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Section 86 Committee of Management 
Instrument of Delegation 

Attachment 1 – Summary of Required Documents

The forms listed below are available from Council’s website,  www.mrsc.vic.gov.au
Core documents required – after annual general meeting
	Frequency
	Document Details

	Annually and as changes occur
	Committee Member Details: 
Details of names and addresses of persons appointed as office bearers and committee members shall be forwarded to the Council within twenty one (21) days of the date of appointment.

	Annually
	Meeting Minutes & Reports: 
The Committee shall provide the Council with a copy of the minutes of each Annual General Meeting, including all reports submitted by the Chairperson, Secretary and Treasurer. This includes the Annual Audit Statement and an Annual Audit Questionnaire which details the financial statement of receipts and payments of the Committee for each financial year. These documents are required within twenty one (21) days of the date of the meeting and by no later than 31 January each year.

	Annually
	Facility Usage Times: 
Provide the Council with usage times of the Facility by each user group, on an annual basis, or as requested from time to time, to avoid conflict with Council’s maintenance program.

	annually
	Instrument of Delegation: 
Ensure that all new appointees to the Committee are provided with a copy of the Instrument of Delegation, on an annual basis.

	Annually and as changes occur
	Volunteer Registration Forms: 
Ensure that all Committee appointed volunteers complete a volunteer registration form and that this form is provided to Council and kept up to date. This will ensure that all Committee appointed volunteers are covered by Council’s Public Liability and Personal Accident Insurance whilst undertaking duties on behalf of the Committee. The registration forms should be forwarded to Council within 21 days of a volunteer being appointed.

	Annually
	Public liability insurance for casual hirers: 
To provide Public Liability Insurance coverage through Council’s insurers for small one off casual hirers, the Committee needs to advise Council of an estimate of hiring for the financial year, by no later than 31 July of that year.  Council will then invoice the Committee accordingly ($15 per hire).  This can then be adjusted at the end of the financial year. 

	Annually
	Five year development plan: 
Committees are encouraged to develop and maintain a Five Year Development Plan for the Facility.  This plan should be reviewed and submitted to Council annually.

	Annually
	Equipment inventory:

An up to date copy of the Committee’s equipment inventory should be forwarded to the Council on an annual basis.


Core documents required – quarterly
	Frequency
	Required Documents

	Quarterly
	Site inspection checklists:
To assist Council meet its risk management and legislative duties, the Committee is required to complete a Site Inspection Checklist quarterly (ie. February, May, August, November) each year. If a building maintenance item is identified during the completion of a Site Inspection Checklist, a copy of this checklist should be forwarded to the Recreation Development Officer as soon as possible, and within twenty one (21) days of the inspection being carried out.


Core document required – after each general meeting

	Frequency
	Required Documents

	After each meeting
	Meeting minutes and reports: 

The Committee shall provide the Council with a copy of the minutes for each meeting, including all reports submitted by the Chairperson, Secretary and Treasurer within twenty one (21) days of the date of the meeting.


Core documents required – every four years

	Frequency
	Required Documents

	Every four years
	Cyclical audit: 

The Committee’s financial statements including all receipts and bank statements will be examined and audited by Council’s Finance Unit and if required by a further independent auditor every four years, or upon request by Council.  All receipts and bank statements should be kept by the Committee for at least seven (7) years.  These documents will be required to be examined as part of the Cyclical Audit.


Other required information

	Frequency
	Required Documents

	As required
	New committee members: 
Council needs to be notified in writing of any new Committee members within twenty one (21) days of the appointment.

	As required
	Development and maintenance: 
To advise the Council on matters specific to the development and maintenance of the Facility.

	As required
	User groups: 
Provide the Council with information regarding the Facility and its users, as requested from time to time.

	As required
	Events maintenance: 
To ensure that details of events being conducted by a user group or casual hirer of the Facility, which requires specific maintenance items (ie grass cutting, extra rubbish bins) are provided to the Council at least four (4) weeks prior to the event.

	As required
	Security breach: 
The Committee shall report any breach of security to the Team Leader Recreation within twenty four (24) hours of the incident.

	As required
	Keys and key register: 
The Committee is to provide the Council with two (2) sets of keys that will allow access to any area of the facility. No locking system shall be changed without two (2) sets of new keys being provided to Council.  An up to date copy of the Facility key register shall be supplied to the Council upon request.

	As required
	Minute book and other documents: 
The Committee shall make its minute book and all other papers or documents available for inspection by the Council upon request.
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