinate player eligibility for finals 

[bookmark: _Toc182301974][bookmark: _Toc210213895]Knowledge and skills required
· History in coaching and coaching coaches
· Has a minimum of Community Coach (previously known as Level 2) coaching accreditation
· Vast understanding of the technical aspects of coaching
· Excellent people management skills


[bookmark: _Toc151123697][bookmark: _Toc182301975][bookmark: _Toc210213896]Coaches
[bookmark: _Toc151123698][bookmark: _Toc182301976][bookmark: _Toc210213897]Grades
· Ideally, each grade is to have a backs coach, a forward coach and a manager.

[bookmark: _Toc151123699][bookmark: _Toc182301977][bookmark: _Toc210213898]Accreditation
· All coaches must be Smart Rugby and Season Ready accredited, as from 2025. All unaccredited coaches are to obtain the appropriate accreditation prior to the commencement of the first round. This accreditation is nationally set by the Rugby Australia and is compulsory for coaches of all levels.
· It is highly recommended that all coaches be striving towards, at least, Community Coach accreditation for the grades which they are coaching.

[bookmark: _Toc151123700][bookmark: _Toc182301978][bookmark: _Toc210213899]Coaches Kit
Each grade is to be given the following at the beginning of the year:
· An equipment bag
· Two training balls at start of Season, and two additional balls from 1st July
· Training cones
· Folder containing suggested training drills
· Polo shirt/hat

[bookmark: _Toc151123701][bookmark: _Toc182301979][bookmark: _Toc210213900]Selections
Each grade must confirm availability of all players and submit their teams for the upcoming game. It is important that all coaches confirm availability. 

It is the coach’s responsibility to ensure that they have confirmed all of their players for the training and the Saturday game. 

All players must have registered by a certain date. 

[bookmark: _Toc151123703][bookmark: _Toc182301980][bookmark: _Toc210213901]Game Day
The following is an example of the procedures for game day:
· The coach insists that all players get to the game at least 1 hour before the start of play.
· All players are told that they must be strapped and ready to warm up before half time of the grade below.
· Coaches are to commence their pre-game warm up as soon as half time is called in the lower grade.
· The team sheet (Rugby Xplorer) must be filled out as soon as the game starts. All game statistics (Tries/conversions/penalties/yellow and red cards) must be entered into the team sheet AS IT HAPPENS, not after the game.
· At the end of the game, the referee and the opposing coach/manager must approve the team sheet. 
· Coaches (or appointed manager) from each grade are responsible for collecting all the jerseys. These jerseys must be laid out and counted from 1-23. Coaches are then responsible to ensure that the jerseys and bag are given to the allocated person straight after the game.
· Coaches to encourage every player to stay on the sidelines and back up for the next team.
· Coaches are to encourage their players to stay around for a beer at the post-match function, especially at home games (club policy varies from club to club).

[bookmark: _Toc151123704][bookmark: _Toc182301981][bookmark: _Toc210213902]Referee Abuse
Referee abuse at the Club will not be tolerated. Please ensure that all players are made aware of this. As a coach, please also set an example by avoiding any abuse of referees. Without referees there would not be any games so please enforce the respecting of referees to players.
[bookmark: _Toc151123705][bookmark: _Toc182301982][bookmark: _Toc210213903]
Team Managers 
[bookmark: _Toc151123706][bookmark: _Toc182301983][bookmark: _Toc210213904]Roles and Responsibilities
Each team manager will take on the following duties to assist the coaches and Committee with the management of on-field and off-field activities during the season:
· Attend training on an “as needs” basis to assist the coaches with gear, water etc. Also help you get to know the players in the team/squad.
· Help compile a list of players with contact numbers and email addresses so that the team members are easily contacted in the event of changes to training, games etc., or for the coach/manager to send out general information. A good idea to have a directory so that SMS messaging can be sent quickly.
· For Saturdays you will need to enter the Team Sheets for club into Rugby Xplorer. Please ensure:
· The Players are recorded in the correct jersey numbers
· Full names and correct spelling are used
· All reserves are recorded
· All sin bins and send offs for both teams are recorded. The reason for the red and yellow cards violations are required to be entered into team sheets for both clubs
· All blood bin, injuries are to be recorded to the secretary of rugby after the game.
· All club best and fairest points (3,2,1) are recorded and provided to club secretary.
· Jerseys will be sorted and available at the game venue each Saturday morning. Each grade will have 23 jerseys, number 1-23.
· Jerseys are to be collected after the game from the players. It is very important the jerseys are collected from the players, checked that you have numbers 1-23 and then put in the bag.

[bookmark: _Toc182301984][bookmark: _Toc210213905]Accreditation
· All managers must have Team Manager Program accreditation. This course is available in Rugby Australia’s Learning Centre and shows how to use Rugby Xplorer and Match Day app effectively.

[bookmark: _Toc151123707]

[bookmark: _Toc182301985][bookmark: _Toc210213906]Game Day Co-Ordinator 

	Task
	Requirements

	BBQ	
	· Set up BBQ 
· Set up serving tables 
· Set up marquee 
· Put garbage bin next to BBQ setup 

	Canteen
	· Make sure fridges are stocked with alcohol, water and soft drink 
· Setup chips, lollies and chocolate bars 
· Place pricelists at either side of the kiosk 
· Place wheelie bin near entrance to server window 

	Ground
	· Goal posts protectors put up 
· Corner posts put up 
· 22 and halfway markers placed 
· Crowd control ropes put up 
· Put out garbage bins
· Set up sponsorship signs 
· Set up scoreboard

	Games
	· At the end of each game, assist in counting all jerseys and putting them back in the jersey bag. Bags are then stored away ready for cleaning. Make sure you have number 1 – 23 for all bags 
· When needed, organize for additional drinks or food to be transferred between the canteen, BBQ and the clubhouse. 
· Ensure that the meat at the BBQ has plenty of ice to keep it cold.
· Check bins regularly and empty when required 

	Packing Up	
	· BBQ area is to be packed up and cleaned at the end of first grade. 
· Leftover food is taken to clubhouse to be consumed by patrons. 
· Scoreboards and sponsors signs are to be put away. 
· Canteen is to be closed at end of first grade. Restock so ready for next trading day.
· At the completion of the last game, put away corner posts, goal posts protectors, 22 and halfway markers, crowd control ropes. Make sure that all rubbish is removed from the ground and put in the garbage bins. Garbage bins are to be put away until they are emptied by council/contractors. 
· Marquees packed up and put away
· Club rooms to be checked and cleaned if necessary




[bookmark: _Toc151123708]

[bookmark: _Toc182301986][bookmark: _Toc210213907]Committee Annual Checklist

	Committee Meetings
□ Allocate Committee Roles
□ Appointment of Sub-Committee
□ Budget Projection
□ Season Calender
□ Order Playing Gear	
	Coaching
□ Coaches for each grade
□ Courses to undertake
□ Appoint Managers
□ Appoint Fitness trainer

	Registrations
□ Set Registration fees
□ Set cutoff date for payment of subs
□ Compile player list for season
	Trials
□ Book Grounds
□ Arrange Opposition
□ Arrange Physio
□ Arrange Referees
□ Organise BBQ/Canteen

	Pre-season Training
□ Water Bottles & water container
□ Bibs
□ Cones and markers
□ Whistles
□ Stop Watches
□ Training Balls
□ Hit Shields
□ Tackle Bags
□ Scrum MachinE
□ Training schedule
□ Agility Poles
	Competition
□ Register teams
□ Results Posting
□ Draw Times & Venues
□ Team Lists
□ Sign on sheets
□ Provide Bag, Balls and folders to Coaches

	Social Functions
□ Organise social Calender
□ Organise Venues
□ Organise Menus
□ Organise Tickets
□ Organise entertainment
□ Organise speakers
□ Organise alcohol
□ Organise auction items (supporters Lunch) 
□ Organise gift packs (ladies day)
	Presentation Day
□ Venue
□ Trophies and awards
□ Speakers
□ Entertainment

	Finals
□ Player Eligibility
□ Team Sign on Sheets
□ Venues and Times
	End of Season
□ Collection of gear
□ Stocktake of all gear

	Annual General Meeting
□ Date
□ Closure of Books
	





[bookmark: _Toc182301987][bookmark: _Toc210213908]Operational Calendar
[bookmark: _Toc182301988][bookmark: _Toc210213909]January Pre-Season Planning & Setup
 
· Announce pre-season start dates for both juniors and seniors. Communicate via club email, website, and social media channels.
· Set up payment settings within both junior and senior Rugby Xplorer portals.
· Engage with coaches and confirm appointments for each grade.
· Confirm Working with Children Checks (WWCC) are current for all coaches, managers, and committee members who work with or have access to children’s information.
· Provide Rugby Xplorer Admin-level access to relevant committee and coaching staff.
· Send out notices for any outstanding sponsor invoices.
· Organise and confirm a qualified Physio / First Aid Trainer for the season.
· Review club risk management plan and update any safety procedures if required.
[bookmark: _Toc182301989][bookmark: _Toc210213910]
February Registration and Compliance
· Open payment settings on 1 February to enable player registrations.
· Communicate with participants about how to register and set up payment plans.
· Encourage all participants to register as “Training Only” for pre-season participation.
· Encourage junior players to register early so any dispensation flags can be reviewed and approved.
· Cross-check coach compliance with Smart Rugby accreditations.
· Confirm with RUSA who the Assessing Coach will be for dispensation requests.
· Organise social events for the year and publish a social calendar.
· Send a welcome email to new players outlining training details, expectations, and club culture.
· Begin designing the club’s season media and marketing schedule (team photos, livestreams, match-day graphics, etc.).

[bookmark: _Toc182301990][bookmark: _Toc210213911]March Competition Preparation
· Distribute RUSA Policies and Procedures to all coaches and managers, ensuring understanding of competition rules and policies.
· Provide education to managers on using the Match Day App.
· Finalise competition draw and communicate home and away fixtures to all teams.
· Finalise Smart Rugby accreditations (accreditations expire every second year on 31 March).
· Issue coaches and managers with equipment (team bag, balls, game day folder).
· Register all players for the new season.
· Renew Public Liability Insurance for council and venue compliance.
· Confirm facilities (change rooms, canteen, field markings) are ready for match play.

[bookmark: _Toc182301991][bookmark: _Toc210213912]April Season Launch
· Appoint and train Ground Marshals for each team; update their profiles in Rugby Xplorer so they can appear on team sheets.
· Open weekly or monthly payment settings if applicable.
· Print and distribute Blue Card / Concussion Referral & Return forms to all teams.
· Ensure all managers understand concussion reporting and return-to-play protocols.
· Prepare and distribute kit bags containing:
· Ground Marshal bibs
· First aid kits
· Policies and procedures
· Concussion and medical forms
· Host a short “Season Launch” or “Family Day” to welcome players and families

[bookmark: _Toc182301992][bookmark: _Toc210213913]May/ June In Season Operation
· Conduct weekly checks with team managers to ensure:
· Rugby Xplorer and Match Day App are being used correctly.
· Knowledge of RUSA policies and procedures is up to date.
· Conduct weekly coaching reviews to ensure confidence and alignment with club philosophy.
· Encourage teams to promote mid-season engagement (themed rounds, club nights, junior showcase games).

[bookmark: _Toc182301994][bookmark: _Toc210213914]July Finals Preparation Phase
· Continue weekly operational checks as above.
· Run the Player and Team Official History Report to verify finals eligibility.

[bookmark: _Toc182301995][bookmark: _Toc210213915]August Finals & Awards Preparation
· Maintain weekly operational checks with managers and coaches.
· Organise for trophies and perpetual awards to be returned to RUSA for Awards Night and Grand Finals.
· Begin preparing post-season communications, thank-you messages, and sponsor recognition posts.

[bookmark: _Toc182301996][bookmark: _Toc210213916]September Season Close Out
· Update accumulated player records for the season.
· Organise end-of-season club dinner or awards night.
· Prepare end-of-season reports for the Club’s Annual Report.
· Speak with:
· Coaches to confirm their intentions for next year;
· Committee members to confirm continuation or succession;
· Sponsors regarding their interest in renewing for next year.
· Capture player and volunteer feedback through a short post-season survey.

[bookmark: _Toc182301997][bookmark: _Toc210213917]October Governance & Off-Season Planning
· Close off current season records; download and store key Rugby Xplorer reports, including:
· Player History Report
· Incident & Injury Report
· Dispensation Records
· Complete Annual Report and announce the AGM date.
· Engage with an auditor for the financial audit.
· Explore off-season programs such as Tri-Tag 7s, Touch 7s, or social rugby to maintain engagement.
· Begin planning Academy, Youth, or off-season skill programs.
· Update details with Consumer & Business Services (CBS) for Incorporated Associations compliance (office bearers, financial statements, etc.).

[bookmark: _Toc182301998][bookmark: _Toc210213918]November Planning for Next Season
· Communicate new season contacts to RUSA (President, Secretary, Coach Coordinator, MPO, etc.).
· Provide end-of-season report to RUSA for inclusion in their Annual Report.
· Confirm and sign sponsors by 30 November.
· Once sponsorship is confirmed, order next year’s kit (jerseys, shorts, socks) by 22 December.
· Order any new equipment required for next season (balls, first aid kits, etc.).
· Engage a Strength & Conditioning Coach for the upcoming season.

[bookmark: _Toc182301999][bookmark: _Toc210213919]December Season Rollover & Administration
· Rugby Australia completes the season rollover in Rugby Xplorer, closing off the current season.
· Ensure all administrative reports and documents are downloaded and securely stored.
· Send a thank-you message to players, volunteers, and sponsors — and announce key dates for next season’s pre-season return.

Optional Additions You May Consider
· Risk Management: Add monthly checks on facility safety, lighting, and first aid supplies.
· Marketing Calendar: Align social media content around key milestones (season launch, heritage round, women’s round, finals, award nights).
· Development Focus: Add player and coach development checkpoints — e.g. mid-season skills workshops.
· Volunteer Recognition: Schedule volunteer appreciation events or awards mid-season and post-season.
· Data Review: Include quarterly registration, retention, and participation reviews for strategic growth.
	 
[bookmark: _Toc151123710]

[bookmark: _Toc182302000][bookmark: _Toc210213920]Home Game Checklist 
[bookmark: _Toc151123711][bookmark: _Toc182302001][bookmark: _Toc210213921]Before game-day
	Check
	Task

	
	Send out welcome email with game times and ground info to visiting club by Wednesday evening

	
	Organise staff for BBQ/Canteern/Clubhouse

	
	Organise physio for game-day

	
	Make sure you have plenty of cash for the weekend (e.g., correct amount of extra notes and coins) 

	
	Ensure canteen is fully stocked (including all fridges) 

	
	Make sure you have sufficient receipt paper for eftpos machines

	
	Order meat for BBQ 

	
	Order bread from bakers

	
	Order confectionary

	
	Order soft drinks

	
	Order alcohol

	
	Organise line marking

	
	Organise cleaners for after the event (Changerooms, Canteen, Clubhouse)

	
	Check game day jerseys are back from the cleaners

	
	Ensure enough toilet paper and paper towels for all bathroom

	
	Make sure you have tomato sauce, BBQ sauce, napkins, paper plates, knives and forks, cooking oil, BBQ cooking utensils



[bookmark: _Toc151123712][bookmark: _Toc182302002][bookmark: _Toc210213922]Game-day
	Check
	Task

	
	Pick up bread, meat, lettuce, cheese, tomato, bacon and eggs etc.

	
	Setup corner posts

	
	Setup goal post protectors

	
	Setup 22 metre and half-way markers

	
	Setup crowd ropes

	
	Setup marquee for physio, players etc

	
	Put out chairs for each teams reserves

	
	Organise the filling up of water bottles and water container on sideline

	
	Make sure you have 2 match balls and place on half-way line

	
	Clean and start BBQ

	
	Organise float and or eftpos machines for canteen and clubhouse/bar

	
	Open canteen

	
	Open bar/clubhouse

	
	Setup sponsorship signs

	
	Marquees

	
	Place bins at canteen, BBQ, crowd spectating areas and in clubhouse



[bookmark: _Toc151123713][bookmark: _Toc182302003][bookmark: _Toc210213923]
Away Game-Day Checklist
It is very important to be well organised for away games as anything that is forgotten to be taken to the visiting team’s ground is unlikely to be replaced. This effects the performance and morale of the club and its players if they arrive and do not have all the resources required to warm-up and compete.

A checklist of equipment to be packed in club van/trailer or distributed to players/coaches

	Check
	Task

	
	Large Marquee/s. Can be used for protecting physio/players/gear. 

	
	Hammer and Marquee pegs 

	
	1 large water container (at least 20 litres)

	
	Bench/stand for water cooler

	
	4 x water bottle carriers (18 water bottles). 2 for team warming up and 2 for team currently playing

	
	Kicking tees

	
	Ground Marshal bibs

	
	Water runner bibs

	
	Make sure you have 2 match balls and place on half-way line

	
	Balls for team warm-up

	
	Hit shields for warmup (6)

	
	Rugby jerseys for each team competing. Numbered 1-23

	
	Training cones

	
	Reserve warmth jackets (at least 8)

	
	Spare shorts and socks (important that all players play with matching socks and shorts)

	
	Any spare headgear, boots etc (from lost and found). 




[bookmark: _Toc151123716][bookmark: _Toc182302004][bookmark: _Toc210213924]Coaches Game Day Checklist 
	Check
	Requirement

	
	Make sure you have your jerseys. They will be available for pickup at training on Thursday. 

	
	Make sure the first team playing collects the water bottles/heatshields/water storage bin after training on the Thursday to bring to the game Saturday. 

	
	Have your coaches bag with warm up balls and team folder. 

	
	Have a printout of the team announced for the game.

	
	Make sure all players are recorded in Rugby Xplorer, including reserves. 

	
	Make sure you collect and count all jerseys after the game. You should have numbers 1-23. The club cannot replace 1 jersey, the club can only order jerseys for a whole team so please make sure you have a full set.

	
	Please encourage your players to get to the ground at the kickoff of the game before (or 45 minutes before kickoff if you are the first game for the day). This is important so they have plenty of time to get changed, get strapping and warm up before the game 

	
	Please make sure that ALL players stick around and back up for the next game (if there is one). 

	
	Rugby Union SA has taken a zero tolerance to abuse of referees, assistant referees, volunteers or opposition players. Set the standard and make sure none of our players or spectators engage in this behavior.





[bookmark: _Toc151123717][bookmark: _Toc182302005][bookmark: _Toc210213925]
New Player Welcome Email template

Welcome to (Name) Rugby Club

(Name) Rugby Club was founded in (Date). The "Club nickname" (spiel about the club)
If you bring enthusiasm, positivity, flexibility, adaptability, toughness and fairness on the field, and good fun off it, then you will go well at (Name) Rugby Club. 

Our home games are played at (address of home ground)

XXXXXXXXXXX (Credentials) joins (Name) Rugby Club this year as Head Coach and is supported by XXXXXXXXX (credentials) running strength and conditioning. These people are well supported by our capable and experienced line up of coaches and managers (link to coaches listed on the website). 

Training is held every Tuesday and Thursday night from XX:XXpm at (address of training grounds). XXXXXXXX (Company name) is providing physio support for the members. (Name) Rugby Club members receive XX% off consultation prices if you need to visit a physio.

A couple of member benefits:
1. Sponsor pub specials?
2. Other sponsors specials for members

Get involved in the club chat to keep you updated on training, social events and upcoming games. Please join the (Name) Rugby Club Facebook page (Provide Link) and Whatsapp Account. (Provide Link)

All committee members (Provide Link to website committee member page) are listed on the website – feel free to contact any of them any time. Welcome to the (Name) Rugby Club – please join in fully and be part of our great club.

Best regards
XXXXXXXXXXXX
President



[bookmark: _Toc151123719][bookmark: _Toc182302006][bookmark: _Toc210213926]Club’s Details Template 
	Name:
	Details

	Incorporation Number
	

	Incorporated
	

	Incorporated under the associations Incorporation Act 2009
	

	ABN Number
	

	GST Registered
	Yes/ No

	Physical Address

	Ground address
	

	P.O Box address
	

	Owner of land (e.g. LGA, state government)
	

	Contact details

	President Phone Number
	

	Club Phone Number
	

	Secretary Phon number
	

	Primary Email address
	

	Bank Account Details

	Bank
	

	Name on account
	

	BSB
	

	Account Numbers
	

	Account signatories
	

	Rugby Clubs Passwords

	Clubhouse Booking Calender

	Website:
Username:
Password:

	CCTV – Clubhouse Monitor

	Login:
Password:
Super password:

	Clubhouse Internet

	Provider:
Network Name:
Password:

	Clubhouse Alarm

	Security Company:
Phone Number:
Web Page:
Login:
Password:

	Laptop

	Username:
Password:

	iPad
	Username:
Password:

	Website Admin access

	URL:
Username:
Password:

	On-line Booking platform

	Name:
URL:
Username:
Password:

	Email marketing (e.g.) Mailchimp

	Website:
Username:
Password:

	Cash and carry

	Website:
Membership No.
Password:

	Email account

	Website:
Username:
Password:





[bookmark: _Toc151123721][bookmark: _Toc182302008][bookmark: _Toc210213927]Club Committee Nomination Form  
(Club Name)
BOARD NOMINATION FORM


I  hereby  nominate:     …………………………………………………………………………………..  

For the position of (tick which position applies):

	President  
	Vice-President    
	Secretary / Public Officer
	Honorary Treasurer  
	Events  
	Club Coach  
	Director of Rugby  
  
The  nominee  and  proposer  are  both  financial  members  of  the  same  club. The  nominee understands  the  commitment  required  to  fulfil  the  role  as a  (Clubs Name) Board    member.

	Proposer: 

	Date:

	Proposer:   

	Date:

	Nominee:

	Date:


      
Please return all nominations to (by the DD/MM/YYYY).  
(Clubs postal address) 

Or  email: (Clubs email address)  






[bookmark: _Toc151123722][bookmark: _Toc182302009][bookmark: _Toc210213928]Club Sponsorship Agreement


(Club Logo)

(Year) Sponsorship Agreement 
Between 
(Name of Rugby Club)
And
(Name of Sponsor)

This agreement is effective from the (DD/MM/YYY) up until the (DD/MM/YYY)

1. For the purposes of this agreement there are a number of abbreviations 
a. (Clubs Initials) – (Your Clubs Name)
b. (Sponsors initials) – Sponsors Full Name

2. This agreements intention is to be a document, that will outline the commitment both parties have to each other as well as attempting to encapsulate the nature of the relationship between the parties.

3. (Clubs Initials) will ensure that all of its adult members which are principally made up of players and officials are to be made aware of the relationship between the two parties and will encourage them to support (Sponsors initials) as a sponsor of (Clubs Initials).

4. (Clubs Initials) are to support non-rugby events at (Sponsors initials). (Sponsors initials) understands that there will not always be 100% attendance to all events, however, a concerted effort is required and expected.

5. (Sponsors initials) will be known by all members of the (Clubs Initials) as (Sponsors initials), Major Sponsor (Hospitality) of (Clubs Initials)

6. During the term of the Agreement, (Sponsors initials) will pay (Clubs Initials) an annual sponsorship fee of ($XXXX). 
a. An invoice will be prepared and forwarded to the Sponsor by the (Clubs Initials) Treasurer upon receipt of each part payment of the Sponsorship Fee. 
b. During the Term of the Agreement, if any Goods and Services Tax (GST) is payable, the Sponsor must pay any such amount in addition to the Sponsorship Fee and any other sum payable under the Agreement.  

7. The initial sponsor agreement covers the advertising component (Playing strip, A frame on-field signage, (Clubs Initials) newsletter and game day programme).and the use of (Sponsors initials) for Thursday dinners after training.


The cash will be paid in 4 instalments (if required). 

Payment 1: $XXXX
On signing

Payment 2: $XXXX
(DD/MM/YYY)

Payment 3: $XXXX
(DD/MM/YYY)

Payment 4: $XXXX
(DD/MM/YYY)



Sponsorship Rights
During the Term of the Agreement, (Clubs Initials) will use its best endeavours to undertake and ensure that:
1. The Sponsor’s logo is positioned on the on front of (Clubs Initials) playing jerseys (for 1st grade in 2025, and on all grades from 2026)
2. The Sponsor’s logo is positioned on the (Clubs Initials) training shirt, positioned with other (Clubs Initials) sponsor’s logo
3. The Sponsor’s logo to be positioned on the (Clubs Initials) website with a link to the Sponsor’s website (this would include a Sponsor’s logo)
4. The Sponsor will have an A Frame Sandwich board at (Clubs Initials) home ground. Signage is to comply with any by-law or Act of parliament. 
5. 5 x Tickets to official (Clubs Initials) functions at cost to (Clubs Initials) (i.e., Presidents Lunch and Presentation Night)
6. (Clubs Initials) home game day naming rights sponsorship
7. Free use of (Clubs Initials) ‘Club house’ at XXXXXXX Oval for corporate functions, for the Sponsor, only during the RUSA rugby playing season, and not to conflict with (Clubs Initials) events;
8. During the Term of the Agreement, the Sponsor will be responsible for the commercial opportunity provided by the sponsorship and agrees that (Clubs Initials) has made no promises, warranties or commitments except as contained in this Agreement. 
9. During the Term of the Agreement, (Clubs Initials) will not be liable in damages or to refund any Sponsorship Fees should the sponsorship fail to meet the expectations of the Sponsor.  
10. During the Term of the Agreement, the sponsorship is non-exclusive, and is subject to the rights of other sponsors.  The Sponsor acknowledges that it is not the sole sponsor of (Clubs Initials), however is a major sponsor with the prevision for agreed function dates with [XXXXXXXXXX]. 

Intellectual Property
The Sponsor agrees and acknowledges that: 
· (Clubs Initials) business name (Business Name) and all intellectual property, including trademarks, logos, designs and copyright, associated with (Clubs Initials) (Intellectual Property), belong to (Clubs Initials) absolutely or will belong to (Clubs Initials) absolutely upon creation; 
· (Clubs Initials) is and remains the owner of all right, title and interest in and to the Business Name and Intellectual Property;  
· The Sponsor may only use the Business Name or Intellectual Property as specifically authorised by (Clubs Initials); and 
· Nothing in the Agreement will constitute a grant, or create, or be construed in any way as granting or creating in favour of the Sponsor, any goodwill or proprietary right in or in relation to the Business Name or Intellectual Property. 

Confidentiality
The Parties acknowledge that the terms of the Agreement are strictly confidential and each party must not permit any of its officers, employees, agents, contractors or related bodies corporate to disclose any of the terms of the Agreement to any person, other than its professional advisors or as required by law, without the prior written consent of the Party. 

Termination
If either Party breaches the Agreement and fails to remedy such a breach within 28 days of being notified of the nature of the breach and what action is required to remedy the breach, by the other Party complaining of that breach, then the other Party may terminate the Agreement immediately by giving notice to the Party in breach, of its intention to do so.
Upon expiration or termination of the Agreement, the Sponsor must immediately cease to:
· refer to itself as a sponsor of (Clubs Initials); and
· otherwise access any of the sponsorship rights granted to it by (Clubs Initials).   

Notwithstanding any other provision of the Agreement, (Clubs Initials) will not be obliged upon termination or expiration of the Agreement to remove the Sponsor’s name or details from any materials and may retain such items at no cost to (Clubs Initials).  

Notwithstanding any other provision of the Agreement, (Clubs Initials) will not be obliged upon termination of the Agreement to repay any Sponsorship Fee or part Sponsorship Fee paid.

The Parties to the Agreement can mutually agree to terminate the Agreement at any point in time, by writing to the other Party confirming the mutual termination of the Agreement. 

Where the Parties mutually agree to terminate the Agreement, the Agreement will be void from that point in time,The Parties to the Agreement will meet on dates throughout the season to review the agreement and performance of both parties prior to (DD/MM/YYY).

Miscellaneous
Notices required by the Agreement must be in writing and delivered, posted or sent by facsimile or email to the address of the party provided in the Agreement, or such other address as advised from time to time and shall be deemed received:
· on the date of delivery to such address, if delivered after 5pm, on the next business day;
· on the second day of posting if sent by prepaid mail; 
· at the time given on the sender’s email, or if this occurs after 5pm, on the next business day.   
· A Party may not assign, negate or otherwise deal with the Agreement or any right or obligation contained in the Agreement without the prior written consent of the other Party.  
· This is the entire agreement between the Parties regarding sponsorship of (Clubs Initials) and supersedes any prior agreement on this subject.  The Agreement may only be varied by written agreement signed by both Parties. 
· The law of South Australia governs the Agreement and the Parties submit to the exclusive jurisdiction of the courts of South Australia and of the Commonwealth of Australia.  

Accepted by
[SPONSOR REP]				Signature   							



Date:					 Name: 						                              




Accepted by
(Clubs Initials)				Signature   							


Date:					 Name: 						   
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[bookmark: _Toc182302010][bookmark: _Toc210213929]BBQ Budget 
Double click on spreadsheets to open:
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Case Study - Ladies Day Event

Budget
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Double click on the spreadsheet below to open in excel.
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Case Study - Ladies Day Event (Cont.)

For 300 people:

Equipment
· 300 plastic outdoor chairs
· 30 outdoor plastic tables
· 30 tables cloths in the club’s colour
· 300 pink disposable plates
· 300 pink disposable knives and forks
· 300 pink disposable serviettes
· 300 wristbands to be applied when they check-in
· 300 short stem champagne glasses (so they don’t blow over in the wind)
· Trestle tables for check-in registration (1), bar (2) and food (4)
· Marquees for bar (1) food (2)
· 120 table cloth clips (stop table cloth from blowing away
· Garbage bins for bar (6), food (2) and tables (8)
· Table number 1 to 30 to identify each table
· Table number stands to hold table numbers
· Crowd control ropes to ensure only paid participants can enter the event.

Food and Drink
· 300 bottles of sparkling wine
· 10 bottles of white wine (provided to ladies who don’t like or had too much sparkling)
· 300 bottles of water to be placed on the tables to encourage hydration
· Mixed variety of soft drink for people who don’t drink/have had enough to drink
· Buffet food for 300 people e.g., chicken, salad, pasta, bread rolls
· Dessert e.g., cupcakes, chocolate, cheese and biscuits

Staff/Volunteers
· 2 bar staff (keep numbers low to control consumption. Waiters can assist)
· 4 travelling waiters. These waiters keep an eye on the ladies to identify anyone who maybe feeling the effects of alcohol. They can also top up ladies’ glasses early in the event. After about 2 hours, make all ladies to get additional drinks from the bar so the bar staff can assess intoxication. The travelling waiters can also sell raffle tickets for any special events organised on the day.
· 2 buffet staff (to keep an eye on the supplies put out). Due to large numbers, you will need two food stations at each end. Setup the trestle tables so that the ladies can self-serve on both sides of the buffet.
· 2 check-in staff to check tickets at the beginning of the event.

Entertainment
· Band/DJ/Music
· Massages (source local businesses to participate)
· Hairdresser (source local businesses to participate)
· Makeup (source local businesses to participate)
· Photobooth
· Dunking machine (players to volunteer)
· Raffles
· Prizes (best dressed etc)
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BBQ Budget

Food

Price per Kg

Ordered

Price 

each

Total 

Cost

 Cost of 

sales 

 Sale 

Price 

 Revenue 

Profit 

per sale

Total 

Profit

Hamburger Patties

27

150

4.00

$    

 

6.26

$ 

 

939.00

$    

 

8.00

$ 

 

1,200.00

$ 

 

1.74

$    

 

261.00

$ 

 

Chicken Breast

26

70

3.00

$    

 

4.48

$ 

 

313.60

$    

 

7.00

$ 

 

490.00

$    

 

2.52

$    

 

176.40

$ 

 

Thin Sausage

24

50

2.00

$    

 

2.70

$ 

 

135.00

$    

 

3.00

$ 

 

150.00

$    

 

0.30

$    

 

15.00

$   

 

Thick Sausage

24

100

3.00

$    

 

4.58

$ 

 

458.00

$    

 

5.00

$ 

 

500.00

$    

 

0.42

$    

 

42.00

$   

 

Steak

36

20

2.50

$    

 

3.78

$ 

 

75.60

$       

 

7.00

$ 

 

140.00

$    

 

3.22

$    

 

64.40

$   

 

Bacon & Egg Roll

30

1.38

$ 

 

41.40

$       

 

5.00

$ 

 

150.00

$    

 

3.62

$    

 

108.60

$ 

 

White bread loaves

4

0.25

$    

 

Round Bread Rolls

370

0.70

$    

 

Eggs

132

0.23

$    

 

Bacon

11.7

10kg

0.45

$    

 

Onions

3.18/500g

8kg

0.20

$    

 

Pineapple Thins

3.79/825g

4

0.10

$    

 

Beetroot

2.24/825g

3

0.10

$    

 

Lettuce

1.98

15

0.16

$    

 

Cheese Slices

11.38/750g

108

0.32

$    

 

374

1,962.60

$ 

 

2,630.00

$ 

 

667.40

$ 

 

Game Day Comments:

We ran out of steak sandwiches

We had 40 sausages which were not sold and given to players in the clubhouse
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										BBQ Budget

		Food		Price per Kg		Ordered		Price each		Total Cost		Cost of sales		Sale Price		Revenue		Profit per sale		Total Profit

		Hamburger Patties		27		150		$   4.00		$   6.26		$   939.00		$   8.00		$   1,200.00		$   1.74		$   261.00

		Chicken Breast		26		70		$   3.00		$   4.48		$   313.60		$   7.00		$   490.00		$   2.52		$   176.40

		Thin Sausage		24		50		$   2.00		$   2.70		$   135.00		$   3.00		$   150.00		$   0.30		$   15.00

		Thick Sausage		24		100		$   3.00		$   4.58		$   458.00		$   5.00		$   500.00		$   0.42		$   42.00

		Steak		36		20		$   2.50		$   3.78		$   75.60		$   7.00		$   140.00		$   3.22		$   64.40

		Bacon & Egg Roll				30				$   1.38		$   41.40		$   5.00		$   150.00		$   3.62		$   108.60

		White bread loaves				4		$   0.25

		Round Bread Rolls				370		$   0.70

		Eggs				132		$   0.23

		Bacon		11.7		10kg		$   0.45

		Onions		3.18/500g		8kg		$   0.20

		Pineapple Thins		3.79/825g		4		$   0.10

		Beetroot		2.24/825g		3		$   0.10

		Lettuce		1.98		15		$   0.16

		Cheese Slices		11.38/750g		108		$   0.32

						374						$   1,962.60				$   2,630.00				$   667.40

		Game Day Comments:		We ran out of steak sandwiches

				We had 40 sausages which were not sold and given to players in the clubhouse
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(Rugby Club Name)
BUDGET



 For The Year Ending (MM/YY)



NOV/YY DEC/YY JAN/YY FEB/YY MAR/YY APR/YY MAY/YY JUN/YY JUL/YY AUG/YY SEP/YY OCT/YY Total Budget



INCOME



SPONSORSHIP
Sponsor 1 5,000$        5,000$        5,000$        15,000$      
Sponsor 2 2,500$        2,500$        5,000$        
Sponsor 3 5,000$        5,000$        
Sponsor 4 5,000$        5,000$        10,000$      
Sponsor 5 2,500$        2,500$        5,000$        
Sponsor 6 1,000$        1,000$        1,000$        1,000$        4,000$        
Sponsor 7 300$           2,500$        2,800$        
Sponsor 8 2,500$        2,500$        
Sponsor 9 2,500$        2,500$        
Sponsor 10 2,500$        2,500$        5,000$        
Sponsor 11 2,000$        2,000$        4,000$        



Total -$            -$            12,800$      18,000$      -$            8,500$        12,000$      6,000$        2,500$        1,000$        -$            -$            60,800$      
PLAYER SUBS
Full Subs Seniors (150 people @ $350) 52,500$      52,500$      
Full Subs Colts (80 people @ $250) 20,000$      20,000$      
Full Subs Women (30 people @ $250) 7,500$        7,500$        



Total -$            -$            -$            -$            80,000$      -$            -$            -$            -$            -$            -$            -$            80,000$      
BBQ
Home Game Sales 2,040$        4,080$        4,080$        4,080$        4,080$        2,040$        20,400$      
Less cost of goods 1,280$        2,560$        2,560$        2,560$        2,560$        1,280$        12,800$      



Total -$            -$            -$            -$            760$           1,520$        1,520$        1,520$        1,520$        760$           -$            -$            7,600$        
KIOSK
Home Game Sales 800$           1,600$        1,600$        1,600$        1,600$        1,600$        8,800$        
Less cost of goods 500$           1,000$        1,000$        1,000$        1,000$        1,000$        5,500$        



Total -$            -$            -$            -$            300$           600$           600$           600$           600$           600$           -$            -$            3,300$        
CLUBHOUSE BAR
Home Game Sales 1,500$        3,000$        3,000$        3,000$        3,000$        3,000$        16,500$      
Less cost of goods 750$           1,500$        1,500$        1,500$        1,500$        1,500$        8,250$        



Total -$            -$            -$            -$            1,500$        3,000$        3,000$        3,000$        3,000$        3,000$        -$            -$            8,250$        
FUNCTIONS
Supporters Lunch Tickets (300 @ $150) 45,000$      45,000$      
Supporters lunch fundrasing 12,000$      12,000$      
Less cost of goods 42,000$      42,000$      



Total -$            -$            -$            -$            -$            -$            -$            15,000$      -$            -$            -$            -$            15,000$      
FUNCTIONS
Presentation Night ($250 @ $200) 50,000$      50,000$      
Less cost of goods 60,000$      60,000$      



Total -$            -$            -$            -$            -$            -$            -$            -$            -$            -$            -$            (10,000)$     (10,000)$     



RAFFLE TICKETS
Home Games 200$           200$           200$           200$           200$           1,000$        
Pub Sponsor Friday nights 1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        1,200$        12,000$      



Total 1,200$        1,200$        1,200$        1,200$        1,200$        1,400$        1,400$        1,400$        1,400$        1,400$        1,200$        1,200$        13,000$      



Apparel Sales 700$           700$           700$           700$           700$           700$           4,200$        



TOTAL INCOME 1,200$        1,200$        14,000$      19,200$      83,760$      15,720$      19,220$      13,220$      9,720$        7,460$        1,900$        (8,800)$       167,150$    
 



Less:  EXPENSES  
 



Advertising & Marketing (inc website) 500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           6,000$        
Balls 1,500$        -$            1,500$        
Bank - Merchant Fees 52$             52$             52$             52$             52$             52$             52$             52$             52$             52$             52$             52$             624$           
Bank - Monthly account fee 20$             20$             20$             20$             20$             20$             20$             20$             20$             20$             20$             20$             240$           
Cleaning 300$           300$           300$           300$           300$           300$           300$           2,100$        
Clubhouse Hire 9,000$        9,000$        
Coaching Courses 1,000$        1,000$        
Compliance & Training -$            
Computer Expenses 500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           6,000$        
Electricity 1,700$        1,700$        1,700$        1,700$        6,800$        
Foxtel 101$           101$           101$           101$           101$           101$           101$           101$           101$           101$           101$           101$           1,212$        
Ground Hire 8,000$        8,000$        
Kit - Short, Socks and Jerseys @ $70 18,200$      18,200$      
Kit - Extra shorts @ $20 800$           800$           
Kit - Extra Socks @ $10 400$           400$           
Kit - Training Shirts 3,270$        3,000$        6,270$        
Kit - Hoodie @ $22.50 562$           562$           1,124$        
Kit - Polo Shirt @ $16 400$           400$           800$           
Kit - Fleece @ $25 1,875$        1,875$        
Laundry -$            
Legal - Lease 1,300$        1,300$        
Lodgement Fees -$            
Licenses 1,200$        1,200$        
Insurance - Management Liability 900$           900$           
Insurance - Clubhouse 1,134$        1,134$        
Internet 150$           150$           150$           150$           150$           150$           150$           150$           150$           150$           150$           150$           1,800$        
Board meeting meals 100$           100$           100$           100$           100$           100$           100$           100$           100$           100$           100$           100$           1,200$        
NSWRU Team Rego Costs 8,000$        8,000$        
NSWRU Insurance @ $1,960 per team 15,680$      15,680$      
NSWRU Affiliation Cost 550$           550$           
NSWRU - Fines 200$           200$           
Physio 1,900$        1,900$        1,900$        1,900$        1,900$        1,900$        1,900$        13,300$      
Physio - Strapping 800$           800$           800$           800$           800$           800$           800$           5,600$        
Physio - Other -$            
Post Box 200$           200$           
Printing & Stationery 500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           500$           6,000$        
Security 55$             55$             55$             55$             55$             55$             55$             55$             55$             55$             55$             55$             660$           
Telephone  -$            
Trainer 1,000$        1,000$        1,000$        1,000$        1,000$        1,000$        1,000$        7,000$        
Travel -$            



TOTAL EXPENSES: 7,412$        9,978$        6,748$        36,195$      26,578$      5,978$        8,640$        5,978$        5,978$        7,678$        4,978$        10,528$      136,669$    
Cash flow (opening balances $22,700) (6,212)$       (14,990)$     (7,738)$       (24,733)$     32,449$      42,191$      52,771$      60,013$      63,755$      63,537$      60,459$      41,131$      



PROFIT (LOSS) (6,212)$       (8,778)$       7,252$        (16,995)$     57,182$      9,742$        10,580$      7,242$        3,742$        (218)$          (3,078)$       (19,328)$     30,481$      










(Rugby Club Name)

BUDGET

 For The Year Ending (MM/YY)

NOV/YY DEC/YY JAN/YY FEB/YY MAR/YY APR/YY MAY/YY JUN/YY JUL/YY AUG/YY SEP/YY OCT/YY Total Budget

INCOME

SPONSORSHIP

Sponsor 1 5,000 $         5,000 $         5,000 $         15,000 $      

Sponsor 2 2,500 $         2,500 $         5,000 $        

Sponsor 3 5,000 $         5,000 $        

Sponsor 4 5,000 $         5,000 $         10,000 $      

Sponsor 5 2,500 $         2,500 $         5,000 $        

Sponsor 6 1,000 $         1,000 $         1,000 $         1,000 $         4,000 $        

Sponsor 7 300 $            2,500 $         2,800 $        

Sponsor 8 2,500 $         2,500 $        

Sponsor 9 2,500 $         2,500 $        

Sponsor 10 2,500 $         2,500 $         5,000 $        

Sponsor 11 2,000 $         2,000 $         4,000 $        

Total - $             - $             12,800 $       18,000 $       - $             8,500 $         12,000 $       6,000 $         2,500 $         1,000 $         - $             - $             60,800 $      

PLAYER SUBS

Full Subs Seniors (150 people @ $350) 52,500 $       52,500 $      

Full Subs Colts (80 people @ $250) 20,000 $       20,000 $      

Full Subs Women (30 people @ $250) 7,500 $         7,500 $        

Total - $             - $             - $             - $             80,000 $       - $             - $             - $             - $             - $             - $             - $             80,000 $      

BBQ

Home Game Sales 2,040 $         4,080 $         4,080 $         4,080 $         4,080 $         2,040 $         20,400 $      

Less cost of goods 1,280 $         2,560 $         2,560 $         2,560 $         2,560 $         1,280 $         12,800 $      

Total - $             - $             - $             - $             760 $            1,520 $         1,520 $         1,520 $         1,520 $         760 $            - $             - $             7,600 $        

KIOSK

Home Game Sales 800 $            1,600 $         1,600 $         1,600 $         1,600 $         1,600 $         8,800 $        

Less cost of goods 500 $            1,000 $         1,000 $         1,000 $         1,000 $         1,000 $         5,500 $        

Total - $             - $             - $             - $             300 $            600 $            600 $            600 $            600 $            600 $            - $             - $             3,300 $        

CLUBHOUSE BAR

Home Game Sales 1,500 $         3,000 $         3,000 $         3,000 $         3,000 $         3,000 $         16,500 $      

Less cost of goods 750 $            1,500 $         1,500 $         1,500 $         1,500 $         1,500 $         8,250 $        

Total - $             - $             - $             - $             1,500 $         3,000 $         3,000 $         3,000 $         3,000 $         3,000 $         - $             - $             8,250 $        

FUNCTIONS

Supporters Lunch Tickets (300 @ $150) 45,000 $       45,000 $      

Supporters lunch fundrasing 12,000 $       12,000 $      

Less cost of goods 42,000 $       42,000 $      

Total - $             - $             - $             - $             - $             - $             - $             15,000 $       - $             - $             - $             - $             15,000 $      

FUNCTIONS

Presentation Night ($250 @ $200) 50,000 $       50,000 $      

Less cost of goods 60,000 $       60,000 $      

Total - $             - $             - $             - $             - $             - $             - $             - $             - $             - $             - $             (10,000) $      (10,000) $     

RAFFLE TICKETS

Home Games 200 $            200 $            200 $            200 $            200 $            1,000 $        

Pub Sponsor Friday nights 1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         12,000 $      

Total 1,200 $         1,200 $         1,200 $         1,200 $         1,200 $         1,400 $         1,400 $         1,400 $         1,400 $         1,400 $         1,200 $         1,200 $         13,000 $      

Apparel Sales 700 $            700 $            700 $            700 $            700 $            700 $            4,200 $        

TOTAL INCOME 1,200 $         1,200 $         14,000 $       19,200 $       83,760 $       15,720 $       19,220 $       13,220 $       9,720 $         7,460 $         1,900 $         (8,800) $        167,150 $    

 

Less:  EXPENSES  

 

Advertising & Marketing (inc website) 500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            6,000 $        

Balls 1,500 $         - $             1,500 $        

Bank - Merchant Fees 52 $              52 $              52 $              52 $              52 $              52 $              52 $              52 $              52 $              52 $              52 $              52 $              624 $           

Bank - Monthly account fee 20 $              20 $              20 $              20 $              20 $              20 $              20 $              20 $              20 $              20 $              20 $              20 $              240 $           

Cleaning 300 $            300 $            300 $            300 $            300 $            300 $            300 $            2,100 $        

Clubhouse Hire 9,000 $         9,000 $        

Coaching Courses 1,000 $         1,000 $        

Compliance & Training - $            

Computer Expenses 500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            6,000 $        

Electricity 1,700 $         1,700 $         1,700 $         1,700 $         6,800 $        

Foxtel 101 $            101 $            101 $            101 $            101 $            101 $            101 $            101 $            101 $            101 $            101 $            101 $            1,212 $        

Ground Hire 8,000 $         8,000 $        

Kit - Short, Socks and Jerseys @ $70 18,200 $       18,200 $      

Kit - Extra shorts @ $20 800 $            800 $           

Kit - Extra Socks @ $10 400 $            400 $           

Kit - Training Shirts 3,270 $         3,000 $         6,270 $        

Kit - Hoodie @ $22.50 562 $            562 $            1,124 $        

Kit - Polo Shirt @ $16 400 $            400 $            800 $           

Kit - Fleece @ $25 1,875 $         1,875 $        

Laundry - $            

Legal - Lease 1,300 $         1,300 $        

Lodgement Fees - $            

Licenses 1,200 $         1,200 $        

Insurance - Management Liability 900 $            900 $           

Insurance - Clubhouse 1,134 $         1,134 $        

Internet 150 $            150 $            150 $            150 $            150 $            150 $            150 $            150 $            150 $            150 $            150 $            150 $            1,800 $        

Board meeting meals 100 $            100 $            100 $            100 $            100 $            100 $            100 $            100 $            100 $            100 $            100 $            100 $            1,200 $        

NSWRU Team Rego Costs 8,000 $         8,000 $        

NSWRU Insurance @ $1,960 per team 15,680 $       15,680 $      

NSWRU Affiliation Cost 550 $            550 $           

NSWRU - Fines 200 $            200 $           

Physio  1,900 $         1,900 $         1,900 $         1,900 $         1,900 $         1,900 $         1,900 $         13,300 $      

Physio - Strapping 800 $            800 $            800 $            800 $            800 $            800 $            800 $            5,600 $        

Physio - Other - $            

Post Box 200 $            200 $           

Printing & Stationery 500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            500 $            6,000 $        

Security 55 $              55 $              55 $              55 $              55 $              55 $              55 $              55 $              55 $              55 $              55 $              55 $              660 $           

Telephone   - $            

Trainer 1,000 $         1,000 $         1,000 $         1,000 $         1,000 $         1,000 $         1,000 $         7,000 $        

Travel - $            

TOTAL EXPENSES: 7,412 $         9,978 $         6,748 $         36,195 $       26,578 $       5,978 $         8,640 $         5,978 $         5,978 $         7,678 $         4,978 $         10,528 $       136,669 $    

Cash flow (opening balances $22,700) (6,212) $        (14,990) $      (7,738) $        (24,733) $      32,449 $       42,191 $       52,771 $       60,013 $       63,755 $       63,537 $       60,459 $       41,131 $      

PROFIT (LOSS) (6,212) $        (8,778) $        7,252 $         (16,995) $      57,182 $       9,742 $         10,580 $       7,242 $         3,742 $         (218) $           (3,078) $        (19,328) $      30,481 $      
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												(Rugby Club Name)

		BUDGET

		For The Year Ending (MM/YY)

				NOV/YY		DEC/YY		JAN/YY		FEB/YY		MAR/YY		APR/YY		MAY/YY		JUN/YY		JUL/YY		AUG/YY		SEP/YY		OCT/YY		Total Budget

		INCOME

		SPONSORSHIP

		Sponsor 1						$   5,000						$   5,000				$   5,000										$   15,000

		Sponsor 2								$   2,500						$   2,500												$   5,000

		Sponsor 3								$   5,000																		$   5,000

		Sponsor 4								$   5,000						$   5,000												$   10,000

		Sponsor 5								$   2,500				$   2,500														$   5,000

		Sponsor 6								$   1,000				$   1,000				$   1,000				$   1,000						$   4,000

		Sponsor 7						$   300												$   2,500								$   2,800

		Sponsor 8						$   2,500																				$   2,500

		Sponsor 9						$   2,500																				$   2,500

		Sponsor 10						$   2,500								$   2,500												$   5,000

		Sponsor 11								$   2,000						$   2,000												$   4,000

		Total		$   - 0		$   - 0		$   12,800		$   18,000		$   - 0		$   8,500		$   12,000		$   6,000		$   2,500		$   1,000		$   - 0		$   - 0		$   60,800

		PLAYER SUBS

		Full Subs Seniors (150 people @ $350)										$   52,500																$   52,500

		Full Subs Colts (80 people @ $250)										$   20,000																$   20,000

		Full Subs Women (30 people @ $250)										$   7,500																$   7,500

		Total		$   - 0		$   - 0		$   - 0		$   - 0		$   80,000		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   80,000

		BBQ

		Home Game Sales										$   2,040		$   4,080		$   4,080		$   4,080		$   4,080		$   2,040						$   20,400

		Less cost of goods										$   1,280		$   2,560		$   2,560		$   2,560		$   2,560		$   1,280						$   12,800

		Total		$   - 0		$   - 0		$   - 0		$   - 0		$   760		$   1,520		$   1,520		$   1,520		$   1,520		$   760		$   - 0		$   - 0		$   7,600

		KIOSK

		Home Game Sales										$   800		$   1,600		$   1,600		$   1,600		$   1,600		$   1,600						$   8,800

		Less cost of goods										$   500		$   1,000		$   1,000		$   1,000		$   1,000		$   1,000						$   5,500

		Total		$   - 0		$   - 0		$   - 0		$   - 0		$   300		$   600		$   600		$   600		$   600		$   600		$   - 0		$   - 0		$   3,300

		CLUBHOUSE BAR

		Home Game Sales										$   1,500		$   3,000		$   3,000		$   3,000		$   3,000		$   3,000						$   16,500

		Less cost of goods										$   750		$   1,500		$   1,500		$   1,500		$   1,500		$   1,500						$   8,250

		Total		$   - 0		$   - 0		$   - 0		$   - 0		$   1,500		$   3,000		$   3,000		$   3,000		$   3,000		$   3,000		$   - 0		$   - 0		$   8,250

		FUNCTIONS

		Supporters Lunch Tickets (300 @ $150)																$   45,000										$   45,000

		Supporters lunch fundrasing																$   12,000										$   12,000

		Less cost of goods																$   42,000										$   42,000

		Total		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   15,000		$   - 0		$   - 0		$   - 0		$   - 0		$   15,000

		FUNCTIONS

		Presentation Night ($250 @ $200)																								$   50,000		$   50,000

		Less cost of goods																								$   60,000		$   60,000

		Total		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   (10,000)		$   (10,000)

		RAFFLE TICKETS

		Home Games												$   200		$   200		$   200		$   200		$   200						$   1,000

		Pub Sponsor Friday nights		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   12,000

		Total		$   1,200		$   1,200		$   1,200		$   1,200		$   1,200		$   1,400		$   1,400		$   1,400		$   1,400		$   1,400		$   1,200		$   1,200		$   13,000

		Apparel Sales												$   700		$   700		$   700		$   700		$   700		$   700				$   4,200

		TOTAL INCOME		$   1,200		$   1,200		$   14,000		$   19,200		$   83,760		$   15,720		$   19,220		$   13,220		$   9,720		$   7,460		$   1,900		$   (8,800)		$   167,150

		Less:  EXPENSES

		Advertising & Marketing (inc website)		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   6,000

		Balls						$   1,500										$   - 0										$   1,500

		Bank - Merchant Fees		$   52		$   52		$   52		$   52		$   52		$   52		$   52		$   52		$   52		$   52		$   52		$   52		$   624

		Bank - Monthly account fee		$   20		$   20		$   20		$   20		$   20		$   20		$   20		$   20		$   20		$   20		$   20		$   20		$   240

		Cleaning										$   300		$   300		$   300		$   300		$   300		$   300		$   300				$   2,100

		Clubhouse Hire								$   9,000																		$   9,000

		Coaching Courses								$   1,000																		$   1,000

		Compliance & Training																										$   - 0

		Computer Expenses		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   6,000

		Electricity		$   1,700						$   1,700						$   1,700						$   1,700						$   6,800

		Foxtel		$   101		$   101		$   101		$   101		$   101		$   101		$   101		$   101		$   101		$   101		$   101		$   101		$   1,212

		Ground Hire																								$   8,000		$   8,000

		Kit - Short, Socks and Jerseys @ $70										$   18,200																$   18,200

		Kit - Extra shorts @ $20										$   800																$   800

		Kit - Extra Socks @ $10										$   400																$   400

		Kit - Training Shirts						$   3,270		$   3,000																		$   6,270

		Kit - Hoodie @ $22.50								$   562						$   562												$   1,124

		Kit - Polo Shirt @ $16								$   400						$   400												$   800

		Kit - Fleece @ $25								$   1,875																		$   1,875

		Laundry																										$   - 0

		Legal - Lease		$   1,300																								$   1,300

		Lodgement Fees																										$   - 0

		Licenses										$   1,200																$   1,200

		Insurance - Management Liability		$   900																								$   900

		Insurance - Clubhouse		$   1,134																								$   1,134

		Internet		$   150		$   150		$   150		$   150		$   150		$   150		$   150		$   150		$   150		$   150		$   150		$   150		$   1,800

		Board meeting meals		$   100		$   100		$   100		$   100		$   100		$   100		$   100		$   100		$   100		$   100		$   100		$   100		$   1,200

		NSWRU Team Rego Costs				$   8,000																						$   8,000

		NSWRU Insurance @ $1,960 per team								$   15,680																		$   15,680

		NSWRU Affiliation Cost																								$   550		$   550

		NSWRU - Fines		$   200																								$   200

		Physio										$   1,900		$   1,900		$   1,900		$   1,900		$   1,900		$   1,900		$   1,900				$   13,300

		Physio - Strapping										$   800		$   800		$   800		$   800		$   800		$   800		$   800				$   5,600

		Physio - Other																										$   - 0

		Post Box		$   200																								$   200

		Printing & Stationery		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   500		$   6,000

		Security		$   55		$   55		$   55		$   55		$   55		$   55		$   55		$   55		$   55		$   55		$   55		$   55		$   660

		Telephone																										$   - 0

		Trainer								$   1,000		$   1,000		$   1,000		$   1,000		$   1,000		$   1,000		$   1,000						$   7,000

		Travel																										$   - 0

		TOTAL EXPENSES:		$   7,412		$   9,978		$   6,748		$   36,195		$   26,578		$   5,978		$   8,640		$   5,978		$   5,978		$   7,678		$   4,978		$   10,528		$   136,669

		Cash flow (opening balances $22,700)		$   (6,212)		$   (14,990)		$   (7,738)		$   (24,733)		$   32,449		$   42,191		$   52,771		$   60,013		$   63,755		$   63,537		$   60,459		$   41,131

		PROFIT (LOSS)		$   (6,212)		$   (8,778)		$   7,252		$   (16,995)		$   57,182		$   9,742		$   10,580		$   7,242		$   3,742		$   (218)		$   (3,078)		$   (19,328)		$   30,481
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Ladies Day Budget 

Expenses

Linen

300.00

$                 

 

Gift Bags

111.60

$                 

 

CultleryGlasses/serviettes

262.16

$                 

 

Decorations

46.55

$                    

 

Water

200.00

$                 

 

Soft drinks

100.00

$                 

 

Extension Cords/Power adaptor

360.00

$                 

 

Ice

50.00

$                    

 

Staff (3 x 4 hours)

480.00

$                 

 

Marquee

1,872.89

$              

 

Heating

550.00

$                 

 

Tables and Chairs

1,592.53

$              

 

Buffett Lunch

4,200.00

$              

 

Champagne

1,100.00

$              

 

Wine

400.00

$                 

 

Bunting

200.00

$                 

 

Total Expenses

11,825.73

$           

 

Income

People Attending

300

Cost per person

39.42

$                    

 

Total Revenue @ $50 per person

15,000.00

$           

 

Profit

3,174.27

$             

 

Event fundraising on the day

Player Auction

1,850.00

$              

 

Ticket profit

3,174.27

$              

 

Raffle/Gold coin

1,650.20

$              

 

SBCF

1,085.50

$              

 

Total

7,759.97

$              

 

Total amount Raised

10,934.24

$           
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		Ladies Day Budget

		Expenses

		Linen		$   300.00

		Gift Bags		$   111.60

		CultleryGlasses/serviettes		$   262.16

		Decorations		$   46.55

		Water		$   200.00

		Soft drinks		$   100.00

		Extension Cords/Power adaptor		$   360.00

		Ice		$   50.00

		Staff (3 x 4 hours)		$   480.00

		Marquee		$   1,872.89

		Heating		$   550.00

		Tables and Chairs		$   1,592.53

		Buffett Lunch		$   4,200.00

		Champagne		$   1,100.00

		Wine		$   400.00

		Bunting		$   200.00

		Total Expenses		$   11,825.73

		Income

		People Attending		300

		Cost per person		$   39.42

		Total Revenue @ $50 per person		$   15,000.00

		Profit		$   3,174.27

		Event fundraising on the day

		Player Auction		$   1,850.00

		Ticket profit		$   3,174.27

		Raffle/Gold coin		$   1,650.20

		SBCF		$   1,085.50

		Total		$   7,759.97

		Total amount Raised		$   10,934.24






