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Blind Citizens Australia 

Branch By-Laws (November 2014)
1. Background
Blind Citizens Australia (BCA) is the united voice of Australians who are blind or vision impaired.  Our mission is to achieve equity and equality by our empowerment, by promoting positive community attitudes and by striving for high quality and accessible services which meet our needs. 

Our Key Activities are to:

· Provide ongoing and sustainable support for Members 

· Expand the quantity and quality of Accessible Information

· Provide Advocacy Services in areas that strive to remove the barriers for people who are blind or vision impaired

· Disseminate information more broadly to increase public awareness of BCA; to increase membership; and to engage new communities

· Develop and participate in partnerships with like-minded organisations

· Provide consultancy services and advice to governments, corporations and the broader community
BCA is a membership organisation comprising people who are blind or vision impaired from all states and territories in Australia. To assist with the delivery of our key activities, BCA may establish regional and special interest Branches anywhere in Australia where there are at least ten members in favour of doing so and who wish to form a Branch. 

BCA Branches provide opportunities for peer support and social interaction for members and may act as local lobby groups in relation to issues which affect people who are blind or vision impaired within their region or which are directly related to their special interest.
2. Legal Status of a Branch
No Branch may be incorporated as an association or company under state or territory or commonwealth law, or adopt any other corporate structure except Blind Citizens WA whose date of Incorporation as an Association predates the formation of BCA.
With the exception of BCWA Branches have no legal capacity and accordingly cannot independently make application for funding assistance or grant monies, nor can they enter into any lease agreements or contracts for the provision of goods and services or for the engagement of employers or contractors.   

If a Branch has the opportunity to apply for funding assistance or grant monies, or is contemplating entering into any lease or form of contract they must seek the advice of the Executive Officer with respect to how to proceed.  Board approval must be given before any action can be taken by the Branch. If approval is not forthcoming a letter outlining the reasons for the lack of support will be provided to the Branch.
3. Powers and Obligations of a Branch
Branches must act in accordance with the Constitution of Blind Citizens Australia, these Branch By-Laws and all of the organisation’s policies and procedures as amended from time to time. 
Branches may act upon local or special interest matters, so long as any such decision or action is not inconsistent with the Constitution or any relevant By-Laws, policies or procedures of BCA.

Branches must refer all other matters to the BCA national office, especially those that fall within a federal, state or territory jurisdiction.  
Branch members cannot act independently to further their own personal issues under the guise of the Branch except where a majority of Branch members have previously agreed and appropriate minutes indicating approval have been documented. Any such action must be in accord with BCA Policies.
4. Categories of Branches
There shall be two categories of Branches as defined below.

(a) BCA Regional Branch
A regional Branch consists of a defined geographic area from which the proposed membership is to be drawn and comprises one or more local government areas. Regional Branch boundaries must not overlap.

(b) BCA Special Interest Branch 
A special interest Branch consists of members with a mutual interest and who satisfy the requirements for membership of the specific Branch.  Such Branches may have a defined geographic area from which the proposed membership is to be drawn but this is not essential.

5. Establishment of a Branch
Branches may be established where there are at least ten members unanimously interested in doing so. Members wishing to establish a Branch must submit a proposal to the Board for their consideration and approval. A new Branch will be deemed to be established upon a majority of directors voting in favour of its establishment.

Regional Branches must, and Special Interest Branches may, define the boundaries of the geographic area from which they will draw their membership in consultation with BCA at the time of establishment. 

If a Branch wishes to change its boundaries, or specified special interest, it must first gain the approval of Branch members through a special resolution put to a General Meeting of the Branch, and then lodge such a request in writing to the Executive Officer who will forward it to the Board for consideration.  It must be noted that the guidelines relating to Special Resolutions are contained in the BCA Constitution. 
6. Membership of a Branch
The members of a Branch shall be full, associate or junior members of BCA notwithstanding a person may join a Branch and BCA simultaneously.

A person may be a member of several Special Interest Branches and one Regional Branch concurrently. 

Any person, who resides in an area where no regional Branch exists, may choose to join the closest regional Branch.

Organisations cannot be members of a Branch. 

The names of all members with accurate and up to date contact details shall be kept in a register of members by the Branch.
7. Branch Activities

Branches may undertake any activities agreed to by Branch  members in accordance with these By-Laws.  

Such activities may include, but are not limited to: 

·  Advocacy about local issues for regional Branches and about issues directly related to the special interest Branch;
·  Information sharing about the Branch or BCA;
·  Social or leisure interests such as bus trips, luncheons, dinners, tourism, golf, swish, cricket, theatre or film nights; or
·  Street stalls, fetes or dutch auctions.
Major Events such as Dinner Dances, Concerts, Car Rallies which may be considered for fundraising purposes must have the approval of the Board.  This approval is essential because of the legislation surrounding such events, in particular the rules around the serving or sale of alcohol. 
8. Branch Fees or Contribution towards Branch Activities

Branches may charge an annual membership fee to assist with the costs of administering the Branch. 
A recommendation for the level of an annual membership fee shall be provided each year by the Branch Leaders for the Board’s consideration, prior to 30 June in each year such that: 
(a) for Special Interest Branches, the level of the fee should realistically provide for the financial needs of the Branch; and 

(b) for Regional Branches, the level of the fee should be capped so that members in all Regional Branches pay the same fee. 

It is not compulsory that all Branches charge an annual membership fee, however if required, the annual fee shall be payable to each Branch by 31 July in each year.

In addition, Branch members will be expected to contribute towards any Branch activities that they participate in that is not covered by an annual membership fee.
9. Branch Governance

The management and organisation of the affairs of a Branch may be undertaken by either:

(a) A Committee Structure consisting of a President, Vice-President, Secretary, Treasurer,  and up to three additional members;
 or
(b) A Leadership Team Structure consisting of a Coordinator and an Assistant Coordinator. 

The specific governance structure, namely Committee, or Leadership Team, for each Branch will be determined by the Board upon a proposal received from: 

(i) members wishing to establish a Branch who nominate either a Committee or Leadership team structure as part of their submission for approval to establish a new Branch; 

      or 
(ii) the authorised representatives of existing Branches, who have the approval of their Branch, to alter their current governance structure from a Committee Structure to a Leadership Team Structure or vice versa. 
Upon ratification of the Board, the relevant Branch structure will take effect from the date of establishment of a new Branch, or from the date of the Board’s approval following the request for change from a pre-existing Branch.
All positions of responsibility within a Branch, irrespective of Branch governance structure, are elected annually, or with permission of the Board in each alternate year, and must be held by a member of the Branch.  Members may seek re-election for the same position of responsibility indefinitely. 
Information pertaining to the roles and responsibilities of any of the specific responsibility positions in a Branch, for either a Committee Structure or a Leadership Team Structure, are contained in the Appendices of these Branch By-Laws.
10. Branch Elections 
Branch elections for all positions of responsibility, in either a Committee Structured or Leadership Team Structured Branch shall be held annually prior to 1 November in any year, or in each alternate year by 1 November where approval to do so has been granted by the Board. 
Branches may choose whether elections are held in person, via email, by teleconference or other means, however every endeavour should be made to enable all Branch members to cast a vote.

All positions must be declared vacant, nominations called for and duly seconded before being voted on.  At the close of the poll, votes for the most senior position should be counted first. Branch members can nominate or second themselves for any position.  

A person will be declared elected if they receive the highest number of votes.
11. Voting by Branch Members

Every Branch member is entitled to one vote with respect to Branch elections and any specific resolution being put to them for decision.

Any resolution shall be determined by a show of hands, by the voices, or electronically.

In the event of a tied vote the President, in a Committee Structured Branch, or the Coordinator, in a Leadership Team Structured Branch, shall have a casting vote in addition to his deliberative vote.
12. Code of Conduct

All persons in positions of responsibility shall be expected to abide by the BCA Code of Conduct.
13. Confidentiality Statement

All persons in positions of responsibility shall be expected to sign the BCA Confidentiality Statement .

14. Notice of Meetings or Activities

All Branch members must receive information about Branch meetings or activities.  This notification may be verbal, electronically sent, in print or any other format agreed by Branch members as being the most suitable for the Branch.
Branches may wish to forward information about special meetings or activities to the National Office for advertising purposes on the Notification of Meeting or Activity Template which is contained in the Appendices to these Branch By-Laws. 
15. Record of Meetings or Activities

Branches must keep a record of the details of all meetings or activities held. This record must include the date, type of activity, venue, numbers in attendance and a brief explanation of any outcomes from the gathering. 
An Activity or Meeting Log Template has been provided in the Appendices to these Branch By-Laws for the use of Branches.

16. Branch Communication

Branches should determine the method of communication which best suits all members.  Such methods can include, but not be limited to: telephone or teleconferencing; email; print post; Facebook or Twitter.
All Branches will have a page on the BCA website which can be used to communicate with members, and others, about the Branch and its activities.  Information destined for the website should be sent to the Executive Officer who will arrange for it to be uploaded.

Branches should provide regular input to the National Office about their activities which may be of interest for inclusion in the regular BCA publications of BC News, New Horizons or Soundabout.
Each Branch will be provided with a specific letterhead featuring the BCA Logo for use in formal Branch correspondence.

17. Annual Report

All Branches must provide the Company Secretary with an annual report of their activities, including a comprehensive financial report, for the preceding financial year by mid-August each year.

All Branches must provide the Executive Officer with the details, including current contact information, of all persons elected to positions of responsibility, immediately following Branch elections, but no later than 1 November each year. 
18. Financial Management of a Branch
Every Branch must appoint a person responsible for all financial matters of the Branch. These duties may be undertaken in conjunction with other Branch responsibilities. 

The Branch shall ensure that all funds are banked with a reputable mainstream banking institution.

There must be at least three Signatories to any Branch account including the President and Treasurer for a Committee Structured Branch and the Coordinator and the Assistant Coordinator for a Leadership Team Structured Branch. 
All cheques, promissory notes, drafts, bills of exchange and other negotiable instruments, and all forms for the withdrawal of money from the Branch's accounts shall be signed, drawn, accepted, endorsed or otherwise executed by at least two signatories. Bank accounts should be set up with dual, or two step, authorisation, to enable BPay or Bank Transfer to occur directly.
The financial year of all Branches, shall begin on 1 July and end on 30 June in the following year.

True accounts shall be kept of the sums of money received and expended by the Branch and the matters in respect of which such receipt and expenditure takes place, and of the property credits and liabilities of the Branch. Suggestions regarding the Management of Financial Records is included in the Appendices to these Branch By-Laws.
The accounts of the Branch may be submitted for an annual check by the BCA Bookkeeper prior to the completion of the annual financial report.  

Branches are entitled to raise whatever funds they need, however they choose, but they must comply with any state, territory or federal government laws for fundraising.  In particular if the activity requires participants with food handling certification, then Branches must adhere to the regulations. 
If a Branch seeks or receives commercial sponsorship to the value of $1,000 or more, or wishes to apply for any grant from government or a benevolent fund, it must seek the advice of the Executive Officer with respect to how to proceed.
Branches should establish a budget for each and every proposed activity to ensure its viability. 
19. Branch Assets

The Branch must maintain an assets register showing details of all items purchased for the use of the Branch. All assets must be depreciated annually in accordance with the ATO requirements.  A copy of the up-to-date assets register must be sent to the Executive Officer by mid-August each year. 
20. Branch Archives

The Branch must maintain records of Branch activities, including minutes of all meetings, as well as all financial records for a minimum period of five years.  
Such documents, if clearly labelled, may be sent to the National Office for storage where necessary.
21. Remuneration for Branch members

No Branch member is entitled to be paid any fee for service to BCA or the Branch.  All positions of responsibility are strictly voluntary.
Any person in a position of responsibility is entitled to reimbursement of reasonable expenses incurred in performing their duties.  Such payments must be approved by the Branch.  
22. Insurance

BCA will pay an annual premium for: 

(a) Public Liability insurance to cover the costs and compensation to be paid if a BCA Branch is sued by someone;
 and 
(b) Personal Accident (Volunteers) insurance which pays an amount to help a volunteer cover their costs while they are recovering if they are hurt when volunteering for BCA.
23. Branch Leaders meetings

All Branch leaders (President or Coordinator), or their nominee, shall meet together with the President of the Board and the Executive Officer by teleconference, or electronically (Skype or Ventrilo) at least four times per year on dates and at a regular time set annually in advance.  The Agenda for such meetings shall include an opportunity for Branch Leaders to share information and to be provided with an update about the work being undertaken in the National Office which would have direct relevance to Branch members. 
24. Contribution to BCA operations

Branches are encouraged to contribute to the regular BCA operations on a regular basis: namely 

·  National Convention;
·  State Forums; 

·  Surveys; and 
·  Gathering data or information around specific issues.
On occasion Branches may be requested to assist  the work of the National Office by taking action on specific issues related to BCA affairs.  

25. Induction and Training

The Executive Officer, or a member of the BCA Executive, will provide induction for Branch Leaders with respect to their role and responsibilities, provide information about BCA policies and procedures, and outline the expectations for Branch Leaders when representing BCA in the broader community.  

National Office staff will provide training about BCA policies, procedures and advocacy strategies for Branch members on request. Access to such training will be through individual Branch requests to the Executive Officer who will be responsible for overseeing all training programs and managing staff participation.
26. Indemnity

To the extent that the law allows, BCA indemnifies every person in a Branch position of responsibility against any liability incurred by that person in their capacity as a person in a Branch position of responsibility to a person other than BCA or any related body corporate of BCA.

This indemnity extends to the costs and the expenses of defending any proceedings in which a judgment is given in favour of the person in a Branch position of responsibility, or the person in a Branch position of responsibility is acquitted or in which the court grants relief to the person in a Branch position of responsibility.
27. Disputes and Mediation

The Board shall ensure that a process exists, and is documented in the BCA Policies and Procedures manual, to manage grievances, resolve disputes and provide mediation where necessary.  
28. Discipline

If a Branch behaves inconsistently with the Constitution of BCA, these Branch By-Laws or any of the organisation’s policies and procedures as amended from time to time the Board may:

(i)  dissolve the Branch; or

(ii)  suspend or otherwise discipline the Branch.

The Board must give the Branch seven days written notice of any proposal to dissolve, suspend or discipline the Branch.

Branches cannot expel, suspend or discipline Branch members. The Board may do this under the powers of the Constitution.  
29. Dissolution of a Branch
(a) Procedure 
A Branch may either recommend to the Board that it be dissolved, or be wound up by the Board in the following circumstances.
(i) A Branch may recommend to dissolve itself if at a meeting held to discuss the matter, a vote to dissolve the Branch passes by a three-quarters majority; or
(ii) The Board may wind up a Branch if it has less than ten members wishing to participate in its management or activities

(b) Distribution of Assets

When a Branch is dissolved, its assets pass to BCA.  The Board must apply the assets according to the Constitution.  
30. Alteration to By-Laws
BCA members may provide suggestions for alterations to the Branch By-Laws at any time. Such suggestions may be discussed by members at a Convention or State Forum, or by Branch Leaders or through any other form of consultation process the Board institutes from time to time.  

These Branch By-Laws may only be revised or amended by the Board, who shall consult with the members accordingly before a resolution can be approved by the Board for implementation of the revised Branch By-Laws. 
No revision or amendment of these Branch By-Laws shall be put to a Branch Leaders meeting unless it has been approved by the Board.

The notice of a Branch Leaders meeting at which revision or amendment of these Branch By-Laws is to be considered must include an explanatory memorandum detailing the proposed changes.
Branch Leaders may choose to consult with their respective Branch membership before accepting or rejecting the proposed revision or amendment to these Branch By-Laws. 
Appendix (i) Branch with a Committee Structure
The positions of responsibility for a Branch with a Committee Structure shall include a President, Vice-President, Secretary and Treasurer and up to three additional members of committee.

The roles and responsibilities shall include but not limited to:

President – has the overall responsibility for managing the operation of the Branch. They are responsible for:

· chairing the Branch meetings and facilitating discussion and decision making;
· taking a lead role in planning the activities and the work of the Branch;
· co-ordinating the work of the Branch and delegating where appropriate; 
· acting officially on behalf of the Branch;
· ensuring that Committee members understand and carry out their roles in a timely manner; 
· liaising with the vice-president and secretary with respect to the development of agendas for each meeting;
· actively facilitating discussion and effective decision making;
· liaising with the secretary to ensure that minutes are an accurate reflection of the business of each meeting;
· assisting the secretary in compiling reports, plans and recommendations for distribution to Committee;
· providing advice regarding Branch activities to the national office and in particular the Executive Officer of BCA;
· promoting the work of the Branch as well as the work of BCA as the national organisation; 

· ensuring that the annual report, including all financial information, is provided to the BCA Company Secretary on time and in the prescribed format. 

Vice-President – assists the President and steps in when the President is absent through illness or on annual leave.
Secretary – is responsible for ensuring that a true and correct record is kept of all Branch meetings and activities.  They are responsible for:  
· liaising with the President regarding agendas for meetings of the Branch
· notifying members of meetings

· keeping a register of members of the Branch
· taking minutes of meetings and circulating these to members

· keeping a record of all Branch correspondence

· responding to correspondence as agreed by the Branch at a meeting

· maintaining the archives of the Branch
· notifying the national office about activities so that appropriate advertising can take place
Treasurer – monitors the financial operations of the Branch.  They are responsible for:
· ensuring that proper financial management systems are in place and adhered to;

· documenting all income and expenditure for the Branch;

· establishing a budget for all Branch activities and ensuring that as far as possible all income and expenditure are in line with the budget projections;

· presenting all financial statements and reports in a manner that facilitates clear and easy interpretation, and analysis and complies with standard accounting requirements;
· payment of all tax invoices for the Branch;

· ensuring that there is no misappropriation of funds;

· providing the annual financial report of the Branch to BCA

Members of Committee – each member is responsible to the President and other members of the Branch committee.  Their role is to liaise with Branch members and to support the committee in their activities.  They should be prepared to take on delegated tasks as appropriate to ensure the smooth running of planned activities. 
Meeting Format for Branch with Committee structure:

Meetings shall be held at least four times in each year.  The business of the Branch shall include:
· Acknowledgement of persons present and apologies

· Minutes of the previous meeting and business arising

· Current Financial report  from the Treasurer

· President report including up to date information about the activities of BCA 

· Current and future Branch activities

· Potential liaison with the national office

Appendix (ii) Branch with a Leadership Team Structure

The positions of responsibility for a Branch with a Leadership Team Structure shall include a Coordinator and an Assistant Coordinator. 

The roles and responsibilities shall be as follows:

Coordinator – has the overall responsibility for managing the operation of the Branch. They are responsible for:

· taking a lead role in planning the activities and the work of the Branch;
· chairing Branch meetings where applicable and facilitating discussion and decision making;
· co-ordinating the work of the Branch and delegating where appropriate; 
· acting officially on behalf of the Branch;
· liaising with the assistant coordinator  with respect to the development of agendas for proposed meetings;

· actively facilitating discussion and effective decision making;

· ensuring that notes of any meeting are taken and that they are an accurate reflection of the business of the meeting;
· providing advice regarding Branch activities to the national office and in particular the Executive Officer of BCA;

· promoting the work of the Branch as well as the work of BCA as the national organisation; 
· ensuring that the annual report, including all financial information, is provided to the BCA Company Secretary on time and in the prescribed format.
Assistant Coordinator – assists the Coordinator in the carrying out of all duties.
NOTE: Either the Coordinator or the Assistant Coordinator will be delegated with the responsibility for all financial matters of the Branch.  

Appendix (iii) BCA Code of Conduct for members in positions of responsibility within a BCA Branch
Blind Citizens Australia (BCA) is the united voice of Australians who are blind or vision impaired. Our mission is to achieve equity and equality by our empowerment, by promoting positive community attitudes, and by striving for high quality and accessible services which meet our needs.

All members in positions of responsibility within a BCA Branch are expected to observe the highest possible standards of behaviour, ethics and integrity as a condition of their role as a member of the committee or of the leadership team of a BCA Branch in order to represent our membership, ensure a sustainable organisation, and realize our organisational objectives.

Members in positions of responsibility within a BCA Branch should familiarise themselves with this Code and take reasonable action to clarify any concerns.

The standards expected of members in positions of responsibility within a BCA Branch include:
· Acting with honesty, integrity and fairness in all dealings with fellow Branch members, Board Members, BCA members, the Executive Officer, BCA Staff and the general public;
· Respecting and valuing the opinions and input of fellow Branch members; respecting difference of opinions and speaking as one voice when representing the Branch and the organisation;

· Acting in good faith in the best interests of BCA;

· Being accountable for your actions;

· Accepting responsibility for your decisions;

· Not engaging in activities that may bring you or BCA into disrepute;

· Avoiding bias, discrimination, caprice or self-interest;

· Acting in a financially responsible manner;

· Ensuring regular attendance at, and active participation in Branch meetings, any Board Committees or sub-committees and all external committees that you are appointed to as a representative of BCA; 

· Being familiar, and compliant, with all BCA policies, procedures, rules, and contractual obligations;

· Being compliant with all relevant laws in the performance of all duties;

· Adhering to appropriate Professional Codes of Practice and/or Ethics;

· Being accountable to the public, donors and members for the decisions and actions of the Branch and open to public scrutiny;

· Making full disclosure of a conflict of interest or potential conflict of interest as soon as this becomes apparent;

· Observing occupational health and safety rules, responsibilities and practices at all times;

· Adhering to the confidentiality of any information, records or other sensitive material acquired, during the course of your appointment as a member in a position of responsibility within a BCA Branch and/or after you cease to hold such a position within BCA;

· Respecting BCA equipment, supplies and property;

· Not making any unauthorised statements to the media about BCA;

· Not being involved in altercations, or using offensive language and/or behaviour in the performance of your role as a member in a position of responsibility within a BCA Branch;

· No unlawful discrimination or harassment in your performance in your role as a member in a position of responsibility within a BCA Branch;
· Using your position appropriately and not using your position as a member in a position of responsibility within a BCA Branch to seek an undue advantage for yourself, your family members or associates.

· Ensuring that you decline gifts or favours that may cast doubt on your ability to apply independent judgement as a member in a position of responsibility within a BCA Branch;

· Not being convicted of an indictable criminal offence;

· Not consuming, or being under the influence of, alcohol or other drugs whilst performing your role as a member in a position of responsibility within a BCA Branch.
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Blind Citizens Australia

CERTIFICATION OF CODE OF CONDUCT

I   ____________________________________, (PRINT FULL NAME)

certify that I have read and understood the Blind Citizens Australia Code of Conduct for members in positions of responsibility within a BCA Branch.

I realise that all members in positions of responsibility within a BCA Branch are expected to observe the highest possible standards of behaviour, ethics and integrity as a condition of their role within the committee or the leadership team of a Branch in order to represent our membership, ensure a sustainable organisation, and realize our organisational objectives.
Signed:  _________________________________
Date:  ______________
Appendix  (iv) 

Confidentiality agreement between Blind Citizens Australia and Members in Positions of Responsibility 
within a BCA Branch

I, __________________________________  (PRINT FULL NAME)
agree to not use or disclose any of BCA's confidential information except in the following circumstances:

· The disclosure is required by law;

· The disclosure is necessary in connection with performing obligations arising from my position of responsibility;

· The disclosure is to an officer or employee of BCA, to the extent that he or she needs to know the confidential information;

· The disclosure is reasonably made to a professional legal adviser; or

· BCA consents in writing to the disclosure.

For the purposes of this agreement, confidential information includes, but is not limited to, member lists, strategy or planning material, financial information, marketing plans or strategy, business plans, formulae, personal information and any other information that comes within my knowledge in circumstances where I know, or ought to know, that the information is confidential and its unauthorised disclosure would or could be detrimental to the interests of BCA.

It is essential that the confidentiality of all information regarding BCA be respected at all times.  It is a condition of this appointment to a position of responsibility within a BCA Branch that should such appointment cease (howsoever occasioned), I will undertake to return all property owned by BCA.  

Further, I undertake not to divulge confidential information regarding BCA’s business after ceasing my appointment to this position of responsibility within a BCA Branch.

Signed: _______________________________
Date: ________________
Appendix (v) BCA Annual Report Template for Branch Reports

Please complete the following details for the preceding financial year (where applicable) and email to the Company Secretary by mid-August for inclusion in the BCA Annual Report. 

1. Financial Year:  1 July _____ to 30 June ______
2. Branch: ________________________________

3. Branch Governance: _____________________________

i.e. Committee Structure    or Leadership Team Structure  

4. Number of Branch Members: _______

5. Number of Committee Members if applicable: _________

6. Number of Branch Meetings, Activities, Committee Meetings, Planning Meetings etc held within the previous financial year:

7. Examples of Branch Activities for the previous financial year:

8. Examples of local advocacy undertaken within the previous financial year:  

9. Mention any local committees where Branch members may represent the BCA Branch or themselves as an individual who is blind or vision impaired:

10. Mention if you have a Branch newsletter and how it is distributed:

11. Mention if you have any supporters, volunteer drivers, community assistance, free meeting spaces, etc:

12. Plans for the future:

13. Financial Position. This will not be included in the Annual Report but please give details of:

(i) Cash at Bank @ 30 June

(ii) Any grants, major fundraising activities or donations received or granted within the previous financial year

(iii) Amount of surplus or deficit for the financial year

(iv) Assets held by the Branch worth over $500 (if applicable)
Appendix (vi) Notification of Meeting or Activity Template

This template is not compulsory but could be used to inform Branch Members  of an activity, or used to advertise an activity in a BCA publication such as Diary Dates for Soundabout, or be put on the BCA Website.

1. Date and Time of Activity:
2. Name of Activity:
3. Meeting Place for Activity:

4. Duration of Activity:

5. Details of the Activity: 
6. Who can attend the Activity?:

7. Special Requirements: This could include mention of Dog Guide, wheelchair, dietary requirements etc. If applicable.

8. Cost of the Activity:

9. RSVP Details: This would include contact details of the person to inform if you are interested in attending the activity and how you would make your payment. 

Appendix  (vii) Activity or Meeting Log Template
This template is not compulsory but could be used to inform Branch Leaders of all activities for the financial year. This will assist with the writing of the Annual Report in early August.

RECORD OF BRANCH MEETINGS OR ACTIVITIES

for the financial year July 1 ____ to June 30 ____

	Date


	Name of Activity
	Venue or Destination of Activity
	Number of Attendees
	Outcomes from the Activity

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix  (viii) Financial Management Record suggestions

Still to be developed.
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