PLVN GUIDELINES FOR ORGANISING EVENTS

BACKGROUND
The PLVN budget is prepared on the basis that fee paying events are planned in advance and approved by the Executive for the financial year. In addition, the budget is developed on the basis that fee paying events are self-funding (net of GST). 

During the annual budget process all Subcommittees (SC) and Special Interest Groups (SIG) are required to complete a Budget Template to assist the Executive in setting its overall budget (refer to www.plvn.net.au for the Budget Template Spreadsheet).
Where events that are not planned arise during the year: the Budget Template Spreadsheet must be completed; submitted to the appropriate PLVN SC for approval (if from a SIG); and then forwarded to the Executive Officer for consideration by the Executive. Any event that is not endorsed by the relevant SC and the Executive will not be supported or funded.
SETTING THE DATE

Before setting the date please check on the PLVN events calendar to ensure it does not clash with another event of interest to the same audience.
INCOME & EXPENDITURE
To ensure that events are self funding, it is recommended that the organizers underestimate the number of attendees. This will ensure that the fees can be set to ensure that all costs are covered. 

It should be noted that in addition to recovering all expenditure (after sponsorships and any other income), attendance fees must also include $5 per head to cover administration costs.

When planning your event please estimate the expenses carefully. PLVN can pay for speakers, catering, etc. which need to be paid in advance but this must be recouped from fees paid by people attending the event.

ADMINISTRATIVE ARRANGEMENTS

Even where an event is listed as part of the PLVN Budget, the Executive Officer must be given two months’ notice so bookings can be taken through MAV booking system.
Where the event is not part of the PLVN Budget (an unplanned event) the maximum possible notice must be given to the Executive Officer.

In either situation the Executive Officer must be notified before the event is advertised.

Contact Details:

Christine Mackenzie 
Executive Officer

p: 9667 5542;

e: execofficer@plvn.net.au
The Executive Officer can book rooms and equipment at the MAV if required.  Please indicate likely numbers of attendees and equipment and catering requirements.  Lunch can be provided at the MAV for about $20 per head.

BOOKINGS

If no charge is applicable, bookings can be taken by the Executive officer or a nominated member of the organizing group.  Please confirm numbers with the Executive Officer in cases where MAV rooms have been booked.

Where delegates are to be charged for attendance, bookings should be handled through the MAV booking system.  This facilitates payment by credit card or the generation of an invoice.  Bookings through the MAV should be organized through the Executive Officer before the event is advertised so a link can be included in the publicity material.

Payment (to the MAV) is due at the time of booking and is non-refundable unless at least one week’s notice of non-attendance is provided.
Late enrolments will not be accepted.
A list of booked delegates will be supplied by the Executive Office prior to the event.

INVOICES FROM SUPPLIERS

These include invoices for catering (or from other suppliers of food, e.g. supermarkets), for room hire, for speakers or for other expenses incurred in holding the event.

(1) Invoices for PLVN must be made out to: 

Public Libraries Victoria Network Inc.

ABN 62 734 551 228  

Level 12/60 Collins Street

GPO Box 4326

Melbourne 3001

(2) For each supplier the invoice must include:

1. an ABN

2. the words "Tax Invoice"

3. the amount of GST included, the words "Including GST" after the total or the reason for not charging GST.

4. Clear payment details

(3) If payment is required before or at the event, the invoice(s) must be received by the Executive Officer in time for a cheque to be authorised and signed at an Executive or General Meeting.  Meeting dates are found on the website.
(4) In cases where expenses are incurred by the event organisers (eg small amounts for food, stationery items or presents for speakers) please send the receipts to the Executive Officer with the total amount claimed and a brief description of what was bought.
AT THE EVENT
Check off delegates against the list of attendees.
Please note the name and details of anyone who arrives without having booked and forward to Executive Officer so that an account can be sent.  It is up to the discretion of the event organisers to decide whether to admit people who have not booked.
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