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ASSOCIATION OF MOTORING CLUBS

A BRIEF HISTORY OF AOMC

The Association of Motoring Clubs was formed in 1978 by a group of motoring enthusiasts keen to ensure the promotion of individual motoring clubs and hobby motorists within Victoria.

Membership is open to all motor vehicle clubs in Victoria.  Membership may also be extended to Corporations (Corporate Membership) and motor vehicle clubs outside Victoria.  

Membership is not open to individuals, however Supporters are welcome to attend Delegates Meetings, participate in seminar/information days and are entitled to a copy of The AOMC News and other bulletins.

Mike Allfrey to prepare the history  

The AOMC is affiliated with the Australian Historic Motoring Federation

“AOMC  working for the Motoring Enthusiast ”

ASSOCIATION OF MOTORING CLUBS

INCORPORATION

The Association of Motoring Clubs is an incorporated body (Reg. No. A731) operating in Victoria under the Associations Incorporation Act 1981.  This means that as a corporate body it has legal existence entirely separate from its members and is capable of acting in its own name.  A corporate body has perpetual succession (continues on beyond the life of the individual members), a name, a common seal (the stamp with the name of the organisation), and may sue and be sued.  It may make contracts and hold property on behalf of the Association.

Liability for debts is limited to the assets of the Association and the amount of the share or contribution the members may have agreed to provide in the rules of the Association.  The membership is protected from any further financial responsibility.

In accepting recognition by the law of being an incorporated Association there are attendant conditions placed upon the Association which must be observed by the Committee of Management.  These should not be considered unreasonable given the relief of liability that incorporation confers.  These essentially require the Association to operate under an approved constitution and rules, with acceptable procedures for the administration of any business and the management of funds.  It is also a requirement to submit reports on the operation of the Association to the Registrar.  The following sections of this manual describe the responsibilities and duties of the members of the Management Committee and other key officers such that the legal requirements of the Association of Motoring Clubs Incorporated are satisfied.

REQUIREMENTS 

The requirements of the Act after Incorporation are relatively simple as listed below.  Note that there are additional AOMC specific requirements in the Association's Constitution and Rules.

· The Association must not trade or secure either financial profit for members (or as trustees on behalf of beneficiaries).

· It may not alter its statement of purpose or rules except by special resolution.  A special resolution must be passed by a majority of at least three quarters of the members present at the meeting or voting by proxy as permitted in the rules.  Notice must be given in accordance with the rules also. 

· It must fill a vacancy in the office of public officer arising as a result of any circumstances set out in S.27(2) within fourteen days of its arising.

· It must hold its first Annual General Meeting within 18 months after its incorporation.

· It must hold subsequent Annual General Meetings once in each calendar year.

· It must submit to the members at the Annual General Meeting, a statement concerning the finances of the Association.

· It must, within fourteen days after becoming trustee of a Trust, lodge with the Registrar, particulars of the Trust and a copy of any deed or other instrument creating or embodying that Trust. S.16(4).  

· It must display the Association Incorporation Number A731 on all documentation and formal correspondence.

ASSOCIATION OF MOTORING CLUBS INCORPORATED

AUSTRALIAN BUSINESS REGISTRATION

INTRODUCTION

The Association of Motoring Clubs is a Registered Australian Business and recorded on the Australian Business Register with the Australian Business Number (ABN) of 90 979 750 693. 

REQUIREMENTS 

Display of ABN. 

Submission of Business Activity / Income Statement.

Other requirements as contained in Commonwealth Legislation. 

E

ASSOCIATIONS INCORPORATION ACT 1981

THE ASSOCIATION OF MOTORING CLUBS INC.

CONSTITUTION
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NOTE:  Notwithstanding anything omitted from this Constitution:

a)
Rules as set out in the Associations Incorporation Act 1981, which are in force, are to be followed.

b)
Rules and Procedures as set out in reference books on the subject and adopted by the Executive Committee shall be used.
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1.
NAME

The name of the incorporated association is the "Association of Motoring Clubs Incorporated" (in these rules called "the Association").
2.
COMMON SEAL

2.1
The Common Seal of the Association shall be kept in the safe custody of the Secretary.

2.2 The Common Seal shall not be affixed to any instrument, except by the authority of the Executive Committee.  The affixing of the Common Seal shall be attested by the signatures, either of -

i]
two members of the Executive Committee, or

ii]
one member of the Executive Committee and the Public Officer of the Association.

3.
OFFICE

The office of the Association shall be in such place as the Executive Committee shall from time to time determine.

4.
OBJECTS

The objects of the Association are -

4.1
To consider and recommend and/or take action on all matters affecting motoring generally.

4.2
To consider and recommend and/or take action on legislative and legal matters pertaining to motoring generally.

4.3
Preparation of statistical information to promote the objects of the Association.

4.4
To organise and/or promote activities conducive to the interests of members.

4.5
To coordinate parts information and supplies

4.6
To undertake and/or coordinate efforts to secure suitable premises for the use of member clubs.

4.7
To act as a medium for contact between member clubs and the public and to refer inquiries to member clubs whenever appropriate.

4.8
To print and/or circulate periodicals, documents and publications containing information considered to be of interest or assistance to the members.

4.9
To conduct meetings at which matters of general interest and concern shall be discussed in order that decisions can be made, or to enable further action to be taken by the Executive Committee for the benefit of members.

5. MEMBERSHIP

5.1
Applying for Membership

Membership of the Association shall be open to:

(
Motoring clubs (whether incorporated or unincorporated);

(
Registered business / corporations;

(
Supporters (being individual persons) -

who subscribe to the objects of the Association and are approved as members in accordance with this Rule.

5.1.1
Application for membership shall be in writing in the form prescribed by the Executive Committee from time to time and shall be accompanied by the joining fee and membership subscription.  Should membership be rejected, all monies shall be refunded.

5.1.2
The Executive Committee who shall not be bound to approve an application or divulge reasons shall determine all membership applications.

5.1.3
Member representation and voting rights shall be limited as described in the following subsections.

5.1.3.1
Each member of the Association that is a motoring club, registered business or corporation may appoint up to three individual persons to be the member's Delegates at meetings of the Association.

5.1.3.2
Each member of the Association who is a motoring club, registered business or corporation may only have one vote.

5.1.3.3
No member of the Association who is a Supporter (being an individual person) may vote at any meeting of the Association.

5.1.3.4
Membership entitlements, privileges and obligations shall not be transferable.

5.l.4
It shall be the responsibility of the Secretary to maintain a register of all members of the Association.  The Executive Committee may appoint a Membership Secretary from time to time whose responsibility it will be to create and maintain the data which is to be contained in the Membership Register.

5.1.5
Membership entitlements, privileges and obligations shall not be transferable.

5.2
Termination of Membership - Expulsion and Suspension of Members

Subject to these rules, the Executive Committee may by resolution passed by a two thirds majority of the Executive Committee present and voting -

5.2.1
expel a member permanently from the Association; or

5.2.2
suspend a member from membership of the Association for a specific period;

5.2.3
expel or suspend a member if the member or a member's Delegate

i]
has not complied with these rules;

ii]
has been guilty of conduct unbecoming of a member or prejudicial to the interests of the Association.

5.3
Reinstatement of Members

5.3.1
An expelled or suspended member shall have the right of appeal to the general membership of the Association either at a General [Delegates] Meeting or Extraordinary [Special] Meeting.

5.3.2
Reinstatement as a member of the Association of an expelled or suspended member, shall be in accordance with such conditions as the members may impose at such General [Delegates] Meeting or Extraordinary [Special] Meeting.

6.
MANAGEMENT

6.1  Executive Committee

Management of the Association shall be vested in an Executive Committee, which shall be elected by a vote of members at the Annual General Meeting and shall hold office until the next Annual General Meeting when the incumbents shall be eligible for re-election.

6.1.1
The Executive Committee shall consist of the President, Vice President, Secretary, Treasurer, Publicity Officer and up to five Ordinary Members of the Committee who shall be allocated duties as required by the President.

6.1.2
No member of the Executive Committee may hold more than one Executive Committee position.

6.1.3
No member of the Executive Committee may hold the same position on the Executive Committee for a period exceeding six consecutive years.  A member of the Executive Committee who has held a position on the Executive Committee for a period of six consecutive years may not be re-elected to that, or any other, position on the Executive Committee until a period of five years has elapsed.

6.l.4
The Office Bearers of the Executive Committee shall, at the time of election, be Delegates of a member club.

6.1.5
The President, upon election and throughout tenure of office shall not represent the interests of the club or organisation that he represented as a Delegate.  Such club or organisation shall have the right of a single vote, separate from that of the President

6.1.6
The Executive Committee shall be responsible for arranging the filling of any casual vacancy occurring between Annual General Meetings.  The person appointed shall hold office until the next Annual General Meeting.

6.1.7
It shall be the responsibility of the Executive Committee to control and manage the affairs of the Association and to exercise all such powers and functions as may appear to the Executive Committee to be essential for the proper management of the business and affairs of the Association, so long as such powers shall not over-ride the powers, privileges and entitlements of the members as specified herein.

6.2  Termination of Office

6.2.1
Any member of the Executive Committee failing to maintain a seventy-five per cent attendance record at Committee meetings, or who fails to attend three consecutive Committee meetings without formal apology and acceptable reason shall automatically forfeit their position and office.

6.2.2
Termination of the entire Executive Committee, or a member thereof, can be called for by a petition signed by a minimum of ten per cent of total members, or ten members (whichever is the greater).  Reasons must be stated in writing and supplied to the Secretary for circulation to all ordinary members at least forty days prior to an Extraordinary [Special] Meeting called for that purpose, where, of those present, a three-quarters majority decision shall prevail.

6.2.3
The Chairperson of any Extraordinary [Special] Meeting held to determine a question of termination of the entire Executive Committee or a member thereof shall be totally impartial and shall hold no voting rights on this question.  The Chairperson in such instance shall not be required to be an Ordinary Member of the Committee, so long as the choice of such person is agreeable to the majority of members present.

6.3
Sub Committees

6.3.1 
The Executive Committee shall have the power to co-opt any outside person or organisation for professional, technical or skilled advice or assistance.

6.3.2 
The Executive Committee shall be empowered to form Sub-Committees to carry out specific tasks or for the general assistance on specific matters for the Executive Committee.

6.3.3 
Sub-Committees may be formed or disbanded at any time at the discretion of the Executive Committee.

6.3.4
Each Sub-Committee shall be answerable to the Executive Committee and shall have representation at all meetings of at least one member of the Executive Committee.

6.3.5
All Sub-Committees shall automatically disband at the Annual General Meeting and re-formation shall be at the discretion of the new Executive Committee.

7.
MEETINGS AND THEIR CONDUCT

7.1
Executive Committee Meetings

7.1.1 
The Executive Committee shall meet not less than once every two months so long as the needs of the Association are being properly met.

7.1.2 
Executive Committee members shall be advised with a minimum seven days notice of the time and location of all meetings.

7.1.3
Extraordinary [Special] Meetings of the Executive Committee may be convened by - 

i]
the President, or
ii]
any four of the members of the Executive Committee.

7.1.4
Not less than seven days notice shall be given to all members of the Executive Committee of any Extraordinary [Special] Committee meeting the general nature of the business to be transacted and no other business shall be transacted at such meeting.

7.2
General [Delegates] Meetings

7.2.1
General [Delegates] Meetings shall be held at the discretion of the Executive Committee not less than three times per calendar year.

7.2.2 
All members shall be notified in writing with a minimum of thirty days notice of the time, date and location of such meetings.

7.2.3 
The ordinary business of a General [Delegates] Meeting shall be:

i]
to confirm the minutes of the last preceding General [Delegates] Meeting;

ii]
to receive and consider reports and correspondence upon the transactions of the Association throughout the period since the last General [Delegates] Meeting;

iii]
to transact business arising from the minutes, reports and correspondence tabled at such meeting;

iv]
to consider appropriate general business from the floor.

7.3 Annual General Meeting

7.3.1 The Annual General Meeting shall be held within sixty days of the first day of November in each and every calendar year on such date as the Executive Committee shall determine.

7.3.2 All members shall be advised with a minimum of thirty days notice of the date, time and location of such meeting.

7.3.3
The ordinary business of the Annual General Meeting shall be:-

i]
to confirm the minutes of the last preceding Annual General Meeting;

ii]
to receive Committee reports upon the transactions of the Association throughout the preceding year;

iii]
to receive and consider all financial reports and statements;

iv]
to review and confirm the membership subscription fees for the following year;

v]
to transact business arising from the minutes and reports tabled at such meeting;

vi]
to elect an Executive Committee as specified herein.

7.4
Extraordinary [Special] Meeting

7.4.l
Extraordinary [Special] Meetings shall be held when not less than five (5) percent of total membership or ten members (whichever is the greater) give written notice to the Secretary, either jointly or separately, requesting such a meeting.

7.4.2
Such notice shall state the nature of the business to be considered and only that business shall be considered at such meeting.

7.4.3
Notwithstanding the foregoing, a majority of the Executive Committee may call an Extraordinary [Special] Meeting.

7.4.4
All members shall be advised in writing with a minimum of forty days notice of the date, time and location of such meeting and the nature of business to be considered.

7.5
Chairperson

7.5.1
The President, or in his/her absence, the Vice President, shall chair all meetings of the Association unless otherwise stated in these rules. In the absence of both the President and Vice President, a member of the Executive Committee shall be chosen to chair the meeting.

7.5.2
i]
The Chairperson with respect to Election Procedures at the Annual General Meeting shall be totally impartial and shall not be entitled to vote or to accept nomination or to propose nominations for any position.  Such person shall not be required to be a member of the Association.

ii]
The Chairperson of any meeting convened for the purpose of considering the termination of an elected Officer of the Association shall be totally impartial and shall not be entitled to vote on this matter.  Such person shall not be required to be a member of the Association.

iii]
The Chairperson at all meetings of the Association shall have a casting vote as well as a deliberative vote, except as stated herein.

iv]
Where a person assuming the position of Chairperson of a meeting is a Delegate, that person shall not, whilst assuming such position, be compelled to represent the interests of the club or organisation which he has represented as a Delegate.  During the loss of such Delegate's representation, such club or organisation shall have the right of a single vote, separate from that of the Chairperson.

7.6
Minutes

The Secretary shall be responsible for keeping and maintaining detailed records of all proceedings of all meetings of the Association and for presenting such records at the following meetings for confirmation.

7.7
Quorum

7.7.1
At all General Meetings and Extraordinary [Special] Meetings, a quorum shall be ten members, and at Executive Committee Meetings, the quorum shall be 50% of the Executive Committee.

7.7.2
If a quorum is not present within thirty minutes of the advertised starting time of a meeting, those present, being -

*
no less than five for a General Meeting or Extraordinary [Special] Meeting; and

*
not less than three for an Executive Committee Meeting, 

may conduct an Informal Meeting, so long as any business transacted shall be ratified at the next Formal Meeting.  In any other situation, the meeting shall lapse due to insufficient representation.

7.8
Procedure on Motions

7.8.1 
A motion must be seconded to be open for discussion and must be carried by a majority decision of members present and voting save and except the following which require a three quarters majority:-

i]
Motion for Dissolution of the Association.

ii]
Motion to terminate the Executive Committee or member thereof.

iii]
Motion to amend Constitution.

7.8.2
At Committee Meetings, a simple majority shall approve a motion.

7.8.3 Motions arising at any meeting of the Association shall be determined by a show of hands, or, if demanded by not less than 3 members, by a poll taken in such manner as the Chairperson may determine.  In the event of an equality of votes the chairperson shall have a casting vote as well as a deliberative vote.

7.8.4
There shall be no entitlement to vote by proxy at any meeting of the Association.

8.
FUNDS AND EXPENDITURE

8.1
Joining Fee

A joining fee shall be payable with an application for membership of the Association.  Such fee shall be as determined from time to time by the Executive Committee.

8.2
Membership Subscription and Obligations

8.2.1
An annual membership subscription shall be payable in advance by all members.  Such fee, and the due date for payment of such fee, shall be determined by the Executive Committee and shall be due and payable by the due date in order for eligibility to vote at meetings of the Association.

8.2.2
Should a member fail to pay its membership subscription within ten weeks of the due date, then that club or organisation will be deemed to be no longer a member of the Association.  All documents and property belonging to the Association and in the hands of such member shall become immediately returnable to the Association.

8.2.3
Membership subscriptions shall be determined annually by the Executive Committee and members notified of the change at least 6 months before the subscriptions are due.

8.3
Income

The funds of the Association shall be derived from joining fees, annual subscriptions, donations and such other sources as the Executive Committee shall determine.

8.4
Financial Statements

8.4.l
The Executive Committee shall arrange to have prepared a statement of the financial affairs of the Association as at the thirtieth day of June in each calendar year.

8.4.2 The Treasurer shall present a current statement of receipts and expenditure at all meetings of the Association.

8.5
Audit

Where the income of the Association exceeds five hundred dollars ($500.00) in any financial year, a suitable qualified person (who shall not be a member of the Executive Committee) shall be appointed to audit the financial records and statements of the Association.  The Auditor shall furnish a written report for presentation at the Annual General Meeting and for circulation to all members.

I

8.6
Financial Records and Accounts

8.6.1
The Treasurer shall be responsible for the safe custody and maintenance of detailed records of accounts and books detailing the financial affairs and assets of the Association.

8.6.2
The financial assets of the Association shall be banked or invested in the name of the Association. Such accounts or investments shall be decided on by a majority vote of members of the Executive Committee and shall be operated on by the Treasurer and one other of the President or Secretary.

8.6.3
Accounts for payment or expenditure to be incurred shall be authorised by majority decision of members of the Executive Committee.

8.6.4
No member shall be entitled to incur any liability for the Association without the prior approval of the majority of the Executive Committee.

8.7
Non Profit or Reward

All funds and property of the Association shall be applied solely towards the promotion of the objects of the Association.  No member or member's Delegate shall be appointed to any salaried office or office of profit or reward and no remuneration or other benefit in money or monies worth shall be given by the Association to any member or member's Delegate, except:-

8.7.1
i]
the payment of an annual honorarium in recognition of the performance of voluntary secretarial services.  The amount available for honorariums will be determined at each Annual General Meeting.  This determination will be for the following year after the Annual Meeting at which the honorariums (honoraria).  The honorariums will then be paid at the discretion of the Executive Committee during the year for which it has been determined until the next General Meeting;

ii]
the reimbusement of out of pocket expenses;

iii]
interest on money lent to the Association (at current lending bank rates); or

iv]
reasonable and proper rent on property let to the Association.

8.7.2
Neither the Association, nor the name, or common seal of the Association shall be used by any individual, group or organisation, either member or otherwise for private or commercial gain or reward without the prior approval of the Executive Committee of the Association.

9.
BY-LAWS

By-Laws for the proper management and control of the Association may be made, altered and/or repealed by the Executive Committee so long as such by-laws are not inconsistent with this Constitution.

10.
MEMBER ACCESS

10.1
Any member shall have the right to request attendance at any meeting of the Executive Committee upon reasonable notice to the Secretary.  Such member shall have the right to raise a specific matter for discussion and may speak on it but shall have no voting rights at such meeting.  At the Chairperson's discretion, the member may be excluded whilst any vote is taken.

10.2
Any member shall be entitled to free access to the official records, books and files of the Association so long as seven days notice is given by such member of the specific information required.  An Officer of the Association responsible for the safe custody of such records has the right to refuse removal of such records from safe custody, but shall give all reasonable assistance for proper access and examination.

11.
CONSTITUTION

11.1
A copy of the Association's Constitution shall be available to all members upon joining the Association or upon reprinting of the Constitution due to alteration or amendments.

11.2
The Constitution of the Association may be amended at a General [Delegates] Meeting or Extraordinary [Special] Meeting called for that purpose.  Written advice of the amendment and intention to alter or amend is to be given to all members at least forty days prior to the meeting at which the motion to amend is to be put.

11.3
Any motion to amend the Constitution of the Association shall be moved and seconded and passed by a majority of three-quarters of the members present.

12.
INDEMNITY AND INSURANCE

12.1
The Executive Committee, all Sub-Committees, and all members thereof shall be indemnified by the members of the Association against all costs, expenses and liabilities incurred by the Executive Committee, all Sub-Committees and all members thereof in the course of the Association's business and activities as authorised by the Constitution or by motion or motions passed at any meeting of the Association.  The Executive Committee shall pay and make good from the funds of the Association all such loans, expenses and liabilities as aforesaid.

12.2
It shall be the duty of the Executive Committee to arrange and maintain insurance cover for such risks and liabilities incurred by the Association and the members severally, as may from time to time be considered prudent

13.
DISSOLUTION

13.1
The Association shall be dissolved in the event of the membership being less than ten members or upon the vote of three-quarters of the ordinary members present at an Extraordinary [Special] Meeting convened to consider dissolution.

13.2
If upon winding-up or dissolution of the Association there remains, after satisfaction of all its debts and liabilities, any property whatsoever, the same shall not be paid to or distributed among the members of the Association, but shall be given or transferred to some other Association, having similar objects to those of the Association, and which shall prohibit the distribution of its income and property amongst its members to an extent at least as is imposed on the Association at or before the time of dissolution, and in default thereof shall be dealt with by decision of such Judge of the Supreme Court of Victoria as may have or acquire jurisdiction in the matter.

14.
DISPUTES

14.1
The grievance procedure set out in this rule applies to disputes under these Rules between:

14.1.1
a member or a member's Delegate and another member or a member's Delegate; or

14.1.2
a member or a member's Delegate and the Association.

14.2
The parties to the dispute must meet and discuss the matter in dispute, and, if possible, resolve the dispute within fourteen days after the dispute comes to the attention of all of the parties.

14.3
If the parties are unable to resolve the dispute at the meeting or if a party fails to attend that meeting, then the parties must, within ten days hold a meeting in the presence of the mediator.

14.4 The mediator must be -

14.4.1
a person chosen by agreement between the parties; or

14.4.2
in the absence of agreement -

i]
in the case of a dispute between a member or a member's Delegate and another member or a member's Delegate, the Executive Committee of the Association; or

ii]
In the case of a dispute between a member and a member's Delegate and the Association, an accredited mediator nominated by the President of the Law Institute of Victoria.

14.5
A member of the Association or a member's Delegate can be a mediator.

14.6
The mediator cannot be a member who is a party to the dispute.

ASSOCIATION OF MOTORING CLUBS 

BY-LAWS

These By-Laws are laid down by the Committee of Management of the Association of Motoring Clubs Incorporated by the authority vested in them under Clause 9 of the Constitution, and are subject to change at the discretion of the Committee. 
ASSOCIATION OF MOTORING CLUBS

CALENDAR

Throughout the year the following items are to be addressed as required:

JANUARY


Arrange Guest Speaker / film for April GM





Book ground for next year's Shows

FEBRUARY
Delegates Quarterly General Meeting




Pay Post Box Rent




Follow up on The AOMC News Advertisers




Organise display for AOMC American Car Show




Organise display for AOMC British Car Show

MARCH

Arrange Guest Speaker/film for May GM




Organise volunteers and other assistance for running shows

APRIL


Run American and British European Motoring Shows




Arrange Delegates Seminar on Key issues




Set venue for Delegates Seminar




Arrange Speakers for Delegates Seminar

MAY


Delegates Quarterly General Meeting

JUNE


Run Delegates Seminar




Arrange Guest Speaker for August GM

JULY



Arrange audit of Financial Statements

AUGUST


Delegates Quarterly General Meeting






Arrange publication of AGM notice in November's AOMC News 





Arrange publication of Nomination form in November's AOMC News




Arrange AGM - Financial Statements





- Confirm nominations for Office Bearers




Review Insurance - Public Liability, Property

SEPTEMBER

Corporate Affairs Return - Financial; Office Bearers; Membership

OCTOBER


NOVEMBER
Delegates Quarterly General Meeting.  AGM - Reports, Elections




Committee handover meeting:




Prepare financial budget for next year




Review all Association appointments, eg., Committee, Public Officer, etc.




Review membership subscriptions for next year at handover meeting




Review The AOMC News commercial advertising rates at handover meeting




Bill advertisers for next calendar year




Review Operations Handbook

DECEMBER


ASSOCIATION OF MOTORING CLUBS

MEETING PROCEDURES
ANNUAL GENERAL MEETING, GENERAL MEETINGS 

& COMMITTEE MEETINGS

AGENDA

An agenda is to be prepared in consultation with the Chairman of the meeting.  The President would normally chair any meeting, or in his absence, the Vice President.  The agenda should follow the format of the example agenda attached.  The business to be conducted at the meeting is to be in accordance with the Constitution.  It is desirable that the agenda be available before any meeting.  During the meeting the Secretary should work closely with the Chairman in ensuring that all relevant paperwork for the business at hand, is available to the Chairman.  During General Business or where any other motions are put before the meeting, the Secretary shall make notes of the motions and amendments and the outcome of the debate.

TAKING OF MINUTES (AGM, GMs, Committee Meetings)

Minutes of the meeting are to be made against all items on the Agenda and other items that may be raised under General Business.  The minutes of the Annual General Meeting and General Meetings are to be made available to all members upon request, within reason, and are to published in the next issue of The AOMC News following the meeting.  The minutes of Committee Meetings are to be distributed to Committee members only.  Given the sensitive nature of some business transacted in Committee Meetings, these minutes are not to be published in The AOMC News.  Minutes of all meetings shall be retained in a minute book dedicated for that purpose.  If the minutes have been made on separate sheets then they are to be included in the Minute book.

It is the responsibility of the person who is Secretary at the commencement of the Annual General Meeting to continue recording the proceedings of the Annual General Meeting, and to produce minutes of the meeting, even though the position of Secretary has been declared vacant.

A separate Minute Secretary may be appointed by the Committee to assist the General Secretary for the AGM and Quarterly Delegates Meetings.  This will enable the General Secretary to directly assist the President during any debate.

To assist in the minute taking it is most useful for speakers to identify themselves by, for example, giving both their name and the name of the Club that they are representing.  Therefore, when opening the meeting, the Chairman should advise all those present that they should identify themselves before speaking from the floor.

AGENDA ITEMS

It is essential that all Agenda Business items are considered before other General Business or non specific Agenda items are introduced. 

GENERAL BUSINESS

It is most desirable that meetings are structured to ensure that all business is addressed before the other activities are commenced.  Meetings should be run to time so that there are sufficient members present to conduct any business that requires a fair representation if not a quorum.  Efficient and effective meetings not only ensure the smooth running of the Association but create a positive image to new and prospective members.  All of which retains and increases membership numbers and hence improves the efficiency of the operation to the ultimate benefit of all members.

ANY OTHER BUSINESS

If not specifically listed on the Agenda, the Chairman should exercise caution in opening the meeting to "Any other Business" as this may result in time wasting or introduce unexpected "bombshells" that could upset the outcome of other previous Agenda items and general tenure of the meeting.  Surprise items may also adversely influence the attitudes of the departing members.

GUEST SPEAKERS 

Where a guest speaker is available it is essential that he be advised of the time that he is expected to begin and the time available for him to speak.  This must be advised to him at the time of agreement to attend.  The details of the engagement should then be confirmed with the speaker a couple of days in advance of the meeting.  On the day it may be expedient to defer non-essential items until after the guest has spoken.  Most guest speakers will not expect payment, however it would enhance the image of the Association if some sort of presentation is made for example a hat or some other item of regalia.  A photograph of the presentation will be useful for inclusion in The AOMC News.

ASSOCIATION CALENDAR

An annual Association calendar is to be prepared with input from all Committee members and Delegates.  Its main purpose is to enable the committee to plan all Association activities and events for the year.  It should include all meetings and other events relevant to the Association and the members.  See the Calendar included.

It is the Secretary’s responsibility with input from the Committee to prepare the calendar of events so that the entire committee is made aware of coming events with sufficient time for booking facilities if required and for advertising details of events in The AOMC News for the members.

Refer to appendices for Sample Agenda and Forms:

ASSOCIATION OF MOTORING CLUBS

RULES OF DEBATE

Title of Motion
Words Used

 by Mover
Limits on

Discussion
When motion

can be moved
If defeated can 

motion be moved 

again after an 

interval on the 

same question
Effect of

the Motion

A Substantive  motion
"That .............."
No limits other than relevance
When no other business is before the chair
No
To decide some questions of substance

An Amendment
"That the motion be amended by... (addition, deletion substitution)"
No limits other than relevance
When an appro-priate motion is before the chair
No
To modify, but not negate, the question before the chair

Adjournment of

Question
"That the debate be adjourned .....(either indefinitely or specifying date time and place)"
May be debated and/or amended only as to date time and place
During debate but not interrupting

a speaker
Yes
If carried, debate ceases;  If defeated debate proceeds

Adjournment of 

Meetings
"That the meeting  be adjourned .....(either indefinitely or specifying date time and place)"
May be debated and/or amended only as to date time and place
During debate but not interrupting a speaker
Yes
If carried, meeting stands adjourned; if defeated debate proceeds

Next Business
"That the meeting proceed to the next item of business"
No debate is permissible
During debate but not interrupting speaker
Yes
If carried, debate on original question ceases at this point; if defeated debate proceeds

Question lie on the table
"That the question lie on the table"
May be debated but not amended
During debate but not interrupting speaker
Yes
If carried, debate on original question ceases, but a later motion could take the question from the table

The Closure
"That the question be now put"
No debate is permissible
During debate even interrupting speaker
No, the original question must be voted on immediately
If carried, original question must be put immediately; if defeated debate proceeds 

The Previous Question
"That the question be NOT now put"
No limit on this or the original que-stion, but it cannot be amended
During debate on substantive motion, but not on an amendment
Yes
If carried, debate ceases, but may be taken up at a subsequent meeting

Speaker no longer be heard
"That the speaker be not heard"
May be debated but not amended
By interruption of the speaker
Yes
If carried, the speaker must say no more; if defeated he may continue

Disagreement with the Chairman's ruling
"That the Chairman's ruling be disagreed with"
May be debated but not amended
Immediately after the Chairman has given a ruling
Yes
If carried, the Chairman's ruling is reversed; if defeated, the ruling stands

To commit
"That the matter be referred to the Committee (or sub-committee)" 
Debate & amend-ment only as to when a report is to be made or as to personnel
During debate but not interrupting a speaker
No
If carried, the question is committed; if defeated, discussion continues
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RULES OF DEBATE

TYPE OF MOTION
Must it be

seconded?
Is it

debatable?
May it be

amended?
May it be

tabled?
May it

interrupt

speaker?
In order if 

other question

is pending?
May it be

reconsidered?

Adjourn
Yes
No
No
No
No
Yes
No

Amend
Yes
1
Yes
2
No
Yes
Yes

Amend  amendment
Yes
1
No
2
No
Yes
Yes

Appeal
Yes
3
No
4
Yes
Yes
Yes

Division of Question
5
No
Yes
No
Yes
Yes
No

Extend debate
Yes
No 
Yes
2
No
Yes
Yes

Limit Debate
Yes
No
Yes
2
No
Yes
Yes

Main or original
Yes 
Yes
Yes
Yes
No
No
Yes

Nomination
No
Yes
No
No
No
No
No

Nominations, Close
Yes
No
Yes
No
No
No
No

Nominations, reopen
Yes
No
Yes
No
No
No
6

Order, point of
No
No
No
No
Yes
Yes
No

Postpone definitely
Yes
Yes
Yes
2
No
Yes
Yes

Postpone indefinitely
Yes
Yes
No
2
No
Yes
7

Previous question (to

Close debate and vote)
Yes
No
No
2
No
Yes
Yes

Recess
Yes
No
Yes 
No
No
Yes
No

Reconsider
Yes
8
No
4
No
Yes
No

Refer (to Committee)
Yes
Yes
Yes
2
No
Yes
Yes

Request  information
No
No
No
No
Yes 
Yes
No

Rescind
Yes
Yes
Yes
Yes
No
No
6

Table, Lay on
Yes
No
No
No
No
Yes
No

Table, Take from
Yes
No
No
No
No
No
No

Voting, Method of
Yes
No
Yes
No
No
Yes
No

Withdraw a motion
No
No
No
No
No
Yes
No

1. Debatable only if the motion is debatable.

2. Only with motion to which it applies.

3. No; it refers to disorderly conduct; to the proper order of business; to an undebatable motion; or if it arises when a division of the assembly is taking place.  Otherwise - Yes.

4. Yes, but it takes the motion to which it refers to the table with it.

5. No, if the subjects in the motion have no relation one to another.  Otherwise - Yes.

6. An affirmative vote cannot be reconsidered. 

7. A negative vote cannot be reconsidered.

8. Only when called up and then only if the motion to be reconsidered is debatable.
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PRESIDENT'S RESPONSIBILITIES

INTRODUCTION

The President of the Association is the "Spiritual Leader" of the members and is essentially required to ensure that the Association continues to function and advance to the benefit of all members.

The President is an elected Officer of the Association.

DUTIES
1. Chair General Meetings

2. Chair Committee Meetings 

3. Assign tasks to other Committee Members and other members.

4. Liaise with like associations in other States to establish rapport and agree on joint principles of operation.  For example, joint sharing of information, joint submissions to national authorities where appropriate, collaboration on promotional activities or purchasing arrangements.

5. Represent the Association on formal occasions such as meetings with Government Authorities, media presentations or other official bodies.

6. Plan and develop the programme of activities of the Association.  Using this handbook and the calendar herein, ensure that the entire committee performs their duties as required and on time.
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VICE PRESIDENT'S RESPONSIBILITIES

INTRODUCTION

The Vice-President of the Association should be considered to be the relief President.  The Vice President should be completely familiar with the operation of the Association.  To ensure continuity in the operation of the Association it might be found useful for the Vice President position to be filled by a previous President. 

The Vice President is an elected Officer of the Association.

DUTIES

1. Relieve the President as required in all aspects of the Association including the chairing of meetings and representing the Association on formal occasions.

2. Arrange the venues of all General Meetings including the Annual General Meeting. 

3. Arrange for guest speakers or activities for the General Meetings.

4. Arrange the purchase of regalia (Association clothing, badges, etc.).  In association with the Treasurer establish a price list of all regalia items.  

5. Promote regalia items for sale to members at General Meetings and Shows.  Co-ordinate with the Editor the advertising of regalia for sale.

6. Maintain an Assets Register covering all assets of the Association including clothing, books, mugs, hats, badges, trailer, etc.

VENUES

General

Venues should be selected to ensure adequate seating, lighting, heating and cooling for the expected number of participants.  If the room is large or the acoustics are poor then the use of a public address system should be considered.  White or blackboards together with projection facilities may be useful for presentations.

General Meetings and AGM 

The Vice President should liaise with the venue operator / owner and negotiate the conditions of the use.  This may require some degree of negotiating skills but these are considered consistent with the role of Vice President in managing meetings and the general operation of the Association.  General Meeting Venue hire payments should be arranged by the Treasurer.

Committee Meetings

The venue for successive Committee Meetings is at the discretion of the Committee.  Typically the venue may be at a set location each month or rotated amongst other venues as to spread travel distances amongst Committee members.  The reasonable costs incurred for Committee Meetings eg. supper expenses, will be funded by the Association.
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SECRETARY'S RESPONSIBILITIES

INTRODUCTION

The Incorporation Act and the AOMC Constitution require the Association to operate under a defined set of rules and regulations.  The Secretary performs or supervises most of those tasks necessary to meet these obligations.  The Secretary is the focus through which all the business enters and leaves the Association except as delegated by the Committee.  To operate effectively, the Secretary must be aware of the duties and tasks assigned to all other Committee Members.  

The Secretary is an elected Officer of the Association.

DUTIES

1. Maintain a knowledge of the Constitution and By-Laws.

2. Manage the AOMC Office functions and arrange attendance.

3. Handle all correspondence Inwards, Outwards and generally within the Association and among Committee.

4. Prepare Minutes of Committee, Quarterly Delegates and Annual General Meetings.

5. Arrange regular and timely clearance of the AOMC mail box.

6. Maintain the Membership Register in collaboration with the Membership Officer.

CORRESPONDENCE PROCEDURES

All correspondence into and out of the Association is to be made through the Secretary, or as decided by the Committee on specific items.  The Secretary is to respond to or initiate correspondence on behalf of the Committee / Association.  

All correspondence into and out of the Association shall be recorded and/or filed such that at any meeting the Secretary shall be able to report on the receipt, despatch or status of correspondence.  A copy of all outgoing correspondence is to be retained on file.  Items of an advertising nature need not be retained.  The summary of the correspondence in and out since the previous Committee Meeting is to be made available to Committee members at Committee Meetings by the Secretary.

A summary of the correspondence in and out is to be made available at the quarterly Delegates Meetings.

Generally the Secretary shall decide what incoming correspondence should be passed to other members of the Committee for consideration and what action is to be taken.  Given that some correspondence may have critical timing significance or involve the receipt of funds or payment of accounts, it shall be passed as swiftly as possible to the other members of the Committee as required and a note made of who might then be holding it and as to when a reply or other action is due.

The Secretary shall arrange for the Association mail box to be cleared regularly at a frequency of approximately twice per week.

The Secretary shall act on behalf of the Association and use the Association letterhead for all formal correspondence and shall sign as the Secretary, or on behalf of the Committee, if the Committee has duly authorised the correspondence.  The Secretary may sign other correspondence on behalf of other officers of the Association or other members of the Committee if so authorised.
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TREASURER'S RESPONSIBILITIES 

INTRODUCTION

The Incorporation Act requires the Association to submit a report on its financial affairs over the past year to the Registrar.  A tax return must be filed with the Taxation Office.   The AOMC Constitution also requires the Treasurer to produce a financial report at the end of the financial year and that the Treasurer be able to provide a statement at any time - hence the need for a monthly statement.

The Treasurer is an elected Officer of the Association.

DUTIES

1. Manage the financial affairs of the Association in an orderly, professional and timely manner to ensure that the Association is able to meet its financial obligations as and when they fall due.

2. Control and operate all bank accounts of the Association.  Arrange transfers between accounts when necessary.

3. Advise and recommend to the Committee on the financial issues of the Association. 

4. Advise the Committee or special events co-ordinators on matters relating to the financial affairs of the Association if required.

5. Ensure that the Association complies with all the legal, statutory and other regulations of the day relating to its financial affairs.

6. Participate in sub-committees established to organise and run special events.

7. Prepare a financial statement at the conclusion of special events, 

FINANCIAL PROCEDURES

The AOMC operates its financial accounts on a modified cash book basis with known contingent liabilities identified.  The procedures and records may be maintained using a Computer software package.

Records to be Maintained

1. Cash receipts book, supporting vouchers and summary of deposits to the bank account.

2. Banking Pay-In book.

3. Summary of monthly receipts.

4. Cash payment book, payment voucher file and cheque books.

5. Bank statements for all the Associations accounts.

6. Monthly bank reconciliations for all accounts.

7. Cheque signatory register.

8. Fixed assets register

9. Taxation returns.

10. PAYG / BAS Returns

11. Annual Return - Department of Fair Trading and Business Affairs

12. Currently the AOMC operates the following bank accounts:-

13. General Account

14. Bank of Melbourne  ???

15. Term Deposit Account

16. Shares/Securities
Currently the AOMC has the following investments:


AMP - shares
             Telstra - shares

Treasurer's Specific Tasks 

1. Prepare an operating and cash flow budget annually for the financial year - 1st July to 30th June.

2. Review the accounting system, policies and procedures from time to time, to ensure that they meet the needs of the Committee and to recommend changes where appropriate.

3. Accept monies due to the Association, prepare banking documentation and bank monies promptly.

4. Maintain a record of all bankings.  Summarise details into accounting codes and file records in a systematic order.  

5. Maintain a cash receipts book.

6. Pay accounts owing by the Association within seven days of receipt.  Ensure that the nature of the payment is relevant to the activities of the Association and that all supporting documentation is present and approved by the person responsible for the activity.

7. Ensure that all payment vouchers are filed systematically in cheque number order.

8. Enter all cheques / payments in a cash payment book and summarise all transactions monthly.

9. Prepare a monthly bank reconciliation for all active bank accounts.

10. Prepare a monthly Treasurer’s report including a summary of receipts and payments, cash position, estimate of unpaid commitments and net funds position for use by the Committee.  This report is printed in The AOMC News.

11. Provide the Committee with a list of all payments made in the previous month, showing cheque number, payee amount and nature of the payment.  The Committee must formally approve these payments.

12. Provide the Committee, every three months, with a report of all items of income and expenditure actuals versus budget and an analysis of variances and recommendations to correct unfavourable variances.

13. Recommend annually to the Committee a membership fee structure.

14. Liaise with the Editor in setting advertising rates

15. Recommend pricing policy for sale of Association regalia, badges etc.

16. Act as Treasurer of special events, eg. Motoring Shows, when organised by the AOMC.

17. Prepare annual accounts of the Association and present a report to members at the Annual General Meeting.

18. Recommend the appointment of the Auditor to the Committee.  With the Committee’s approval, the Treasurer will recommend the Auditor’s appointment at the AGM.  The Auditor must not be a member of the Association.

19. Prepare and submit a Tax Return each year if required by law.

20. Prepare and submit an Income Activity Statement each year if required by law.

21. Ensure that appropriate insurance policies for the Association have been effected each year.

22. Conduct, in association with the Vice President, a physical stocktake of all regalia on hand at 30th June each year, and at other times if required, and provide a written listing to the Treasurer.  All stock is to be valued at the lower of cost or net realisable value for inclusion in the Balance Sheet.

Authorities

1. To sign cheques and other banking instruments and authorisations jointly with either the President or Secretary.  All authorisations require the signatures of any two of the President, Secretary and Treasurer.

2. All cheques must be formally approved by the Committee at the first available meeting after preparation of the cheque.

3. Monthly Treasurer’s reports must be approved at the next General Meeting of members after publication in The AOMC News.
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PUBLICITY OFFICER’S RESPONSIBILITIES

INTRODUCTION

The Association is the peak Association of Motoring Clubs in Victoria.  As such, it is in the position to promote and voice the concerns of its member clubs.  Publicity and political lobbying is paramount to the achieving the objectives of the Association.  All publicity and lobbying is to be done in accordance with the directions of the Committee and may include other members of the Association as required eg. Shows Director.

The Publicity Officer is an elected Officer of the Association.

DUTIES

1. Advise the Committee on the most appropriate method to promote the objectives of the Association.

2. Arrange publicity in the media of past and forthcoming events.

3. Participate in interviews with the media.

4. Visit member and potential member clubs and describe the objectives and work of the Association.

5. Provide feedback to the Committee on comments and questions asked by member clubs.

6. Outline the operation of the Club Permit Scheme to the media and member clubs. 

SKILLS

The duties to be performed by the Publicity Officer require basic skills generally acquired in the course of many personal and business duties.  This document recognises that not all AOMC members would necessarily hold these skills.

1. A good knowledge of the operation of the Association, its objectives, achievements and resources. 

2. An ability to speak publicly with confidence to Member Clubs.

3. An ability to speak clearly and with confidence on the telephone.

4. An ability to prepare Press Release style notices.  

5. A knowledge of the Club Permit Scheme.
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MEMBERSHIP OFFICER'S RESPONSIBILITIES 

INTRODUCTION

Under the Constitution of AOMC and in accordance with the requirements of Incorporated Societies, a register of members shall be maintained.  The Membership Officer with the assistance of Secretary is responsible for maintaining the register of members, handling new membership enquiries and seeking new members. 

The Membership Officer is a member of the Committee.

DUTIES

1. Respond to membership enquiries.

2. Maintain the Membership Register.

3. Report on membership matters to the Committee.

Currently the Membership Officer's duties are performed by the Secretary.

MEMBERSHIP PROCEDURES

Enquiries

The Association has an exchange telephone number and President or Secretary may answer queries on membership directly.  Other calls may not be answered directly during all business days and after hours.  Therefore many queries may result from messages recorded on an answering machine.  If the membership queries cannot be answered quickly by the Secretary or President then the enquiry should be passed to the Membership Officer. 

The AOMC is listed in the White Pages (alphabetic) and Yellow Pages (clubs: cars) telephone directories.  Normally all enquiries from Prospective New Member Clubs should be directed to the Membership Officer, who should then be able to provide a concise outline of the aims and activities of the Association.

To assist the prospective new member club (and enhance the image of our well-run Association) the Membership Officer should follow up genuine enquiries by posting or giving a membership application and recent copy of The AOMC News magazine to the prospective new member club as soon as possible.  If the prospective new member club has any technical queries which the Membership Officer is unable to answer personally then he should arrange for an answer to the club from someone else in the Association or advise of someone who may be able to help.  Note that additional copies of The AOMC News are normally printed to cater for prospective new member clubs and the Membership Officer should advise the Editor at the Committee Meeting of any changed demands for copies.

The Membership Officer is required to coordinate the manning of the Membership Stand at the annual Shows event, where PNM’s may obtain information about the Association. 

Membership Fees

The membership fees, as determined by the Committee, apply for the period 1st January  to 31st December.  Fees are due on 1st January and unless paid by 31st March the member club becomes un-financial.  Prospective New Member Clubs that apply after 30th September should be charged the fees established for the following year and given membership to the end of the following year.  In all cases the full joining fee if applicable is required.

Membership Forms - Renewal and Application

This form should be revised with any change in membership conditions; such as fees or eligibility.  A different coloured form should be issued at public functions such as the Classic Car Shows and other Shows as this provides some indication of the source of the enquiry in the first instance (although the form does include a box to show the source of AOMC contact). A sample copy of each form is included in the appendices.

Membership Approval

All Provisional New Member Club applications should be submitted to the Committee at the next Committee Meeting for approval.  Any joining fees and subscription monies must be banked once the member has been accepted.

Membership Register

The new member's details shall be recorded in the register as shown by reference to previous years.  The names and addresses of new member clubs, office bearers contact or changes in current members should be given to the Editor at each Committee Meeting to calculate the number of The AOMC News magazines required for the next issue.

The Membership Officer with assistance of the Secretary shall make available to the editor each month a complete set of adhesive labels showing the full name and current address of each member and business that is to receive a copy of The AOMC News, pre-sorted by Mail Centre.  All full members and supporters are entitled to receive a copy of The AOMC News. 

New Member Kit

The new member club should be provided with a copy of the Association Constitution, Rules and details on the Club Permit Scheme.
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EDITOR'S RESPONSIBILITIES

INTRODUCTION

The AOMC News magazine is published quarterly and is the lifeline of the Association, hence it needs to be informative, readable and of a quality to enhance the image of the Association and demonstrate the competence of the Committee.  Although the magazine is the official organ of the Association, it does not necessarily, indeed it probably could not, express the consensus view of the Committee and all members.  The Editor operates under broad guidelines established by the Committee with respect to style and content.

The Editor is a member of the Committee.

DUTIES

1. Arrange overall editorial and news content of the AOMC News.

2. Source and solicit articles from member clubs, Committee members and elsewhere.

3. Maintain an Events Calendar

4. Edit articles as required.

5. Assist the Committee and other projects requiring published material. 

6. Arrange typing. 

7. Arrange the purchase of envelopes.

8. Arrange collation - either by printer or Association members at a suitable venue.

9. Liaise with the Membership Officer for distribution labels.

10. Be aware of postage regulations.

11. Arrange postage registration.

12. Arrange posting.

13. Solicit advertising.

14. Invoice advertisers (in association with the Treasurer / Secretary).

15. Monitor costs and production quantities and hence provide an operating budget.

16. Provide details of invoices issued and income received each month to the Treasurer.

SKILLS

1. A good grasp of the English language with good written and oral expression. 

2. A basic knowledge of publishing.

3. A basic knowledge of Computer word processing.

4. Experience in producing a Hobby Vehicle Newsletter.

MAGAZINE PRODUCTION PROCEDURES

Contents

The following items are to be included in all issues of the Magazine:

· Committee and office bearer details comprising name, address and telephone numbers BH and/or AH with the consent of the person!

· The time and location of the Quarterly General Meetings.

· Association Post Office Box details and telephone number.

· Editorial plus reports by the President, Vice President, Treasurer, Membership Officer. 

· Minutes of the previous General Meeting and AGM from the Secretary.

· Disclaimers stating that the contents are not necessarily reflecting the views of the Association and that the advertisers and products are not necessarily endorsed by the Association.

Other items as available including:

· Reports from Club members of general interest.

· Notices (GM, AGM and other major Association events).

· Reprints of magazine road tests, period advertisements and other articles.

· Technical articles.

· Photographs and reports of recent events.

· Letters to the Editor.

· Commercial Advertisements.

Style and Layout

A consistent style throughout the magazine is desirable to ensure consistency in appearance and also to enable maximum use of all space.  To achieve this consistency the typeface (font and size), page size (usable area) and format (right/left justification, paragraph indents, and proportional spacing) should be stated in the magazine, perhaps associated with an invitation for contributions and articles from readers.  For simplicity it is recommended that:

· A common font (typeface) which photocopies well is Times New Roman 12.

· All text to be left justified and proportionally spaced.

· Paragraphs introductions not be indented (this avoids different indents that might arise in the document from a number of contributors).

Contributors should be encouraged to provide copy fully typed in accordance with these standards.  If however word processing facilities are not available then the Editor is then faced with the task of either retyping a handwritten version or a normal manually typed version.  Retyping of the former may enhance the original contribution but takes time and may introduce errors if care is not taken.  

Blue humour and cartoons that may offend some readers are not recommended for what is intended to be a family magazine.  It should be borne in mind that the member might be not the only reader.

Note that the magazine grows in 4 page steps and hence it is necessary to ensure that the total page limits for postage are not exceeded and therefore it is essential that occasionally reprints and cartoons be held over to the next issue to keep the weight down.

Stages in Production

· Reports are tabled at Committee Meeting

· Articles and reports are collected and collated.

· Typing

· Photograph preparation

· Printing

· Collation (labelling of envelopes, sorting into postal districts)

· Magazine Postage

· General Meeting - further reports from the Committee and members.  Other articles are solicited.

Financial Management

The magazine is the major expense of the Association and therefore it is crucial that its costs are controlled and minimised.  The major costs are printing and postage.  The costs are defrayed by commercial advertising and although no charge is made for private advertising donations should be invited.  All commercial advertising is to be charged for with the rates to be struck by the Committee, at the recommendation of the Editor, at the start of the financial (or calendar) year.  The outer back cover and the inside front and back covers can attract a premium rate say 30 - 50% more.  Rates are to be established for full and half page per year (4 issues).

To encourage commercial advertisers, it is most useful to have suitable artwork prepared beforehand so that the advertisers can see what they will be getting.  As a further sweetener, the artwork should be made available free to the advertisers for use as they so desire (even for use in other club magazines).  

The Editor, in collaboration with the Secretary / Treasurer, is to advise the advertisers in November of the rates for the forthcoming calendar year and to confirm their continued advertising.  If the advertisers agree, they should be billed in December for the next 12 months.  The Editor is responsible for raising an invoice for all advertisements appearing in The AOMC News quarterly, the Editor will supply a copy of all invoices raised to the Treasurer to ensure that all accounts are paid.  Line advertisements in the AOMC News must be prepaid by non-AOMC members.  The Editor shall pass these monies to the Treasurer for banking.

The Editor, in collaboration with the Secretary / Treasurer, is to arrange the contract for printing.  The printer should be asked to submit an account for payment in accordance with the normal business practices and Association procedures (and delays).  Given that some printers may prefer cash payments, special arrangements may be in order if approved by the Committee.

The Editor is to arrange postage registration (for bulk mailing rates) at the most convenient post office.  The Editor is also to ensure that the magazine is bundled into the Bulk Post Districts and submitted to the post office.

Typing may be done by the Editor or if the facilities are not available, the typing can be contracted out for nominal cost.  Note that for the nominal cost the quality would need to be acceptable, that is, neat layout and no typographical errors.
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SHOWS DIRECTOR’S RESPONSIBILITIES

INTRODUCTION

The AOMC runs the annual The American Motoring Show, and The British & European Motoring Show.  Planning for the event should be undertaken at least 1 year in advance.  The Shows Director is appointed by the General Committee to undertake, with the assistance of a sub-committee, all aspects of the running of the Shows according to the broad directives of the General Committee.  The Shows Director is required to ensure that the quality and integrity of the event is not compromised and that the event is run to the benefit of all members.  A subcommittee may be formed to assist in the running of the shows.

The Shows Director is a member of the Committee.  There is no limit to the duration of the appointment of this position but would normally be reviewed annually.

DUTIES

1. Convene and chair Shows sub-committee. 

2. Delegate tasks to other Shows sub-committee members to ensure the smooth running of the event.

3. Appoint a Minutes Secretary who must maintain minutes of meetings held, including a record of tasks delegated, decisions made, bookings placed, progress on all aspects of the event, venue, date and time of next meeting, etc.

4. Maintain an overall perspective of the Shows so as to ensure that the best possible aspects of the Association are presented to the public and that the event undergoes continual improvement.

5. Ensure that the economic viability of the event is maintained; that the sponsorship packages offered are within reason and that the expectations of the sponsors are achievable and acceptable to all concerned.

6. Ensure that member clubs are informed regularly through The AOMC News and other bulletins as necessary on the progress of development of the Shows and of any changes which may occur regarding the judging criteria, timing of the event, categories of vehicles to be judged, etc.

7. Arrange for and conduct Shows Judges’ Training Days as required.

8. Ensure that rosters have been prepared and agreed upon by all those rostered for the roles of Marshalls, Gate Keepers and Association Representatives at the AOMC  marquee on site.

9. Ensure that all material on display in the Association Promotions Area is of good quality and interest and will display the Association in the best light to the public.

10. Be available at all times on the day of the Shows in order to arbitrate on any matter that  may arise with respect to the running of the Shows.

11. Announce the placings and winners of each category in the Shows and present the trophies, with the assistance of the sponsors, at the conclusion of the event.

12. Report to the Delegates Meetings on the conduct of the Shows, the financial aspects and placings and winners of each category.

13. Ensure venue hire conditions are met, eg. condition of site after event.

14. Ensure adequate public safety standards are observed.

15. Prepare a layout of the grounds making provision for all classes of vehicles, displays, tents, sponsors displays, etc.  Assign a prominent location for the display of the special vehicles, Master Class vehicles, etc.

DUTIES OF THE MOTORING SHOWS SUB-COMMITTEE

1. Planning.

2. Selection and hire of venue.

3. Advertising of the event.

4. Obtaining Sponsorship.

5. Programming of Activities.

6. Production / Printing of a programme.

7. Publication of judging criteria and rules.

8. Arranging the provision of judges, officials and marshalls.

9. Arranging the provision of computer operators.

10. Arranging the provision of photographer.

11. Arranging the selection of trophies.

12. Arranging the Catering.

13. Monitoring costs and financing.

14. Arranging the Provision of services, eg. first aid, power, toilets, rubbish collection, public address system.

15. Arranging invitations and conditions of commercial operations, eg. trade displays and personal sales.

16. Arranging provision of commentator.

17. Approving supplementary events, eg. musical entertainment and junior events.

18. Providing a complete listing of winners and place-getters, with photographs if possible, to the editor for publication in the next issue of The AOMC News.

The members of the Sub Committee need not be members of the Executive Committee and may be filled by persons selected by the Executive Committee and advised to the membership.  The Executive Committee may review and change the incumbents at any time at its discretion.  There is no limit to the duration of the appointment of these positions.

ASSOCIATION OF MOTORING CLUBS  

PUBLIC OFFICER'S RESPONSIBILITIES

INTRODUCTION

The Associations Incorporation Act requires that the AOMC appoint a Public Officer.  

The Public Officer is normally appointed by AGM.  The Public Officer need not be a member of the Committee.  There is no limit to the duration of appointment but would normally be reviewed annually.

DUTIES

The public officer is not normally involved with the day to day operation of the Association but is required to do the following (as extracted from the Associations Incorporation Act).

1. Notify the Registrar of his appointment within fourteen days.  [Section 28 (1)].

2. Notify the Registrar of his change of address within fourteen days.  [Section 28 (2)].

3. Notify alterations to the statement of purposes or rules within one month.  [Section 22 (2)].

4. Make application for approval of a change of name within one month.  [Section 13 (2)].

5. Lodge with the Registrar the documents required by Section 30 (4) in respect of the Annual General Meeting within one month of the date of the meeting or such further period as the Registrar may allow.  [Section 30].

6. Produce any book to the Registrar or his authorised officer on being required to do so.
[Section 47 (5)]

7. Advise the Registrar or his authorised officer where a book is at the time a request is made.  [Section 47 (6)].

8. Not to hinder or obstruct the Registrar or his authorised officer whilst he is exercising powers of inspection.  [Section 47 (1)].

9. Ensure that the incorporated Association complies with its obligation to lodge with the Registrar, particulars of Trusts within fourteen days of becoming a trustee of that Trust.

A copy of the information booklet and copies of several forms are included in the appendix section of this handbook.  Refer to the statutory obligations of the Public Officer (page 3) of the information booklet for further details.

Registrar:
Department of Fair Trading and Business Affairs



2nd floor









452 Flinders Street








MELBOURNE        3000





Postal:

G.P.O.  Box  4567



MELBOURNE        3000

ASSOCIATION OF MOTORING CLUBS

INTERNET HOMEPAGE WEBMASTER’S RESPONSIBILITIES

INTRODUCTION

The AOMC operates an Internet web page.  This international facility represents a “cyberspace ” window to the Association in a similar manner as The AOMC News magazine.

The Webmaster is appointed by and reports to the Committee.  There is no limit to the duration of the appointment of this position appointment but would normally be reviewed annually.  The Webmaster need not be a member of the Committee.

DUTIES

1. Update the Homepage as required.

2. Update at least monthly, the AOMC Calendar to show AOMC events.

3. Upload relevant reports of AOMC activities, eg. Minutes of Delegates Meetings.

4. Remove old or outdated material.

5. Pass on any Email queries to the appropriate AOMC officer.

6. Provide regular reports to the AOMC Management Committee on the status of the Homepage.

7. Download items of Association interest from the Internet and, depending on the nature of the item, either report to the General Meetings or provide a hardcopy to The AOMC News Editor for publication.

INTERNET PAGE CONTENT

The Homepage must be truthful, polished and not liable to legal challenge on matters of fact or copyright.  For privacy reasons, it is essential that the personal details of AOMC members (eg. address, vehicles owned, etc.) and others do not appear on any material accessible via the Internet.  Therefore any reports, etc. should be edited to remove specific personal references but still enable the reader to understand the report in context.

Minutes of Delegates Meetings and other reports should be in a form that is easily downloadable and readable. 

ASSOCIATION OF MOTORING CLUBS

ENGINE RECORDS OFFICER'S RESPONSIBILITIES

INTRODUCTION

The Engine Records Officer of the Association is the Custodian and Chief Searcher of the AOMC Victorian Engine Number Records.  

The Engine Records Officer is appointed by and reports to the Committee.  The Engine Records Officer need not be a member of the Committee.  There is no limit to the duration of the appointment of this position but it would normally be reviewed annually.

DUTIES
1. Manage the custody of the Engine Records.

2. Undertake searches of the Engine Records.

3. Respond to requests for searches of the Engine Records.

4. Maintain a log of any Engine Record Cards that might be lent out. 

5. Advise the Committee on safety and security of the Engine Records. 

ENGINE RECORD CARD PROCEDURES

Custody of the Engine Number Records

The Engine Number Records remain the property of the Victorian Government indefinitely and are to be stored in a secure area as determined by the Committee.  Access to the records will be restricted to those persons authorised by the Committee.  Subject to the agreement of the Committee, the Records Officer shall be issued with personal set of keys/cards or other security devices to enable unrestricted access to the records subject to the applicable security arrangements at the site.  

The Records Officer shall report to the Committee at least 4 times per year and as requested, on the condition and security of the records and the storage facilities and recommend any action required.  He shall report on any breaches of security, loss or damage of the records as soon as possible after he is aware the incident.  It is desirable that he maintains a log or diary of his access and times spent at the records.

Any record cards lent to anyone (club or individual) shall be logged, see Lending Guidelines.

Searches of Records

The Engine Records Officer shall undertake searches of records in response to requests for information received by the AOMC.  He shall maintain a log of requests, search results and replies made.  If search requests are received directly he shall advise the AOMC Secretary of the request and ensure that it is also logged at AOMC office.  He shall reply directly to the requestor and retain a file copy of the reply except where a request has been made by a State or Federal Department in which case the reply shall be issued from the AOMC office.  

The Engine Records Officer shall ensure that AOMC office has the latest listing of vehicle records that have been computerised and arrange for the office to have a CD copy of those records.

Search Procedures

· Searches will normally be undertaken via a written request (preferably on a standard form) received by the AOMC office.  

· No searches are to undertaken without a written request.  

· Each request shall be logged in the AOMC office correspondence file and assigned a consecutive serial number and the action noted; eg. requestor advised that records are not available or that the request has been forwarded to the Engine Records Officer.  

· Any monies received at the AOMC office shall be logged and banked except where requestor has been previously advised that records are not available.  

· Any monies received directly by the Engine Records Officer must be forwarded to the AOMC office for banking.  

· A copy of the Search Request shall be faxed from the AOMC office to the Search Officer.

· Each week an Email shall be sent from the AOMC office to the Search Officer listing the serial numbers of requests that have been faxed to ensure that no faxes have been lost.

· The Search Officer shall reply directly to the requestor and retain a file copy and provide a copy to the AOMC Office where the action and status shall be logged.

· No Formal Searches shall be undertaken without receipt of the search fee except for requests from a State or Federal Department.

ASSOCIATION OF MOTORING CLUBS  

ENGINE NUMBER RECORD CARD LENDING GUIDELINES

The AOMC Engine Records are an invaluable historical resource.  The following guidelines are intended to ensure the continuing safe keeping of the records and also provide a source of income to the AOMC to cover the costs of storage.  The present location and storage methods are potentially dangerous for more than one person at any time to be in the storage compound and individuals will not be granted access to the cards without express agreement of the Engine Records Officer or the Executive Committee.  

1. Record cards (individual or trays) shall only be lent to a responsible person as determined by the Executive Committee.

2. Not more than one tray (approximately 1300 cards) may be lent to any person at any time.

3. A bond of $500 shall apply to each tray.  Or $10 per card for less than 100 cards.

4. The responsible person shall sign for any records and agree to provide to the AOMC a computer data file of those records transferred to computer.  

5. The number of cards borrowed shall be noted. 

6. Any records computerised shall be made using the software provided by the AOMC.

7. Computer data files supplied to AOMC shall be in the data file format of the AOMC software.

8. Upon the return of the tray / cards to the AOMC together with the data file, the bond money will be returned less a fee of $0.50 per card or ($500 per tray).

9. Loan of any cards would typically be granted to One Make Clubs in preference to District or Generic clubs.  Generic clubs would not normally be granted a loan of the cards unless with the agreement of the Executive Committee.

10. Small One Make Clubs may apply to the AOMC for their vehicle Make's records to be computerised for a fee (donation) of $250 per tray or $0.60 per card.

ASSOCIATION OF MOTORING CLUBS  

CLUB PERMIT SCHEME OFFICER’S RESPONSIBILITIES

NEW POSITION

INTRODUCTION

The Association of Motoring Clubs (AOMC), a peak Victorian body representing the interests of motor car clubs, negotiated an agreement with the Victorian Government in about 1988 whereby vehicles, under twenty-five years old, could be operated under a special legislation on a limited use basis whilst participating in advertised Club Events of the Authorised Club.  The scheme is known as the Club Permit Scheme.  A vehicle so operating under the scheme is in fact operating under a special permit and is not registered as such.  Therefore the plates that must be affixed to the vehicle under the scheme are not registration plates but “identification plates”.  The vehicle has all the third party insurance coverage as a vehicle that is fully registered.  Indeed, the prime component of the annual fee for vehicles operated under the Club Permit Scheme comprises the compulsory third party insurance premium.

The AOMC Incorporated is an authorised Club under the Club Permit Scheme (CPS).  The terms and conditions applying to the AOMC are contained in the letter of agreement submitted to VicRoads (RTA at that time) and are not necessarily the same as those applying to other authorised clubs!  The agreement authorising the AOMC is unique to the AOMC.  It is unlikely that this agreement could be readily varied without perhaps resulting in complete review of the agreement that may result in a less satisfactory agreement.   The details of the operation of the Club Permit Scheme are contained in “The Victorian Club Permit Scheme Handbook” which was last published in May 2001.

The Club Permit Officer is a member of the Committee

DUTIES

The Club Permit Scheme Officer is appointed by the Committee to administer the Club Permit Scheme in accordance with the agreement submitted to VicRoads.  The CPS Officer must be fully conversant with the scope and detail of the scheme and have the ability to interpret the requirements on behalf of the Association and advise members accordingly.  The CPS Officer need not operate a vehicle on the Club Permit Scheme.

1. Maintain a record of all Clubs authorised to operate under the Club Permit Scheme.

2. Advise the Committee Club Permit Scheme issues

3. Notify Vic Roads of any known abuse of the scheme

4. Hold spare copies of the Victorian Club Permit Scheme Handbooks

ASSOCIATION OF MOTORING CLUBS

CLUB DELEGATES RESPONSIBILITIES

INTRODUCTION

Quarterly Delegates meetings are conducted by the Association and the Club Delegates are the conduit between the Member Clubs and the Association.

DUTIES
· Attend Quarterly Delegates meetings.

· Seek advice from the executive of the member club with regard tot he items to be raised at the delegates meeting.

· Seek member club positions on issues flagged to be discussed at these meetings.

· Keep the club executive informed of issues raised at delegates meetings.

· Advise the general club membership of issues raised at the delegate meetings.
reporting can be done verbally but it is preferred that such information be in written form 
· Provide information to the Club Newsletter Editor relating to important items arising from discussions at delegates meetings that would be of interest to the wider club membership.

WHO SHOULD BE A CLUB DELEGATE ?

· An active member of the constituent club with a strong interest in the hobby vehicle movement.

· A regular attendee at club meetings.

· A member of the constituent club committee (the best option).

REQUIRED ABILITIES

The ability to communicate information from the Member Club to the Association and from the Association to the Member Club.

TIME REQUIRED 

Four meetings per annum (Monday Nights) and the time required to collate information from these meetings. 

ASSOCIATION OF MOTORING CLUBS

OPERATIONS HANDBOOK MAINTENANCE

INTRODUCTION


This AOMC Inc. Operations Handbook is a living document.  It is intended to be used primarily by the Committee as it details the responsibilities of each Committee position and provides access to the Association’s Constitution, By-laws and other relevant information.  

CONTENTS AND CONTROL

The responsibility of the contents of the Operations Handbook rests with the Committee and all changes require the approval of the Committee.  All Committee members and the Public Officer should be given a copy.

MAINTENANCE


The controller of the Operations Handbook should have a thorough knowledge of the contents of the Handbook, as changes to one section may affect other sections.  The controller should be computer literate as a working knowledge of Microsoft Windows and Microsoft Word is required.  Most text is in Times New Roman font.  Most forms follow this format to maintain a standard presentation. 

Each year, prior to the Annual General Meeting, a review of the running of the Association should be done by the “out-going” Committee.  Any changes should be minuted and passed to the controller for incorporation into the Handbook.  The Constitution may be altered only as per the Constitution, however, other changes only require the approval of the Committee, although the membership is usually consulted on significant changes.

Changes should first be made to a copy of the file.  A record must be made on the “Changes” page (i) noting the date, page number(s) and revision(s) made.  The “ Contents ” page (ii) may also require attention.  The “footer”, which contains the set date of the revision, must be changed.

A hard copy of all changed pages is presented to the Committee.  Once approval of all changes is granted, a Master print is made from which copies are made for distribution.  The Master set and Master files on diskettes are then up-dated.  The obsolete pages from the Master set, with changes marked, are retained in the back of the Master set for future reference.  Access to a copier capable of double-sided copying is preferred, as copies issued are double-sided.  Distribution will require the collection of all copies issued and affected pages replaced with new, updated pages.  The “back-up” copies of the files on diskettes, retained in the Secretary’s copy of the Handbook, are updated at this time.
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NOTES AND COMMENTS
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APPENDIX 1

ASSOCIATION OF MOTORING CLUBS  

SAMPLE AGENDA - GENERAL MEETING


Introduction and Welcome (Chairman - President)


Apologies


Welcome to New Delegates and Visitors


Confirmation of Minutes of Previous General Meeting



(Secretary to read the minutes or refer to a printed version if available)


Business Arising (Secretary)


Reports - Committee



President - Significant Events Past and Future



Vice President 



Secretary - Correspondence In/Out, other items



Treasurer - Report on Finances



Publicity Officer - Membership Reports 



Editor - Magazine Items



Motoring Shows Director


Other Reports



Visits to other Associations etc


General Business


Delegates Reports


Break  (optional)


Guest Speaker or Activity


Closure - Confirm Next Meeting Date and Venue

APPENDIX 2

ASSOCIATION OF MOTORING CLUBS  

SAMPLE AGENDA - ANNUAL GENERAL MEETING


Introduction and Welcome (Chairman - President)


Apologies


Confirmation of Minutes of Previous Annual General Meeting 



(Secretary to read the minutes or refer to a printed version if available)


Business Arising (Secretary)


Reports - Committee (Officers of the Association)



President - Significant Events Past and Future



Vice President 



Secretary - Correspondence, other items



Treasurer - Report on Finances



Publicity Officer - Membership / Publicity


Other Reports (if required)



Shows Director



Editor 

Elections (Public Officer or other officer determined by the Meeting assumes Chairmanship of the Meeting)



Poll of Meeting



All Office Bearer positions of the Association are declared vacant



Nominations Sought



Voting for each Position (Commencing with President)



Other Committee Member positions declared vacant 



Nominations Sought


New President assumes control of the meeting



Appointment of Public Officer



Appointment of Auditor



Any Other Business


Closure

APPENDIX 3

ASSOCIATION OF MOTORING CLUBS  

SAMPLE AGENDA - EXECUTIVE COMMITTEE MEETING


Introduction and Welcome (Chairman - President)


Apologies


Visitors


Confirmation of Minutes of Previous Committee General Meeting



(Secretary to read the minutes or refer to a printed version if available)


Business Arising (Secretary)


Reports - Committee



President - Significant Events Past and Future



Vice President 



Secretary - Correspondence In/Out, other items



Treasurer - Report on Finances



Publicity Officer - Membership Reports 



Editor - Magazine Items



Shows Director


    Other Reports



Motoring Shows

Visits to other Associations etc


General Business


Guest Speaker or Activity


Close - Confirm Next Meeting Date and Venue

 APPENDIX 4

Association of Motoring Clubs

ELECTION  NOMINATION  FORM

[image: image5.emf]

I,  ..................................................  of  ...................................................................................

       ( full  name )                                                            ( full  address )

being an authorised delegate of: 

:

…………………………………….……………………………………………………………..

which is a member of the Association of Motoring Clubs. 

hereby nominate  ..........................……….....for the position of ...................…………..........   

( full  name )

Nomination seconded by  ..................................................

( full  name )

being an authorised delegate of:

…………………………………….……………………………………………………………..

which is a member of the Association of Motoring Clubs. 

I,  ......................................………............  being the person nominated above

( full  name )

accept the nomination  ................................................             Date:  ....../....../20.....

( signature )

___________________________________________________________________________

 APPENDIX 5

ASSOCIATION OF MOTORING CLUBS

EXAMPLE LAYOUT of FINANCIAL REPORT

AOMC GENERAL ACCOUNT
APRIL 2001


RECEIPTS



EXPENDITURE

Membership Subscriptions
450.00
AOMC News- Printing (May)
3200.00

Supporters Subscriptions
150.00

               - Postage
920.00

Car Show Badges

120.00
American Car Show - Ground Hire
1200.00

American Car Show Gate 
15600.00
American Car Show - Trophies
105.00

American Car Show Vendors
275.00
American Car Show - Sound Hire
620.00

Donations


50.00
Advertising - Car Shows
782.00





Legal fees

275.00





Donations - Shows Gate keepers
500.00





Bank Charges

8.19


              TOTAL:
 16645.00

               TOTAL:        7610.19

BANK RECONCILIATION

Opening Cash Book Balance  1.04.01


7007.33

Plus Receipts




16645.00






23652.33

Less Expenses




7610.19
Closing Cash Book Balance  30.04.01



16042.14
Plus unpresented cheques

474   Sound Hire      

620.00

477   Legal Fees  

275.00



895.00







895.00

Balance as per bank statement No.51 of 30.4.01

$16937.14






                                   =======

LIABILITIES

Tax (4th quarter IAS) payable 10 July 2001


$2115.00

INVESTMENTS

Shares at market valuation 30.4.01

Telstra
  1200 @  6.50
7800.00





AMP
   340 @  19.00
6460.00





All Makes Swap   28 @     1.00
28.00

AGC Managed Fund




26502.00




Total Investments at valuation
$40790.00

APPENDIX 6

ASSOCIATION OF MOTORING CLUBS OPERATIONS HANDBOOK

REPORT TO REGISTRAR

INTRODUCTION

As a condition of registration of the Association as an incorporated body under State law, the Association is required to submit, under Section 30(4), an annual report to the Registrar. 

DETAIL

The report is to be made on a Form 10.  Copies are obtainable from a law stationer or the Office of Fair Trading and Business Affairs.  Details regarding “Income & Expenditure” and “Assets & Liabilities” must be provided.  It is the responsibility of the Public Officer to provide the necessary information on the approved form to the Office of Fair Trading and Business Affairs in conjunction with the Treasurer.  Note that the Registrar must be advised within 14 days of any change in Public Officer.

Forms and examples of information required, obtained from the Office of Fair Trading and Business Affairs, are kept in the AOMC Operations Management Handbook

 APPENDIX 7

Association of Motoring Clubs

INCOME RECEIVED FORM
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MONEY COLLECTED BY:
  _____________________________________________________

ADDRESS:
__________________________________________________________________



__________________________________________________________________

RECEIPT DETAILS









  CASH /

    REC.

DATE
    DETAILS





CHEQUE         $
     No.





























































































     TOTAL:  $_______

Prepared by:  ___________________________________
Date:  ____________

Received by:  _______________________________
Date:  ____________

Treasurer

APPENDIX 8

Association of Motoring Clubs

ACCOUNTS PAYABLE - EXPENDITURE FORM
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MONEY PAID TO:
  ___________________________________________________________

ADDRESS:
__________________________________________________________________



__________________________________________________________________

PAYMENT DETAILS

DATE
   CHQ No.
DETAILS







$ 

















































































TOTAL:  $________

Prepared by:  ___________________________________
Date:  ____________

Approved:     ___________________________________
Date:  ____________

Chairman

APPENDIX 9

PROXIES ARE NOT APPLICABLE TO THE AOMC

Association of Motoring Clubs

PROXY  APPOINTMENT  FORM
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I,  ..................................................  of  ...................................................................................

( full  name )                                                                    ( full  address )

being an authorised delegate of :

…………………………………….……………………………………………………………..

which is a member of the Association of Motoring Clubs. 

hereby appoint  ..................................................  of  ...............................................................

( full  name )                                             ( full  address )

being also being an authorised delegate of:

…………………………………….……………………………………………………………..

which is a member of the Association of Motoring Clubs. 

as my proxy to vote for me on my behalf at the Special General Meeting and/or the Annual General Meeting, as the case may be, to be held on the ...................... day of ..........................,  20....., and at any adjournment of that meeting.

My proxy is authorised to vote in favour of / against (delete as appropriate) the resolution (insert details):

..................................................................................................................

.......................................................................….......................................

....................................................................…..........................................

..................................................................................................................

Signed:  .......................................... 

this ............................  day of  ..............................,  20....
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