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INTRODUCTION 
 
Welcome to issue 3 of Captions which we hope 
will once again give you some useful 
information to assist in the running of your 

association or event.  In this edition you will 
find articles by John Peacock promoting the 
benefits of Activity Costing; Steve Bowman on 
the Role of the Board in Conscious Risk 
Management; Sean Urquart on Registering 
your Non-Profit Organisation for GST and 10 
Tips to Help You Market Your Conference or 

Event more Effectively.   
 
Conference Action was very fortunate in the 
past quarter to have run the 13th Information 
Online Conference for the Australian Library 
and Information Association which is now the 
pre-eminent event of its kind in the southern 

hemisphere attracting in excess of 2,000 
participants.  In addition we were involved with 
the National People and Organisational 
Development Summit (NPODS) a new event to 
help organisations grow and develop effective 
leadership and organisational skills, something 

that should be a focus for the whole of 
Australia.   
 
At both of the above events there were 
outstanding presenters some of whom 
specialised in niche areas and some of whom 
were real visionaries for their knowledge 

sector.  It highlighted once again for me that 
“content is king” and unless your programme 
consists of quality presenters speaking about 
relevant and informative content, then you 
might as well not bother.  Ultimately if you 
offer a poor programme your delegates will 
simply drift away.  There is no better way to 

guarantee the future success of the event than 
to hear delegates walking away saying that 
was “the best event ever”!! 

 
One speaker who I happened to hear at the 
NPODS event, Malcolm Gladwell, the author of 
Blink and Tipping Point was of immense 
interest.  Malcolm talks about the need to 
respect “gut feel” over “statistics” and let our 
natural ability to “make the right decision” be 

paramount within certain controls!!  He was 
quite fascinating and I would strongly 
recommend reading his work or at least 
getting hold of the February “BOSS Magazine 
(AFR)” article which reports on his work and 
theories. 

 
Finally, I would like to welcome Rebecca 
Southcott who has joined Conference Action as 
an Event Manager and wish her luck in her new 
role. 
 
Kind regards, 

 
Francis Child  

Managing Director 

francis@conferenceaction.com.au 

 
 
INFORMATION 

 

10 WAYS TO MAXIMISE YOUR 
MARKETING EXPOSURE  
 
1) Branding – make sure your “look and feel” 

are consistent and instantly recognisable 
throughout the campaign 

2) Database – ensure you have the “best 
available” database to send information to, 
including correct addresses, titles, emails 
etc.  It can be a low cost/ high return 

investment to have it researched before 
use 

3) Web Site – a well-designed and “alive” web 
site with strong links is a hugely beneficial 
tool 
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4) Other events – produce a list of all events 
of a similar nature over the period of your 
campaign and have promotional or 
personal information available on each 

occasion 
5) Similar Bodies – get your event listed on 

affiliate bodies or associations web sites as 
early as possible 

6) Media – collate a list of media who are 
interested in the business sector and keep 
them fully informed of the event, speakers 

and interested developments   
7) Print collateral – distribute good quality, 

informative information in hard copy 
regularly to probable “buyers” 

8) Email / Newsletter – contact your 
prospects with informative event 

developments that spark their interest.  Do 
not over do it!! 

9) Telesales – useful to both expand your 
database and spread the word within 
particular organisations.  Time consuming 
but effective. 

10) Word of Mouth – encourage prospects to 

spread the word making it easy to 
“forward” information to interested parties 
e.g. email click-throughs. 

 
For further information on any of these call 
Francis Child on (02) 9437 9333  

 
 
YES TO ACTIVITY COSTING; NO TO 
CAPITATION (PART 1) 
By John Peacock, NFP Analysts 

(Part 2 will be published in our next e-

newsletter) 

 
Not-for-profit organisations often ignore the 
valuable issue of “activity based costing” or 
“job costing” and overemphasise the issue of 

“capitation”. The consequences of this to the 
Board and management’s understanding of the 
financial situation can be very significant. 

Activity based costing increases 

knowledge 

Activity based costing is the management 
accounting term for noting the reason for 

receipt of income or payment of expenditure: 
why money has been received or paid out. The 
answer will be the activity such as the AGM, 
pre-election lobbying campaign, new website, 
June newsletter. 
 
Many not-for-profits set up their accounting 

systems to only record the type of income or 
expenditure: what the money in or out is. 
Examples are subscriptions, registrations, 
salaries, equipment hire and printing. 
 

Both the ‘why’ and ‘what’ should be recorded 
in the appropriate field on the accounting 
software for future reference, but noting why 
money has been received or spent is often 

ignored. An example is a monthly printer’s bill 
for $3,000. It will get called “printing” in the 
accounts but should also be tagged as “$1,500 
for membership brochure; $1,000 for national 
conference flyer; $500 for letterhead”.  
 
Salaries are one large item of expenditure 

which are often not charged to activities and 
should be. An example is a Communications 
Manager who is paid $60,000 and spends 50% 
of his or her time producing six journals per 
year. Let’s say the journal design, printing and 
postage costs are allocated to the journal – but 

salaries are not allocated. With limited activity 
costing, each journal is actually costing $5,000 
more than reported. 
 
Some organisations attempt a solution by 
having catch-all names of accounts such as 
“November Seminar”. But this does not let the 

management know what was received on 
registrations and sponsorship and what was 
spent on brochure design, printing, postage, 
venue hire, catering, etc. 
 
The proper use of activity or job costing allows 
more meaningful decisions. It may convince 

the Board to allow increased staff levels or 
promotion in areas that are profitable so that 
the profit increases. It also means that not-for-
profits can reduce their number of activity-
specific bank accounts – and the extra charges 
and administration that these cause – as such 

accounts are usually a poor substitute for good 
activity costing. 
 
At any point in the year, your group’s 
accounting system must be able to produce a 
“Profit & Loss by Job/Activity” as well as a 
regular “Profit & Loss”. If your accounts 

manager has properly job-costed, the bottom 
line for both reports will be exactly the same. 
Attentive Board and management committees 
will always look at which areas or territories 
are bringing in certain results – not just on 
analysing the descriptions of the type of 
income and expenditure. 

Capitation Not Necessary in Single-Entity 

Organisations 

Interestingly, some associations, institutes and 
societies may spend too much time on another 
financial matter which can greatly distort the 
Board and Management’s understanding of 

their profitability - capitation. 
 
Capitation derives from “per head” and has 
developed historically from federations of 
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independent organisations that group together 
for a purpose. In this case, organisations may 
contribute a certain amount per head of 
membership to fund this special purpose 

group. This is a reasonable idea in this case. I 
have written previous articles on the strong 
case for single-entity organisations where 
there is a common cause, but there are some 
times when a federation is a useful structure. 
 
However, in a single-entity organisation, there 

is no reason for the practice of “capitation”. It 
is an arbitrary reallocation of funds that should 
not be used. I have no objection at all to the 
right of a Board to agree that a part of their 
operations should run at a loss or deficit. My 
disagreement is to a bookkeeping peculiarity 

that makes it appear that an unprofitable part 
of an overall enterprise is in fact doing well. 
 
Activities in smaller states, say, may run at a 
loss, and this may be perfectly in order and 
expected. But it is obviously very unwise to 
pretend to oneself that they are running at a 

profit when they are not. 
 
To be continued in the next e-newsletter in 
July 2007. 
 
John Peacock is General Manager of NFP 

Analysts Pty Ltd, who provide information, 

training & advice to management and boards 

of not-for-profit organisations. John can be 

contacted on 02 9413 9999 or 

jpeacock@nfp.net.au.  The website for NFP 

Analysts is <http://www.nfp.net.au> 

 

 
ROLE OF THE BOARD IN CONSCIOUS 
RISK MANAGEMENT 
By Steven Bowman, LifeMastery 
Author of Conscious Leadership-the key to 

success, and Leading Yourself to Money with 
Consciousness 

 

Most Boards (and staff) of Not for Profit 
organizations misidentify risk as something 
that needs to be protected against, something 
to be feared. This mindset towards risk 
effectively neutralizes and denies the 
possibility that risk can be a great strategic 
advantage, enabling the unlocking of creative 

and innovative opportunities that other 
organisations would not even consider 
possible. Risk is not inherently good or bad; it 
is more about the things that happen outside 
our expectations that might have an impact on 
our ability to achieve the strategic initiatives of 
the organisation. 

 
One of the great gifts that Boards can give 
their organisation and constituents is that of 

embedding the analysis of risk in all decision 
making and discussions around strategy. The 
analysis of risk is simply the question “What 
are the risks inherent in this activity, and how 

can we turn these risks into strategic 
advantage?” To be able to ask this question 
with awareness, however, Board members 
need to recognize some fundamentals of risk 
management as it relates to their governance 
responsibilities. 
 

Fundamental 1: There are three distinct 

types of risk:  

1. Hazard risk which can be the threat of 
negative things happening. This is the most 
commonly understood aspect of risk, and often 
the only type discussed around the Board 

table. This is the risk of someone getting 
injured, physical risks such as things falling 
down, denial of access, earthquakes etc, and is 
most often the type of risk that is insured 
against. 
2. Opportunity risk which can be the 
possibility of positive things not happening. 

Opportunity risk is where the decision is too 
long in the making, and the opportunity is lost 
or forestalled (often characterised by”lets give 
it to a committee to look at”!!!). Or the 
opportunity is not recognized in the first 
instance because it does not fit the fixed point 
of view of that organisation (“that’s not the 

way we do it”). Opportunity risk is 
characterised by conservative and slow 
decision making.  
3. Uncertainty risk which can be the 
potential that actual results do not equal 
anticipated results. Uncertainty risk can include 

the lack of take up of a new product, or 
changes to a regulatory environment that 
impacts on your business, or the reliance on 
one source of income that fails to deliver (e.g. 
reliance on a funding contract, or the annual 
conference). 
 

Any discussion and identification of risk needs 
to take into account all these aspects. 
 
Fundamental 2: The Board’s role is to 

agree on and monitor the 3 or 4 critical 

risks facing the organisation 

One of the five key functions of any Board is to 

agree on the 3 or 4 critical risks facing the 
organization, ensure that management is 
monitoring those risks, and that there are 
robust treatment strategies in place to manage 
those risks (for further discussion on these five 
roles, see 

www.lifemastery.com.au/Resources_index_Go
vernance_Articles.htm). The Board does not 
need to monitor all risks, only those that are 
critical to the organisation. The staff need to 
identify and manage all risks.  
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Regular Board reports that analyse these 
critical risks, their monitoring and treatment 
provide the Board with strategic information 
regarding the key drivers of the business. The 

Boards role in monitoring these risks is not to 
ensure they don’t occur, but to turn these risks 
into strategic advantage. 
 

“The lack of embedded risk  

management practices within 

 the governance structure of  

an organisation is regarded 

 as one of the highest risks  

facing an organisation” 

 
Fundamental 3: The Board is 

responsible for approving and 

monitoring the risk management 

policy 

This responsibility is among one of the 
Board’s most important, as it commits the 
Board and the organisation to best practice 
risk management (for sample policies, 
email bowman@lifemastery.com.au) 

 
Fundamental 4: Establish key 

performance indicators (KPIs) for the 

Chief Executive Officer 

One of the most effective ways to ensure 
that staff, especially the CEO, treat risk as 
the strategic advantage it can be, is to 

establish one or two KPI’s for the CEO that 
reflect the risk monitoring and 
management responsibility of that position. 
This tends to focus attention. 
 

Fundamental 5: Embed risk into the 

strategic discussions and analysis of 

the Board 

Risk awareness can best be embedded in 
the organisation if some simple guidelines 
are followed: 
a. When conducting strategic planning, 

conduct a SWOR (not a SWOT) analysis 

i.e. Strengths, Weaknesses, 
Opportunities and Risks. These risks 
can then be added to your risk library, 
and provide further opportunities for 
identifying strategic advantage. 

b. Only accept project plans or action 
plans if a risk element has been added 

to the project plan. For example, an 
action plan might have the headings 
of: 
Scope 
Start date 
Finish date 

Project Manager 
Resources 
Success Measures 
Ethical implications 
Risk  

(Once the risk has been identified, the 
management of that risk is quite easy) 

c. When deliberating on decisions at the 
Board meeting, ask the risk question: 

“What are the risks inherent in this 
proposal, and how can we turn these 
risks into strategic advantage?” 

 

Summary 

How risk is defined and acted upon is all a 
matter of choice of the Board and the CEO. 

These leaders can choose to view risk as bad, 
complex and to be avoided, or as a strategic 
advantage that is easy to manage once 
identified, and that can enable the organisation 
to undertake activities that others might not 
even consider. 

(To provide a snapshot analysis of your risk 
management processes, go to 
www.lifemastery.com.au/Tool_Risk_Checklist.h
tm) 
Contact Steve Bowman on (03) 9509 9529 or 
email bowman@lifemastery.com.au 
 

For more information on risk management 

generally, contact Steven Bowman on 03 5909 

5929 or 0438 325 782, or 

bowman@lifemastery.com.au. Go to 

www.lifemastery.com.au for further resources 

on Board development, strategic planning, risk 

management, and conscious leadership. 

 

 
IS YOUR NON-PROFIT ORGANISATION 
REQUIRED TO REGISTER FOR GST? 
By Sean Urquart, Partner of the Taxation 
Consultancy division of Nexia Court & Co. 
 
Goods and services tax (GST) is a broad based 

tax of 10% on the sale of most goods, services 
and anything else consumed in Australia. 
Where a non-profit organisation is registered 
or required to be registered for GST, the price 
of most sales of goods and services and 
anything else will be inclusive of GST. 

Similarly, the organisation may be entitled to 
claim GST credits on the purchases it makes in 
carrying out its activities. 
 

Registering for GST 

If your non-profit organisation has an annual 
turnover of $100,000 or more ($50,000 for 

organisations that are not non-profit), it must 
register for GST.  
If your organisation has an annual turnover of 
less than $100,000, it can choose to register 
for GST. The decision to voluntarily register for 
GST is one that ought to be based on the 
administrative and cash flow needs of your 

organisation, i.e. does the GST you pay exceed 
the GST you charge (therefore a refund)?  
Does the potential GST refund outweigh the 
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administrative cost of preparing a business 
activity statement each quarter? 
Generally, an organisation must then stay 
registered for at least 12 months, even if its 

annual turnover is less than $100,000. 
 

Calculating your organisation’s annual 

turnover 
An organisation’s annual turnover is its gross 
income, excluding: 

• GST included in sales  

• input taxed sales, and  

• sales not connected with Australia. 
If your organisation is not registered for GST, 
each month it will need to look at its annual 
turnover to make sure its turnover is not 

$100,000 or more. Your organisation’s annual 
turnover is $100,000 or more if its: 

• turnover for the current month and the 
previous 11 months is $100,000 or 

more, or  

• turnover for the current month and the 
next 11 months is likely to be 
$100,000 or more. 

For example, if your organisation calculates its 

annual turnover on 15 April 2007, the 
calculation is based on the 12 months from 1 
May 2006 to 30 April 2007.   
Generally, if your organisation’s turnover is 
$100,000 or more, it must register for GST 
within 21 days of the annual turnover meeting 

the $100,000 GST registration threshold. 
What does being registered for GST 

mean? 

If your organisation is registered or required to 
be registered for GST, it generally includes 
GST in the price of most goods and services 
and anything else it sells. These sales are 

called taxable sales.  
There are other types of sales where your 
organisation does not include GST in the price. 
These are called GST-free sales and input 
taxed sales. 
Being registered for GST means that your 
organisation: 

• must pay the GST it has collected from its 
sales to the Tax Office  

• can claim GST credits for any GST included 

in the price of its business purchases, and  

• must complete an activity statement to 

report the taxable sales and claim GST 
credits. 

 

Taxable sales 
If your organisation makes a taxable sale, the 
price must include GST. Your organisation 
makes a taxable sale if it is registered or 

required to be registered for GST and the sale 
is: 

• for consideration  

• a part of the organisation’s activities  

• connected with Australia, and  

• not GST-free or input taxed. 

The GST included in the price of a taxable sale 
is equal to 1/11th of the sale price. 
Your organisation can claim a GST credit for 
the GST in the price of things it buys to make a 
taxable sale. 
 

GST-free sales 

If your organisation makes a GST-free sale, it 
does not include GST in the price.  
 

Input taxed sales 
If your organisation makes an input taxed sale, 
it does not include GST in the price. 
 

What if your organisation is not registered 

for GST? 

If your organisation is not registered and is not 
required to be registered for GST, it does not 
include GST in the price of its sales, and is not 
able to claim GST credits for the GST in the 

price of things it buys in carrying on its 
activities. 
 

How to cancel GST registration 

You may cancel your organisation’s GST 
registration if your organisation: 

• has been registered for at least 12 

months  

• has an annual turnover of below 

$100,000, and  

• has applied for cancellation of the 
registration. 

Under certain circumstances, your 

organisation’s GST registration may be 
cancelled if the registration has been in effect 
for less than 12 months. 
Where your organisation has acquired a 
business asset on which you have claimed a 
GST credit, you may need to re-pay some or 

all the credit on cancellation of your GST 
registration. 
 
Sean Urquhart is a Partner of the Taxation 

Consultancy division of Nexia Court & Co.  

Sean has been with Nexia Court & Co for over 

10 years and has a Masters of Taxation with 

the University of NSW. He can be contacted via 

email on surquhart@nexiacourt.com.au or 

telephone on (02) 8264 0755. 

 
Disclaimer: 
This general guide is based on the Australian 
Taxation Laws as at 1 January 2007.  Affected 

organisations should obtain specific 
professional tax advice relating to each 
organisations own circumstances and should 
not rely on this brief summary. 
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CALENDAR OF EVENTS 
 

Association Forum National conference 

Sofitel Wentworth, Sydney: 29-30 AUGUST 
2007 

http://www.associations.net.au/html/s01_hom

e/home.asp?dsb=6  

 

 

NEWS FROM CONFERENCE ACTION & 
THE APC 

 

Conferences currently organised by 
Conference Action 
 

Access more details at 

http://www.conferenceaction.com.au/  

 

The Hearing and Learning Connection - Carol 

Flexer Seminar Series  

Melbourne, Adelaide, Sydney: 13, 14 & 16 

March 2007 
 
Smart Works: Design and the Handmade: 

Powerhouse Museum Conference 

Sydney: 29 MAR – 1 APR 2007 
 
Australian Vocational Education and Training 

Research Association (AVETRA) 2007 

Conference 

Melbourne: 11 – 13 APR 2007 
 
Pricing Masterclasses 

Melbourne: 21 – 22 MAY 2007 

Sydney: 28 – 29 MAY 2007 
 

Mass Casualty Symposium 2007 

Sydney: 25 MAY 2007 
 

Quest ANZ Conference & Exhibitor Showcase 

Melbourne: 13 – 15 JUN 2007 

 
International Mulitsensory Research Forum 

Sydney: 4 – 8 JUL 2007 
 

Smart Strokes 2007 

Sydney: 2 - 3 AUG 2007 
 

Australasian College for Emergency Medicine – 

NSW Branch  

Hunter Valley: 3 – 4 AUG 2007 
 

Recruitment & Consulting Services Australia 

Annual Conference 

Alice Springs: 29 – 31 AUG 2007 
 

Quest Asia Pacific 

Singapore: 19 – 21 SEP 2007 

 

Australian School Libraries Association National 

Conference                         

Adelaide: 3 – 5 OCT 2007 
 

Australasian Trauma Society 2007 Conference 

Melbourne: 13 - 14 OCT 2007 
 

Stroke Society of Australasia 2007 ASM 

Perth: 17 – 19 OCT 2007 
 

INTERACTION 2007 

Melbourne: 22 – 24 OCT 2007 
 
Australian & New Zealand Association of Oral 

and Maxillofacial Surgeons Conference 2007 

Perth: 24 – 26 OCT 2007 
 

Australia & New Zealand Spinal Cord Society 

2007 Conference 

Sydney: 1 – 3 NOV 2007 
 
 

YOUR CONTRIBUTIONS 

If you have any suggestions on the content of 
this newsletter, would like to make a 

contribution or would like find out about 
advertising opportunities, please contact 
Isabelle on Tel. 02 9431 8600 or email 
isabelle@apcaust.com.au.  

 
 
CONTACT DETAILS 

 

Conference Action 
Tel. 02 9437 9333 
Fax: 02 9901 4586 
Web: www.conferenceaction.com.au 
The APC 
Tel 02 9431 8600 
Fax: 02 9431 8677 
Web: www.conferenceaction.com.au 
Postal address: 

PO Box 576, Crows Nest NSW 1585

 
 
Please  ���� subscribe or   ���� unsubscribe me from this newsletter: 

Name: ____________________________   Organisation: ____________________________ 

Email: _____________________________   Phone: _________________________________ 


