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ADVANCE ORDER FORM / TAX INVOICE (10% discount before 1 Nov 2007)
	Title
	Qty
	RRP
(incl. GST)
	Subtotal

	Community Management
	
	$27.00
	

	
	
	$30.00
	

	Policies and Procedures
	
	$27.00
	

	
	
	$30.00
	

	Postage & Handling:

$6.00 for first item
	1
	$6.00
	$6.00

	Add $2.00 for each additional item
	
	$2.00
	

	Total = 
	




Payment details

 FORMCHECKBOX 
  Visa         
 FORMCHECKBOX 
  MasterCard
 FORMCHECKBOX 
  Cheque (payable to Victorian Council of Social Service)
Community Management


Good management is at the heart of safe and happy workplace.


	This plain language manual is an invaluable introduction and reference for management group members about the roles and responsibilities of management and the keys to running an effective and efficient organisation. The book includes:


an explanation of the differences between governance and management


detailed information on specific areas of responsibility


handy tips and reminders for improving management practice


samples of widely-used forms, agreements and policies.		


	


ISBN 978 1 876045 62 3, Paperback, 297 x 210mm (A4), 108 pages, RRP $30.00 (incl. GST)








Policies and Procedures


Policies and procedures help make a workplace run smoothly by ensuring staff and volunteers know how things are done and how decisions are made. They provide guidelines for resolving conflict and minimising risk and they enable staff to get on with the job of delivery quality services.


	This book identifies a broad range of policy areas that your organisation may need to consider. It includes sample policies with tips on how to adapt and implement them. �It also recommends a set of key policies that your organisation should have in place as a minimum to ensure good governance and management.


ISBN 978 1 876045 63 0, Paperback, 297 x 210mm (A4), 136 pages, RRP $30.00 (incl. GST)








�Send your completed order form to: 


Victorian Council of Social Service (ABN 23 005 014 988)


Level 8, 128 Exhibition St, MELBOURNE VIC 3000


Tel: (03) 9654 5050 Fax: (03) 9654 5749
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Expiry date 		
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Name    							
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10% discount


Early bird offer








This form will constitute a tax invoice once submitted. Please retain a photocopy of the completed tax invoice for your own records for claiming the appropriate GST input tax credits.








