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Prospectus details for Memberships:
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Handover steps include:

Secretary

e Meeting Minutes: Record accurate and comprehensive minutes during
club meetings. Document discussions, decisions, and action items to keep
arecord of the club's activities and progress.

e Communication: Disseminate important information, announcements,
and updates via email, social media, or other communication channels.



e Membership Records: Keep a well-organised database of club members,
including contact information and membership status. Assist in managing
membership registration and renewal processes.

e Agenda Preparation: Work with the president to create meeting
agendas. Ensure that all relevant topics and updates are included to
make the meetings productive and focused.

e Attendance Tracking: Keep track of members' attendance at meetings
and events. This information can be useful for evaluating member
engagement and recognizing active participation.

e Collaboration with President: Assist the club president in various tasks
as needed, such as preparing materials for meetings, coordinating with
other club committee members, and supporting the implementation of
clubinitiatives.

e Records Maintenance: Maintain an organised filing system for important
club documents, meeting minutes, event plans, workshop/meeting
attendance, and other relevant records.

e Reporting: Prepare regular reports on club activities, progress toward
goals, and membership status. Present these reports during club
meetings or as requested by the executive board or university
authorities.

e Club Promotion: Collaborate with the club's marketing or publicity team
to promote club events and activities through various channels,
encouraging active participation from the university community.

e Succession Planning: Prepare for a smooth transition of responsibilities
at the end of your term. Work with potential successors to transfer
knowledge and provide guidance for the role.

Examples:

Drive organisation
Managing new memberships - have a separate excel spreadsheet

- Add another question of what major each candidate is (ask guild)
Attendance for all meetings, workshops, team days
Communicate reminders of future events, meetings and workshops via email on
group chats
Printing Flyers



Reminding of emails gone unnoticed or in need of responses
Streamline method of onboarding for future recruitment
Taking over Head of Events role during execution if needed
Leading O-week Activities

In charge of handover

Create an end of the year secretary report

Incharge of Handover guide

Optional: Getting future mentors, projects and panellist

Acting Secretary

o This position will share all the responsibilities of a secretary's role until the
SGM election after Pitch Night

o You may run for the role and later on continue the role during elections if you
win with a majority vote
You can announce this role on LinkedIn once it starts
Zak and Ammar will onboard you in the coming week
Anyone applying for a junior office bearer can apply for this as well

Secretary Role Description:

Notes:

Keeping up with Memberships/Committee Contacts on Google Sheets + tidy hq
Booking rooms, attending and taking notes for committee/events meetings
Taking screenshots of new emails and updating the exec group chat

Ensuring correct tickets are bought for public events (member tickets bought by
members)

Reminder for events and workshops to be communicated on the
projects/committee group chats (including calendar invites)

Drafting committee meeting agenda with Zak & Ammar and sending it to the
committee group chat

Point of Contact after Zak and Ammar during events

Help getting sponsors/panellists/projects on board for CCG

Represent CCG at external events offered to the committee

Helping the events and marketing team before and during events

Liaising with FBL Engagement and Guild Club Support team

Meeting Minutes

- Can duplicate the doc

- Write notes as it goes

- Can change agenda to meeting minutes as a heading after the meeting
- Have action items listed

Always share agenda and meeting minutes



- Memberships
- Tidy HQ
- Committee memberships
- Mahek
- Chido

- There is a way to get free memberships for committee

- Accessibility for committee

- Events apps

- Events application
- Events training

- Club support bookings

- Shelley (Contracts and back hand stuff)
- Luke (Handles events and equipment hire)
- Function pack guide (includes AV for Tav and Food

points)

- Function Pack Application (1 week before event)

- Club Grant Applicant (To get money)
- Club Grant Acquittal (to prove we spent it)

- Equipment Hire Form (1 week notice)

- Club Training
- Drive

Contacts

Club support (Luke and Shelley)

clubsupport@guild.com.au

Team Con

Annika Thorn (FBL Student Engagement)
- Accessing club room and 407.204 (Co-working
space) + Podcast room
- Pens, table cloth, signage holders for events
(borrow)
- Signage of TV Screen
- Freeprinting

annika.thorn@curtin.edu.au

FBL Clubs

CMA

- curtinmarketingassociation2001@gmail.com
CBCA

- admin@curtinbca.com
WIB

- curtinwib@gmail.com

External Clubs

WAUC

contact@wauc.org.au
UWACS

admin@consultinguwa.com
180 Degree Consulting

wa@180dc.org



mailto:annika.thorn@curtin.edu.au
https://drive.google.com/drive/u/0/folders/1GEeuSlOUMHspRwnkl4KR6EoWgNc5uWlM
https://guild.curtin.edu.au/clubresources/events/categories/
https://drive.google.com/drive/u/0/folders/1GEeuSlOUMHspRwnkl4KR6EoWgNc5uWlM
https://guild.curtin.edu.au/pageassets/clubresources/perks/Club-Function-Packs-2025.pdf
https://form.jotform.com/233267554939065
https://form.jotform.com/250200079533851
https://form.jotform.com/233401517565049
https://form.jotform.com/233408208975058
https://guild.curtin.edu.au/clubresources/training/
https://drive.google.com/drive/u/0/folders/1w33_kgxKYGfU4cZCb3dS0Yxyu3_-4jA2
https://docs.google.com/spreadsheets/u/0/d/1hDXZxvP_LR9jL-dczwCNSwaVDCHu5ygPuSCCHYN8EpU/edit
mailto:curtinmarketingassociation2001@gmail.com
mailto:admin@curtinbca.com
mailto:curtinwib@gmail.com
mailto:contact@wauc.org.au
mailto:admin@consultinguwa.com
mailto:wa@180dc.org

FFP
- ffpcurtin@gmail.com
Curtin Tax Clinic
- min rtin m
Curtin Podcast Society
- curtinpodcastsociety@gmail.com
Sustainable Collective Curtin
- sustainablecollectiveatcurtin@gmail.com

Event Calendar invite details:

Here are the details :

e Location: Department of Chemistry (BLD 500.1011)
e Date: 29th May (Thursday)
e Time:5:30-9 pm
e Parking: Parking Available
o  (Parking past 5pm is free on campus)

Agenda:
5:30 pm - 5:45 pm: Arrival & Networking.

5:45 pm - 6:00 pm: Opening Remarks

6:00 pm - 7:00 pm: Pitch #1 & Pitch #2
7:00 pm - 7:30 pm: Food & Networking
7:30 pm - 8:30 pm: Pitch #3 & Pitch #4

8:30 pm - 9:00 pm: Awards & Group Picture

Firms present at event: Check events template

Attach invitation (example)+ screenshot of venue map

Memberships:

Visual Guides Steps

Click the Bookmark for tidy HQ.



mailto:ffpcurtin@gmail.com
mailto:admin@curtinbca.com
mailto:curtinpodcastsociety@gmail.com
mailto:sustainablecollectiveatcurtin@gmail.com
https://use.mazemap.com/#v=1&zlevel=1&center=115.893266,-32.011929&zoom=18&desttype=poi&dest=806511&campusid=296
https://campusmap.curtin.edu.au/bentley/?poi=792555
https://docs.google.com/document/u/0/d/1bo3wUXTMIt9RG6qEn5uVtgt0_dKIPdutS5vN3jkN360/edit
https://curtin-ccg.tidyhq.com/
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Click on the admin dashboard, the President
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Click on contacts to access our membership
base.

AAAAAAAAAAA Displayed Fields

Click on filters to add a start and end date for
memberships. | did last October so we only
get this year's contacts. Alternatively, you
can do it by type of membership as well as in
Curtin Member or Non-Curtin Member etc.

MEMBERSHIPS SUMMARY

Neme IndividualiFamily Type Active Expired

These are the current levels of memberships
we have. In-person stall is for guild voucher
holders and CCG committee only.

Add the filter for dates.




Default

Contact

Created

Updated

1D Number
Contact Kind

Email

TidyHQ Account Email
TidyHQ Member ID
Phone

(O Work phone

Card

[0 Card Type
O Card Expiry

Membership
Membership Level
Membership Status
(0 Membership ID

O Membership ID
Reference

Custom

Membership type
Institution you are

currently enrolled in
Student ID Number
Degree

Reset to Default

O Home phone
O Business phone
O Direct phone
O Private phone
O Mobile phone
O Fax phone

O Pager phone
O Skype phone
O Other phone
O Groups

(O Card Ending in
[0 Card Payment Gateway

Membership Start Date
Membership End Date

O Membership Auto-
renew Status

Others
Year of Graduation

Which category best
describes you:

Gender

O Company
First Name
Last Name

O Nickname
Gender

Date of Birth

[0 Address (Street)
O Address (City)
[0 Address (State)

[0 Card Status

O Subscription ID
O Subscription Status
[0 Subscription Start Date

O Phone Number
Payment Type
O Amount Paid

O Address (Postcode)
O Address (Country)
(O Occupation

() Emergency Contact

(0 Emergency Contact
Number

(O Additional info
(O Member Since
(O Unsubscribed?
O Amount Owed

(O Card Added to Profile

[0 Subscription End Date
[0 Subscription Is Renewal?
(O Subscription Is Latest?

Date Joined
Student ID
Major/s i.e. Finance

Cancel

Here you select the criteria you look for,
fields match what we have as columns in our
membership excel sheet.

Contacts

FILTERS

Membership

5y

22 [adosv v

export Al

Once selected, click on actions and export it.

Contacts

When it exports it will say it emails the

president@curtinconsulting.group email.

TidyHQ re i con

A

Curtin Consulting Group (CCG): Your

CSV export is ready

‘Download fla

The email should come within an hour, but
usually takes 5 mins.

The csv opens up, converts it and edits it.
Make sure to clean data onit.

Some columns are duplicate so make sure
they are removed. Unique ID is tidy HQ if
you get confused use that as the primary key.

Stalk their links to know their major and
genders if not answered.



mailto:president@curtinconsulting.group

— Once it's clean, copy the details over to here.

Link here:
https://docs.google.com/spreadsheets/d/1Bt
bv_ZoWK9tIMAOFLUQjoZkoamRj 4 4
HO Kii 7l/edit?gid=785017249%94#gid=78501
7249

Tl pS' We can review how to set up the new

. membership groups for 2026.
Once we sit, I'll teach you how to use the
correct fields so there is no overlap or
duplication of fields, this way we can avoid
cleaning data first and just simply import the
2026 contacts in the future )

3. Pricing and Sponsorship Structures (Deon - Treasurer)

- tiers (Bronze, Silver, Gold, Custom)
- careers mixer for everyone (base)
- +1 event for silver (per year)

- +2 events for gold (per year)

We aim to align our sponsorship tiers with your firm's initiatives for a prosperous partnership.

e S
e

$200 p.a | Bronze

$-- p.a | Custom

All sponsorship funds will
be dedicated to events and
workshops that directly
feature and promote the
sponsoring firm

@z

Tailored Networking Event

.‘ CGE(,.:::I‘M{_. SIA; Sponsorship Prospectus



https://docs.google.com/spreadsheets/d/1Btbv_ZoWK9tIMAOFLUQjoZkoamRj_4qUG4H0_Kii_7I/edit?gid=785017249#gid=785017249
https://docs.google.com/spreadsheets/d/1Btbv_ZoWK9tIMAOFLUQjoZkoamRj_4qUG4H0_Kii_7I/edit?gid=785017249#gid=785017249
https://docs.google.com/spreadsheets/d/1Btbv_ZoWK9tIMAOFLUQjoZkoamRj_4qUG4H0_Kii_7I/edit?gid=785017249#gid=785017249
https://docs.google.com/spreadsheets/d/1Btbv_ZoWK9tIMAOFLUQjoZkoamRj_4qUG4H0_Kii_7I/edit?gid=785017249#gid=785017249

Last year's slides were good, but you can group it into sections and have total
commitment time below as what they lead too?

Updated Memberships stats for 2025 Link:

https://docs.google.com/spreadsheets/d/1Btbv ZoWK2tIMAOFLUQjoZkoamRj 4gUG4HO Ki
i_7l/edit?usp=sharing
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https://docs.google.com/spreadsheets/d/1Btbv_ZoWK9tIMAOFLUQjoZkoamRj_4qUG4H0_Kii_7I/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1Btbv_ZoWK9tIMAOFLUQjoZkoamRj_4qUG4H0_Kii_7I/edit?usp=sharing
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