	Unichurch Queensland Inc.

Event Planner
	Completing this form will

help you plan a better

event and help you see if

you need Board approval

	You need Board approval if.​
1 . You are expecting the church to financially cover any loss or pay up front expenses, or

2. Children are involved - in that case all children workers need board

approval, or

3. There are any safety or liability issues (e.g., rock climbing, water

safety).
	Please complete the form, save it

under a different name and email

it to the Unichurch secretary
secretary@unichurch-queensland.org.au


	Group sponsoring event:

Event name:

Event date:
	Contact person:

Contact phone:

Email address:

	Please give a brief description of the event and the activities involved

	What is the purpose of the event?

	Who is the target audience?

	Why would these people be interested in coming?

	How will the event be advertised?

	How will people be invited?

	How many people are you expecting?

	Are there any date conflicts with other church or popular activities?

	What is the spiritual input, and by whom?

	How will follow up be done?

	Will response cards be collected?

	What are some possible things that could go wrong with the program?

	What has been done to minimise these potential problems?

	How have the jobs been distributed to ensure smooth running?

(e.g. setup, registration, welcomers, speaker, m.c., food servers, clean up, etc.

	What equipment will be borrowed from Unichurch or elsewhere?


	Financial Issues (Please read notes below)

How will you keep track of financial matters (tax invoices etc.)?



	Income                                      Participation fee
Number expected

Donations (money or supplies)

	Expenses            Fixed (no matter how many people come)
Venue

Speaker

Promotion

Equipment Hire

Program materials

Postage

Other

                              Variable (based on how many people come)

Food

Handouts

Other


Notes

TAX INVOICE NB (Not Tax receipt)

A tax invoice is one issued by a supplier meeting the requirements of GST legislation.

It will carry details of the supplier, his ABN, the amount of GST included in the transaction, date of transaction, brief details etc.

For amounts over a certain figure our details need to be inserted as well! Probably over $1000 I think

Generally speaking we need to be careful if we run an event and charge for it in any way.

If we claim the input tax credits then we need to declare 1/11 of the gross income as GST collected.

Example

We run a BBQ bush dance.

Admission is $5.00 or gold coin we collect say $330.

Expenses are snags
$110

Gas
$11

Others
$22

TOTAL
$143
GST component
divide by 11 = $13 

We claim $13 input tax credit

HOWEVER

We must declare the $330 collected and remit GST component which is $30

If we just bundle all our Tax invoices into one barrel and claim the GST as a credit and "forget" to include the GST on the money collected we are guilty of DOUBLE DIPPING which brings forth the wrath of the tax inspector.

ALTERNATIVELY

We can quarantine the expenditure... ie not claim the GST input credits and not remit the GST collected. Also this applies to amount collected which fall under a commercial limits test.. (Quite complicated and likely to result in disputation sometime in the future.

THE EASIEST COURSE

Always get a TAX Invoice and make sure a note is with it as to who paid what for what event. Always put a note with the money collected so the treasurer will know which event it is for.
THEN

Claim all input tax credits
Declare all GSTABLE income

