Here is
everything
you need to
know.
Clubs Handbook

We're glad you're here.
Welcome! Read through this manual to find out
how to successfully run your Murdoch Guild club.
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Need help?
We're here for you.
Key Contacts
Sarah Tjing, Projects and Marketing Manager
s.tjing@murdochguild.com.au
Mon - Wed, 9am - 2.30pm
Thurs, 7.30am - 5pm
Contact regarding:
Guild and Club events
Grant applications
Governance issues
Disciplinary action
Club management and processes
Updating club information
Lockers
Equipment hire
Event Management Plan approval
General club-related enquiries

Belicia Tjendera, Digital Media Officer
b.tjendera@murdochguild.com.au
Mon - Thurs, 8.30am - 4.30pm
Contact regarding:
Printing requests
Graphic design help
GNews
Social Media promotion
Website enquiries

Sam Donovan, Marketdaze Coordinator
s.donovan@murdochguild.com.au
Wed, 8am - 4pm
Thurs, 7.00am -3.00pm
Contact regarding:
Marketdaze stall bookings
Fundraising BBQs
DIY facilitation (e.g. screenprinting Club Tees)
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Club Values
As a Guild Club President, we ask
that you lead your club according to
the below values.

TRANSPARENCY
Work with transparency and in the best interest
of your club members. This also means
maintaining contact with the Projects Manager
on your club matters.

RESPECT
Treat everyone, including club members and Guild staff with respect. You should also
show respect for Murdoch Guild's rules and policies, and obey your own constitution.

ENGAGE
Get involved in Guild events & initiatives and host your own activities that enhance
student life on campus. Remember, engaging in Guild events is an opportunity for you
to raise awareness of your club and attract new members!

BE INCLUSIVE
Provide and encourage a culture that is supportive, positive and inclusive to all.

SUPPORT
Support Murdoch Guild and build a reputation of kindness and friendliness. Show
support for your members by working to add value to their experience. You can do
this through:
Skill development (leadership, time management, event management, team work)
Establishing personal and professional networks
Creating positive relationships that improve intellectual, social or emotional
wellbeing.

RESPONSIBILITY
As a Guild President, you are responsible for proactively protecting members from
physical and mental harm, abuse, discrimination, bullying, assault and harassment (real
and perceived). Guild Presidents should also behave in accordance with the Student
Discipline Regulation. Clubs who engage in misconduct will be disaffiliated with
Murdoch Guild.
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club
Find your

Club Benefits
FREE Marketdaze Stall

FREE Room Hire

Cheap Printing

Guild Grants up to $1500

FREE Lockers

DIY Merch

Club Webpage

Equipment Loan

FREE Club Management
System

FREE Graphic Design

FREE Advertising

Free Marketdaze Stall

Guild Grants

Best way to raise awareness for your club
and attract new members!

Apply for a grant up to $1500 to contribute
towards club-related events, activities and
purchases! (See Page 20 to find out how to
apply).

Seek face-to-face interaction with students
at a high-traffic area.

Grants can be used for:
Marketdaze happens every Thursday from
10am - 2pm on teaching weeks.

Event expenses
Artistic and club-related activities (theatre
production)
Promotional materials (tablecloths, banners
and more)
Other common expenses

This happens during the only common hour of
the week where no lectures or tutes are
scheduled!

How To Book A Stall:

Please note that unused Grant Funding that was
approved does not rollover to the following year.

Step 1: Go to the booking form:
www.murdochguild.com.au/marketdaze.

Club Webpage
Step 2: Fill out all the info and decide how many
weeks you would like to book for. If you book the
whole semester you will be expected every week
but you can cancel each week as required by
emailing Sam, Marketdaze Coordinator (contact
Page 3).

Murdoch Guild will create a web page on our
website for your club. This includes publishing
content like links, contact info., events and
images.
Check and ensure that your club web page is up
to date here: www.murdochguild.com.au/clubs.

Important Information:
Bookings close on Monday of the week you
want to attend.
Stall location will be sent out via email on
Wednesday.
You are required to set up before 10am and
pack up at 2pm unless you have notified the
Marketdaze Coordinator otherwise.
If you are not at your table, it will be removed
by 11am if you are not set up.

Free Graphic Design
Need graphic design help? Contact Belicia, Digital
Media Officer (Page 3) to request for logos,
posters, etc.
Please provide 2 weeks' notice and submit all info
you would like displayed with an example of what
you'd like the end product to look like.
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Free Room Hire
Host club meetings or events on campus for FREE!
Whether you're looking to host a workshop, conference or community event, there are a range of venues
for events big and small at the Perth and Mandurah campuses. Spaces available for hire include lecture
theatres, courtyards, gardens and grounds, seminar and tutorial rooms, Student Hub and Murdoch Guild
Tavern.
Looking to host an event off-campus? Make sure to check Guild Member Perks on our website to see
what discounts are available to you! (e.g. 25% off venue hire at Nedlands Yacht Club).

How To Book A Venue On Campus:
Booking Student Hub, courtyards, gardens, ground, lecture theatres and tutorial rooms:
Step 1: Visit the Hire Facilities Page (www.murdoch.edu.au/life-at-murdoch/campus-lifeculture/facilities/hire-facilities) to see what venues are available.
Step 2: Enquire about the venue by emailing the Room booking team at roombook@murdoch.edu.au or
call them on 9360 7810.
Step 3: Agree to the 'General Conditions of Hire of a Venue' and submit 'Function or Event Application
Form' found on webpage.
Booking at Murdoch Guild Tavern:
Book a private room or the whole space. Contact tavern@murdochguild.com.au or 9360 6594.
Booking at Launchpad:
Visit Facilities and spaces at Launchpad webpage (www.murdoch.edu.au/industry-andcommunity/business-and-industry/launchpad/facilities-spaces-at-launchpad).

Free Locker Use

Equipment Loan

Get access to locker space at Amenities
Building (Building 490) or The Base at
Student Hub.

Hire equipment for free or at a reduced
price.
Free To Hire: Speaker & Mic, Tug-O-War,
Giant Jenga, Giant Checkers, Instagram
Frames, Coffee Urns
Discounted Hire: Star Tent, BBQ, Marquee,
Table

How To Get Access To The Locker:
Amenities Building - Contact Sarah, Projects
and Marketing Manager (Page 3) to get
allocated your own locker. The locker has a
combination lock and requires no deposit. This
is the ideal option if you need multiple people
to access.

How To Hire Equipment:
Step 1: Visit the Equipment Hire Page on our
website and find out what you need to hire for
your event.
https://www.murdochguild.com.au/murdochguild-equipment-hire-students-and-clubs.

The Base at Student Hub - You can get
access to this locker with a $20 one-off
payment. Once payment has been made at
the Guild Reception/ Secondhand Bookshop of
the Amenities Building, you will receive a key to
the locker. This is a great option if only one
person will be accessing the locker most of the
time.

Step 2: Submit a booking enquiry form from
the webpage.
Step 3: Make payment at the Guild
Secondhand Bookshop to secure your booking.
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Free Advertising
You can advertise through:

1 Social Media

2 Gnews

Advertise with our Facebook, Instagram
or Tiktok!

Gnews is an email newsletter that goes
out every fortnight to 13,000+
subscribers.
These subscribers include students, alumni,
staff and other members interested in
Murdoch Guild's activities.

How To Advertise With Us:
To advertise in Facebook or Instagram,
simply email Belicia, Digital Media Officer
(contact in Page 3) a caption and image (ratio 1
: 1) to reshare.

How To Advertise In Gnews:
Step 1: Look through the dates we will be
publishing on Gnews and find out which date
you would like to advertise on
http://www.murdochguild.com.au/g-news.

If you'd like to advertise in TikTok or
Instagram Reels, contact Belicia, Digital Media
Officer (contact in Page 3) to enquire further.

Step 2: Send an email to Belicia, Digital Media
Officer (Page 3) with image (564 x 250px) and
copy (no more than 3 sentences). Please inform
us the date your ad needs to go out.

3 Posters
Display your poster at our locked notice
boards.

How To Have Your Posters Displayed:

4 Launchpad Screens

Contact Belicia, Digital Media Officer (contact
on Page 3) to either get the poster printed at
a cheap cost or arrange drop-off.

Display your event/ club on the big screen
at the learning commons!

We will display your posters for you in the
locked notice boards near the library. Allow 1-3
working days from drop off time for posters
to be displayed.

How To Submit Your Advert:
Submit your graphic to
launchpad@murdoch.edu.au and ask for
Melanie Molloy, Launchpad Manager.

5 Library Screens

Cheap Printing

Display your content in the library!

Pricelist:
Black & White A4 - 8 cents per page
Colour A4 - 10 cents per page
Colour A3 - 15 cents per page

How To Submit Your Advert:
Step 1: Prepare graphic in 1920 x 1080px and
export to JPG, PNG or PDF. Ensure that all info
can be understood in 10 - 20 seconds.

Order to get your artwork printed by
submitting it to Belicia, Digital Media Officer
(contact on Page 3). Allow up to 3 working days
to have the artwork ready for collection.

Step 2: Email it to Belicia, Digital Media Officer
(contact on Page 3) to have it forwarded to
the Library. Allow about 7 working days for the
graphic to be displayed.

Payment is made upon collection at Guild
Reception/ Secondhand Bookshop.
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DIY Merch
Have your tees, banners and tablecloths screen-printed for free!

How To Request Screen-Printing:
Screen-printing is done by Sam, Marketdaze Coordinator (contact on Page 3) using silk screens. You
will need to provide blank items (e.g. tees, banners, tablecloths) to be printed on. These can be easily
purchased using the Club Grant (Page 6).
Before we start, you must meet the following criterias:
Artwork must contain a maximum of 2 colours.
2 members of the club must be available to assist with printing.
A maximum of 50 t-shirts can be printed at one time.
Items used must be at least 50% cotton. Please ensure to only purchase these items once the
artwork has been approved.
2 weeks' notice must be given to Sam, Marketdaze Coordinator to schedule time to print the
items (likely on a Wednesday afternoon).
Step 1: Email Sam, Marketdaze Coordinator the artwork you hope to get printed, what items you'd
like to have printed, the quantity of these items and the size of the artwork.
Step 2: Once artwork is approved, you will need to purchase the items and organise a time suitable
for everyone to come on campus to assist with screen-printing.

QPay
Sell memberships, manage a membership database, create and sell event tickets
and send bulk communication for FREE! (see more on Page 14). For more help visit:
https://portal.getqpay.com/faq

Things you can manage on the QPay platform:
Membership - sell different tiers of memberships, enter members' info., free payment processing.
Events - create events, sell tickets and organise seating.
Merchandise - find a supplier, obtain affordable quotes, personalise designs, receive deposits.
Communication - free bulk communication via email newsletter and SMS.
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Club Roles
It is important to establish an Executive team where club members are voted into a leadership
position. The Executive team makes decisions on behalf of the Club and steer the course of the
Club's purpose and processes.
It helps to have an odd number of Executive roles so that decisions can be made with a majority
vote. Each position description, with roles and responsibilities, must be clearly outlined in your
Constitution to avoid misunderstanding.
Additional roles can be creates as you see fit, such as Social Media Officer or Events Coordinator.
These roles can form part of a board where committee members are appointed or elected.
A committee is crucial to drive the operations of the club, with its core objective to serve the
club members. You need a group of highly-enthusiastic people with varied skills and experience to
meet regularly.
"How do I find committee members?"
Don't be afraid to approach members who have the skills or attitude you seek. Keep speaking to
people with similar interests and values!
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Club Roles Defined
President

Vice President

Supports the President who
will delegate tasks like
publicity or event
marketing.
Sets a positive example to
other committee members.

Responsible for all aspects of the club.
Sets the direction and maps out events.
Runs club meetings and be the primary
contact between clubs and external contacts.
Delegates tasks to other Execs and
Committee Members.
Prepares future Execs for their roles.

Treasurer

Takes charge of club
finances and grant
applications.
Records all monetary
transactions and keeps all
receipts for the year.
It is highly recommended
that this person has
experience in keeping
detailed financial accounts.
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Secretary

Main point of contact
between committee,
executive and club
members.
Notifies people of upcoming
meetings, takes minutes at
the meetings and maintains
an up to date membership
database.
Other duties may include
maintaining the clubs email
and Facebook groups.

Membership Tips
Reminder:
Murdoch Club
Leaders Facebook
Group

Membership Sign-Ups
Membership to your club should be open to ALL
Murdoch University students - this is a
requirement for all registered clubs.

Send a request to join the 'Murdoch
Club Leaders Facebook Group to
get announcements, reminders and
other club information!

Students may join your club by contacting you
directly through email or via social media
channels.
Take advantage of high traffic days oncampus such as Guild Events and Marketdaze
to be present and approach new students to
sign up to your club!

Don't forget to invite your executive
members too!

When you receive interest from new club members, please engage with them ASAP and advise them
of your club activities, how they can get involved, and add them to your database.
We recommend that you create a Membership Form on QPay to sign up new members and keep
record of their contact details. The form can include information such as name, student number,
contact details, emergency contact number and field of study. However, if a member is hesitant to
provide personal information we advise that you do not pressure them.

Membership Data Management
We formally endorse QPay as our Club Management System (see more on Page 13). This means we
require all clubs to operate their club via QPay.
Clubs will be required to use QPay to sell memberships, manage members' details, create and sell
event tickets, sell club merchandise and send bulk communication - all for FREE.

Retaining Members
There are 4 pillars to retaining members: Presence, Impression, Engagement and Involvement.
Presence
Your club needs to have a strong on-campus presence in order for students to remember you, and continue to re-engage
with you after becoming a member. Establishing your presence can be done in a number of ways, through social media,
Marketdaze and Guild events (like Festival Day, Clubs and Socs Day, Stress Less Fest). Being a part of events will not only
attract new members throughout the year, it will also keep your campus presence fresh.
Impression
First impressions definitely count! Making your stall intriguing, having welcoming body language and creating a distinct
marketing & design style for social media are some ways you can make a great first impression. If you need marketing advice,
please don't hesitate to reach out to Belicia, Digital Media Officer (Contact on Page 3).
Engagement
The best way to maintain engagement is to build a memorable relationship with a new member. Have an elevator pitch that is
clear and concise. Send a Welcome email or text immediately after new members join, invite them to gatherings and events,
and personalise every interaction.
Involvement
Encourage members to get involved by telling them about the discounts you offer or by giving them club merch! Help them to
feel a sense of belonging.
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INTRODUCTION TO QPAY
Murdoch Guild is formally endorsing QPay as our Club
Management System and this service is FREE for Guild clubs.
QPay streamlines club operations and helps with overall management of a club.
Watch QPay's Club/Society Walkthroughs on Youtube!
Memberships
Tired of using spreadsheets to manage your
club's memberships? We hear you!
Free (no payment processing fees)
Fast and easy process
Sell cash or card memberships
Unlimited membership types
Offer membership deals to your members
Already have members? Import a membership list!

Event Ticketing
Sell cash tickets with ease with our featurerich ticketing system for students.
Unlimited ticket types (e.g. member/ non-member
tickets)
Automatic validation for members-only tickets
Grouping options (tables/ teams/ buses)
Online & cash sales (plus Zip Pay in Australia)
Digital tickets + in-app ticket scanner
Secure marketplace for students to resell tickets

Merchandise

Communication

One of the most effective ways for clubs to
engage with students.

From urgent SMS blasts to regular email
campaigns, reaching your members has
never been easier.

Most competitive rates on the market
Online store to keep track of inventory, collect orders

Send free SMS and email newsletters to your members

and advertise your merch

and event attendees

Tipped orders allow you to gauge interest before

Let your imagination run wild with our simple email

producing merch

builder

Order merch for your society from our trusted

Track how well your campaigns perform with analytics

suppliers (available in Australia only)

built in
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Governance

CON
STITU
TION

"If it's not written down, it doesn't exist!"
The largest and longest running clubs have constitutions.
A constitution is a document that governs club structure and functions; one that
defines your club and outlines a club's overall objectives, rules and obligations.
It defines authority between Committee/ Executives, states courses of action in relation
to misconduct, and nomination/ election process. Successful clubs are able to have that
continuity because they have strong, detailed constitutions to hand over to their
successors.
There are many templates online which you can tailor to your club. Here is one from our
website: www.murdochguild.com.au/sample-constitution-murdoch-university

There are generally two types of meetings.
AGM (Annual General Meeting)
An AGM is held every year to elect the Club Executives and inform their members of
previous and future activities - present reports on how the year went, elect the
committee for the following year. Members and sponsors are given copies of the
company's accounts, and have the opportunity to ask any questions regarding the club's
directions in the future. Your constitution should state when he AGM must be held by,
topics to be covered, who can attend and vote at the AGM, voting procedures, financial
information to present.

MEET
INGS

Executive/ Committee Meetings
It is recommended these meetings are held at least once a month to discuss general
updates around the club such as activities, events, facilities, fundraising opportunities and
any other business.

TIPS
FOR
MEET
INGS

Establish ground rules. This means having a final decision process, meeting dates and
times, comments allowed need to be objective and non-judgmental, etc.
Have an agenda. The purpose of an agenda is to inform attendees what will be
covered during the meeting. It helps members who are presenting prepare data for
the meeting. All items on an agenda should be addressed in the time allocated for the
meeting, and matters on the agenda should be noted in order of priority. A basic
agenda includes Minutes, Matters (arising from minutes), Reports & Updates from
each Executive, Discussion Items and Other Business.
Recording The Minutes. One of the Secretary's duties is to record the minutes of a
meeting and note the main points of discussion. The minutes from the previous
meeting must be approved at each meeting and signed off as accurate.
Keep it succinct. Encourage productive discussions and contributions. Try not to let a
few members dominate the meeting or interrupt others.
Keep meetings short and concise, and outcomes clear and actionable.
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How To Build A Brand
The next step after registering your club is to establish a brand identity. Your brand is a
representation of your club's vision, values and purpose. It is there for people to connect with and
remember. In a nutshell, it should pitch your club to them for you!
Components of a Brand:
Logo (use Canva templates to create a logo with ease).
Font (choose 3 - 4 fonts to use for digital assets to keep things consistent).
Style Consistency (what is your brand style? Choose a look and stick to it).
Shape and Form (having sharp elements show efficiency and strength, round elements convey
feelings of warmth and unity).
Theme Lines/ Tag Lines
Need some help? Click here to watch Canva's Free Branding Tutorial. Feel free to contact Belicia,
Digital Media Officer (contact on Page 3) if you need any design or marketing assistance!

"How can I market my club?"
Some of the main marketing avenues available to you include Social Media, Word of Mouth, Posters,
On-Campus stalls and pop-ups, events and Third party cross promotion (see Free Advertising on
Page 7).
PLEASE NOTE:
When designing posters, social media posts or other collateral, DO NOT use Murdoch University's
logo and instead use Murdoch Guild's logo.
This is because the university does not allow use of their logo without approval. If you would like to
use the university's logo, you will need seek prior approval from their marketing team.
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Hosting Events
Building Club Culture

Why, What and How?
Why are you hosting an event? Culture, money, to attract new members?
Having a clear purpose for your event will help you determine what type of event you need.
Before you start thinking about the 'how', you first need to set S.M.A.R.T (Specific,
Measurable, Attainable, Relevant and Timely) goals. This can look like raising $500 net profit,
attracting at least 30 patrons or generating 20 new members.
How can we achieve our goal? Set and discuss with your team clear milestones to your
event and due dates (when to apply for permits, book equipment, etc.). Give yourself enough
time to plan the event well, and make sure you have realistic expectations for what can be
done.
After planning and prepping, it's crucial to appoint one point of contact to liaise with
suppliers, map out the event, ensure equipment is picked up and set up.

Where?
Hire rooms at Murdoch University free of charge (see Page 6)
or go external with a Guild discount.
If you do decide to go off-campus, make sure that you
submit an Event Management Plan (EMP) to Projects
& Marketing Manager, 8 weeks in advance.
Contact Sarah, Projects & Marketing Manager
(see Page 3) to get access to the EMP.
*Please note that if you host events off
-campus, you cannot rely on Murdoch Guild's
public liability insurance. We would highly
encourage clubs who take part in high-risk
activities to purchase Public Liability insurance.
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Risk Assessment
It is your responsibility to ensure that all risks have been assessed prior to your event.
Potential risks include weather, insufficient ticket sales, too many patrons, equipment
breakdown/ power failure, service provider cancellation, insufficient supplies, trip hazards,
intoxication, food poisoning, injuries, theft, fire, riot/ brawl, PR, etc.
When you plan an event, you are required to communicate
to Sarah, Projects & Marketing Manager all potential
risks. See Events Risk Management Template: www.murdochguild.com.au/events-riskassessment-template/

Catering
If you are catering and engaging with an external supplier, you may want to request a
copy of relevant documents such as food licenses, permits, safety training and public
liability.
If your club is preparing your own food for the events, we highly recommend that you
take a Free Online Food Safety Course to get equipped with food safety practises.
Free Online Food Safety Course: (www.imalert.com.au/v6/?sub=fremantle)

Alcohol
Be diligent with your decision to serve alcohol at your event. Ensure that food is ample and
non-alcoholic bevvies or free water is provided. Alcohol also can't be sold without a liquor
license, so you should host your event at a licensed venue. Ensure that no alcohol is served
to under 18's or an intoxicated guest.
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Planning Tips
Expect for the best, but plan for the worst.
Budget accordingly. Think about what resources you need for this event to run smoothly,
how much money should be spent, how much you are trying to raise, and if you are able
to obtain funding or sponsorship. Make sure to have a system in place to track your
spending and ensure you're keeping to budget!
Have a back-up plan in place for changing factors like weather conditions, or number of
volunteers.
Create a shared To-Do List with deadlines, key contacts and emergency contact for
each item.
Don't be afraid to delegate tasks equally between the team and communicate on the
progress of the event regularly.

Sustainability
Events can consume a lot of resources. Here are some sustainable alternatives for
events.
Travel - on-campus or choose a venue with public transport access.
Waste Management - buying biodegradable/ reusable items, having recycling bins and
reducing excessive use of water or power.
Printed Materials - try using electronic comms wherever possible.
Caterer Selection - choose a caterer who provides in-season food/fair-trade food,
reusable crockery, cutlery, water glasses, etc. You can also ask if they compost leftovers
and food scraps!
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Sponsorship
Sponsorship is a mutually beneficial business relationship between
two parties where the sponsorship party receives financial support
in return for an agreed service or outcome.
In-Kind Sponsorship
Sponsorship doesn't always mean money. In-Kind sponsorship refers
to the kind of sponsorship that provides goods or services rather
than cash. This could mean access to facilities, equipment, product
or big discounts.
How To Find A Sponsor
1. Research a list of sponsors who are a good fit.
2. Look for sponsors who align with your values, philosophy and
mission statement.
3. Create a list and think of what you could offer in return (publicity,
social media promotion, internship, business, etc.)
4. Outline specific indicators in an agreement so you can report on
performance to the sponsor. Ensure that your club can deliver on
what you have offered.
5. Once a Sponsor has been confirmed, you will need to email Sarah,
Projects and Marketing Manager (see Page 3). Send an email with
the Sponsor's name, company name, contact, ACN and terms for
sponsorship.
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Fundraising

Fundraising Opportunities
You can raise funds for your club or a cause through the following avenues.
Membership
Having tiered membership for different people can allow for you to raise more funds.
Online Shop
Uniform and clothing in the form of hoodies, tees, jackets, etc. You can also sell giftware to
create a sense of belonging and create income.
Events
Host a club event with another club, not-for-profit or alumni.
Collaborating with a Not-For-Profit
You can collaborate with the university or a not-for-profit, or follow their fundraising
campaign to raise funds for their specific cause e.g. Steptember.
Raffles
Host a raffle at your event. This can make your event more engaging e.g. Cadbury Jaffa
Race in Baldwin St.
Crowdfunding
Raising money online from a large number of people who align with your cause or reason.
Selling services
Car wash, yoga, bake sale or second-hand clothes.
Hosting a themed event
Quiz night, Karaoke Night, Silly Hat Day, etc.
If you are collecting money or goods from the public for the sick, incurable, poor,
unemployed, relief of distress caused by war, animal warfare/ conservation causes,
hospitals, or any philanthropic purpose, you may need a charitable collection licence.
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Club Grants
Apply for a grant up to $1500 to contribute towards club-related events,
activities and purchases! (See Page 19 to find out how to apply).

Grant can be used for:
Catering
Artistic activities (theatre production)
Promotional materials (club shirts, hoodies and other merch)
Other common expenses

Grant cannot be used for:
Conference attendance
Accomodation costs or flights
Travel costs (fuel or parking)
Camps or retreats
Gifts and donations (to guest speakers, charities, event prizes, etc.)
Sundry/ incidental expenses
Alcohol or tobacco
Weapons or dangerous items that may cause injury
Events/promotional items for Political parties
Marketdaze costs
Please note that unused Grant Funding that was approved does not rollover
to the following year.

Grant Applications are assessed based on:
Type of expense, event or activity funding is sought for
The actual event or activity
The objectives or purpose of the club
Whether the club received non-Guild financial support
The extent to which the event or the activity promotes Murdoch Guild
Whether the club allows membership of non-Murdoch students
The amount of time the club has been operating and the number of
club members
The club's perceived degree of accountability and transparency
Whether the expenses incurred will serve the interests of students
Whether the expenses incurred contribute to the longevity of the club
Any other matters that the committee sees fit
If your grant is approved, go ahead and execute the event or purchase
the asset!
Reminder: When assessing your grant application, the Clubs Committee
will review what your club has done to secure funds independently.
Murdoch Guild Grants should be considered only after you've exhausted
other methods of funding your activity, event or asset.
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How To Apply For The Grant
You have the option to organise an initial meeting with Sarah, Projects &
Marketing Manager for help with brainstorming ideas, event planning, or
structuring answers for the Club Grant Assessment Form.
You may want to discuss what you plan on applying for first, to ensure the
grant will be approved.
Step 1: Visit the Club Grants page (www.murdochguild.com.au/clubs/clubs-andsocieties-grants) and gain an understanding what of what the money can be
used for.
Step 2: Submit 'Club Grant Application Form' and 'Club Grants Assessment
Form' found on website.
Step 3: Wait for the grant application to be reviewed and approved by the
Clubs Committee. This should take 2-4 weeks from submission. There is a
grants review at least once a month, unless there are no applications. Your
presence may be requested at this meeting to answer questions regarding
your application.
Once you receive an email confirming approval of your grant, you can start
securing items for your project!

How To Claim A Refund
Step 1: Make sure you keep your receipts. Receipts have to be
uploaded within 3 months of spending.
Step 2: Complete the Club Grant Refund Application form. The
eventual costs and purchases should be as close to the
approved spending as possible. Minor variations are OK, but if
you spend significantly more money or if you spend it on
something other than what was approved, you may not be
eligible for a refund.
Step 3: If your grant was approved for club events or activities,
you will need to complete a post-event evaluation. This is
included in the Club Grant Refund Application Form.

Please note that there is a maximum budget allotted for clubs grants every year. Once it has been reached, we will not
be able to accept any more applications for that year. We would strongly recommend that clubs plan ahead and make
their submissions early to avoid disappointment. Funds can also be earmarked early for use later in the year.
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Find your

people

Club Finances
This is a brief overview of financial management for clubs to help direct the Treasurer's responsibility
around planning, organising and controlling of financial activities such as procurement and utilisation
of the funds of the club.

Budgets

Why is it important?

The purpose of budgets is to control the
finances of the club, ensure the club can fund
its activities and enable the club to meet its
objectives.

Keeping your club finances in check will ensure you
always have a supply of funds, the club is utilising
their funds well, funds used are in benefit of the
club and cash flow is managed competently.

How To Budget:
List all your events and activities for the
year so you can plan the revenue and
expenditure for each of these.
This will show you how much funding you
need so you can start planning on how to
obtain these funds.
Make decisions with the intent to keep the
club financially afloat and in surplus.
Use last year's financial statements to
predict what income you'll receive and what
you are likely to spend.
Include a 10% fudge factor. This allows for a
margin of error to give yourself leeway in
the event any unexpected expenses pop up.

Record Keeping
Maintain accurate records of your financial
transactions in an orderly and logical manner.
Take note of all incoming and outgoing activity.
Income:
Keep a record of all income in a document.
Provide receipt for all transactions
(membership, event tickets, etc.)
Receipt must include Date, Name, Amount,
Item/ Service Purchased and Signature.
Bank any cash or cheques immediately. This
must be done in whole amounts and without
prior cash reimbursements to members.
This amount must correspond with the
amount recorded.

DO NOT depend on the projected income to
cover your costs, or ask a club member to bear
the costs (even if you think the projected
income would be enough to reimburse them).

Expenses:
Collect and keep receipts/ tax invoice for
every purchase.
Members who pay for club expenses out of
pocket should be reimbursed ASAP from the
bank account. They will need to provide a
receipt and reimbursement request in
writing.
Record all expenses paid in your document.
This must correspond with the actual
amount paid.
Payments should be carried out with the
Club bank account whenever possible.
Invoices must include Company's name, ABN,
contact, description of item purchased,
itemised value of each item, GST paid and
date of invoice.
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Events Budgets

Events Budget Example

This ensures that your club does not go
overboard with spending more than it can
afford.
Some Questions To Ask Yourself:
What are your financial goals? Profit,
breaking even?
Who is responsible for the financial
decisions?
What could you potentially get donated or
sponsored?
Have you added in a contingency amount
(about 5-10%)?
How will you track your expenses?
If you're feeling lost or stuck, you can always
use budgets from previous events as a
reference, keep a small emergency fund in
addition to your contingency amount, set an
income goal, and make sure your budget is as
detailed as possible.

Petty Cash
Petty cash is a small amount of cash ($50 200) kept on hand to cover small expenses, and
should be placed in a lockable box.
With petty cash, it is important that you fill out
a cash receipt with each transaction so that it
can be recorded and entered into the club's
financial statement.
You should limit the number of people who can
access petty cash so that it is easy to keep
track of who takes money out.
You can also set a dollar limit per transaction i.e.
$25.
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Conflict
Management
Club conflict will inevitably arise. As a Club President it's important for you to focus on
prevention and solutions. Every club should have a Code of Conduct that applies to every
member of the club, this aids in conflict prevention (see Page 12).

No clear objective, roles,
responsibilities and authority

Individuals not delivering on
their assigned responsibilities.

Lack of leadership and
governance

No control over meetings and
agendas.

Causes of Conflict

Rules, policies, by laws and
procedures are broken or
unfollowed.

No or unclear rules, policies, by
laws and procedures.

Conflict Resolution
Refer back to Code of Conduct, rules or
constitution.

If you are one of the people directly involved in
conflict, keep in mind to be neutral and set your
feelings aside. This allows room for a discussion,
rather than a fight.

Create a process for conflict resolution. This
includes putting it in writing, having an objective
third party, isolating the issue from members not
involved and organising a sit down meeting to
review the complaint/ incident. If you are at fault,
do acknowledge it, apologise and correct the
situation.

If the conflict has escalated to a legal issue, it is
important that you inform The Guild regarding this
so that we can act according to the university's
incident policy.
Approach Sarah, Projects and Marketing Manager
(see contact on Page 3) or General Secretary for
unbiased advice.

Know clear objective, roles, responsibilities and
authority
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CLUB
MANAGEMENT
PROGRAM
The Club Management Program (CMP) recognises a student's hard work as
President or executive member (Secretary or Treasurer or an active manager of
the club) of a club on a Community and Volunteering Transcript at time of
graduation.
The purpose of this program is to see Club Executives participating in student
engagement, delegating tasks, planning and working as a team using effective
communication.
All clubs involved in this program are also eligible for an extra $500 in addition to
the club grant. This additional $500 will be refunded to you towards the end of
the program, once the hours are near completion.
We ask that you do not spend the money at the beginning of your program as
you are not guaranteed reimbursement until completion of the required hours.
To be eligible for this program, you have to be:
A current club President
A current club Secretary
A current club Treasurer
or other executive committee member.
In this program, you will be required to:
Volunteer a minimum of 27 hours per semester to a specified on-campus
activity.
Participate and interact with students at four Market Daze events (total 16
hours);
Participate and interact with students at two Guild events (total 8 hours);
Host one on-campus event with their club (total 3 hours);
Attend one event hosted by another Murdoch Guild club (total 2 hours).
Sarah, Projects and Marketing Manager (see contact on Page 3) will ask for
expressions of interest via email in the first few weeks of Semester 1. Applications
will be reviewed by the Projects and Marketing Manager and the Guild Executives.
Once confirmed, you will receive a confirmation email of your approved
application.
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CLUB HANDOVER
To ensure the longevity and success of your club, to continue and even improve
upon the standard of performance year to year, you should organise a proper
handover meeting between outgoing and incoming committee members towards
the end of your presidency.
All processes and information must be clearly explained with the assumption that
they know nothing of the club.
Things to include in your Club Handover Checklist:
Club bank account signatories
Financial statements and an overview of the Club's current financial situation.
Usernames and passwords to Club email account, social media accounts,
website admin, members database
Club assets and equipment
Constitution/ Club manual
Locker key/ combination code
Guild induction - inform new committee what the Guild does for clubs, how to
obtain support, how to get involved, contact person for club enquiries, etc.
Club records/ documents - receipts, sponsorship agreements, event
templates
Club traditions - e.g. annual events
Strategic plans
Suppliers list
Re-register with Murdoch Guild with Club Rollover Form
You should describe the year that the club has had (events you held, what was
successful), and provide suggestions for next year (advice that might help, what
you wish you knew). It would also be helpful to provide your contact details and
make yourself available for any clarification for a month into the new President's
role.
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CLUB ROLLOVER
Instead of registering your club and going through the approval process every
year (this involves review by the Clubs Committee and requires the President's
presence, which lengthens the approval process), we have made it convenient for
Clubs to continue their affiliation with Murdoch Guild with a rollover form.
This form has to be submitted with the new Club President's details so if your club
is still deciding who that is, the form is usually available from early November to
late February the following year.
If you forget to rollover your club by the cut-off date, your club will need to fill
out the 'Start A Club' form and go through the approval process as if you are a
new club.
*If you would like to update your logo on 'About Us' and 'Upcoming events' on your
club webpage, please specify so in your rollover form or email Belicia, Digital
Media Officer (see contact in Page 3).
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