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Background: 
The Communities’ Council on Ethnic Issues (CCOEI) is a Not-for-Profit organisation and is apolitical.  For further information please log into the website at www.ccoei.org.au 

The Standing Committee of the CCOEI is the Migrant Settlement Committee (MSC) which is auspiced by the CCOEI.  The main purpose of the MSC is to advance and promote harmony, social inclusion and full participation in Australian life for migrants and refugees.  The MSC undertakes the organisation of a range of events and forums each year through the endeavours of Working Groups with a specific focus or issue. The CCOEI is accountable for funding of events and forums funding bodies, such as the Victorian Multicultural Commission and the City of Whitehorse.
Purpose: 
The purpose of this document is to assist Working Groups with the organisation of events forums.  The document contains:

· A Checklist for new Working Groups - pg 2 
· Reporting Tool – pg 3 and 4

These pages identify requirements in relation to:
· Reporting 
· Transparency of monetary outlays, for accounting/auditor purposes.

· Budget responsibilities.  
· Limitations clearly set out and are transparent to make it easier for groups to administer their MSC funds budget.

· Responsibilities and roles which need to be clearly defined. 
· Progress updates which need to be provided at MSC meetings

· Outcomes to be documented.  
· Achievements reported

· Lessons learnt to be documented to ensure best practices can be achieved.

· Information which will be used in accountability reports to funding bodies and used for the benefit of future forums. Please note these outcomes may also be placed on the CCOEI website and in the CCOEI Annual Report

Checklist for Working Groups:   
Use this checklist when setting up a Working Group
	Require-ment
	What to do
	When 
	Who is responsible
	Done

Yes/No

	Working Group is established through MSC
	· Elect a Chairperson 

· Elect “next in line” person 

· Ensure roles and responsibilities are clearly defined

· Notify the MSC Chairperson of the name of the person responsible for the Working Group Outcomes
	At inception of the Working Group

	The Working Group as a whole

	

	Progress Updates

	Progress reports provided during MSC  meetings. 
	Updates to be provided at all MSC meetings leading up to the event or forum
	Chairperson or “next in line” person 
	

	Budget 
	· Spending authorisation must be obtained prior to the event or at the time of setting up of the Working Group.

· Forum budgets are set between $400 and $500 per event. 
· This amount should not be exceeded unless agreed to in writing by the MSC Chair 

· Any part of the budget not spent cannot be “saved” over for another event. 

· Even though a budget provides for funding please keep expenses as low as possible.

	Spending Authorisation – prior to the event or at inception of the working group
	Working Group Chairperson or elected “next in line” 
	

	Transparency of outlays.
	· Final itemized outlays report and original receipts should be provided to the MSC Chair in writing
	Final outlays report provided within 2 weeks of the event 
	Working Group Chair or elected “next in line”
	

	Reporting Tool completed 
	Outcomes must be reported and any lessons learnt documented to ensure best practices can be ensured for future forums. 
	As above within 2 weeks of the date of the forum being held.
	Working Group Chairperson or elected “next in line”
	


Reporting Tool:
(Reporting on one page. Submit this two page document to the MSC Chairperson within 2 weeks of the Event or Forum where possible or discuss another deadline.  The report may be submitted by e-mail however original receipts must be provided)
Name of Event: ……………………………………....
	Requirement
	How was this done?


	What were the outcomes?



	Working Group is established through MSC.
Example:

· Who participated? 

· How many meetings did you need?

	
	

	Reporting 

Mechanisms put in place.
· Who was elected to provide updates?

· Who is person responsible for completion of this document (Reporting Tool)?
	
	

	Transparency of  outlays 

	1. What was the agreed funding budget amount?

2. Who authorized this spending and the amount (eg MSC Chair) 

3. All receipts to be submitted with this form to the MSC or direct to the CCOEI
4. Agreed budget adhered to (Yes/No)

5. If agreed budget was not adhered to why not? (Please note: any additional spending cannot be reimbursed)
6. Spending – please itemize: (eg hospitality, printing) 
	


	Record of the event
	1. Flier. Please ensure a copy is made available to the MSC Chair.

2. Photographs attached (yes/no) (please note - the MSC highly recommends having a visual record of events funded)
3. If photos are available is it possible to use these photos in the CCOEI Annual Report and on the Website? (e.g. were model releases or permissions obtained)?

4. Was an evaluation form handed out? If so please attach a copy for future events
5. Provide a brief overview of feedback received.
	

	Learnings
	· Are there any learnings from running this event which you may wish to document for future forums?

(This information will  contribute towards best practices for MSC related forums and events  in the future)
	


Thanking you for your commitment to assisting Migrants and Refugees in the EMR
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