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WMAA EVENT PROPOSAL PROCEDURES
Revised December 2011
Preamble

The WMAA, through its Branches, Divisions and various state Working Groups, runs a range of events for members in the form of short seminars.  Members are encouraged to propose an event through their local state branch or national division. 

Purpose

This procedure has been developed to ensure that the Association meets its financial, legal and governance obligations as a company limited by guarantee as well as its obligation to responsibly and equitably manage member funds.  This procedure defines the services provided by the WMAA National Office staff and defines the responsibility of voluntary members, Association committees and branch staff who support approved events on behalf of the Association. 

Definitions

	Association
	The Waste Management Association of Australia Limited

	Member
	A financial member of the Waste Management Association of Australia

	Special Interest Committee
	A group of members who meet regularly, often with a common interest, that have registered with National Office as a Working Group, National Division or State Branch of the Association

	Approved event
	An event initiated by a member or employee of the Association and formally supported (minuted) by a recognised WMAA Working Group, National Division or State Branch.  Each state may conduct a maximum number of events each year subject to National Office Resources. An agreed calendar and number of events will be agreed at the beginning of the year. Some flexibility will be maintained at National Office for extenuating circumstances and opportunities.  An approved event has been authorised by the WMAA National Office, who will consider whether or not an event is appropriate to be held and managed by the WMAA.

	National Office
	The administrative headquarters of the Association located at Suite 4D, 5 Belmore Street, Burwood NSW 2134

	Events Management System
	The membership and event database and associated procedures located at the National Office

	Branch Liaison
	The member/Branch Support Officer assigned to liaise with the National Office regarding  the approved event

	Event Manager
	The WMAA staff member assigned to manage and organise the approved event

	Attendees
	Members and non-members of the Association who wish to participate in an approved event

	WMAA Events Account
	Bank: Commonwealth Bank Australia

BSB: 062 140 
Account: 1086 8720

	WMAA
	The Waste Management Association of Australia Limited 
ABN: 78 071 897 848

	Official Purchase Order
	A commercial document issued by a buyer to a seller, indicating types, quantities, and agreed prices for products or services the seller will provide to the buyer. Sending a purchase order to a supplier constitutes a legal offer to buy products or services.


Establishing the Event
1. An event must be agreed to by the Working Group, National Division or State Branch.  Each state may conduct a maximum number of events each year subject to National Office Resources. An agreed calendar and number of events will be agreed at the beginning of the year. Some flexibility will be maintained at National Office for extenuating circumstances and opportunities.  The event must then be proposed to the National Office and they will give final approval.

2. The Committee should assign responsibility to one person to liaise with the National Office (Branch Liaison).

3. The Branch Liaison will advise National Office (see contact list at the end of this document) of the details of the event for endorsement and approval, using the Event Proposal Form template (located at the end of this document) which is required to advertise and run the event. This document must be filled out and emailed to the National Office Event Manager.  The National Office has the authority to cancel an event if it is not appropriate to be held and managed by the WMAA.

For each quarter all event proposals must be submitted to National Office by:

1st Quarter (January – March) – all events must be submitted by the last week of November

2nd Quarter (April – June) – all events must be submitted by the last week of February

3rd Quarter (July – September) – all events must be submitted by the last week of May

4th quarter (October – December) – all events must be submitted by the last week of August
* Any events submitted to the National Office after the above deadlines will not be approved and will have to be considered for the following quarter.

An example of a possible event calendar for a State may be as follows:

1st Quarter – AMM and seminar

2nd Quarter – Branch / Division / Working Group Seminar x 2

3rd Quarter – Branch / Division / Working Group Seminar x 2

4th Quarter – Christmas Function

4. Where possible the Branch Liaison may provide details of a preferred venue but if it is unavailable or the selected venue is not suitable then National Office events staff will provide this service. 

5. The Branch Liaison is not required to obtain any quotes or contracts from venues or suppliers, this is the role of the Event Manager, who will then become the only contact with the venue and any suppliers.  Volunteer members and contracted staff are not legally authorised to sign any agreements or make any financial commitments on behalf of the Association.  

6. The Event Manager, when advised of details, will set up the events management system and administer the registration and payment system. 

7. An email notification/invitation will be created by National Office, sent to the Branch Liaison for confirmation and be distributed to the appropriate databases held at National Office. Should other databases be required for certain events these details should be forwarded to the Event Manager by the Branch Liaison. 

8. All notifications of Approved Events must at a minimum, be distributed via National Office to the official databases and these notifications, plus any additional notifications sent by the Working Group, Division or Branch directly must advise members to contact National Office to register by phone, fax or online.

9. The WMAA may cancel an event if the minimum amount of attendees have not yet registered at least one week out from an event or by the last date possible to cancel a venue before any cancellation fees apply. 

10. In most circumstances the WMAA will not run any free events. Working Group Meetings can still be held at no cost to members, at a location determined by the Group at their own initiative.  National Office will not take registrations for these meetings and no flyer will be distributed.  Working Groups each have a list server of the email addresses of group members which is maintained by National Office and which can be used to advise members of upcoming meetings. 

Event Costs

1. The Event Manager will develop a budget based on information obtained in the Event Proposal Form this includes establishing both the Member and Non Member price.

2. If money is allocated in the budget for specific items which the Branch Liaison will then need to purchase with their own money and be reimbursed e.g. awards or snacks and water, the Branch Liaison will be advised of the amount allocated by the Event Manager.  The Event Manager will only reimburse the amount listed in the budget, if additional funds are needed they must be approved by the Event Manager before the event.  No monies beyond the amount allocated will be reimbursed by National Office.  All tax invoices and receipts must be forwarded to National Office for reimbursement no later than two (2) weeks after the event.

3. While at an event neither the Branch Liaison nor any other WMAA member or event attendee are authorised to charge anything back to the WMAA, increase bar tabs or reallocate funds.

Event Registrations and Invoicing

1. All registrants must book and pre-pay for all events.  

2. Event registration may be completed via either the Online Registration Page (credit card payments only), fax (with credit card or official purchase order) or over the phone (credit card payments only).  

3. Any bookings not immediately paid for with a credit card must be accompanied by a faxed or emailed Official Purchase Order.

4. In the case of attendees being unable to make payment prior to the event, attendees should contact the Business Manager (contact details listed below) to make alternative arrangements. 

5. All registrations will be processed within one working day of being received and a confirmation letter and tax invoice will be issued by email. 

6. Registrations at the door of an event should be avoided but if this does occur the Branch Liaison must collect the attendee’s details, using a blank seminar registration form (the template can be provided by the Event Manager and take credit card details, no credit is to be provided to on-site registrants.  The seminar registration form must be faxed to National Office (02 9701 0199) within two (2) working days of the event so that a tax invoice can be issued.
Payment of Accounts Related to Events 

1. All invoices received for payment of venue costs, catering etc must be made out to the Waste Management Association of Australia at its registered address or they cannot be paid. The exception to this are receipts for out of pocket expenses incurred by a member on behalf of a WMAA approved event which can be submitted to National Office for reimbursement (contact the Business Manager for an Expense Reimbursement Form, contact details are listed below).  Please see point 2 under Event Costs.
2. All contact with a venue and/or supplier should be made by the WMAA Event Manager.  If a Branch Liaison makes contact with a venue and/or supplier any quotes and other documents received, as well as the contact details, should be passed onto the Event Manager.  No Branch Liaison has the authority to confirm and/or sign venue and/or supplier contracts on behalf of the WMAA.
3. For urgent EFT or Credit Card payments for an Approved Event, please contact the WMAA Event Manager by phone (02 8746 5066).

Event Management 

1. The Event Manager will liaise with the relevant supplier(s) during the lead up to the event to confirm contractual arrangements and provide final numbers.

2. The final attendee list will be sent to the Branch Liaison within 2 working days prior to the event. For more regular updates of numbers please contact your assigned Event Manager.

3. State Branch Administrators can have log in access to the WMAA Events Management system to obtain their own updates by arrangement with National Office. 

4. The Branch Liaison should confirm that a Committee Member or Branch Administrator will be present at the event to cross-check the attendee names with the registration list provided. The checked registration list should be forwarded to National Office at the earliest opportunity with any discrepancies marked. 

CONTACT LIST

	Name
	Position
	Phone
	Email

	Alison Bonanno
	Events Coordinator 
	02 8746 5066
	alison@wmaa.asn.au

	Kat Partridge
	Events Administrator
	02 8746 5005
	kat@wmaa.asn.au 

	Veronica Dullens
	Manager – Member Services
	02 8746 5055
	veronica@wmaa.asn.au

	Lisa Dower
	Business Manager
	02 8746 5046
	lisa@wmaa.asn.au


*For the majority of WMAA Seminars, your Event Manager will be Alison Bonanno or Kat Partridge, should Alison or Kat be unavailable for any reason, please contact Veronica Dullens.
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PROPOSAL FORM
Please fill in the details and select the appropriate boxes below, attach to an email and send.

This is a fill in form so please DO NOT print off, fill in by hand or PDF.

Event Details:
Title of Event (to be used on the distributed flyer):      
Proposed Date (dd/mm/yyyy):      
	Proposed Start Time:      
	Proposed End Time:      


Please indicate who the representative on-site at the event will be (who will take registrations and be the contact on the day):      
Please list the above person’s mobile number:      
Please select the type of event:
 FORMCHECKBOX 
 Seminar
 FORMCHECKBOX 
 Webinar
 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 Site Tour





 FORMCHECKBOX 
 Golf Day
 FORMCHECKBOX 
 Lunch
 FORMCHECKBOX 
 Dinner
 FORMCHECKBOX 
 Cocktail Function

Please select the desired catering:
 FORMCHECKBOX 
 Breakfast
 FORMCHECKBOX 
 Morning Tea
 FORMCHECKBOX 
 Lunch
 FORMCHECKBOX 
 Afternoon Tea





 FORMCHECKBOX 
 Dinner
 FORMCHECKBOX 
 Canapés 
 FORMCHECKBOX 
 Alcohol to be served




 FORMCHECKBOX 
 Full Day Package

 FORMCHECKBOX 
 Venue will supply food free of charge









 FORMCHECKBOX 
 Venue will supply beverages free of charge

Dress requirements: 
 FORMCHECKBOX 
 Business Attire
 FORMCHECKBOX 
 Long pants and closed toe shoes (suitable for a site tour)




 FORMCHECKBOX 
 Cocktail/After 5
 FORMCHECKBOX 
 Other      
Transport: 
 FORMCHECKBOX 
 Attendees should make their own way to the event, or



 FORMCHECKBOX 
 Attendees must use transport offered by the event, if so:




 FORMCHECKBOX 
 Attendees will be driven by bus and picked up/dropped off at a specific meeting point




 FORMCHECKBOX 
 Attendees will be transported by another means, if so, what:      
	Pick up time:      
	Pick up point:      

	Drop off time:      

	Drop off point:      




Any other relevant details for transport:      
Parking at the venue:
 FORMCHECKBOX 
 Free parking available onsite



 FORMCHECKBOX 
 Paid parking available onsite




Any other relevant details for parking:      
Please include any other relevant event details:      
Please include a summary of the event as you would like it to appear on the flyer (or provide as a separate attachment if preferred):

     
Proposed Venue Details:

	Venue:      

	Street:      

	Suburb:      
	State:      
	Postcode:     

	Contact Name:      

	Contact Number:      

	Contact Email Address:     


AV Requirements:

	Item
	To be ordered from venue or other supplier
	Will be provided by Branch Liaison or another WMAA Member
	Not Required

	Data Projector & Screen
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Laptop
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Microphone / Lectern
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Roving Microphone
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Whiteboard

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Flipchart
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Other (please specify):      
Additional Cost Items:
Items included in the budge are venue costs, AV requirements, and catering.  If you require any additional items to be included in the budget (e.g. speaker gifts, snacks etc.) please list them below:

	Item:      
	Cost:      

	Item:      
	Cost:      

	Item:      
	Cost:      

	Item:      
	Cost:      


* Please be aware any monies not allocated in the budget will not be reimbursed.
Survey:

If you would like a survey produced, you must have the questions to be included in the survey to your WMAA event manager within 2 working days after the event. The survey will be compiled and distributed within 3 working days after the event. The survey will use the template available through the WMAA CRM system.

 FORMCHECKBOX 
 Yes, I would like to distribute a survey after the event

 FORMCHECKBOX 
 No, a survey is not required

Speakers: 

Please list all confirmed speakers below as well as their contact details including mobile number and email, ensuring all spelling is correct:

	Name:      
	Organisation:      

	Contact Number:      
	Email:      

	Name:      
	Organisation:      

	Contact Number:      
	Email:      

	Name:      
	Organisation:      

	Contact Number:      
	Email:      

	Name:      
	Organisation:      

	Contact Number:      
	Email:      

	Name:      
	Organisation:      

	Contact Number:      
	Email:      

	Name:      
	Organisation:      

	Contact Number:      
	Email:      


Sponsors:

Please list all confirmed sponsors below as well as their contact details including mobile number and email and indicate how much each sponsor should be invoiced:

	Organisation:      
	Name:      
	Amount:      

	Contact Name for Invoicing:      

	Contact Email:      

	Organisation:      
	Name:      
	Amount:      

	Contact Name for Invoicing:      

	Contact Email:      

	Organisation:      
	Name:      
	Amount:      

	Contact Name for Invoicing:      

	Contact Email:      

	Organisation:      
	Name:      
	Amount:      

	Contact Name for Invoicing:      

	Contact Email:      



Once this form has been completed, please email it back to Alison Bonanno, �HYPERLINK "mailto:alison@wmaa.asn.au"�alison@wmaa.asn.au�.
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