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Events

Creating a New Event on Campus Groups
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Step 1. Log into Campus Groups

Sign in
Griffith Students & Staff Users
Click the button below 1o login

Keep me signed on

Step 2. Make sure you are a member of the GUGC Admin Group

Upcoming Events

L L -
° 2
My Groups
o o \ g
V“"'“A B
o @ @D D



Step 3. Goto YOUR club’s page

= Wi

A Home

B Feed

B8 Directory

riffith. L

NI

VERSITY Home

$ Service Opportunities

Step 4. Click on “Events”

= W

Griffith.

LIMIVERZATY

. g e

GUGC Club Admin Group

Cita 420 S0

Ceaue

: @ GUGC Club Admin Group

Ar¥iy
= AT
B Emais
S Eerh
B s & Fom
W tarrker Sucoen
o -
. Fie

Recenily

Surveys & Forms

Pleqmiers

Racant

o

Events Acthity
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TODN

|

Settings

Step 5. Click on “Create Event”
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"
-

Officers

Files
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Step 6. Complete section 1 —What The “Event Coordinator” is the person who is
organising the event and will be present on the day. This will auto fill to whoever
is filling in the form, this can be changed to any exec member by clicking “Add
Custom Host”.

0 What

Organizing Team

Tanierben @ [0
-]

[

Step 7. Fill in section 2-When If it is a reoccurring event, select the drop down
and select all dates that are required. Make sure the time zone is set to

8 When

o D

o000 0O0

“Brisbane”.



Step 8. Complete section 3 - Where Add meeting details required.

© Where

Building

Location Name

Witio can see the event
locatian

n Display map G regelralion pags

Meeting

& Or-Camms
Of-Campus

Dvilirsa Chnly
- Sefect -
Athlatics Feeld - GC Campiis

To Ba Detarmined (TED)
© Acdress

@ Latitude/Langiude

Only display the location to logged on users

Muaating Link

Mesting &pp

Wha can sae the meating link

Crteer

Oinly display the mesting link bo users who are registered

i Create Video Conferencing Link

Step 9. Complete section 4 — Photo & Flyer The photo is a banner for the event
and the flyer appears in the information section.

O Photo & Flyer

Upload an event photo:

Your Event Photo & a rce photo ar background image representing your svent. |t
will be displayed n the uproming events slider on the hame page, on the right af
your event page and in the mabile app. This iz & greal way 10 promale your event
It will be cropped o 3800w high and Te0gs wide rectangle, Please uplosd &
photo with of width of TE0ps or mare.

=]

Upload a fiyer

Your Flyer is the ket infarmation about your event displayed in a visual way. We
will display your fiyer to people wha mouse over your evenit in the mlendar, in
ernail irvitalions, and in the event detsls secian of your event page. Please
upload an image file  pag, jpg..)



Step 10. Complete section 5 — More Details This is about food. If food is being
provided you will need to have at least 2 people with food safety certs. This will
need to be uploaded in the event request from (outlined below).

B More Details

@ Fle attachments

Il Food provided

Food Provided

Spacity the feod provided at
this ewent (cptional)

Step 11. Complete section 6 — Access & Display Options This is who can see it.

Typically, the “Everyone” selection is the best option. This will allow anyone to
view and join, including people who do not have campus groups, and any listing
(student, external, staff) on Campus Groups. If changing to be set to certain
people, just be mindful of this. The last box refers to the Campus Groups
homepage main screen.

0 Access & Display Options

Wha s allowed to register?

& Everyone
Grifith University CampusGoups usens only
Some Grllith Universily users only (click 1o salech usens)
Some Grillith Universily tagged wisns cnly [click o sslect users)

Group membars, only
Some group members anly [cick to select groups)
Tagged members only (select one or several Members tags)

Sub-Growps members cnly {select one or several Sub-Groups tags)

Inviled peapis only i
Laotbary wirmaes only (This only appliss [o avenbs imchuded in an evenl pachage)
Ceficars only

Membars with Badges only (select ona or saveral hadges)

Pravant usamn whi am akesdy sgistensd (o anothear evenl & the same ime ram regiglecng to this auent

Whe can see this event?
& Everyone
Leosgpisd] o ugsw s Gy
Group memberns anly

Al Thea pescpl o 'wha afe aloesd |

o ans akvigs Fide Trom the calandsr)

' Display on tha Upcoming Evants skdar {on tha homa paga)



Step 12. Complete section 7 — Registration Options This is where people can
purchase tickets. You can add options for different pricing, and can schedule
when registration opens or closes, the number of tickets etc. (You can also select
to register to send out event feedback form)

D Registration Dptions

D s Wk 10 bt pecqile regivsss 6 this svent?

T

Gpien Peie Upgisratiom farh Epittratioem Erds Tetsl # o et s ade Walting Lint Batiation  DaeiBeld Waiting L Miarage
[T s - i

0 8 s Ot Tt

Sy Evee gt rcten s o e e e s e s
[T T T T p———

& Atendarce imi

& RSV Mot Attending

To change who can access certain tickets, click “Access” and then you can edit
the visibility to certain people. Like above, but for individual tickets, not the
event. To change pricing for ticket, select “Edit”, then add in the price. You will
need a ‘new ticket option’ for each ticket price (i.e. Option 1 — student ticket at
$5, option 2 staff ticket at $10, option 3 exec ticket at $0, etc). Scroll down this
pop up for additional ticket settings.

Bl Registration Option

L

Cussiiy ssninbis

Warng bk
Allaw waning lar w

Wb 1] IeBT [ R

Buditicenal aptiues bar Ui regist st cption:

W par ordar

fiwr faiss Duse

B Babes Tome

Cred Saben Cute



B RSVP personalized email confirmation Ed

@ Display the list of attendees to Ed

B Ticket cover ¥

@ Feedback request ¥
Sond o fesdback request 24 Hours v after the evert.

& Toall tha people who registerad 10 tha ewan

Only to the people who checked-in at the event

Formisurvey Salect W

Custom camant

Step 13. Complete section 8 - Advanced Option These are not required but could
be useful if there is something specific you want to do.

O Advanced Options

H Attendance tracking options
@ Add more questions / slots

4 Epeakers

T Sponsars

® Redirect URL after registration
I Parent event

12 Automatically register ta other events
& Cost center code

B Waiver

5] Co-hest this event

# Service opportunities

2. Virtual Fair

& Event template

3 Calendar Symc



Step 14. Click Create Event at the bottom of the page. If you do not click create, it
will not take you to the next section and the Club Coordinator will not be able to

approve it.

Save as Draft T RO T Event Activity Log

Step 15. This will open the Event Request form. If this does not pop up, then you
are not currently in the GUGC Admin Group. Please stop, exit, join group, email
the clubs coordinator, receive the access then begin from step 1 again.

2 Event Details

= ; . -] -_- ..:..- 9 D ¥
o
B Additional Information - Event Request - o ok || o Copylik || e Manage

GC Clubs o

Club Event Request

On Camipas. [verts

¥ou MUS T put your seenl in Campan Grosgs @ order o B shgible fo msurance and fundmg from the Guild for that specilic svent.
Pieane slicwr a1 beasl 2 worksyg Qo o sppreval
O CHTaS. BN -4por events

i Ba eerwe By Funcion Wasager, Prone (37 S552E54E | Bmad; funchiona@aristinedus
On Campa Spor! Competficns and Trainmg
- gt Loy, Emalt mtcociey@grifithadans
Caurt Hire

QuUgCSTUd &I DU MOLODM 2/ DurT- e

Pawilion Baoking

Pool. track or tradk field Booking: 03 s.50m o0y B o aou 2u

0 Campes [vents
W B0 DO DOQaN Se BCTAATY OFF CB9Y DS DrdeSled The)

v Sifurk i Slitenan ef DerSdini

 Coomipiete TS o



Event Request Form

This form should automatically open once you complete the Campus Groups Event.

Step 1. Check the Event Details

3 Event Details

3 Super Cool Evest W o, Ao 1, 2023 ¥ TED b
Coame: ared joan s Tor 30 assesoeme svent Ooing Coal Things!

Step 2. Complete page 1 (Read through the first section to make sure you are
contacting the correct person etc. Please email the Clubs Coordinator if unsure.)
Select your club’s name from the drop-down menu. Title of event and primary
event organiser should match event in campus groups. Enter a primary contact
for the event. Select which category your event best falls into. Select ifitis on
campus or off campus and if you need equipment. (Limited equipmentis
available upon request. Please contact the Clubs Coordinator for a full
equipment list and to ensure your booking of these items.)

This form will prompt different pop ups depending on your selection (i.e., if you
select yes to equipment, then the equipment selection will pop up, if you select
no, then it will not pop up). Please complete as necessary.

Club namse * LGS i kdmin Greup
Ewvend name

Frimary event ciganiser * Kaitin Bei

Duganiser phone smiber *
Orgamimer email address * gailscubs@griMihedoau

Which catigaiy Basl diisiiles thi puipoie Spom Wity anc Actes Ldsatpan
o ouicome of your event? *

I the activity on campus, off campes of M Oncampen
Cilkie?
Complete this form before movieg forward) | B oo comciess S s e v apes

- On Campus Venue Booking:
PG i e ZiE 1349



Step 3. Complete page 2

B Additional Information - Event Request - 380 P lemlne QMg
GC Clubs

Event Catering

Is thepe catering at the event or doesit = # =
ke co0kEng? .

Catering served by B cieb (Siudenis
O Campud Sepplesi
Erlsmal VendanE sfablondmant

Shden - Tulail ¥arkshog

Prowide detall of b sipplied

Mase of Food Salety Petson 81

u b - L Ot S A O

Uplond cartificate of Food Salety Person 81 £ Usiaad fie
Mame of Tood Salety Ferson 82

Uplond certifscate of Food Satety Ferson §3 T Ugdosd fie

Step 4. Complete page 3

This one is about food. If food is being supplied, all people who are handling the
food MUST complete the food safety certificate. This is a minimum of 2 people. -
https://dofoodsafely.health.vic.gov.au/en/

B Additional Information - Event Request - ST Flopyl o dage
GC Clubs

Event Information
Spacify e browson © I3 Tha HLE

I thin 3 v -ofF v o re-ocouringe © Do it

e

{ommaaic

G et cwpal e 3 repaientemn ard B0 50
chach in precsa?


https://dofoodsafely.health.vic.gov.au/en/

Step 5. Complete page 4

This is where you upload risk management document. The link to the template is
in the form. If you do not complete this, and/or the Clubs Coordinator can see no
effort was put into attempting to complete, the event WILL NOT BE APPROVED. If
you have any questions, please contact the Clubs Coordinator for support.

B Additional Information - Event Request - 7Bt §cComylne 3 Manige
GC Clubs @

Event Risk Management

Upload event risk management plan * % Upload fie

Document: RISE_MAMNSGEMENT PLAN_CLUBS

Step 6. Application is complete

Make sure to click on submit. You will get a confirmation email. If you do not click
submit, the event will stay pending in drafts and will not be able to be approved.

(i Eiritith . @

ElEvent Details
| i |

T T T Y

B additianal Infarmation - Event Regquest ' B
&L Clubs =

Application Complete




Venue Booking Form

Step 1. Log into Campus Groups

Step 2. Go to the GUGC Club Admin Group

B o (519 (1]

= WMy Griffith. -
o }

A Home )

&8 Feed :,:-.: ::lluo'-‘::!r?ﬂ'r.'-"o'-a:

B8 Director 5 Coast at i

$ Senvice e

Step 3. Go to Surveys

@) 6uGc Club Admin Group

Channels

[ General Channel

Members

_ i

Past Events

Step 4. Search “venue” and open the form “On Campus Venue Booking (room
booking, outdoor area, etc)”

= Surveys & Forms (1)

venue a,

On Campus Venue Booking (room booking, outdoor area, etc)

Form
Man, Apr 19, 2021



Step 5. Complete page 1

Read through the first section to make sure you are contacting the correct
person etc. Select club name from the drop-down menu. Enter the details for the
primary contact of the event (this should be the same as the event request.
Select what type of space is required. Please contact the Clubs Coordinator and
the relevant department to book any alternative spaces. Please note that
different pages will pop up next depending on your selections in this form.
Complete pages as necessary. (This example will walk through a general
booking.)

B On Campus Venue Booking (reom Frn Poomylos @ M
booking, outdoor area, etc)

Club Event Request

On Carpus Even s
Yo MUST put your swvend in Campus Grosps i arder 1o b sligitle for isssrancs snd fusding from fhe Guild for St wpecfic svest.

R beosa ki rage
Culdoos areas | =03 =
Uil B & Fnvotion Cemire

On Campen Sport Conprtitiam ssd Training Favilion court Bockings

Fool. rad 0f Wk Trdd Dookisg

O Campn Evemts

Whai clah? v

Primary st crganise: * it B

iguinsss gl il *

gy sl sddien ¢

D oo wedd 80 bosok 3 ypsrs? *



Step 6. Complete page 2

B on Campus Venue Booking (room
booking, outdoor area, etc)

Event Information

Ewent Type " Bocal Evan

Comments:

Dioes Ehe event have a registration and
check in process? *

Step 7. Complete page 3

B on Campus Venue Booking (room
booking, outdoor area, etc)

& Edit & Cogy Link £ Manage

Room Booking
For Un Bar Function Centre, Bar or Temace sres plesse contact the Usi Ber directy

Faurpose of booking

Do you require 3 ance off of repeated (8 Doce ot
booking? -

apmaing

Step 8. Complete page 4

For one off bookings, room date and time need to match eventin campus groups
—depending on event, you may need to allow an additional half hour at the start
and end of the event for set up and pack down. The rooms will all open 10
minutes before booking starts. Please be aware of classes occurring. Call
security if the room is not open. Room capacity, estimate how many people will



be attending, better to go over. EQuipment is equipment in the room (some
seminar rooms have computers, some have projectors, etc). Please provide a
preferred room and at least 2 alternative rooms (a different building is also
recommended if possible).

B on Campus Venue Booking (room s cooynk 0 Mamage
booking, outdoor area, etc)

One off booking
Roam Bosking Date 30 Agr 2023
Ronm Booking Start Time
Room Beoking Finish Time
Roam capacity

Freferred Room Setup Seminar Room

D yoru seguiire any of .MME B catarvidsn Frojector

Myrop Leciérn
TWOVD Playes
B Laptop interiace

Wie donl requiee any of the sbove

Preferred rcomy buailding - G23

I il pratierned racam i unavailable, please G11 ar G40
Bt s alernate spades Building rocms. ©

Step 9. Complete page 5 - Food safety Same as event application.

B on Campus Venue Booking (room FEIE P Copylink 8 Wanage
booking, outdoor area, etc)

Event Caterimg

b tivere calering at e event or oot 8 o
imwnber soaking?

Catering sarved by B cub cshuderia
O CHMBi Dupms
Extamal VerdoEvatinhrant

Snsdent - TalsriaFWaksop

Fraovede detail of fned wpplied b

M of Fosd Safety Perssn £1 ¢ £rnn e

lipksad sarteticade of Faod Sateby Persoa. 1l E Upisad fig



Step 10. Applicationis complete

Make sure to click submit, or it will not be approved. Once booked, this request
will be approved. Once confirmed by Griffith, you will receive the booking
confirmation in your emails with confirmed date, time and room.

L“‘Al&%@! a & a®
AR R R R IR R R R RN RN

B On Campus Venue Booking (room B e o
booking, outdoor area, etc)

Application Complete

w Coorplenn] the wesue LOKIY regqeest Onde apprtved pou Mast (0N plele M1 evest ro3uest by hesdhng 10 paur Seb growp » ever e evest ¥ pou e

sreSete Sva virp. yau wil act be covered by snrwce, Lasrert 1 mry Sarsbeg timaands the bookny/evmt wnd mb Mirthet cornequerees, by thalfbefan

[ o J—



Membership

Adding a Member

Step 1. Log into Campus groups

Step 2. Goto YOUR club’s page

B a »

Griffith. " = . ne® O e

UNIVERSITY Home o foerm Orans Agwin

GUGC Club Admin Group

O #7d Soceses (Gl Coas

Step 3. Click on “Members”

Wy

Griffith .

LIMIVEHSITY

# pw Y or
] Lz Charx dgerer

. @ GUGC Club Admin Group

B 2 & @ & B

Aoty

Recently

] ~ o}

Surveys & Fami Files Ewvesils
DT T BT
. [ i

' —-—
Accourting Book Members Settings
More

= &= =

Emails Growp Page Forum



Step 4. Click “Add Member”

B cCurrent Members (26 ¥ Beakdown [ Paste List _
Q b ’ i Twpe & Year Gradl - W Aereher Tgs v > T arlsgE - v W w I

[ Sened Mokile Motibeation Il Serd Erai & Caourate Arport

Step 5. Start typing in the new member’s name

a r

= Add Members () Paste st X

Lookup users by name or email Start typimg and wait for suggestions...

Malify sach new member by erma

Can't find the person you are looking for? Flease click here to create new users

gnifithurwedu au

Step 7. Select the person and click “Add”



2 Add Members [ paste it ¢

Lookup users by name or email - =

Maotify each new member by email

Can't find the person you are looking for? Please click here to create new users

hose m

Step 8. If you cannot find the person’s email, you will need to manually add
them. Select “create new user”

= Add Members M rastetist X

Lookup users by name or email

rlDtIr" each new member by email

for? Please clck here to create new users.

Step 9. Add in the persons email and name. Select student member and notify
member by email. Then click submit.

= fadd Members

i e i Rasmrs T

R - =




Deleting a Member

Step 1. Log into Campus groups

Step 2. Goto YOUR club’s page

_ H "= - @ (1]

= Wy Griffith- S 2 8% -
S

A Home 2. .

B Fee

B8 Dire yrad

€ Service Ooo e

Step 3. Click on “Members”
= WMyGifith.  ~ JEWY =9 =20 -

D GUGE Club Admin Group

L B Thy
-
o =] - &
Surewys & Fon Filan temrr
= bETE
= .
: ET——
B servm & Fform ..'-I x '.\.
L Accoumhis g Boak [ITE Lattirg:
L]
-

Step 4. Search or find whoever you need to delete, and click the 3 dots next to
settings



B Current Members (1) 7 skt [ Pt L m

[ Serd sichile Motfication B e Emaid £ Generate Heport H
° = v om a :
. Mot i ' o setegs |
r—— | corrent Emale

Step 5. Click “Delete”

£ Settings i
B Email
@ Engagement
o Send Password
B send Profile Update Link

= View Payments

M Private Motes

Step 6. It might prompt you to confirm, so click “OK”

griffith.campusgroups.com says

Are you sure you want to delete this member?



Changing Someone to an Officer

Step 1. Log into Campus groups

Step 2. Goto YOUR club’s page

W GHFth-

....‘ 2 h

¥ . Everez Cau ASwen
e
e

A Home
@ v
G Feed
B8 Dve yrad
® Service Opp es 5
ehe ne C 3 -~
Step 3. Click on “Officers”
= MU o g 2T ST -
@ GUGE Club Admin Graup
[ P -
Retialy Recerile Be
o " u s
Lol 000 Feaidper Aropiinsing Aok At
F b
- = B —
B s @
a s & Porr » B
W dsmhe Membs 00 Suwvew B Fodve Fles
m
-
L
Step 4. Click “Add Officer” in the top right corner.
. 6"&‘1".‘".“, - - ne gv - : .ao
oot 7 ‘& Officers . . =D
- o o
° — - B
. - —— .
s " -_— =
. - ——— -
° s -
= i
o S s
o0 ——— a



Step 5. Type in the persons email, select the person, then click add. If the person
is not popping up, manually add them in. Both steps are the same as adding a

new member.

*2 Add Officers

Lockup users by name or email Start fyping and wait for suggestions

| Hotify each new offcer by email

Car't find the person you are lpgidng for? Plesse click hene f0 creale new users

Setting the Membership Price

Step 1. Log into Campus groups

Step 2. Go to YOUR club’s page

Lka Griffith.

UNIVERSITY

A Home
& Feed GUGC C)
ub Admin Group
O o7 Socenen (Gekd Cosst o

B8 Directon e : =
abans) 4 W Gold Coast Association of Postgrads
“ -

Societies - Brisbane & Logan (Adm

$ Service Opportunities Clubs




Step 3. Click on “Settings”

Wy SRIERS v
‘ =

Home

Forum
Post resources for your members
. to find.
2
]
= ’
Files
Upload photos and document
hare publicly or pri
-
i 0 Uploaded
Iy
Badges
Reward your users with custom
badges.
0 Badges

Step 4. Click on

LN Group Settings

no@
Events

O]

Money

0

Hubs

ur hubs.

Manage y Manage your membership and

event revenues

’H

Settings

L

Accounting Book Stores

List articles and sell them online.

“Membership”

Basics

BASICS

Contact Information Access & Privacy Membership

Payments

Social Networks Recommendation Settings

Step 5. Set membership notifications and durations. Then scroll down.

X\ Group Settings

More

Basics

send a iration

How many days before the expiration?

Membership expiration custom message

Membership privacy

Membership default duration

Contact Information

Access & Privacy Membership | Payments | Social Networks

Numbers only, no decimals

Enter the number of days before the expiration date. Empty box means NO notification.

B Access rights

- Select -

Recommendation Settings More



Step 6. Set membership options (You can set one or up to six options if needed).

MEMBERSHIP OPTION 1

Fee amount
Numbers only
Caption
Duration _ Select -

Who can join?

B Access rights

MEMBERSHIP OPTION 2
Fee amount
Numbers only
Caption
Duration - Select -

¢ T &2 [ ) i

| |

W

Who can join?

Step 7. Click “Save” to finalise your selections

GRIFFITH

f
UNIVERSITY Home Griffith Club ..

Who can join?

MEMBERSHIP OPTION 3

Fee amount

Caption

Duration

Who can jein?

MEMBERSHIP OPTION 4

Fee amount

Caption

Duration

Who can join?

MEMBERSHIP OPTION 5

Fee amount

B Access rights

B Access rights

Numbers only

- Select -

B Access rights

Numbers only

- Select -

@ Access rights

Save



Money

Payment Request

Step 1. Log into Campus groups

Step 2. Goto YOUR club’s page

- Griffith. A . 0@ a0 o
= leJ UNIVERSITY Home o smin
A Home :
& Feed GUGC Club Admin Group
«¥ ) ::::‘; w5es (Geig Coasr °
B8 Direc - :-;a,’ A 3 P
$ Service Opportunities & Societie b e

Step 3. Click on “Budget”
- WpGETEY o pENR Z= e -
m (D GUGE Club Admin Group

ety

Rincirsily Bwrcan
° - (Y 2
Bkl A Ak Bk Mt i Attt
& mribe T
S et =
B oy res
=] = &2
bl Surverys & Forme Filea Eeenin
W Koy ® i
| Fin
T BT T
2]
M
= & = =

Emails Group Page Forum



Step 4. Click on “Request Payment”

- gpGame o+ QEN 2° " - 5
- Aot G e+ ]
2 -
-
= L] g ot Sean
-
- N -
[ e - | arcrons TE——
——
Totals
g e s ®
-
' —
Ll — —-— — = = mm =l
- A B
@ =~
° - ~ ~ R . - o

Step 5. Complete page 1

The transaction type will typically be a reimbursement. Description is the name
of the activity and what the money was used for. “From Allocated” is the amount
you are requesting for reimbursement. Leave the other section as $0.

(This must be over $50 in total)

(® Payment/Budget Request

0 = Reguesied: ARTDI0 » Allocated: 451000

Remaming: &%1,000.00

DETAILS

" Transaciicn Typs

* Beacription

AMOUNT

Revenue/Eapenss

* From Allocated i

" From Croup FasS 5




Step 6. Read and click next.

B Club Reimbursement /Acquittal B sove As FOF
Form €D

Reimbursement /Acquittal Form

Please complete ths farm 1o cham any subsidy/funding reguest from the GUGC Studert Guild as part of AMlistion Funding or other
You MUST put your event ;i Campus Groups i order to be ehgble for insurance and funding from the Guid for that specific event

Notes
Only 0ne tunding Soe per 1eGuest
For reimbarsement the ciub must make the intial purchase from ther own account and then submit spplcation

for advance the club needecd to complete the payment request foem prior

A mersmmn resmbursement se of $50 per request (option ta put multiple receipts together to reach minimurn

Make purchases ensunng you get & valid tax recespt (not an EFTPOS receipt) Viakd tax recepts have an ASN, legsl company name and

amount

——

Step 7. Fill in Club details. Please note that funds can only be deposited into club
bank accounts. DO NOT ENTER IN PERSONAL ACCOUNT DETAILS.

Club Details and upload

Club Name *
Club BSE *
Club account number *

Submission Date [Today's date)

.

I this a reimbursement or & Raimbursament

acquittal? * Advance paymenl was madé « Acquitlal

Mo paymant to cub account nesded “GLILD STAFF OMLY

Amount total claiming (if
multiple recelpis please add
together) *

Hew many receipts will you be W
uploading? *
Type of subsidy #1 * w



Step 8. Fillin this section for each receipt (make sure to upload the receipts!).
Select what SSAF allocation is from (Hint: this is typically C.).

Receipt Date #1* Requirad,

Preject/Event Mame #1 *

Expense detail i1

Which trimester's funding? #1 *

Receipt #1 amount claiming *

Please upload tax
inveice/ receipt #1 *

Is this a student member
registration subsidy request?
Example: Sport eompetition
registration subsidy *

Please select which SSAF
(Student Services Amenities
Fee) applies. This is the overall
project objective, not the
specific purchase. Example:
Powerade provided to members
playing at a eurling club
tournament is B, supperting a
sporting or other recreational
activity by students; *

Document: GUGC_Guild_Club_Package

Eqg Anrual ball. Mationals competition
)

Eq. travel costs, printing, conference registration fee, venue hire, ot

Trimastar 1

Trimaslar 2

Trimeaster 3

* Upload file

Valid tax invoices have an AEN, legal company name and G5ST amount

Vo

Mo

A providing food or drink o studenls on a campus of the higher education provider;
B. supparting a sporting or ather recreational activity by students;

C. supporting the administration of a club most of whose members are students;

D, caring for children of students

E. providing legal services o students;

F. promeding the health or weltare of students;

G. halping students sacure accommadation;

H. halping students obiain employmant or advice on careers;

I. helping students with their financial affairs;

J, helping students obiain insurance against personal accidents;

K. supparting debating by students;



Step 9. Fillin the declaration Leave the “Approved by Clubs Coordinator” section
blank and click submit

Mames and positions of other
management committes
members endorsing this

application *

Approved by Clubs Coordinator
or team member

Step 10. That’s it — now just wait for Clubs Coordinator to approve it. This funding
will be in your clubs account shortly.
Apply for a Grant

Step 1. Log into Campus groups

Step 2. Go to the GUGC Admin group page

. & i
Wy Grifith- ENIEN °° =° =

o Besrch

® v

GUGC Club Admin Group
Oy #nd Socieses (Gaig Coas

B a »

-
v
v
5
T




Step 3. Go to “Surveys”
@) 6uGE Club Admin Group : - I . L

Channels

[ Goneral Channel

Members

_ e o5

Past Events

Step 4. Search “Grants” and open the “Special Project Grants” form for the
current year

) GUGCClub AdminGroup  Home  Abcut  Ewents  Suves  Officers  Documents  Photos  News  Videos N

= Surveys & Forms (1)

Q

Farm

Step 5. Complete the page

Make sure to answer the questions in as much detail as possible to ensure your
club will receive the grant.

B Special Project Grants 2024 1B Save As POF

Special Project Grants

This form is for Student Guild affiliated clubs to apply for Special Project Grants for expenses that are ad-hoce, occasional or unable to be accommodated through the standard
Affiliation Funding. Funding for these projects is competitive, limited for special occasions and subject to the approval of the Sport and Cultural Committee,

The primary selection criteria for all grants is the cost of the project and the projects ability to increase student participation. Sport teams competing in Nationals has a
different support structure.

All funding relies on the honesty and integrity of Club Executives and members to provide the true and correct information relating to Club finances. Any breach or misuse of
funding will be taken seriously and club executives may be held liable for any misappropriation.

Applications for Special Project Grants are open.
All categories will be viewed together with the following projects eligible for grants;

Major Equipment
Club equipment purchases of significant value which will benefit current and future members,

Major Events and Projects
Events or projects that are ad-hoc. occasional and sit outside the normal operations of the club. Examples; hosting the national mooting competition, making a state
championships, a once-in-three-year event.

Club Member Professional Development
Activities which provide professional development or accreditations for members which enables or enhances club operations such as training courses or accreditation.

Venue and Facilities
Subsidies for hiring venues for competitions, training or recurring events such as sport competitions, training or drama rehearsals.



Step 6. Press “Submit” when completed for it to be sent to the club coordinator
and the board for review

Wy SRITERS - 5

Describe how this project will support the
growth of your club. *

Please provide additional information to
support the club’s application for this grant,
in particular the benefit it will provide.

Category Specific Questions

Which grant categories are relevant to this Major Equipment
Sowantiont Major Events and Projects
Club Member Professional Development
Venue and Facilities

Formal Competition



