Port Macquarie Golf Club
Ocean Drive, Port Macquarie 2444
02 6582 0409

ABN: 76 000 100 854

PMGC Junior Raffle — Formal Operating Procedure

1. Purpose

This document outlines the governance, administration, and operational procedures for
the Port Macquarie Golf Club (PMGC) Junior Raffle to ensure transparency,
compliance, and consistency in supporting junior golf funding.

2. Raffle Structure
o The raffle consists of 100 numbers (1-100) allocated to participating members.
o Each number costs $5 per draw.

o Total funds collected per draw: $500.

3. Weekly Draw Process
Each raffle draw is conducted as follows:
1. Primary Draw
o A number between 1 and 100 is randomly drawn.
o The member holding this number is the winning participant.
2. Secondary Draw
o A second number between 50 and 100 is randomly drawn.
3. Prize Calculation
o The second number is multiplied by 4.
o This amount is credited to the winning member’s Club account.
4. Junior Fund Allocation

o The balance of the $500 pool after prize allocation is transferred to the Junior
Golf Fund.

Example:
e Winning number: 27
e Second draw: 80
o Prize: 80 x 4 = $320
e Junior Fund: $500 - $320 = $180
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4. Member Participation Requirements
To ensure compliance and fairness:
e Members must pay in advance to participate in the raffle.
e« Members cannot enter into arrears and remain eligible.
e Members must be fully financial at the time of each draw to be eligible to win.

e Any unpaid entries will be deemed ineligible for that draw.

5. Financial Management
5.1 Funds Handling
e Allraffle funds must be processed through official Club accounts.
e« Member payments are to be recorded as either:
o Prepaid (credit), or
o Allocated to specific draws
5.2 Member Accounts
e Accurate records must be maintained showing:
o Payments received
o Draw participation
o Credits and arrears (if applicable prior to this policy)
5.3 Arrears Policy
e Going forward, arrears are not permitted.
e Any historical arrears must be reconciled and addressed prior to transition.
5.4 Refunds
o |If the raffle is discontinued:
o Any member funds in credit must be refunded in full.

6. Vacancies and Allocation of Numbers
e Vacant numbers are to be recorded and made available to members.

e Allocation of numbers must be updated in the master register prior to participation.

7. Record Keeping and Reconciliation
e A master spreadsheet/register must be maintained including:
o Member names

o Allocated numbers
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o Payment status
o Draw history
e Regular reconciliation must be conducted to ensure:
o Total receipts align with draw totals
o Prize payments and junior allocations are accurate

e Aline-in-the-sand reconciliation point may be established at takeover to confirm
opening balances.

8. Compliance and Governance
o The raffle must comply with NSW Liquor & Gaming regulations.
e No participation is permitted without upfront payment.

e All draws must be conducted fairly and transparently.

9. Key Roles & Responsibilities
e Club Management:
o Oversee operation and compliance
o Ensure financial controls are maintained
e Accounts/Administration Team:
o Manage payments and reconciliations
o Maintain accurate records
o Designated Raffle Officer (if appointed):
o Conduct draws

o Communicate results
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