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This is the Policy Manual of Revenue Professionals South Australia (RPSA) as adopted by the Board
of Management at its meeting held on 12 May 2021 and as varied from time to time. All existing policies
have been reviewed and either accepted, amended or deleted.

The Policy Manual is to be reviewed annually by the Board of Management at the meeting immediately
following the Annual General Meeting.

This Policy Manual is to be read in conjunction with the RPSA Constitution. Where there is any inconsistency
between this manual and the provisions in the Constitution, the Constitution shall prevail.

For further information:

Secretary
Revenue Professionals South Australia

E: secretary@revenueprofessionalssa.com.au
W: www.revenueprofessionalssa.com.au

Policies First Initiated: 03 December 1989

Manual First Adopted: 16 December 1996

Revisions: 31 December 2009

Last Review: October 2020 to April 2021
09 August 2023

Last Adopted: 12 May 2021
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First Initiated: | 03 December 1989

Revisions: 31 December 2009
08 February 2021
09 August 2023

Membership Levels

There shall be four classes of membership in line with the constitution:

Life Member
Fellow

Member

e Honorary Member

Application for Membership

1. All applications for membership will be submitted through the RPSA website online form and will be
approved by the Secretary.

2. Applicants shall set down on the form all the information required. The Secretary may request from
the applicant such further information as the Secretary in their absolute discretion deems
appropriate for the determination of the application.

3. Before approving a person for membership of the Association, the Secretary will ensure that the
applicant has achieved the requisite experience qualifying him or her for the level of membership
sought.

4. The Secretary shall keep a Register of all members of the Association, both past and present. In the
case of past members, the Secretary will record the date the person ceased to be a member of the
Association and the reason for such cessation of membership.

Annual Subscription and Fees
1. The annual subscription for all classifications of Membership which is payable to the Association on
the first day of July each year, shall be such amount as determined by a General Meeting of the
Association.

2. Every subscribing member shall be liable to pay his or her annual subscription until he or she ceases
to be a member of the Association.

3. If the resignation of a member, who is in arrears with his or her subscription, he or she will cease to
be a member and will not be liable for any further annual subscriptions but will be liable for the
amount in arrears due at the time of acceptance of his or her resignation. Subscriptions due upon
registration shall be in respect of a full year.

4. Subject to Constitution 3.3.3, no member who is in arrears with his or her subscription will be
entitled to vote or to take part in the proceedings of any meeting.
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Recognition

1.

Every Member of the Association shall be entitled to obtain a Certificate of Membership, subject to
such conditions and upon payment of such fees as are determined by a General Meeting of the
Association and any such person ceasing to be a member shall, if requested, deliver back to the
Secretary of the Association his or her Certificate of Membership, provided that any Member
retiring from practice may, at the pleasure of the Board of Management, retain their Certificate.

The initials LRPSA, ARPSA or MRPSA may be used by members of the Association in correlation with
their names according to their membership status. No member shall use the initials of a higher
membership status than those to which he or she is entitled. The initials LRPSA denote a Life
Member of Revenue Professionals SA, the initials ARPSA denote an Associate of Revenue
Professionals SA, and the initials MRPSA denote a Member of Revenue Professionals SA. Web
Members are not entitled to use any initials after their names.

Grievances

1.

A member aggrieved by another member in any matter pertinent to the Association shall, in the
first instance, if the matter cannot be amicably resolved between them, refer the matter to the
Association.

Where a member is charged with unethical conduct, all pertinent facts shall be placed before the
Association by the members concerned.

A Committee of Enquiry consisting of the Vice-President and up to two other members may be
appointed by the Board of Management.

The Committee of Enquiry is charged with acquainting itself with the relevant facts in whatever
manner it deems appropriate to the resolution of a case before the Board of Management involving
a complaint of unethical conduct.

The Committee of Enquiry shall present its findings to the Board of Management at the meeting
convened to hear the complaint.

In determining a complaint of unethical behaviour, the Board of Management shall observe the
rules of natural justice. The Board of Management may reprimand or impose such period of
suspension of membership of the Association upon the offending member as it deems appropriate
or may expel such member.

Public Statements

1.

Unless an alternative spokesperson has been appointed, all public statements, submissions, etc
shall be made only by or under the hand of the President or the person acting in that office. Where
possible, the President or alternative spokesperson must seek the concurrence of the Board of
Management, but shall not make any public statement, submission, etc without consulting at least
two (2) other Board Members unless under extenuating circumstances and discretion must be
exercised. .

REVENUE PROFESSIONALS SOUTH AUSTRALIA

POLICY MANUAL




Policy 01 — Membership cont’d

SA

REVENUE PROFESSIONALS SA

Fellowship and Associate

1. Advancement to Fellowship of the Association shall be granted to a qualifying member of the
Association only upon nomination. Such nomination shall be made by two members of the
Association who first shall make appropriate enquiries as to the compliance with the qualifications
for advancement to Fellow of the member concerned.

2. Advancement from Member to Associate shall continue to be by a written application by the
member seeking advancement. The Application shall be addressed to the Secretary who shall refer
it to the Board of Management for decision.

Code of Ethics

1. A member will always act in a manner which positively promotes the Association and its
Objects and share his or her experience.

2. A member will never publicly criticise a fellow member of the Association.

3. When asked for advice in relation to matters within the area of a member’s expertise, a
member should never offer an unconsidered opinion, but should obtain all the facts
relative to the circumstances.

4. Promote and maintain high standards and ethical behaviour within all areas of rates and
voter roll administration.

5. Every member will use their best endeavours to ensure that the public obtain the best

service available to them.

Advice from the Association

1.

Any advice provided by the Association to members shall be regarded by them as advisory only.
Members must not act in reliance solely upon such information and should seek specific legal or
other professional advice as appropriate.

The Association does not guarantee that any information, data or advice provided to its members
or other persons is true and accurate. The Association does not accept responsibility for any loss,
damages or other actions, which may result from reliance upon such information, data or advice to
the detriment of any person.
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First Initiated: | 08 December 1995
Revisions: 26 May 2006
31 December 2009
08 February 2021
09 August 2023

Roles and Responsibilities

Roles and responsibilities for the Board will be defined by Board portfolios discussed at the first Board
meeting following the Annual General Meeting.

Treasurer

Remuneration

1. The Board of Management may if they deem it appropriate, pay the Treasurer an annual
honorarium of $1,000 (paid as $250 plus GST each quarter).

2. If the role of Treasurer is outsourced to an external contractor, the honorarium will not apply.

Secretary

1. The Secretary will undertake the duties in accordance with the Constitution and job description
provided at the time of appointment.

2. The job description will be reviewed annually with the Annual Plan.
Remuneration

1. The Board of management may if they deem it appropriate, pay the Secretary an annual
honorarium, to be paid quarterly.

2. The amount of the honorarium will be set annually by the Board of Management at the first Board
of Management meeting following each Annual General Meeting.

3. [If the role of Secretary is outsourced to an external contractor, the honorarium will not apply.

Minutes and Agendas

1. Minutes and agendas of all Board of Management meetings are to be distributed to all members of
the Board of Management within ten (10) work days.

2. Minutes from all Annual and Special meetings are to be considered and confirmed at the first Board
of Management meeting following each respective General Meeting.

3. Minutes and agendas are to be placed on the RPSA website.
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First Initiated: | 03 December 1989
Revisions: 31 December 2009
14 April 2021
09 August 2023

Bank Account

1. Abank account is to be maintained with a reputable financial institution, at the discretion of the
Board of Management.

2. Every cheque shall be signed by two persons from a selection of the persons appointed as
designated bank signatories from time to time for that purpose by the Board of Management.

3. EFT Transactions will be authorised by two (2) of the authorised signatories:
a. Approval by one (1) of the authorised signatories in Xero (accounting software); and then
b. Release by one (1) of the authorised signatories in the online banking platform.

4. Designated bank signatories will be the President, Vice President, Secretary and Treasurer (with an
additional signatory able to be authorised at the discretion of the Board of Management).

Expenditure
1. Authority is delegated to the Board to expend moneys between meetings of the Board of

Management on account of routine matters, including pre-arranged Association events.

2. All such expenditure shall be reported in writing by the Treasurer to the next meeting of the Board
of Management immediately following the payment of such expenditure.

3. Presence of and Use of Credit/Debit Card.

Investment of Surplus Funds

1. The Treasurer will from time to time inform the Board of Management regarding Association
surplus funds and the best available interest rates for possible investment in term deposit.

2. The Treasurer will on “minuted” advise from the Board of Management, invest surplus Association
funds to gain the best possible return for the Association.

Receipting and Payment of Accounts

1. The Treasurer is responsible for the invoicing of all moneys owing to the Association, follow up and
collection of any outstanding debts and to ensure that all payments are receipted through the
Treasurer prior to depositing into the Association’s bank account.

2. Board Members undertaking activities that instigate a financial requirement, be it debit or credit on
behalf of the Association are responsible for providing relevant information/documentation in a

prompt manner to the Treasurer for invoicing or receipting to ensure that the association remains
financially healthy.
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3. A post office box will be made available, at the cost of the Association, in a location conducive to
the Secretary for all financial correspondence to be directed to and then provided to the Treasurer.

4. To ensure prompt payment of accounts to be paid by the Association it is the preferred option to
have all invoices sent to the RPSA Secretary email address.

5. Any unpaid invoices are the responsibility of the Treasurer and/or Secretary to follow up.
6. Membership fees fall due in July of each year and invoiced within the proceeding 3 months.

7. All monies, payments or cheques are to be directed to the Treasurer via email and/or the Post
Office Box for all Conferences, Seminars and Workshops that are being provided by the Association.

Refunds

1. Any refund of overpaid money needs to be directed through the Treasurer for confirmation and
final approval that such reimbursement is warranted.

2. Reimbursement of fees for non-attendance to seminars, workshops or conferences will be
considered in accordance with the Events and Training Policy.

3. The Treasurer is responsible to ensure that adequate records are maintained to ensure that the
Association has fully accountable records.

Accounts for Payment or Reimbursement

1. Accounts for payment and reimbursements are to be approved and managed in accordance with
clause 24 of the constitution and this policy.

2. Any accounts/reimbursements that are not deemed to be invoices are to be documented with
justifiable receipts attached and signed by the payee and another Board Member. Such
reimbursements are provided to the Treasurer for payment and then advised of at the next Board
of Management meeting.

Professional Software

1. Professional finance software is to be used to ensure accurate records of the Association’s budget,
income and expenditure.

2. Account authorisers and Secretary to be provided with a login to the software platform.
3. Auditor to be provided with a ‘read only’ login to the software platform.

4. Current software platform: Xero Accounting.
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First Initiated: | 19 March 1993

Revisions: 21 October 2005
31 December 2009
08 February 2021
09 August 2023

Registration Fees
1. The non-member’s fee for conferences, seminars and workshops is to be based on the following
formula:

The Member’s fee (as determined by the Training and Development Committee) plus forty percent
then rounded up to the nearest $10.00.

Example:

Assume the Member’s fee for a seminar has been set at $500.00.
Then the non-member’s fee will be:

S$500 x 1.4 = 5700.00

Training and Development Sessions

1. The Secretary is to prepare and issue Attendance Certificates for participants attending selected
training Seminars etc conducted by the Association.

2. An attendance certificate will be provided to any attendee of a seminar conducted under the
auspice of the Association, on request by the attendee or their employer.

Cancellation

1. Money prepaid for attendance at seminars and workshops organised by the Association is to be
refunded in cases of non-attendance only in exceptional circumstances at the discretion of the
President or Secretary.

2. Cancellations less than seven days prior to the event may be refunded at the discretion of the
President or Secretary.

3. The following wording is to be included on the registration form for all
conferences/seminars/workshops:

A full refund will be issued for cancellation no less than 4 weeks prior to an event. Registrations are
fully transferable. Where it is transferred to a non-member, the difference in registration fee is

payable.

Professional Software

1. Professional events software is to be used to ensure accurate records of event registrations that
also interacts with the professional accounts software to ensure smooth transition of invoices.

2. Secretary to be provided with a login to the software platform.

3. Current software platform: Arlo Event Management.
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First Initiated: | 03 February 2006

Revisions: 31 December 2009
08 February 2021
09 August 2023

Annual Proposal

1. The Association will prepare an annual Sponsorship Proposal to provide a clear and concise
framework for the management of sponsorships used to further the aims of the Association.

2. The raising of sponsorships allows the Association to provide the annual conference and other
services to members at an affordable price.

Fees

1. Sponsorship levels, benefits and fees will be approved by the Board during the proposal review
process each year.

2. Sponsorship payments can be made in full in July, or over two instalments in January and July each
year. The sponsorship period will commence on 1st July.

3. Inthe event that a sponsorship category is over subscribed, the following criteria will be used in
assessing sponsorship applications:

e date of receipt of application;
¢ alignment of the sponsor to the Local Government Sector; and

e prior commitment to the Association.
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First Initiated: | 31 December 2009
Revisions: 08 February 2021
09 August 2023

Website

1. The Association will maintain a website to a level that promotes regular usage by members.

2. The website will be maintained by an external Web Administrator in conjunction with the Secretary:
¢ Maintain membership on the web.
e Load up documents, conference material, promotion brochures and corporate documents.
e Promotions to be provided through the website.

e Website to be continually reviewed to ensure ongoing development and enhancement of
the site.

Communication with Members

1. The Association will communicate latest news and important information to Members as
information comes to hand.

2. General communications may be sent via the website portal.

3. Important communications will be sent direct to Members via email from the Secretary.
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