Section 355 Summary of Committees Responsibilities (5% 5|

Ongoing/Monthly

Undertaking the functions that have been delegated to the Committee by Council.
Primarily responsible for the care, control and management of community facilities.

Maintain sign on/off register for volunteers who are not committee members when
attending working bees, meetings etc.

Complete Monthly Return of Income & Expenditure and forward to Council together with
copies of invoices — by 14" day of the month.

Forward Council a copy of each months Bank Statements/Term Deposits.

Ensure all user groups are aware of their responsibilities ie risk assessment, identifying
potential risks and addressing that risk.

Quarterly

Complete and provide Council a copy of a risk assessment of the premises and
surrounding areas.

Annually

Inform Council of its membership and office bearers following each Annual General
Meeting (AGM).

Must provide bank evidence to Council of two (2) signatures required for all withdrawals,
prior to 30 June.

The Committee must authorise its Chairperson, Treasurer and one other person to sign
on its behalf on the basis that two signatures are required for each payment. This must
be a motion moved at the Annual General Meeting.

Submit a copy of all financial statements as at 30 June to Council after they have been
formally adopted by the committee.

Hold an AGM in July/August each year, and forward Council a copy of the AGM minutes.



