Running an APEN Region Event
Financial considerations
To enable APEN to continue to exist it is desirable that all events make a 10% surplus.
The protocol followed for an APEN Region Event will depend on the type of event being held. There are three main types:

1. Informal gathering where catering is paid for directly by participants

2. An event where the cost of the venue, catering etc can be paid for from the fees collected from participants

3. An event where a deposit is required for the venue, catering and the speaker/facilitator charges a fee. 

a. Deposit(s)/cheques sourced from the APEN Secretariat and fees collected at the event (costs of postage for tax receipts, and administration fee of $5 per person should be included in the budgeted event fee)
b. Deposit(s)/cheques sourced from the APEN Secretariat, and the Secretariat provides administration assistance (costs need to be included in budgeted event fee - $10 to $25 per person depending on requirements).

1. Informal gathering where catering is paid for directly by participants

It is expected that this kind of gathering will not net APEN any surplus nor cost APEN any money and participants pay for their own food and drinks.
2. An event where the cost of the venue, catering etc can be paid for from the fees collected from participants
· Participants fees are worked out from the costs of venue, catering, 10% surplus etc and 
· Fees are collected at the event using the APEN Region Event Registration Sheet (see attachment 1).  The sheet should be duplicated so there are sufficient entries for all attending.

· Those requiring Tax Receipts/Invoices record their name, address and contact details amount and payment details etc 
· Those wishing to pay by credit card also include credit card details as listed

· Cash and cheque payments are receipted by the organiser in a receipt book available from newsagencies

· Cash and cheque payments (made out to the venue etc) are used to pay for the venue, catering etc and tax receipts for those payments collected.

· Remaining cash  and cheques (made out to APEN) to be deposited at a CBA branch using the Region’s coded deposit book 

· The APEN Region Event Registration Sheets are posted or faxed to the APEN Secretariat to produce tax receipts/invoices for those who want them

· Tax receipts from payments to venue, catering are sent to Roe for entry into the APEN financial records.

3.An event where a deposit is required for the venue, catering and/or the speaker/facilitator charges a fee.
· A budget for the event is drawn up showing all costs, registration fee and expected surplus
· The Application for seed funding for an APEN Region Event (see attachment 2) is completed and sent to the Region Coordinator (RC) and APEN Treasurer for consideration
· Once accepted by the RC and APEN Treasurer an APEN cheque will be made out to those requiring a deposit on receipt of a Tax Invoice. 
3a. Fees are collected at the event using the APEN Region Event Registration Sheet (see attachment 1).  The sheet should be duplicated so there are sufficient entries for all attending.

· Those requiring Tax Receipts/Invoices record their name, address and contact details amount and payment details etc 

· Those wishing to pay by credit card also include credit card details as listed

· Cash and cheque payments are receipted by the organiser in a receipt book available from newsagencies

· Cash and cheques (made out to APEN) to be deposited at a CBA branch using the Region’s coded deposit book 

· The APEN Region Event Registration Sheets are posted or faxed to the APEN Secretariat to produce tax receipts/invoices for those who want them

· Tax invoices for remaining costs are to be sent to the APEN Secretariat for payment.

· After the event, a budget vs actual expenses is to be given to the RC and APEN Treasurer and then to the APEN Secretariat for filing with the Region’s records 

OR 
3b. Registration forms can be emailed or faxed to the APEN Secretariat prior to the event.
· a registration form (available through the Secretariat) is developed for each attendee, these are then sent to the Secretariat by email or fax with payment details (for large events this would be done through the website) and tax receipts or invoices produced.  

· The Secretariat will also provide a participants listing and name tags/labels (by email or through the post if proper name tags required).

