


Clubs are a fantastic way to extend your Uni 
experience outside of the classroom. 

The people you meet in clubs at Uni could 
potentially be friends for life!

It’s fantastic that you have stepped up 
(or are thinking of doing so) and are on a club 
committee. This manual is aimed at making 

running your club easier for you.

CLUBS @ MASSEY
UNIVERSITY, AUCKLAND

Much of the information in this manual is available
 on the ASA website asa.ac.nz.

You’ll find all the forms you need
 on the clubs’ documents page.

Running a Club Affiliating a Club
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CLUB TERMINOLOGY
ASA - Albany Students’ Association Inc
CAC – Clubs’ and Activities Coordinator

CSCG – Clubs, Societies and Cultural Groups  
(In this manual, the term “Clubs” refers to all of these)

CONTACT DETAILS
MASSEY UNIVERSITY

CAC - Emma Porritt 
Recreation Centre (office opposite reception)

DDI: 09 212 7116 
Email: clubs.auckland@massey.ac.nz

ALBANY STUDENTS’ ASSOCIATION 
Level 2, Student Central

ASA CLUBS’ ADMINISTRATION
Jacqueline Adams

DDI: 09 213 6073 / Massey ext: 43073
Email: gm@asa.ac.nz

ASA PRESIDENT
Ben Austin

DDI: 09 213 6072 / Massey ext: 43072
Email: president@asa.ac.nz

ASA ENGAGEMENT OFFICER
Fei Feng

Email: engagement@asa.ac.nz
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GENERAL INFORMATION
STARTING A CLUB
If you haven’t found the club you’re after 
on our clubs list, then you can start your 
own. Getting involved in the running of 
a club is good for your CV and gives you 
valuable practical and organisational 
skills that you’ll be able to transfer to a 
future venture.

Seven members means you can be a 
club so all you need to do is to find 6 
other students who want to be part of the 
new club and then meet with Massey’s 
Clubs’ and Activities Coordinator to 
make sure you’re not duplicating the 
activities of another club.

CLUB MEMBERSHIP
• Minimum number of members in a 

club is seven.
• Minimum number of members in a 

club to apply for a grant is ten.
• At least 75% of the membership 

must be made up of currently 
enrolled Massey students or 
alumni.

• No more than 25% of the 
memberships may come from other 
sources; Massey staff, community 
members.

• Community members must be at 
least 16 years old. Community 
members are individuals who 
are not Massey students, staff, 
or alumni - such as friends and     
family of members.

AFFILIATING TO ASA
Affiliating your club with the ASA is 
going to make life easier for you.  
There are heaps of benefits but  
remember that affiliation runs from 1st 
April to 31st March the next year and so 
must be renewed each year. 

AFFILIATION BENEFITS
• Access to club grants.
• Banking and accounts           

assistance.
• Promotion on ASA website,  

ASA diary, ASA Facebook, ASA      
notice boards & events         
calendar.

• 2 hours/once per week sports hall 
booking.

• Room booking assistance.
• Use of some ASA resources, BBQ, 

van, cameras, mobile Eftpos etc. 
(charges may apply).

• Club Exec Members are invited to 
the annual Clubs’ Prize Giving.

HOW TO AFFILIATE TO ASA 
If you are a new Club you must make 
an appointment to meet with the Clubs’ 
and Activities Coordinator.

Read Massey University’s CSCG Policy 
and make sure you can agree to the 
rules that make up the constitution. 
(See ASA website)
• Hold your Annual General Meeting 

(AGM) and elect your club 
committee (usually Semester 2 
unless you are a new club).

• Type your AGM minutes (ASA 
template). Have a list of your 
members (ASA template).

• Update your Assets/Equipment 
list (ASA template). Plus have a 
meeting with CAC to view and sign 
off on all assets.

• Signed Terms of Use Documents: 
Each exec member must read, 
understand and sign them.

If you are on a club committee 
make sure you are a member 
of the Club Executives @ 
Albany Students’ Association 
Facebook group page. All sorts 
of useful information is posted. 
there. 

• Make sure you have a typed digital 
copy of your minutes, member list 
& asset register.

• Sign in to the ASA website and 
select the affiliation option 
under clubs Complete the online 
form and upload the necessary 
information.

• Print off the affiliation application 
and club constitution that are 
emailed to you as part of the zip 
file.

• Get your committee members to 
sign the affiliation application and 
club constitution and then hand it 
in to the ASA office.
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ANNUAL GENERAL MEETING 
(AGM)

Every club must hold an AGM in the first 
six weeks of semester two so that the 
next year’s committee can be elected. 
You will find a template on the ASA 
website that will show you what you 
need to discuss and record at the AGM.  

AT YOUR AGM:
• You must have at least 20      

members present or 1/3 of your 
membership, e.g. if your club has 
15 members, at least 5 must 
attend the AGM.

• The members review and accept 
the minutes of the last year’s AGM 
that the club held. 

• The President gives their annual 
report to cover the activities for the 
past year. 

• The Treasurer presents the clubs, 
annual accounts and budget for 
the coming year. 

• The members elect the new club 
committee for next year - It’s very  
important your committee is         

       elected not appointed.     
• Any changes in membership 

conditions/fees etc. should be 
discussed and recorded at this 
meeting.

• Motions (decisions) made at the 
AGM are decided by  
majority vote.

IT IS ALSO THE IDEAL 
OPPORTUNITY TO:
• Discuss what the club wants to 

achieve in the coming year.
• Note who is going to be         

responsible for each activity.
• Work out how you will pay for the 

activity and decide if/when you 
should apply for a grant.

You must advertise your AGM 
with the ASA and to your club 
members at least 7 days in 
advance so that your members 
have a chance to attend.
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C
COMMITTEE

To run your club, you’re going to need 
a core committee. So, the first thing to 
do, is to call a  “General Meeting” where 
your members elect the committee.  

The tasks that the committee carry out 
are important and the most successful 
clubs are those where the work load is 
shared.   

To affiliate with the ASA, you need to 
have at least the following members 
(preferably current Massey students) 
elected to your committee. 

• President
• Vice President
• Secretary
• Treasurer

You may also want to have other 
committee roles specific to your club. 
The club Vice-President assists the club 
President or fills-in for them so the job 
description is pretty much the same! 

It’s not fair to leave all the work to one 
person because “no-one else will do 
the job”.

SUCCESSION PLANNING
It’s sad to see a previously strong  
club fail when the committee that has 
been leading it all graduates. So, if 
you can, try to get a balance between 
experienced and less experienced 
members on your committee to ensure 
continuity in future years or arrange the
handover so that the new committee get 
to shadow the out-going committee for 
a time.

A model that can work well is to plan it 
so that club members rotate each year.  
For example:

1st year students are regular club 
members.

2nd year students are the committee 
members at the helm of the club.

3rd year students & previous year’s 
committee mentor/ assist the incoming 
committee.

So, remember, to look out for those 
keen students who you think will step 
up to the task!

\

The ASA President and Engagement Officer are ex-officio members 
of ALL affiliated clubs. This means you must  inform them of all 
general meetings and you can ask them to chair your meetings 
if you need assistance (subject to their availability). Don’t over 
complicate your meeting! Keep to the point and keep things simple. 

Food is a great incentive to get members to attend your AGM!

Food Safety: When providing food at events/meetings please be 
sure you follow the NZ Food Safety Guide found on the ASA Website: 
https://asa.ac.nz/clubs/running-a-club

The ASA Exec are here to help, so feel free to ask them for some 
help.
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CLUB COMMITTEE 
SECRETARY
Job Description
• To attend the Clubs’              

development workshop.
• To affiliate or re-affiliate
       the club with ASA Inc. 
• To maintain the club                

membership register.
• To publicise club events.
• To prepare and distribute the 

agenda for all club committee 
meetings and AGM.

• To take the minutes               
(record decisions) at all club                
committee meetings and AGM.

• To be a signatory for the club 
account with ASA.

• To deal with any correspondence.
• To liaise with the ASA and 

the Clubs’ and Activities              
Coordinator as necessary.

Skills and attributes required to do 
the job
• Ability to work as part of a team
• Good organisation skills
• Enthusiasm by the bucket-load
• Willingness to learn

CLUB COMMITTEE 
TREASURER
Job Description
• To attend the Clubs’              

development workshop.
• To ensure any club                

subscriptions / fees are         
collected and banked with the 
ASA.

• To maintain up-to-date          

financial records for the club. 
(support provided by ASA)

• To attend all club committee 
meetings and present financial 
accounts to the members.

• To prepare a budget for the 
forthcoming year.

• To budget projects through  the 
course of the year.

• To be a signatory for the club 
account with ASA.

• To apply for club grants if/
when agreed at a committee 
meeting.

• To liaise with the ASA and 
the Clubs’ and Activities               
Coordinator as necessary.

Skills and attributes required to do 
the job
• Ability to work as part of a 

team.
• Good organisation - planning etc.
• Good numeracy skills. 
• Enthusiasm by the bucket-load.
• Willingness to learn.

APPRECIATE YOUR COMMITTEE
Make sure your club recognises and 
acknowledges what your volunteers do 
for your club.  A “ Thank you” can go a 
long way!

CHANGES TO YOUR COMMITTEE
Should any of your committee need to 
resign during their term of office, you 
will need to hold a Special General 
Meeting (SGM), as per the rules in the 
constitution. 

This is like a mini AGM just to elect the 
new committee member. Remember 
that you must advertise the SGM 7 days 
in advance.

Once you have held the meeting (and 
written the minutes!) - you will need to 
let ASA know of the changes.  

One of the registered committee 
members will need to sign in to the ASA 
system and use the option under clubs 
to “Update the club committee”.  

This will create some forms that your 
new committee will need to sign and 
hand in at the ASA reception. 

CLUB COMMITTEE PRESIDENT 
Job Description
• To attend the Clubs’  Development 

workshop.
• To be well informed of all club 

activities.
• To attend ASA Special and Annual 

General meetings.
• To attend and chair all club 

committee meetings.  

(including club AGM)
• To recognise the input of all 

committee members.
• To steer strategic planning 

of the club (long-term goals,   
projects etc.)

• To be a signatory for the club 
account with ASA.

• To liaise with the ASA and 
the Clubs’ and Activities              
Coordinator as necessary.

• To promote the club.
• To represent the club at local, 

regional and national level. (If 
applicable!)

Skills and attributes required to do the 
job
• Ability to motivate others, to lead and 

to work as part of a team
• Objective approach
• Good organisation - planning etc.
• Ability to chair meetings and keep 

them on track
• Good active listening skills
• Enthusiasm by the bucket-load
• Willingness to learn

CLUB COMMITTEE VICE-
PRESIDENT
Job Description
• The Vice- President’s role is to 

support the President in their role 
(see President’s job description).

• The Vice-President is often involved  
in marketing for the club.

REWARDS FOR 
COMMITTEE POSITIONS

• Great entry on your CV.
• Masses of intangible              

experience from doing the job.
• Recognition from your club 

members.
• Invitation to the end of year 

Clubs’ prize-giving dinner.
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CLUB LOGOS AND UNIFORMS

Before ordering/finalising any uniforms or club clothing, please have a meeting 
with CAC to discuss your design and the rules around logo placement and use. 
Using the MU logo needs approval.

WHAT YOU CAN AND CAN’T YOU DO

CAN’T:
Please do not use the Massey University logo – whole or part there of.

CAN:
You may use the Massey University colours – if you do wish 
to use these, please ask CAC for the correct colour number.
You may use an image of a ram (just not the one from the MU logo).
You may use the words “Massey University”, or simply MU/MUA
You can book a consultation with the ASA Designer to discuss and assist you 
with ideas for your logo. 

                                                CLUB EMAILS
          CLOUD STORAGE

All clubs are allocated an ASA email address e.g. skydiving@clubs.asa.ac.nz 

Your club committee can access the email account via the Office 365 portal. 
https://office365.com/

This will give you access to the Mircosoft Office online suite (word, excel, etc) 
and provide Onedrive storage for all of your club documents.

If your committee changes, and the old committee have not passed on the 
password, ASA will be able to reset this for you. 
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CLUB FINANCES
ASA is here to help you with your club 
finances to make things as easy as 
possible for you to run your club.  Here’s 
the good news – your club doesn’t need 
to open a bank account, we will look 
after your money for you!  In fact, if you 
do want to open a bank account for your 
club, you need to get permission from 
the CAC and ASA.

PUTTING MONEY INTO YOUR 
CLUB ACCOUNT
Any membership fees or other money 
coming into your club needs to be 
deposited into your club account either 
at ASA reception or directly deposited 
to the ASA account. If you are going to 
deposit funds directly to our account, 
check with the ASA Office re what should 
go in the code and reference fields. E.g. 
student ID, name, event name etc.

Bank Account Name: 
Albany Students’ Association Inc
Bank Account Number: 
02-0278-0180560-000
Particulars: YOUR CLUB NAME
Code: 
Reference:

You should not use money that members 
have given you to buy items for the club 
before it has been deposited to the club 
account. BUT, if you do, then you MUST 
keep a record of the cash that has come 
in and the items that it has been spent 
on and provide a copy of the transaction 
and associated receipts to the ASA on 
request.

If your club does a service for a Massey 
department, e.g. carpet laying at the 
Recreation Centre, ASA can invoice the 
University on your behalf.

SPENDING MONEY FROM YOUR 
CLUB ACCOUNT
ASA’s club payment/reimbursement 
form needs to be completed to use 
money from your club account to pay for 
an expense.

If your club or one of its members have 
personally paid for items, they will 
need to have the GST receipts/proof of 
payment to be reimbursed. 

Alternatively, ASA, will pay suppliers’ 
invoices directly on your club’s behalf. 

Please ensure that all invoices are 
addressed to: 
Albany Students’ Association (ASA)

(It’s great if they also have your 
club name on them!)

Each payment/reimbursement to be 
made must be authorised with the 
signatures of 2 committee members. 

Please note the club member being 
reimbursed cannot authorise their own  
reimbursement 

CLUB TRANSACTIONS/
BALANCES & GST!
If you want a copy of your club account 
please email: gm@asa.ac.nz or pop into 
ASA reception to request it. 

Club accounts are held by 
ASA exclusive of GST. (Normal  
accounting convention). For 
example, if your account is showing 
a balance of $100, this gives the 
club a spending power of $115  
PROVIDED that GST receipts are 
provided.  But, if you are buying 
from overseas or from most  
TradeMe suppliers, your $100 will only 
be worth $100.

CLUB DEBTS
It is ASA policy that club accounts 
may not be overdrawn. In exceptional 
circumstances, your club can write 
to the ASA Executive and request a 
temporary loan, but there will be strict 
criteria applied should the request be 
granted.

Unless your club has registered as 
an incorporated society, making it it’s 
own legal entity, your club committee/
members will be personally responsible 
for any debts that are incurred by the 
club.

Additionally, if your club enters into any 
contracts, the club members assume 
the personal responsibility of honouring 
the contracts.



18 19

PROMOTING YOUR CLUB
ADVERTISING YOUR CLUB
There is a TV screen at ASA 
reception and another screen at the 
Recreation Centre. We would love to 
advertise your club on these screens.  

You will find a template for the 
PowerPoint slide on the ASA website 
and on the Club Executives Facebook 
group page.

Canva.com is a great online app for 
making posters and social media posts. 
Create an account using your club email 
address so that all of your artwork stays 
with the club!

Addin a QR Code to your posters can 
help people easily connect to your FB 
page or to the club sign up page on the 
ASA website.

To reach a wider audience, the ASA can 
share your events. 

Remember if your club is at Clubs’ day 
we’ll give you $50 and you can get 
another $50 by attending the Clubs’ 
Development Workshop!

POSTER RULES
Your club is also able to advertise using 
the ASA noticeboards around campus, 
but make sure any posters are:
• Approved and stamped at ASA          

reception.
• A4 or A3 but no bigger.
• Attached using drawing pins only.
• Have your club contact details on them
• Written in English.
• Please do not put your posters on 

top of other people’s posters and 
please take a moment to make 
sure that the noticeboard looks 
appealing once you have placed 
your poster. 

• And it’s important that if they 
are for a specific date that they 
are removed once the event has 
happened.

• Must have the ASA Club logo on 
design.

• Can be displayed on Rec Centre 
Clubs’ board.

• CAC can also approve posters.

CLUB ACTIVITIES
ROOM BOOKINGS
ASA can help you book a room on 
campus for your meeting or activity. 
Simply complete the room booking form 
on our website and bring it into our 
reception or email it to gm@asa.ac.nz.

EQUIPMENT HIRE
ASA can often help you out and lend you 
some equipment. We have a ten seater 
van, a BBQ, PA/Sound System, A Go-
Pro camera, mobile eftpos and lots of 
other bits and pieces! Booking forms are 
available on our website.

MOVIE NIGHTS
Unfortunately, it’s not just as simple as 
booking the lounge to show your movie. 
To stay within NZ law, your club needs a 
licence to show the movie if it is being 
shown outside of a domestic (i.e. home) 
environment. The cost varies depending 
on the move and audience size - but 
is usually between $120-$200. Clubs 
can apply for grants to cover a portion 
of this. Check out our website for more 
information. 

TUTORING
If your club organises a tutor for your 
club members, then unless this is via 
tutoring company, the tutor should be 
paid via ASA’s payroll system so that we 
can ensure that IRD requirements for 
income tax are met. Please contact ASA 
for further information. 

PRIZES
If you are running raffles or giving out 
monetary prizes there are some rules 
that apply and if the club is awarding 
a monetary prize over $500, the prize 
must be paid via the ASA payroll, so that 
IRD requirements for incomes tax are 
met.
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CLUB GRANTS
Once affiliated, provided your club has 
at least 10 members, it can apply for 
financial support from the University by 
way of a club grant. 

Club grants can be used to help your club 
put on events, buy equipment, subsidise 
fees, travel or accommodation expenses 
with the emphasis on improving the 
campus experience for your club 
members. 

There are 6 grant rounds each year, 3 
each semester. The cut-off dates for 
each grant round are published on the 
ASA website, ASA wall planner and in the 
ASA diary. 

We recommend that you don’t leave 
submitting your grant to the last minute.  
Try to get it in ahead of time, so if the 
CAC has any questions, you will have 
time to answer them and get your 
application into tip-top shape before the 
grant committee considers it. 

It is important that you have talked with 
the CAC about your application, so that 
they know exactly why you want the 
funding; this will help them convince the 
grant committee to award you the grant!

The club grant committee meets about 
ten days after the grant cut-off date,  so

do not expect to hear anything about 
the outcome of your application before 
then.

This is where planning your club year 
is really important.  You need to work 
out when you need the money and 
then work backwards to see when you 
should be applying for funding. If you’re  
unsure, ask the CAC.

LATE applications will not be 
accepted but will be put into 
the next grant funding round. 

GRANT FAQS
How often can we apply?
Your club can apply for grants in 5 out 
of the 6 rounds offered. 

What are the grant streams?
General Grant 
(up to 70% of cost): 
• This is the grant stream 

that you will use in normal             
circumstances.

Food Grant
 (Up to 60% of cost):
• You can apply for a food grant if it 

is in direct support of an event.

Start-up 
(Up to 100% of cost): 
• New clubs can apply once for 

100% for essential equipment/club 
launch costs.

Health & Safety Grant 
(Up to 100% of cost): 
• You can apply using this stream for 

items that will improve safety for 
members or events, e.g. First Aid 
kits etc.

Special Project 
(Up to 100% of cost): 
• If you think there are special 

circumstances, talk to the CAC 
and see if your club could apply for 
funds under this grant stream. 

How much can we apply for?
The amount that your group can apply 
for depends on how many members 
your group has.  Be realistic when saying 
how many members your club has. 

Members GST excl. amount
10-50  Up to $1000

51-100  Up to $1,500

101-150 Up to $2,000

151-200 Up to $2,500

201-250 Up to $3,000

251-300 Up to $3,500

301 plus Up to $4,000

What CAN we use a grant for?
• To support the development  and 

enhancement of student life with 
an emphasis on on-campus life.

• Activities that are off campus if 
they are in line with the aims and 
objectives of the group.

• To purchase items or pay for other 
expenses that will contribute to the 
success of your group.

• If you have an idea, but are not 
sure, ask the CAC.

What CAN’T we use a grant for?
• Projects of a political,         

ideological or evangelical nature.
• To pay off a group debt.
• To purchase alcohol.
• To fund something that your club 

has already paid for. 

  Apply BEFORE you need the fund

GRANT CUT-OFF DATES
31 Jan          

21 March
9 May

27 June             
8 August
3 October
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What have clubs received 
funding for in the past?
Sign into the ASA website and there is 
an option under Clubs where you can 
see a summary of grants that have been 
issued.

Don’t be caught out – Make 
sure your club has enough 
money
Apart from your very first grant 
as a new club, a club grant will  
usually only provide you with a 
percentage of the funds that your 
project requires. 

Your club must find a way to pay for the 
balance of the expenditure.  This could 
be by entry fees, membership fees, 
fundraising, etc.

It is important to remember that even if 
your group spends less than the grant 
amount that was allocated, your club will 
still have to pay their percentage of the 
cost. e.g. your project costs $500 and 
you are successful in a grant application 
of 70% to cover $350 of the cost, your 
group must contribute the remaining 
$150. However, if your costs come in 
under budget, say at $400, the grant 
will cover 70% of $400 which is $280 
and the group must still contribute the 
balance of $120.

APPLYING FOR A CLUB GRANT
Your club members have agreed to apply 
for a grant, so you’ll need to complete 
some paperwork to show the Club Grant 
Committee that you are serious!  

Each grant application should only cover 
one event or associated items. If you 

want to apply for unrelated events or 
items, then complete a separate grant 
application for each.  

It’s important to make sure your club 
members are on board and support the 
application(s).

In exceptional circumstances, 
the Committee Chairperson 
has the authority to award extra 
funds. So talk to the CAC if you 
think this could apply to your 
application. As the grant fund is 
limited, grants may not always be  
approved up to the maximum 
cap for the category. 

If you haven’t submitted a grant before you MUST make an appointment with 
the CAC before submitting it. And if you have, it’s a good idea anyway!

PROJECT QUOTE
LIST PREFERRED SUPPLIER COST ALTERNATIVE SUPPLIER COST

eg: Poster Printery at Uni 30.00 Warehouse Stationery 30.00

eg. Chess Boards x 5 NZ Chess Supplies 160.00 Whitcoulls 169.910

eg. Chess Clocks x 5 NZ Chess Supplies 290.00 Chess City 300.00

eg. Storage Container Briscoes 12.00 The Warehouse 24.00

eg. Movie Vouchers Event Cinemas 138.00 Hoyts 138.00

TOTAL PROJECT COST 630.00 661.90

GRANT PERCENTAGE 70%

FUNDS APPLIED FOR 441.00

(Note: If you are buying from overseas or from TradeMe, or buying gift vouchers add 15% to the cost)

(Note: If your preferred supplier costs more than the alternative, you will need to have a very good reason!)

PROJECT BUDGET
INCOME AMOUNT

eg. Entry Fees 30 x $5 150.00

eg. Exisiting Club Funds allocated to the project 39.00

eg. External sponsorship 

eg. CSCG Grant sought 441.00

TOTAL INCOME 630.00

EXPENSES
eg. Advertising 30.00

eg. Equipment for tournament 462.00

eg. Prizes for tournament 138.00

TOTAL EXPENSE 630.00

PROJECT RESULT 0.00

(shouldn’t be negative!)

(Note: Project result should be $0 unless you are planning to make a profit)
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PREPARING YOUR GRANT
Costing your Project
• Work out how much you need to 

apply for.
• You need to get two comparative 

quotes for each expense item so 
that the grant committee (and you) 
know that you are getting a good 
deal! (sometimes it isn’t possible 
- in this case explain why in your 
cover letter).

• Make sure your quotes are 
realistic.                                                    

• Download the Quotes & Budget 
Excel template on the Clubs 
documents page of the ASA 
website. 

The difference between a proper quote 
from a Company and a screen grab from 
a website is that a quote  is usually valid 
for a set period, e.g. 30-90 days, and so 
the price won’t change. If you are relying 
on pricing information from a website, 
the price could go up before your grant 
is approved.

Grants are awarded net of GST, so if 
you are buying your goods from outside 
of New Zealand or from TradeMe it 
is a good idea to add 15% to the cost 
of the goods when you complete your 
budget. This means that your grant 
will cover the full cost of the overseas/ 
TradeMe expense.

Writing your Cover Letter 
• Once you’ve collected your quotes 

and done the number crunching, 
download the application cover 

letter template from the ASA 
website and get writing.  This is 
your opportunity to really sell your 
idea to the grant committee

• Copy the quotes and budget from 
the Excel document into the Word 
cover letter. 
Include things like:

• Why your application is       
necessary.

• How it helps fulfill your group’s 
goals and objectives.

• How it fits with the longer-term 
development plans of the group.

• How many people benefit from it.
• How will it benefit the vibrancy of 

the campus and student life.
• And importantly - How has or will 

your club raise any extra funds 
required?

RAMS Form
If your intended activity poses a 
moderate or high level of risk, e.g. 
outdoor trip, aerial arts at clubs’ day, your 
club must complete a risk assessment 
and management form (RAMS). There is 
a template on the ASA website. The CAC 
can help you with this.

SUBMITTING YOUR GRANT 
APPLICATION
Before you start, make sure you have 
digital copies of:
• Grant cover letter. 
• The quotes that support your 

application.
• Club membership list (if your 

membership has grown significantly 
since the club affiliated).

• Club’s financial transaction 

summary from Jan 1st to date of 
application - if your club has its own 
bank account

• Post grant report from         
previous grant - if your club has 
had a grant before and it has not 
already been submitted.

• RAMS Form (if appropriate).

Make sure that you have enough money in 
your club account to cover any costs that 
exceed the grant.

COMPLETE YOUR APPLICATION 
ONLINE
Sign into your ASA account, complete 
the online application and upload your 
supporting documentation, eg: quotes 
etc.

The application will be emailed to you, 
the CAC and to the ASA office. You will be 
notified by email of the outcome of your 
application approximately 10 days after 
the cut-off date. GOOD LUCK!!

USING YOUR GRANT
See ‘Spending Money from your Club 
Account’ on page 17.

POST GRANT REPORT
It’s a condition of receiving a club grant 
that your club provides a post-grant 
report. 

We like to hear your “Good News” 
stories, so let us know how your club 
event went or how the grant has helped 
your club.

You can see examples of post grant 
reports on our clubs’ news page. All post 
grant reports can be found on the ASA 

website under ‘Club News’.

UTSNZ
If your club is a sports club your members 
may be interested in representing 
Massey University. 

Teams that represent Massey University 
can have members from all 4 Massey 
campuses: 
Auckland, Manawatu, Wellington, 
Distance.   
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PRIZE GIVING
Each year the committee members of 
each of the clubs on campus are invited 
to a dinner/awards evening, usually in 
October. This is where we get to show 
our appreciation for the work of the 
committees and where we showcase 
some of the things that clubs have done 
over the year. 

Club members are asked to make 
nominations for the awards during 
September to make sure that we are 
aware of everything that has happened 
club-wise on campus.

Check out the Prize Giving page on ASA 
website for more details. 

These are the awards that your club 
can aim to win!
Club Sustainability Award
Most Improved Club of the Year
Committee of the Year
New Club of the Year
Club Event of the Year
Contribution to Massey Community Award
Growth & Development Award
Academic Club of the Year
Cultural Club of the Year
Social Club of the Year
Cultural Club of the Year
Club of the Year 2020 CLUB OF THE YEAR 

MU Student Investment Club

WHO WILL BE 
CLUB OF THE YEAR 2021?

Nominations for 2021 open on 23 August 2021 
and close 24 September 2021.

CONGRATULATIONS TO




