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The following checklist will help your Management Committee understand the legal obligations and important documentation required after Annual General Meetings and Management Committee handover.



	SEPTEMBER 
	Complete

	· Annual Presentation event
· Season review – seek feedback from club community (Survey)
· Speak to Coaches/Managers to see who is returning the following year
· Speak to Committee to see who is returning the following year
· Speak to Sponsors to see who is interested in sponsoring the following year
· Cleanup facilities at end of year
· Send out notification for AGM
· Organise any off-season ground bookings
· Stock take all food/drinks at end of season
	☐
☐
☐
☐
☐

☐
☐
☐
☐

	OCTOBER
	

	· Seek potential coaches and managers
· See additional sponsors
· Finalise accounts for Annual report
· Complete Annual report
· Lodge September B.A.S
· Book pre-season ground bookings for next season
· Lodge Annual Summary of Financial affairs with NSW Fair Trading
· Hold AGM
· Allocate roles and Induct new committee members
· Stocktake all kit and merchandise remaining at end of season
	☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

	NOVEMBER
	

	· Confirm sponsors for following year
· Start to organise Kit for following season
· Prepare budget
· Change Public officer with Dept Fair Trading if new person elected
	☐
☐
☐
☐

	DECEMBER
	

	· Order kit for following season
· Organise Strength and conditioning people for pre-season
· Lodge financials with Dept of fair trading
	☐
☐


	JANUARY 
	

	· Lodge December B.A.S
· Confirm pre-season dates and notify players, coaches and managers
· Contact rival clubs and book pre-season games
· Organise physio’s
· Appoint coaches and managers
· Start recruit players on social media
· Notify all players and coaches of season dates
· Collect any outstanding sponsorship fees
· Open up new year on rugby explorer so players can start registering for the new year
· Confirm subscription rates for the year
	☐
☐
☐
☐
☐
☐
☐
☐
☐
☐




	February 
	Complete

	· Start promoting club on socials
· Notify member union of pre-season games
· Organise social event calender
· Start sending out welcome emails to new players
· Provide coaches and managers with kit and equipment for the year
· Start registering players on rugby explorer
	☐
☐
☐
☐
☐
☐

	March
	

	· Vote for club captain
· Provide council with updated public liability insurance certificate of currency
· Lodge financial self-review with the Australian Tax Office
· Have all electrical equipment checked and serviced
· Confirm all kit and equipment has been delivered
· Confirm and notify all club volunteers of game days
· Lodge Financial Self-Review with Australian Tax Office
· Provide council with public indemnity insurance certificate of currency. This can be downloaded in Rugby Explorer
	☐
☐

☐
☐
☐
☐
☐
☐

	April
	

	· Lodge March BAS
· Appoint Ground Marshals for games
· Ensure all volunteers are registered in Rugby Explorer – includes coaches, managers, committee members and anyone who volunteers at the club.
	☐
☐
☐


	July
	

	· Lodge June BAS
· Book venue for end of season presentation
· Start conversation with committee about who is returning or standing down at the end of the year. Setup succession planning
	☐
☐
☐


	August
	

	· Lodge June BAS
· Book venue for end of season presentation
· Organise finals program
	☐
☐
☐
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