FORM C2



DISTRICT LEVIES

In planning for the Regional Trial, Convenors must determine what costs will be involved in running the event.  Where costs are involved, competing students, individually or by teams, should be charged a levy to cover those costs.

1.
All orders for venues, referees, equipment, catering etc are to be created by Regional Convenor’s school. The school must create a separate cost centre for each sport activity.

2.
The Regional Levy (ie the cost to the student to attend the trial) is to be calculated by Regional Convenor and his school Business Services Manager. A calculation sheet (Form C4) is included for use along with a sample calculation (Form C3.)  Remember that these costs will generally be GST Exclusive to students. Trials must not be run at a loss and each student must pay the Regional Trial Levy of $5.00 on top of all other costs.  The Budget Calculation Sheet must be sent to the Regional Sport Office for approval.
3.
For Secondary Sport Trials, all district team monies are to be banked by District Team Manager’s school.  For Primary Sport Trials, all district team monies are managed by District Treasurer’s school.  No money to is be handed to convenor on the day of trial.  The only exception is where individuals are sent to the trial directly from schools and no district selection has occurred.  In this instance the Regional Convenor should collect all money and bank it through their school.  A Cash Collection Sheet will be used.
4.
The Regional Convenor’s school will issue invoices to the District Manager’s school (Secondary Trials) or the District Treasurer’s School (Primary Trials) for the total Regional Levy (Plus GST). Refer to Sample Invoice (Form C5).

5.
The Regional Convenor’s school pays all accounts relating to the trial, claiming back any input tax credits.

6.
Within two weeks of the trial, the Regional Convenor will forward copies of the Regional Trial Budget Calculation Sheet (Form C4), the Regional Trial Report (Form C10) and a Detailed Transaction List for each Cost Centre or an Income and Expenditure Sheet to the Sports Office. These forms are official documents and must be retained for Audit purposes.

7.
Metropolitan East Regional Sports Office will invoice the Regional Convenor’s school for all remaining funds after accounts have been finalised (GST Inclusive). 
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