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“Don’t mean to be greedy, BUT how do I get paid?”
CVHA Umpire payments
Upon registering via the annual Umpires Registration Form and providing a signed, completed Umpire Declaration of Hobby form (available from www.cvha.org.au > click on “umpiring” tab) each umpire will be issued with an Umpire Invoice Book and an umpire shirt. (See following note)

Umpire Shirts:

Umpire shirts are part of the compulsory uniform and the purchase cost is deducted from your first payment. PuPs (trainee umpires) are loaned PuP shirts while in training. These have a dark “patch” at the front of the shirt. There are also six spray jackets for use during cold and/or inclement weather. THE JACKETS ARE SHARED PROPERTY and ARE KEPT STORED IN THE LOCKER in the same room that houses the field lights switching panel. 

Please, keep them on the hangers supplied. They are used on Sundays, Mondays, Fridays and some Saturdays therefore DO NOT take them home.  Yes, they are washed on a regular basis by the umpiring fairy.
Procedure for Payment:

Step 1. 
Umpires are required to:

· Fill in the date, grade and teams for each rostered appointment in the Invoice Book BEFORE you umpire. This can be done when you receive your appointments by e-mail from either Ben (Seniors) or Deb (Juniors)
· At the completion of the game and prior to you signing off match results for the teams, have the home team captain or team manager, sign your invoice. This must be done for every game that you umpire. – even those where you are asked to “fill in” at the last moment OR for rescheduled matches.
Step 2. 
Umpires (as each Invoice sheet in filled)

· Tear off the white and yellow copies and “post” to the “umpires letter box” – top right of the Umpire’s Dug-out facing the sand pitch. You may also like to attach an “Umpire Remuneration Form” (www.cvha.org.au > umpiring) This form assist you to work out what your remuneration will be.
· Keep blue copy in Invoice book 

· NB: When submitting invoices for the FIRST time, please send as directed, a completed “Hobby Declaration Form” available from the hockey website www.cvha.org.au > click on Umpiring tab. These are required for audit and ATO purposes.
Step 3. 
Umpire Appointments Panel members

· After the completion of each round, e-mail a final list of rostered umpires to the Umpire’s Convener

Step 4

Umpire Convener
· Collects the Invoices weekly (usually each Monday after junior matches)
· Confirms the Invoices with the roster list supplied by the Umpire appointments panel after each round. If there are any discrepancies, you will be contacted.
· Forwards claims to the association Treasurer for payment

Step 5. 
Treasurer

· Processes the invoices submitted, either by Cheque or by direct credit to the umpire’s nominated account. (Banking details must be provided)

· Cheques are mailed to Postal Address as supplied on Availability Form
Final Payments: 
As the Association Financial year is from October 1st to September 30th, the last payment to Umpires is processed by September 20th each year. Please ensure that all Invoices are submitted by GRAND FINAL DAY. 
NB: No payments to umpires for the 2008 Winter season, will be made after 20th September 2008. 
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