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That old story?

I founded an association for Africans in our town ten years ago. It was difficult to acquire information on how to found an association and register it. We did not know Finnish well, and did not know what to do. Registration of the association did not work out.

Our association worked unregistered for a couple of years. At first we had a lot of enthusiastic members. 
For instance, we arranged events in the University to introduce our cultures. Later on the members no longer came to the meetings, and they were not willing to participate in organising the events. Therefore the association no longer seized to exist.   

The biggest problem was the lack of motivation. People did not see any reason, why they should participate in the running of the association. If people do not have motivation, it is difficult to make them do anything. I think that it is important to take into account the fact that people are different. The chairman and other members can try to motivate people by talking and listening to them .The operation of the association has to be meaningful to people. In addition, language problems have to be taken into account. Everybody does not necessarily understand Finnish or English. If so, they will not know what to do if only these languages are spoken in the association.     
Another problem is quarrelling. The arguments started from issues to do with the association, and developed/ escalated into personal quarrels. Partly the bickering may have been cause by cultural differences. People from different cultures wanted to do different things in the association and did not understand each other’s opinions. If the aim is to work together with different kinds of people in the association, one should be able to forget one’s own prejudices and negative experiences from other cultures.

Our association also had problems with bureaucracy. It was difficult to handle with the authorities, and nobody gave us any advice. If you do not speak Finnish, it is difficult to know what to do. Some of our members wanted the operations of the association to be just spending time together and having fun. When dealing with issues became too bureaucratic, they dropped out of the association.

I have noticed that in some associations the executive committee makes decisions without asking anything from the members. Some people think that the members of the executive committee can decide on everything, without having to listen to the members of the association. This is not right. The decisions will come as surprises to the members, and they can not influence them. If this is the case, the members also will not want to be part of the association.  

Many quarrels could be avoided, if there was enough discussion on the aim of the association. Especially when founding the association, a clear unanimous goal should be agreed on. People must have a clear idea of why the association is being founded. In addition, the members must be able to have influence on what kinds of actions are carried out in the association. It is a good idea to write down the aim of the association clearly. Then people will also remember it later on.   
In my opinion it is no use to feel bad if the association will fail. You can learn from your mistakes. Then you will be wiser when you are in the next association!    
For the reader

The story of this one particular association told above is probably too familiar to a lot of people. Operating an association is challenging – not least of all because it is based on voluntary work and work without pay. So, the question is: how to motivate members to work for free? People are willing to commit themselves to even large amounts of work when they feel that the cause is worthwhile. In other words, when it comes to voluntary operation of an association one has to tackle the issues that the majority of the members of the association consider worth undertaking.     
What is meaningful in each person’s opinion and what they are willing to commit themselves to can be found out/ clarified by asking from the member .Who would be willing to be in a position of a subordinate in an association in which you can’t get your voice heard, decision are made within a small group of people or the chairman decides everything by himself?
No association can afford to loose the input/ working hours of a hard-working member, nor his ideas − therefore it is important to make sure that discussion in the association is open, information is passed to others and all who are interested can participate in the operation of the association in a way possible for them. The chairman has an important role in the association. His duty is to motivate the members, taking into account the different viewpoints, and oversee that the association operates in a democratic way, equally and according to the regulations.    

This guide has been written so that associations could avoid the most common mistakes that occur in the operation of associations. The guide is based on the regulations of the law on the associations. The matters stipulated in the law have been made more concrete with the help of examples and directions. Even though following the regulations may at first seem tiresome and formal, by learning and following them you can avoid a lot of conflicts, and you can concentrate on doing the important things in your association.

This guide will give the basic information on how associations work in Finland. More information can be found in the books listed at the end of the guide, the website of the National Patent and Register Board (www.prh.fi/fi/yhdistysrekisteri.html) and by asking from operating associations.

I would like to thank everyone who was involved in making this guide. Especially heartfelt thank you to Virve Raittinen.
Tarja Rantala

24.10.2002

Ministry of Labour
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1. Finland is the land of associations 
In Finland many common issues are dealt in associations. Associations have had a significant importance in the history of Finland. Through associations, Finns have, for instance, promoted hobby activities, arranged education, spread religious beliefs, advocated the abstinence movement, defended the interests of groups and participated in politics.
Even nowadays there are a lot of associations in Finland. They work for example to advance the causes of children, senior citizens and the environment. For instance sports associations and cultural associations promote hobbies. In addition, the Finnish political system is based on the operation of associations, since political parties are actually associations.  
It is advisable for a person who has moved to Finland from another country to find out about local associations and to go and take part in any interesting activities of the associations. There are also associations founded by immigrants themselves in many towns and municipalities. You can get information on associations for example in newspapers, internet and libraries. There is not always a suitable association in one’s own town or municipality. Then it may be the time to consider founding an association of your own.
There is a freedom of association in Finland. Everyone who lives here can start an association. People are also entitled to apply for a membership in an association, not to belong to an association and to resign from an association. One does not need the permission of authorities to found an association and to gather within an association. The operations of an association are not prohibited or hindered, as long as no criminal activity takes place or there are no violations against public decency in the association.
The principles of operating an association are listed in the Finnish Associations Act. The law and the regulations drawn up by the association form the basis of the operation of an association. They guarantee the rights of the members and the democracy of decision making. In addition, they clarify cooperation between the authorities and the cooperative organisations. As long as the law and regulations are being obeyed, the association can develop its operations exactly the way its members want. Indeed, each association is unique, reflecting its members. 
2. Shall we found an association?

In order to found an association you need at least three members. Often it is is worthwhile to invite many more interested people to discuss founding an association.

The purpose and forms of operations  

The association has to have a cause for which it works for. The members will decide together, what the cause of the association is and what forms its operation will take.  

The purpose of the association can be, for instance, preserving one’s own language and religion, spreading knowledge of one’s own culture to others, studying or arranging shared hobbies and common interests. Speaking and representing one’s own group is also a valid purpose of an association. 

Trying to obtain financial gain or collecting money for the members can not be the primary purpose of an association.

Before founding an association it is worthwhile to discuss in detail on the purpose and cause of the association and its operations. It is important that people have a unanimous opinion on what will be done within the association. The purpose and forms of operation will be written in its rules.  
Registered or unregistered?

An association can be either registered or unregistered. Some parts of the Finnish Associations Act concern both kinds of associations. Registered and unregistered associations also often work in the same way. So what exactly is the difference between the two?
A registered association is registered in a Register of Associations in the National Patent and Register Board. Before registering authorities will check that the association fulfills the demands stipulated in the regulations of the Finnish Associations Act. A registered association uses the abbreviation ry. at the end of its name.

A registered association is an artificial legal person. This means that a registered association can for example draw up contracts and take up a loan. A registered association can also gather possessions and apply for financial aid. The association is responsible for all its commitments (such as loans, possessions, financial aid). The members of the association are not personally accountable. If the actions of the association lead into any damage, the association has to compensate for it. If the association breaks the law, the people responsible for leading it will be held accountable. 
The founding and operation of an unregistered association is freer than that of a registered association. 

The association can run the association in the way that it wishes, as long as it is not against the law and there are no violations against public decency. 
An unregistered association is not an artificial legal person. It can not acquire possessions or be a member of another association. An unregistered association can not get a permit for collecting money. The association is also not allowed to arrange money collections. In addition, it can not make legal engagements. This means that members of the association who have made legal commitments are personally accountable for them. These commitments do not bind the association or its other members. The persons who have taken a loan for the activities of the association are accountable for it.
Operation of an association is always voluntary. Members decide on the range of activities. A registered association has certain obligatory duties. Therefore operating a registered association equires more work.   
It is worth consideration whether you want your association to be registered or unregistered. Being a registered association is useful at least if the association wants to apply for financial aid. Registering the association is also a good idea if the association has financial commitments, plenty of members and a big budget.
”We wanted to start an association several years ago but all of us were not of age. Founding the association was supposed to be uncomplicated and achievable matter. At the beginning we had to visit the National Patent and Register Board often in order to get all the paperwork done properly. It was not at all easy or simple. We held a few meetings for people interested in our activities. We chose the chairman, vice chairman, secretary and other members of the executive committee. We received a request to hurry up with the founding of the association and registered within a week. 

The purpose of our association was to help visually impaired and disabled children and young people in Kurdistan. Among other things we arranged a project in which we delivered clothes, blind canes and Braille print machines for the visually impaired for Kurds expelled from Kurdistan.”  
3. Founding an association 

The Associations Act states how to found an association. In practise there are three phases: founding the association, drawing up the regulations and registering the association. You go through the same phases when you want to register an association that already exists.
Founding the association 
There has to be at least three founding members. They must be at least 15-years old.
Founding the association can be done in two ways:

1. An informal contract, in other words a memorandum of association will be drawn up. The rules of the association will be included in the memorandum of association. The name of the association, date on which the contract has been drawn up and signatures of the founding members will be written in the memorandum of association.                          
2. A meeting is held in order to found an association. An official record of the meeting will be drawn up, in which the decision to found the association is shown. The records are signed by every one who participates in the meeting and wants to become members of the association. The rules of the association will be included in the records of the founding meeting of the association  

Memorandum of association                    

Rules
The rules of the association are drawn up before the association is registered. All the founding members must accept these rules. It is stated in the Associations Act which details have to be stated in the rules of the association, before it can be approved in the Register of Associations. It is advisable to model the regulations after model regulations of the Register of Associations or from the rules of some association that is already operating.

The rules of an association shall state:
1. The name of the association
The association has to have a name, which separates it from other associations. The name can be on one of the two official languages of Finland, in some other language, or a combination of the both.

2. Place of residence

The association has to have a place of residence in Finland. The place of residence determines with which municipality or province authorities the association will be dealing with. That is why the place of residence should be the municipality in which the association mainly operates.

3. The purpose and forms of ativity of the association 
In addition, the purpose and forms of operation will be recorded in the rules of the association, in other words how the association aims to operate and what the purpose of its operations is. It is advisable to define the purpose and forms of operation in a fairly general way, because at this point one rarely knows exactly all the things that will be done within the association. 

Usually at this point it is also recorded how the association plans to raise money for its operation. For instance, one can write in the rules: “In order to fund its operation, the association can arrange money collections and sweepstakes after getting an appropriate permit.” There has to be a mention of arranging of money collections and sweepstakes in the rules so that the authorities can issue a necessary permit.

4. Membership fee obligation
It must be recorded in the rules whether the association will be collecting membership fees or other payments from its members. There is no need to mention the exact sum. Usually it is just mentioned how the decision on the membership fee is reached. The decision on the membership fee can be done either in the meeting of the association or its executive committee. 

5. Executive committee
It must be stated in the rules how many members there are in the executive committee. One can either mention the exact number of members in the executive committee or the maximum or minimum amount of members in the executive committee, for example “there are at least five and at most ten members in the executive committee”. According to law there must be at least three members in the executive committee, one of whom is the chairman. In addition, the term of office of the executive committee must be stated in the regulations − in other words how often the executive committee is chosen. The term of office is usually 1-2 years. In addition, the number of accountants and their terms of office must be stipulated in the rules. The association has to have at least one charted accountant and one vice accountant.

6. Accounting period 

The duration of an accounting period is 12 months. The starting time and the ending time of the accounting period of the association is stipulated in the rules. Each time that the accounting period ends, closing of the accounts of the association will be executed, and the accounting and the management of the finances of the association will be checked.
7. Meetings of the association

The meetings of the association are for all the members of the association. It is stated in the rules when the association holds its most important meetings, for example in which the members of the executive committee and accountants are chosen, closing of the accounts takes place, and a decision is made on decreeing the DISCHARGE FROM LIABILITY to the executive committee. Customarily these things are decided on either in one annual meeting or separately in a meeting held in the spring and in the autumn. These meetings are called principal and statutory meetings. It is written in the rules of the association when the principal meetings are held, for example ”autumn meeting” in September-December and spring meeting in January-May”.  
8.  Manner of calling together a meeting 

It must be stated in the rules in which manner the meeting is called. All the members must receive information on the meeting in the same manner and well in advance, customarily at least seven days before the meeting takes place. The notice to attend a meeting can be for example a letter or an invitation published in a newspaper. Oral invitation is not an acceptable form of invitation to be stated in the regulations. 
9. The manner in which the assets of the association shall be used if the association is dissolved or terminated
If the operation of the association ends and the association ceases to exist, its money and possessions must be used for some appropriate purpose. It must be stated in the rules, what is to be done to the possessions when the association no longer exists. It can not be divided to private persons, not even members of the association. The funds and possessions can be given for example to another registered association. They can be used for a purpose that is the same as the purpose of the association. This must be decided in detail in the final meeting of the association. It is advisable to mention this in the rules. 
The rules form the basis of the operation of the association. In addition to mandatory issues it is often advisable to include other regulations as well. For instance, it can be included in the rules what kind of members the association will approve as its members, what issues will be dealt with in annual meetings, and who are the persons entitled to sign the name of the association.
Registration

Registration means registering the association in the Register of Associations. The Register of Associations is maintained by the National Patent and Register Board. Register of Associations is public and it includes basic information on all registered associations of Finland. Any one can for example find out from the Register if an association is registered, who is the chairman of the association and who are its persons entitled to sign the name of the association. 
Registration is done by filling in a form which is called basic legal notice. basic declaration. Forms and advice can be acquired from the Register of Associations, the city administrative court of the local municipality and internet on the website of the National Patent and Register Board - www.prh.fi/fi/yhdistysrekisteri/lomakkeet_mallisaannot.html. The forms are free of charge.   

The basic legal notice and its attachments can be sent directly to the Register of Associations or delivered by hand in the city administrative court.  The documents required in order to register an association are

1. three original basic legal notice forms
2. three copies of the memorandum of association , at least one of which is an original
3. three copies of the rules of the association 
There is a charge for registering the association. In 2002 the charge was 60 euros. You can find out the charge for example from local authorities or the website of the National Patent and Register Board.   
In the Register of Associations they will check that the association in question fulfils the requirements of the law of associations.  The association can be asked to complement its forms or correct its rules. Registration lasts from two months up to about six months. During this time the association can operate normally but it will not yet have legal capacity. 
Once the association has been registered, the Register of Associations will send a notification. Then the association has become an artificial legal person and the abbreviation ry. can be used at the end of its name. 
If the rules of the association are changed or the persons entitled to sign the name of the association change, it has to be reported to the Register of Associations. The report is made by filling in a form, which one can obtain for example from the city administrative court and on the website of the national Patent and Register Board. The form must be signed by the chairman of the executive committee.
Mutual activities lead to forming an association

A group of Kurds who had moved to a Finnish town used to gather together during their free time. These Kurds who had become friends in Finland spent time together and for example arranged parties. They wanted to arrange gatherings for the local Kurds in which they could do all kinds of things together and speak their own language.      

The idea to found an association was born when the Kurds heard of an association of Russians in the same town, which operated actively. They thought that perhaps it would be easier to deal with various authorities and for example apply for financial aid within the realms of their own association. Founding a registered association might make all the activities they were already involved in easier. Thus they decided to send a letter to all the Kurds living in town, inviting them to deliberate what the association of Kurds could be like.

The Kurds got together several time to discuss the operations/activities and rules of the association. In the end they decided to found an association. They held a meeting, in which an association of Kurds was founded and its rules were accepted. A report on founding the association was sent to theRegister of Associations. Planning and founding the association took two years altogether.

Within the association the Kurds did the same things they had already done before founding a registered association. They organise various activities and occasions and parties, as well as offer an opportunity to spend time together. In addition, the association has organised for example teaching of the mother tongue and swimming classes for its members.
Since the foundation of the association some matters have felt more difficult to handle than before the existence of the foundation. For instance, financial matters are laborious and take a lot of time. On the other hand, it is easier for an association to work together with other associations as well as authorities, and the chances of getting financial assistance are better. 
Founding a registered association




4. Members

Member of an association can be either a private person or a community of some kind, for instance another association. In addition, for example a passive member can be a private person or a society of legal capacity that supports the operation of the association financially.
Members have rights and obligations. For instance, they have a right to take part in decision making in the meetings of the association. Paying the membership fee is an obligation, provided that the association has stated so in its rules.  
Becoming a member

One can become a member of an association in various ways. The most important thing is to let the association know that you want to become a member. This can be done orally, in writing or by paying the membership fee to the account of the association. Membership is optional. No one can be forced to join an association.
The association has the right to decide whom it accepts as a member. The decision on accepting a new member is made by the executive committee, unless the rules state otherwise. It can be written in the rules which kind of people the association is meant for. The executive committee is not obliged to justify its decision and one can not appeal from the decision. 
Membership list

There must be a list of the members of the association. The list must include every member’s full name and place of residence. The list can also include other information necessary for the operation of the association, such as home address and occupation.
The membership list is not public. Not any one can be allowed to see it. The members can check the information on them, as well as read information on the names and places of residence of the other members. However, a member can prohibit allowing others to see his personal information.  
Resigning and dismissal from the association
A member can resign from an association in two ways:

1. The member resigns himself

One can resign from an association any time. When the member wishes to resign, he has to inform either the executive committee or its chairman in writing, or announce his wish to resign to the meeting of the association either in writing or orally. Resignation will be in force immediately after the announcement. There can also be a stipulation in the rules of the association on the time that it takes for the resignation to come to force after the announcement.
2. The association dismisses the member     
It is stipulated in the Associations Act and in the rules of the association when a member can be dismissed from the association. The reasons for the dismissal must be justified. According to the law, a member can be dismissed if he
· has not fulfilled his obligations, in other words for example has not paid his membership fee
· has considerably harmed the association

· no longer fulfils the terms of membership stipulated in the law or in the rules of the association
The decision on the dismissal must be made in a meeting of the association, unless it has not been stipulated as a task of the executive committee in the rules of the association. The member in question can give an explanation on his actions before his dismissal is decided in the meeting, unless the reason is failing to pay the membership fee. If the dismissal of the member is put to the vote in the meeting, the member whose dismissal is in question can also vote. The reason for the dismissal must be mentioned in the decision.
5. Meeting of the association

In an association the members hold the power. The most important decisions are reached on in meetings that are open to all the members. Only the members who are present in the meeting can make decisions.
An association can have various kinds of meetings:

· Meeting held in the autumn/ autumn meeting chooses the executive committee and accountants and  handles all the other topics required by the rules of the association. In addition, the operating plan and financial plan of the following year are accepted. 
· Meeting held in the spring/ spring meeting deals with the operations of the previous year. It will approve the annual report, closes the final accounts and decrees the executive committee VASTUUVAPAUDEN
· If the association does not have separate meetings in the autumn and spring, the topics required by the rules will be dealt with in an annual meeting. 
· Many associations regularly hold monthly meetings. They concern the activities of the association but the main purpose is often for the members to get together. 
· Additional meeting is often held in order to decide on some special topic by demand of the executive committee or members. The invitation is sent by the executive committee. 
· Unofficial meeting can be held for instance in order to plan a trip or a party or celebration.
”The meetings of our association are usually held in the evening after working day. I have noticed that when I invite members of the association to the meeting, a lot of people think that it will be boring and official and can not be bothered to attend. If I invite them to a social gathering in some pleasant place instead, everybody comes gladly. That is why we also arrange informal get-togethers in addition to official meeting, in which we plan activities of the association and discuss things in a laid-back manner.”
Meeting of the association and the executive committee         

Invitation to the meeting of an association

The rules of the association regulate the way in which members must be invited to the meeting of the association. The rules also stipulate how many days before the meeting the invitation has to be presented to the members. The executive committee has to take care of the fact that all the members receive their invitations well in time.
The information in the invite must include the following:
· the date of the meeting, time of day and location
· topics that are to be dealt with in the meeting  
It is advisable to state the issues that are to be dealt with in the meeting already in the invitation to the meeting. Then the meeting will seem more interesting to the members and they will come more eagerly to the meeting. According to the law, it is enough to mention for example that the meeting will be about “matters stipulated in 8 § of the rules of the association”, but it is advisable to tell what the “matters stipulated in 8 § of the rules of the association” are. 
According to the the Finnish Associations Act there has to be a mention if the following matters will be dealt with in the meeting:  

· changing the rules of the association

· choosing the executive committee or the accountants of the association

· dismissal of a member of the executive committee or an accountant

· closing the final accounts and decreeing discharge from liability 

· major decisions made concerning the finances of the association

· dissolution of the association

· other matter comparable to the above 
This way it is ensured that all the members are informed about a meeting in which important decisions are made.
Agenda of the meeting
The executive committee is responsible for preparation of the matters dealt with in the meeting. In practise, it is often the clerical personnel and work teams of the association who do the organising before the meeting.
Preparation means gathering information and thinking of various solutions and procedures. 

Hallitus on vastuussa kokouksessa käsiteltävien asioiden valmistelusta. Käytännössä asioita valmistelevat usein yhdistyksen toimihenkilöt ja työryhmät. Valmistelu tarkoittaa tietojen keräämistä sekä erilaisten ratkaisujen ja toimintatapojen miettimistä.

The executive committee draws up an agenda of the meeting, in which the matters dealt in the meeting are listed. The agenda of the meeting is also a suggestion of the order in which the matters will be dealt with in the meeting. The participants of the meeting can suggest new topics to be added in the agenda of the meeting. In addition, the paragraphs “Announcements” and “Other matters” give room for other announcements and proposals. The agenda of the meeting can be sent either together with the invitation to the meeting or it can be handed out to the participants at the beginning of the meeting.

Agenda of the meeting 


Officials of the meeting
The officials of the meeting make sure that the meeting goes well and according to the rules. They also take care of the practical matters after the meeting.
Obligatory official are:
1. chairman, who
· acts as a moderator 
· makes sure that the meeting proceeds in a proper manner
2. secretary, who
· assists the chairman
· makes notes of the decisions

· draws up the records
In addition, two scrutinizers of the records will be chosen in the meeting. Counters of votes can also be chosen for possible voting.
It is also advisable to have a chairman in unofficial meetings to moderate the meeting. Often it is also necessary to have a secretary, who writes down the decisions. 
Chairman and the proceedings of the meeting

Each association has their own procedures at meetings. The law and the regulations form a certain framework for the meetings, but there are no strict regulations concerning the meetings. The duties of the chairman and the usual procedures of the meeting will be dealt with below. 
The chairman of the executive committee usually opens the meeting by welcoming the participants to the meeting. 
After that a chairman of the meeting is chosen. The chairman of the executive committee or some other member chosen by the meeting can act as a chairman in the meetings of the association. However, there are two situations where the chairman of the executive committee can not be the chairman of the meeting of the association:
1. selection of the accountants of the association          
2. dealing with the discharge from liability of the executive committee
In these occasions some other member chosen in the meeting will be the chairman of the meeting.

When the chairman has been chosen, he continues the meeting and asks for suggestions as to who should act as a secretary of the meeting. This task is often given to the secretary of the executive committee. After that other officials of the meeting will be chosen. 
The next step is to establish the legitimacy and quorum of the meeting. The meeting is legitimate and competent when it has been summoned according to the Associations Act and the rules of the association. The chairman establishes, when and how the invitation to the meeting has been delivered to the members.
The next step in the procedure is to approve of the agenda of the meeting. Participants of the meeting can suggest more issues to be included in the agenda. When the potential discussion is over, the chairman will pronounce the decision. After that he pronounces that “this item of the agenda has been settled”. Often the chairman also taps the table with a gravel as a sign of the fact that a decision has been made.
In the same manner the chairman will deal with each item of the agenda. Often a member of the executive committee or some other official presents the item that is being handled. Afterwards the chairman opens the debate. The participants of the meeting can express their opinions and suggestions for a solution or ask further questions on the matter from the person who is presenting the matter.
Whenever there is a discussion on a matter in the meeting, one must ask the chairman for a permission to speak. He will hand over permissions to speak in the order which they have been asked for. 

The chairman has the right to admonish a speaker if he speaks for too long or digresses from the subject. He can limit the length of the address to the meeting, for instance suggest that each speaker is allowed to speak for maximum of two minutes. Open discussion is part of the democratic decision making, but the discussion can not go on forever. The decisions must be reached within a reasonable time limit.

When there has been enough discussion on the matter, the chairman will end the discussion and formulate a decision on the matter. A good chairman can make a good summary even if the discussion is incoherent. It is important to formulate the decision in a precise manner, so that the participants of the meeting understand what was decided. In addition, the secretary must record the decision correctly in the records. 

The chairman of the meeting has a huge impact on what the meeting is like and how long it lasts. The members have to be allowed to express their opinions but the meeting must be over within a reasonable time limit. 

Voting and election

Sometimes it happens that there have been more than one suggestions for resolution of a matter during the meeting. If a unanimous decision can not be reached, the decision will be made by voting. By voting one can both reach decisions as well as elect people for example to the executive committee. When people are elected to a position we are talking about an election of persons. 

The main principle is that every member over 15-years of age has a right to vote and every one has one vote. 
There can be regulations regarding voting and elections in the rules of the association. It is the duty of the chairman of the meeting to oversee that voting and elections are executed correctly.
The chairman will suggest that an election should be held. He proposes the alternative solutions, which have been suggested during the conversation. A proposal will only be included in the election, if there is another person apart from the one who made the proposal who supports it. An exception to this is election that regards people, in other words an election of persons. In that case all the proposed people will be included in the election, even if they did not get any support from anyone else.  
The chairman also suggests the manner of voting. Customarily it is an open election. The chairman will ask the supporters of the proposal to raise their hands. The counters of votes count how many hands are raised whenever a proposal is brought to election. The proposal that has received more than half of the votes wins. 
Whenever the election concerns changing the rules of the association or termination of the association, three fourths of the votes is required for winning the election, unless it is cited otherwise in the rules of the association. 
Closed ballot is used more rarely. However, it is commonly used method of voting when it comes to election of persons. For instance, when there are more than one candidates than required for a member in the executive committee of the association, the easiest way is to hold a ballot. In an election of persons each member can vote for more than one candidate. Every member writes the name of the candidate or candidates that they support on a piece of paper. The ones who have received the most votes / the greatest number of votes will be chosen.  
The chairman’s opinion is decisive in a case where two candidates have got an equal amount of votes in an election. 

RECORDS 
The secretary and official records of the meeting

The secretary will be making notes during the meeting. After the meeting he draws up the records and writes in them the necessary information about the meeting. 
In the records the items will be listed in the same order as in the agenda of the meeting. The name, time and place of the meeting will be recorded at the beginning of the records. In addition, the names of the participant of the meeting must be recorded.
Usually final records are drawn up, in which only the decisions and results of the elections are recorded.
When voting takes place, the following are recorded
· proposals which have been voted on
· the number of votes which the different proposals have got
Sometimes it is necessary to draw up larger discussion records, in which also the discussion leading to the decisions is recorded. 

The records have to be checked afterwards. It must be confirmed that the decisions are recorded correctly in it. The chairman and secretary sign their names on it as a verification of its approval. After that it will be read by the scrutinizers of the meeting, provided that such have been chosen in the meeting. If they find mistakes in the records, the chairman and secretary will make the required corrections. The scrutinizers approve of the records by their signatures. If no scrutinizers have been chosen, the records will be approved in the next meeting after possible corrections.

The records are stored in the archives of the association. In this way the decisions made in the meetings and recorded in the records will be kept safe, and if necessary, copies can be made of them. For instance, it is necessary to include decisions made by the association into certain documents. In these cases it is usually enough to include an extract from the records, which authenticity must be verified by two people. The extract is just a part of the records and it must include the following:
· the basic information on the meeting (name, time, place, number of participants) 
· the item in the records where the decision is recorded  

· signatures of the people who have verified the authenticity of the extract and signatures by the chairman and secretary    


The official records of the meeting   

Checklist for the meeting of the association 


6. The executive committee and officials 
Operating an association means doing things together. It is not sensible to call the whole association together for every little duty or decision. Therefore duties are assigned to officials and various teams. 

According to the law an association must have a executive committee. It is obligatory to have such officials as a chairman and accountants. In addition, other officials can be chosen in the meeting of the association to carry out particular tasks. However, often the executive committee carries out other duties. 
The executive committee
The rules of the association stipulate how many members there are in the executive committee. The executive committee must always have at least three members, one of whom is the chairman. 

Certain conditions have been stipulated for the members of the executive committee in the law of associations 

They must be over 15 years of age and they must not be bankrupt. The chairman and at least half of the members of the executive committee must be Finnish residents. There can be an exception to these regulations provided that the Ministry of Trade and Industry will issue a permit. The members of the executive committee do not have to have a Finnish citizenship.
The executive committee is chosen in a statutory meeting of the association. As a rule, the chairman and the rest of the members of the executive committee are chosen separately. Many associations also select a vice chairman and secretary in the meeting. However, this is not obligatory, for the members of the executive committee can divide these duties amongst themselves.

The members of the executive committee have a lot of responsibility together and separately. A member of the executive committee or other official may have to pay compensation for damage which he has caused on purpose or due to carelessness. The compensation can be paid to the association, a member of the association or an outside party. 
The duties of the executive committee
The Associations Act stipulates that it is the duty of the executive committee to take care of the operations of the association conscientiously, according to the law, the rules of the association and the decision reached in the association. Thus it is the duty of the executive committee to oversee that the decisions reached in the meetings of the association are put into effect. In addition, the executive committee represents the association.

The duties of the executive committee include among other things the following:

· keeping record of the members of the association  
· taking care of the possessions of the association
· assembling the meetings of the association
· preparing matters before the meeting
· approving new members, unless this task is separately stipulated in the rules of the association as the duty of the meeting of the association. 

· representing the association  
The executive committee can not decide on matters that are stipulated in the law to be decided in the meetings of the association. Therefore the executive committee can not for example
· change the rules of the association
· choose or dismiss members of the executive committee and accountants

· close the final accounts or decree itself vastuuvapautta
· decide on the termination of the association 
The executive committee will hold meetings during its term of office whenever necessary. The same procedures will be followed in the meetings of the executive committee as in the meetings of the association. It can be stipulated in the rules that the meeting of the executive committee is competent and can make decision only if enough members of the executive committee are present, for instance, “the executive committee is only competent when half of its members as well as the chairman or the vice chairman are present”.
Officials

The executive committee oversees that the decision made in the meeting of the association will be carried out and things run smoothly. However, this does not mean that the executive committee is solely responsible for all the work. The tasks are delegated to the members of the executive committee, officials and work teams. The chairman of the executive committee and accountants are obligatory officials in an association. In addition, the association can choose a number of other officials that are considered necessary.     

Chairman

The chairman of the executive committee is usually called the chairman of the association. He must be over 18 and he must not be under guardianship or insolvent. He has to have a residency in Finland, unless the Ministry of Trade and Industry has not given a permission to make an exception to these conditions. 
If the chairman is not able to participate in a meeting, the vice chairman will replace him. The same rules and stipulations that concern the chairman also concern the vice chairman. The vice chairman must be an official member of the executive committee.    

The chairman signs the official documents of the association. He leads the meetings of the executive committee and often also the meetings of the association. He represents the association and takes part in preparing matters and practical tasks of the executive committee.  

The chairman does not have much more power of decision than other members of the executive committee. The chairman can not make decision on important issues on his own. They are always decided on democratically either in the meeting of the executive committee or the meeting of the association.
Secretary

The secretary is responsible of many practical tasks of the association. It is advisable to share the duties of the secretary in bigger associations so that all the work does not pile up on/accumulate to one person. Typical tasks of a secretary include

· drawing up the records in the meetings

· writing the annual report and operating plan based on the decisions made in the meetings of the executive committee and in the meetings of the association
· taking care of the correspondence and writing documents
· writing the records in the meetings
· office work, mailing, and copying documents

· practical arrangements before the meetings 
· taking care of the membership list and the archives 

· information services and publicity   
Financial manager
The financial manager is commonly chosen amongst the members of the executive committee. In that case the financial manager takes part in making financial decisions together with the executive committee, instead of just taking care of the practical side of finances of the association. The financial manager can also be a member of the association who is not a member of the executive committee.
If no member of the association can not or does not want to learn to be a financial manager, a person who does not belong to the association can be chosen. In that case one customarily has to pay for the services of the financial manager.
The financial manager takes care of the practical side of the finances of the association. He takes care of the cash, receipts, banking transactions and paying bills. The financial manager also takes care of the keeping of accounts and the closing of the accounts.

The financial manager is required to be careful and exact. One can study management of finances on courses. One can also acquire information from people who are in the position of a financial manager. 
Accountants

The number of accountants must be stipulated in rules of the association, for instance, “two official accountants and two vice accountants”. According to law, an association must have at least one accountant and one vice accountant.

A member of the executive committee can not be an accountant, because it is the task of the accountants specifically to supervise how the executive committee takes care of the finances of the association. The members of the executive committee and officials of the association can not even take part in choosing the accountants in the meeting of the association. An accountant can be a member of the association.

At the end of the accounting period the accountants check the accounting of the association and close the accounts.
Work teams
It is important that all the members of association are allowed to participate in the operation of the association if they wish to do so. Some tasks are best taken care of when a work team is founded to carry them out. The work team makes propositions to the executive committee and gives accounts of matters regarding their tasks. A task for the work team can be for example arrangements of festivities or finding funds for some bigger project.
A work team can be founded in a meeting of the association or in a meeting of the executive committee. The people who are interested in the task in hand will participants in the work team. It is advisable to have one member of the executive committee in every work team. Thus the executive committee will always have knowledge on what is to be expected and how things are moving forward. 

The best procedures in work teams and meetings are such that all the people involved get to make their contribution.
Persons entitled to sign the name of the association
Not just anyone can be a representative of the association in official matters. The ones who have the right to represent the association in official documents are called the persons entitled to sign the name of the association. They confirm for example the financial agreements and applications for financial aid of the association with their signatures.
Customarily it is mentioned in the rules of the association who the persons entitled to sign the name of the association are. The chairman is always one of these persons. Other persons entitled to sign the name of the association can be for example the secretary, financial manager or some other member of the executive committee. The rights of the persons entitled to sign the name of the association can be limited by stipulating in the rules of the association that signatures of two or more persons entitled to sign the name of the association are always required for signing the name of the association. If nothing is stated about the persons entitled to sign the name of the association in the rules, according to the Associations Act the chairman of the association alone signs the name of the association.
It is obligatory to inform the Register of Associations whenever the persons entitled to sign the name of the association are changed. A contracting party can check from the Register if the people signing a contract have the right to represent the association. 
7. Operations of the association
Usually the period of operation of an association is one year. The association plans its operations and finances a year in advance. Once the period ends, the executive committee usually draws up the annual report. This is not required by the Associations Act but it is part of a democratic operation of an association. On the other hand, financial matters and accounting must be always dealt with at the end of each period of operations.
Ordinarily the operating plan is considered and approved in the autumn meeting of the association.

As a rule the operating plan for the following year is considered and approved in the autumn meeting of the association. The annual report is approved in the spring meeting. Evaluating these documents is part of the democracy in the association. Therefore it is important for each member to receive a copy of the operating plan and the annual report with the invitation to the meeting or at the very least at the beginning of the meeting. This way the members have time to scrutinize the documents in advance. The members decide on how the association works. They also evaluate at the end of each period of operation how well the association has succeeded in its operations.  
The documents are stored in the archives of the association. They are part of the history of the association.
Operating plan

Before the autumn meeting the executive committee prepares a suggestion for an operating plan of the following year. The members can propose additions, exclusions and other comments in the meeting. Then the operating plan is approved in the meeting. In addition a decision on the budget has to be made, in other words how much money will be needed for the operation of the association according to an estimate. 
It is advisable for the members to participate in the planning of the operations already before the executive committee makes its suggestion for the operating plan. Planning can be arranged for example so that the executive committee summons members of the association to a meeting well in time before the autumn meeting. It must be explained in the invitation that the subject of the meeting is the future operation of the association.
In the meeting everybody discusses how the association will operate in the following year and also in the long run. It is important for every member present to talk about his ideas. A good way to work when it comes to planning is for example that the participants of the meeting are divided into groups of a few people. This way everyone will certainly get a chance to speak. At the end of the meeting the various ideas from the groups are gathered together.
At this point any decisions are not yet made. All the thoughts and ideas are written down. The executive committee uses the ideas that are worth putting in practise when it is drawing up the operating plan.
The executive committee specifies how ideas are realised in practise in the operating plan. There will still be discussion in the autumn meeting and finally the operating plan is accepted. This way the plan will be such that the members approve of it. When the members have been involved in thinking of ideas for the operation of the association they will probably be more enthusiastic in taking part in the operation. This way it is also possible to get more ideas than in a mere meeting of the executive committee.
Operating plan of the association


Annual report

Once the year of operation ends, the executive committee of the association compiles a report on what has happened during the year. It is necessary to save all the information and documents on the activities of the association for this purpose.

One can see in the annual report how well the operating plan of the association has been realized. In the report the executive committee presents its own estimation on the activities of the association and estimates of the most important affairs. If the year has been good, it should be stated. If mistakes have been made, it is also worth listing them, so that the same mistakes would not be repeated the following year of operating.

Other information included in the annual report: 

· the names of the people who have been officials of the association, in other words the chairman, secretary, financial manager, accountants and other officials

· how the number of members of the association has changed

· how the financial affairs of the association have developed
The annual report and the closing of the accounts are dealt with in the same meeting, usually in the spring meeting. The members can suggest corrections and additions to the annual report. They have the right to be dissatisfied if the executive committee has acted incorrectly/unsatisfactorily in their opinion. The members can also thank the executive committee!
The spring meeting is a good opportunity to discuss last year’s operation together and to learn from it for future reference.
Association works in periods of one year   




8. Finances

Finances of the association must be maintained in order. Funds are the funds of the association and the executive committee is responsible for them. All income and outcome of the association must be recorded in the accounts. One can then check the accounts to make sure that no one uses the funds of the association for their own purposes.  

The amount of funding required for the association depends on what the association is for. Especially at the beginning of the operation a lot of associations have little money. The level of activity of the members is often more important to the successful running of the association than the amount of funds.
Operating an association is voluntary work. The members work for the association without pay. The funds of the association are used for operating the association. When the members of the association use their imagination and are ready to do a lot of work for the association they can achieve a lot with little funds. 
”In our own country the associations were political and nobody did any volunteer work in them. That is why it has been difficult for some people to understand that here in Finland members do not get paid for doing voluntary work for an association. For instance, arranging a festivity or some other event requires a lot of work. You have to decorate the place before the festivities and make other arrangements. After the festivity you then have to clean up the place and make sure that everything is all right. The members of the association use their time for this voluntarily. The funds gained from the festivities are not divided between the members but they are possessed by the association. People work voluntarily because they gain joy and pleasure from it. They want to help their own group and have fun together.” 

Income - where does the money come from

Where can an association acquire money for its operation? The most common sources of income are the following:

· Membership fee from the members of the association 
By paying the membership fee the members show that they belong to the association. Therefore the membership fee is an important sign of the level of activity of a member. It is sometimes easier to get financial aid if the association has plenty of members who are paying membership fee.
The membership fee must not be so large that it prevents people who are interested from becoming members. Often the membership fee is about 5-20 euros. The exact sum of the membership fee on the following year is typically decided in the autumn meeting.
The membership fee is usually paid once a year. The easiest way to do it is for the members to pay the membership fee on the bank account of the association. The association can give the members the account number of the association or a bank giro form either in person or by post. The bank giro form has to have the name of the member, operating year and the amount of the membership fee.
· Family membership

There is also a membership meant for the members’ families in many associations, if the rules stipulate that the family members can be members of the association.
· Membership fees for passive members
Membership fees of passive members and donations are also paid on the account of the association, unless agreed otherwise.

· Financial aid
Financial aid can for example be acquired from
· municipalities
· The European Union
· ministries (for example the Ministry of Education and Ministry of Labour
· TE-centres (Employment and Economic Development Centres)
· RAY (Finnish Slot Machine Association)

· Educational Associations

· provincial funds 
In addition, various foundations and committees grant financial aid to associations. You can find information on them for example from papers, internet and by asking other associations.

An association must have operations and activities for which it applies for financial aid. You can not get financial aid for founding an association. One has to specify clearly in the application for financial aid what the funds are meant to be used for. 

Financial aid can be general aid, specified aid or project aid. The general aid is meant for financing the basic operation of the association. General aid is mainly applied for from the municipality in which the association operates. There are different kinds of procedures in different municipalities as far as granting financial aid is concerned. 
Specified aid and project aids are granted for organising a certain specific project or event. One must include a clear and detailed plan of the project in the application. Often the project aid will not cover all the expenses of the project but the association has to attain part of the funding,
Financial aid can only be used for the purpose which it has been granted for. The spending of the funds must be accounted for, so the receipts must be stored carefully. You can get information on how long the receipts must be saved from the source of the financial aid. Some financers may come to check how and what for the money is used. In addition, you often have to write a detailed report on the project to the source of the granted financial aid. Managing the financial affair of big projects requires a lot of work and utmost care.       

”An association can not work if there are no ideas and active people to realize them. You must report on the projects diligently, and it can be a bit difficult, if you have not done that before. I had to personally write a report to the financers, and it was a tiresome job. One has to be careful with the paperwork . Especially the applications and reports have to be precise and credible. But everything is possible!”
· Money lotteries, money collections,  sweepstakes and fund-raising campaigns
An association can arrange money lotteries and sweepstakes in which prizes are goods. In order to organise a big money lottery a permit from the police is required. A registered association can arrange money lotteries without a permission from the police, provided that
· the overall worth of the lottery tickets is at most 2000 euros
· sell of the lottery tickets and giving the prizes takes place in the same event

· the overall worth of the winnings is at minimum 35 per cent of the collective prise of the lottery tickets

· the worth of the smallest prize is at least as big as the prise of the lottery ticket
After the money lottery an account must be made and taken to the police station. There is no need for this kind of accounting if the lottery tickets have been sold solely to the members of the association.

In order to organise a money collection or a fund-raising campaign a permit has to be obtained from the police. The collection must have a clear purpose, for instance scholarships for members of the association or hiring a Finnish teacher. An accounting has to be made for the police also after a money collection.

In unclear situations it is advisable to ask the police if permission is needed. The police can also give advice on accounting of money lotteries and money collections.

· Attendance fees               
An association can demand an attendance fee for example from participating in a course or children’s club. The money acquired in this way can be used for paying rent, teacher’s pay or other expenses.

· Events with a charge   

An association can arrange festivities in which its own members perform. Money can be raised for example by entrance fee and food service.
Arranging festivities requires a lot of work and it also costs money for the association. Publicity has to be well-organised so that enough people will come to the festivities.
· Jumble sales and flea market  
Members and supporters of the association can for example bake and make handicrafts for the jumble sales. 

At the flea market you can sell old, usable goods which the members have gathered, such as crockery, clothes and various objects. In addition, there can of course be something new and unused to sell, just like in jumble sales. 
There can also be a café and entertaining performances with the jumble sales and flea market, such as singing and dance performances. This is also a way of making the culture and customs of the members better known.

· Study centres grant financial support for studying                 
Study centres support study groups, in other words group studies for adults. A suitable number of people in a study group is 6-8 people. The group decides on the subject, studying methods and schedule. The group will inform the study centre of the starting of the study group and then studies according to its own schedules. 
A study group does not need to have a teacher. Instead the members of the group can take turns in acting as instructors. One can apply for financial aid from the study centres for the studying expenses. One must have receipts of the expenses. Financial aid can be granted in exchange of the receipts once the study group has finished.  
· Local companies

Local companies can support the operations of the associations. Normally they do not give money, but sometimes it is possible to get goods and favours. In exchange the association can for example advertise the company in some event or in its own publication.

Expenditure – where the money goes

The amount of the expenditure of the association depends on the range of its activities. One can arrange meaningful activities for the members even with a smaller amount of money. However, operating an association usually does cause a certain amount of expenses. Expenditure includes: 
· Administrative costs               
Running of the operations of the association causes small amounts of expenditure. For instance, mailing, copying and office supplies cost money. In addition, there will be expenses if a lot of the affairs of the association have to be handled by the phone. 

· Premises for the operations                
The association needs a place where it can arrange meetings and other activities. Small meetings can be arranged in someone’s home, but premises for gatherings of bigger groups of people have to be arranged elsewhere. 
Naturally the best solution is for the association to get a room somewhere completely for its own use. This way the association can organise it the way it wants and store its archives and other things in there. For instance, a weekly open night without any pre-organised programme can be arranged in the association’s own room. The members of the association can meet each other there.
 

An association seldom has money to acquire a permanent room of its own. That is when you have to rent the premises separately each time. It is advisable to ask a room to rent for example from the city, from schools, libraries or private tenants. Usually associations have to pay rent or at least a small compensation for the premises. When it comes to premises required for meetings and events the rent is usually paid in advance.
· Pays and remunerations    
If the association pays for example a language teacher, it has to take care of taxes and other payments which an employer has to take care of. Before the association decides to pay someone, it is advisable to get well acquainted with this subject. Advice on pay and paying fees and remunerations can be acquired from the tax office. 

· Taxes   
Associations do not have to pay taxes for their commonplace activities by which money is collected to support the purpose of the association. However, activities of a wider range, from which the association acquires a considerable income can be considered business transaction. If the operations of the association produce a lot of income it is always advisable to check with the tax office just to make sure that the tax related issues are in order. 
· Debts
The executive committee is responsible for the debts of the association.
· Notifications to the Register of Associations              
 The notification of the founding the association as well as notifications concerning changes in the rules of the association and persons entitled to sign the name of the association are subject to a charge. 
Accounting period                           
Accounting Act applies to all associations. According to the law the duration of an accounting period is 12 months. When an association is just beginning its operation, the accounting period can exceptionally be longer or shorter. The financial affairs during the accounting period range from budgeting to the closing of the accounts.
The executive committee makes a suggestion for the budget. The association considers and approves of it, usually in the autumn meeting. Budget and operating plan are linked to one another. It is stated in the operating plan what the association plans to do the following year. In the budget it is estimated how much future operations cost and where the money for it will be acquired. In other words, the budget includes all the profit and expenditure which is estimated to be caused by the operations listed in the operating plan. In addition, all the financial aid which the association has applied for will be listed in the budget. The budget has to be as realistic as possible. One should not estimate the profit to be bigger or the expenditure smaller than probable. 

The executive committee and the financial manager take care of the finances of the association during an accounting period. It is very important to take care of the following issues:
1. All income and expenses are listed in accounts. Two kinds of accounting are mandatory in associations. Computer and an accounting programme in the computer are helpful in accounting if available. 
2. All receipts must be preserved. Accountants check them at the end of the accounting period. 

3. Income is put on the account of the association and bills are paid from the account. When opening the account in the bank the association agrees with the bank on who are allowed to use the bank account. Normally the persons entitled to sign the name of the association have the right to use the bank account.

4.  When the accounting period ends, financial manager or someone else does the final accounts of the association. 
Final accounts must be closed within four months after the end of the accounting period. The executive committee checks the final accounts and dates and signs the documents. The most important parts of the final accounts are profit and loss account and balance sheet.

Profit and loss account is the sum total of
· all the income of the accounting period, in other words profits
· all the expenses of the accounting period, in other words losses
One can see in the profit and loss account whether the profits of the association
· are bigger than the losses (surplus) or 

· are smaller than the losses (deficit).

Example: Profit and loss account

Balance sheet is a summary of the financial situation of the association on the day when the accounting period ends. The balance sheet shows, how much funds and debts the association has.

Example: balance sheet

The accountants of the association check if the final accounts have been made correctly. They also examine how the executive committee has taken care of the finances and administration of the association. The accountants write a report on what they have discovered. This report is called auditors’ report. The accountants also sign the final accounts. 
It can be stipulated in the rules when the final accounts and other documents have to be delivered to the accountants and when the accountants, on their part, have to give their statement to the executive committee. 

The minimum times for these transactions can be found in the accounting law.
The association handles the financial matters of the previous year based on the report given by the accountants usually in the spring meeting. Thus the association closes the final accounts and decides on decreeing the disharge from liability for the accounts to the ones who have been responsible. The executive committee and possible other people who have been taking care of the financial matters and administration hold the responsibility.  
Operating on a small budget
Global Village –association was founded when a group of immigrants from the Tampere region wanted to participate in hobbies and activities together with other immigrants and Finnish natives. In their opinion people from different cultures can learn a lot from each other. Immigrants can help other immigrants to adapt to Finnish society. The association was founded so that different kinds of people from the same area could meet each another and get together.

People of the Global Village –association think that we all have knowledge and skills which we can also teach to other people. The members of the association teach each other for example in language courses and computer courses. The association also arranges multicultural events in which people from all over the world introduce their own cultures to others. 
There is not a lot of money involved in the operation of the Global Village –association. The association receives small financial contributions for arranging educational activities. In addition it gets money from membership fees, flea markets and attendance fees of events it organises. The membership fee of the association is ten euros per year. Teachers of the courses do not get paid, but their travelling expenses are remunerated. The association does not have premises of its own. It usually gets the premises for the courses and events from the city or worker’s institute free of charge or a small rent is paid. Arranging events always causes some expenses, even when the members of the association work for free. It is a good idea to co-operate with other associations of the municipality because that way work and expenses can be shared among the associations.     
Managing the finances of an association that operates on a small budget is much easier than an association that uses a lot of money. There is less paperwork and it is easier to manage it – this is useful especially if there is not a lot of experience from managing finances. The financial manager of the Global Village -association can easily keep track of the income and expenses of the association. He uses a computer as his aid. Managing the finances felt difficult at first but after working on it for a while it started to go more smoothly. He has got help for learning how to manage the finances of an association from books and courses arranged by the city.
9.  Information services 

It depends on the purpose and activities of the association how widely it will spread information of its existence and activities. The first task in publicity to undertake is to let others know that the association has been founded. Nobody can become a member if they do not even know that the association exists. One should also let people know the following:

· what is the purpose of the association
· how the association plans to operate
· what kind of members the association already has
· what kind of people are especially welcome as members or to otherwise participate in the operation of the association
· who can give more information on the association
Once the association has got its operation under way, its information services are twofold: internal − information to the members and external − information to the general public, co-operative organisations and decision-makers. Information services are involved in almost anything what the association does in public. 
The association creates publicity also by its operations and activities, in other words what it does and in which manner. 
Information services to members
It is important that the association tells about its operation to openly and equally to all its members. Otherwise they do not know what they can participate in. You can inform the members also in some other language than Finnish. The main thing is that all the members understand what is going on in the association.
When the internal information service of the association is open and democratic, everybody gets the same information largely at the same time. Secrecy or selective sharing of information causes suspiciousness and dissatisfaction. The association must make sure that its decisions and preparation for decision-making are equally available to all.  
In the meetings of the association the executive committee, work teams and people in charge can tell about everything that has been done and what is being planned. The members can ask for additional information and express their own ideas and thoughts.
All the members can not always be present at the meetings. Therefore it is necessary for the association to inform the members also by letters or newsletters, which are sent to every member’s home. If a lot of members live in the same area, one can save in postage costs by handing out the letters in the post boxes of the members. The association can send information bulleting also by e-mail, if all the members have a e-mail available. 
One can also spread information by phone, or orally when people meet each other. Personal contact is the most effective way. However, it is also a somewhat uncertain method, because some member can easily not receive the information or the person spreading the information forgets to tell something relevant.
External information services 

The association decides its own purpose and it can operate only within the range of its own members if the members wish to do so. However, even if the association does not have any activities meant for outsiders, it is not a bad idea to have some external information services in any case. An association needs approval from the surrounding society and sometimes also outside support. Then it is advantageous if the association is known. If the association wants to influence its surroundings, it needs publicity for its cause.
Information services and publicity: what and how?

It is advisable to plan the information services in the meeting of the association or the executive committee, or even in a special work team responsible for the information service. It is advisable to think about at least the following questions:
1. To whom do you want to spread information?

Inhabitants of the area, authorities, political decision-makes, children, adults? The methods of information service must be chosen based on who is the recipient of the message. Children have to be approached in a different way from adults and elderly people differently than young people etc.  
2. What is it that you want to inform the people of?

What is the event, idea or goal that you wish to tell about to outsiders? It is not a good idea to tell about several things at the same time and tell about things too broadly. It is best to concentrate on what is most relevant. Try to link your own cause with something that is currently topical and important. Justify your cause as well as possible, especially if you want to influence officials or political decision-makers.

3. What kind of means of information services you have at your disposal?

· newspapers and local papers, distribution newspapers, letters to the editor
· local radio stations
· own bulletin which the members of the association hands out in the streets or in the post boxes of the neighbourhood 

· the own internet site of the association (you can ask help for making the website for instance from educational establishments of the field)

· discussions, open doors nights, event on a market place, children’s party for the local people
· exhibition, for example in a library
· food tasting in a local shop
· telling about your own culture and life in day-care centres, schools, workplaces, worker’s institutes, other associations    

· public notice boards in shops, libraries, places of leisure-time activities
· every-day connections to neighbours, co-workers, associations and groups of people
4. Who plans, who does?

The plan is prepared by the executive committee or a work team which has been chosen for the task in hand. The executor of the plan can be one member of the association, if the task is for example to write a letter to the editor of a local newspaper. 
Otherwise it is a good idea to involve as many members of the association as possible in the task in hand. Everyone’s knowledge and skills can be useful.
Find out, what kind of skills the members have. Are there writers, people who can draw well, photographers, 

people who can play instruments or sing or are good at handicrafts, etc.? However, what is always most needed is the willingness of the members to invest their time and effort for the association.

It is advisable to divide a large task into several smaller tasks, for each of which a certain person is responsible. Draw up a written plan, in which all the tasks and the people responsible of each task are listed. That is how a member of the association who is willing to work knows who to contact when necessary. 
5. How to find co-operative partners?
Look for such co-operative partners who have a natural connection to the operations of the association:
· display of literature and culture in a library
· evening of songs and cultural customs together with the local cultural association, friendship association or another immigrant association 
· display of own food traditions together with a local restaurant or a shop
· a course arranged together with a worker’s institute, study centre or local educational organisation 
· getting to know the surroundings and its inhabitants by taking part in the activities of a neighbourhood association, nature club or sports association 
· voluntary work with the local branch of the Red Cross or some other organisation
Find out, what other associations operate in the neighbourhood and what kind of activities there are and join in. At the same time you will become known to a lot of people who you might not be able to reach even with the most efficient publicity.
10. Common cause, everybody get involved!

Participation in the activities of an association is voluntary. Even a member of the association can not be forced to accept duties if he does not want to. Just spending time together is the most important thing for a lot of people.      

Paying the membership fee is obligatory for a member of an association. Apart from that each member does what he can do and wants to do or what is required in the operations of the association. The members can gradually learn the knowledge and skills required for operating an association.
A member commits himself to the association if the purpose and activities of the association meet his needs. The purpose and ways of operating can change over the years. It is important to do what the members want. Planning of the operations is a common task of all the members. 
Operating an association means doing things together. A member does not want to just sit in the meetings. The association must give him tasks. The tasks can be big or small but for the association everybody is equally important.
How to arouse enthusiasm in members to make them participate in operations of the association:

· Give them tasks,  permanent or temporary
· Explain the goal of the task and what it is aimed at 

· Explain how the task fits into the big picture or the purpose of the association
· Show trust
· Give power and freedom to do things your own way
· Encourage to act and take risks
· Give advice when asked
· Be interested, give encouragement 
· Give feedback, remember to say thank you
· Keep up optimism, belief in the cause, positive atmosphere
(Source: Kalevi Leppänen, Association 95, adapted)
Where to find more information?
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Hakanen, Jari & Puro, Ulla: Vuorovaikutustaidot ryhmässä. Helsinki. Työväen Sivistysliitto 2000.

Halila, Heikki: Yhdistystoiminnan perusteet. Helsinki. 1999.
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Lihavainen, Lea (toim): Yhdistys toimii. Helsinki. Opintotoiminnan Keskusliitto OK ry, 1996.
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Paananen, Risto: Yhdistyslaki. Helsinki. Työväen Sivistysliitto ry, 2001.

Riikonen, Virve & Siisiäinen, Martti (toim.): Yhdistys 2000. Helsinki. Opintotoiminnan Keskusliitto OK ry, 1996.

Suominen, Riitta: Käytännön kokous- ja neuvottelutaito. Helsinki. Kirjayhtymä, 1994.

Yhdistyksen kokous. Helsinki. Työväen Sivistysliitto 2001.

Internet:

Patentti- ja rekisterihallituksen yhdistyspalvelu: www.prh.fi/fi/yhdistysrekisteri.html
Varainhankinta.net: www.varainhankinta.net/index.shtml
Kokoustekniikka Online: www.hut.fi/Yksikot/KieVie/Viestinta/ktol/
Järjestöjen arkistonhoito: www.kansanarkisto.fi/jarje.htm
 
 


Addresses
Register of Associations
The National Patent and Register Board
Arkadiankatu 6 A, Helsinki

address: PL 1150, 00101 Helsinki

tel. (09) 6939 500

www.prh.fi/fi/yhdistysrekisteri.html


Maahanmuuttajien Tuki ry

Hitsaajankatu 5 A

00810 Helsinki

(09) 7557137

www.maahanmuuttajientuki.fi
Educational Associations:

Kansallinen Sivistysliitto KANSIO ry 
Pohjoinen Rautatienkatu 21 B, 00100 Helsinki
tel. (09) 69 381



Kirkkopalvelut/Kristillinen Opintokeskus
Töölönkatu 55, PL 400, 00251 Helsinki
tel. (09) 4155 2000
www.kirkkopalvelut.fi/

KSL-opintokeskus
Hämeentie 36, 00530 Helsinki
tel. (09) 229 421
www.ksl.fi/


MSL-opintokeskus
Eerikinkatu 28, 00180 Helsinki
tel. (09) 751 2020
www.msl.fi/

OK-opintokeskus
Paasivuorenkatu 2 A 2, 00530 Helsinki
tel. (09) 4153 4200
www.okry.fi/



Opintokeskus Kansalaisfoorumi 
Vernissakatu 8, 01300 Vantaa
tel. (09) 584 0610
www.vasili.fi/

Svenska Studiecentralen
Nylandsgatan 17, PB 235, 00121 Helsingfors
tel. (09) 6129 0714
www.ssc.fi/

TJS-opintokeskus
Ratamestarinkatu 11 A, 00520 Helsinki
tel. (09) 229 3030
www.tjs-opintokeskus.fi/

TSL-opintokeskus
Siltasaarenkatu 4, 00530 Helsinki
tel. (09) 476 2800
www.tsl.fi/

ViSiO
Ruoholahdenranta 1 E, 00180 Helsinki
tel. (09) 612 9120
www.kaapeli.fi/visio/

VOCABULARY
Agenda of a meeting = Document which lists the items to be dealt with in a meeting. The agenda of the meeting of the association is drawn up by the executive committee.

Under guardianship = Legal term related to a person who is not competent. He can not take care of his own business but has a legal guardian. For instance, parents are guardians of their children.

Officials of a meeting = People who take care of the running of the meeting are called officials of the meeting. Chairman and secretary are obligatory officials. Other officials can be accountants and vote counters.
Legitimate and competent = There are stipulations in the Associations Act and in the rules of the association on how and when an invitation to a meeting must be delivered to members. The meeting of the association is legitimate and competent − in other words it can make decisions − when these stipulations have been followed. There can for example be a stipulation in the rules of when the executive committee is competent.

City administrative court = City administrative courts are local authorities. One can turn to the local city administrative board for example in matters related to the Register of Associations. City administrative court provides brochures, advice and information. 

Person entitled to sign the name of the association = Persons entitled to sign the name of the association are members of the association who have the right to sign their names in official documents on behalf of the association. The chairman of the executive committee is always one of the persons entitled to sign the name of the association.

Artificial legal person = Organisation which according to the law has rights and obligations. An association becomes a legal person when it is registered. In that case the association also has legal capacity. Artificial legal person can for instance get a loan and make commitments.
The National Patent and Register Board = Civil service department which deals with matters related to associations and maintains a Register of Associations.

Memorandum of association = Document which is done when founding an association. At least three founding members sign the memorandum of an association. Three copies of it are sent to the Register of Associations.

Registered association = An association registered in the Register of Associations. There is an abbreviation ry. at the end of the name of the association.
Unregistered association = An association which has not been registered in the Register of Associations.
Statutory = Stipulated in the rules. Statutory meeting is a meeting which has to be held according to the rules of the association.
Tili- ja vastuuvapauden myöntäminen = Hallitus on vastuussa yhdistyksen rahoista. Edellisen vuoden hallitukselle myönnetään vapautus tästä vastuusta, jos se on hoitanut taloutta päätösten mukaan oikein ja kirjanpito on kunnossa.

Term of office = Period of time for which for example a executive committee is in office. Usually the term of office of a executive committee is one or two years.
Association = A community of people founded by at least three people, which has some ideological purpose and which operation is meant to be permanent.
Finnish Associations Act = Law which has regulations concerning the operation of an association.

Register of Associations = Register which includes information on all registered associations in Finland.
A group of people decide to found an association.





Possible future members of the association are summoned to a meeting to discuss for which purpose the association is founded and what the form of operation will be.





Rules approved by all the founding members are drawn up for the association.





A memorandum of the association is written and it is signed at least by three people over the age of fifteen





OR





A founding meeting is held, in which records a decision on founding of the association is recorded. The founding members sign the records.





Toimitetaan perusilmoitus, säännöt ja perustamiskirja tai perustavan kokouksen pöytäkirja kolmena kappaleena  joko in the city administrative court or straight to the registry of associations maistraattiin tai suoraan yhdistysrekisteriin.





Täytetään perusilmoitus yhdistysrekisteriin –lomake.





Immigrants ry, profit and loss account 1.1.2002-31.12.2002 





Operation


profit:


attendance fees from courses			100


financial aid for the study group		100 


entrance fees to parties		  	  80


sum total				280





expenses:


travelling expenses of the course teacher	 	 -50


material for the study group			  -80


organising parties			  -40


rent of the premises			-150


mailing and telephone expenses		-100


copying				  -10


trips				-130


sum total				-560





Gathering of funds


membership fees			150


financial aid from the city			150


sum total				300





surplus of the accounting period		  20





The association can use any language it wishes in its operations. Invitations and records can be written on the language that is best understood by the members. Whenever an extract of the records is required for example as an appendix to an application, it can be translated into Finnish. 








Immigrants ry, balance sheet 31.12.2002 





Receivables:


funds and bank claims			 10


sum total				 10








 Liabilities:


deficit of the previous accounting period		-10


surplus of the accounting period		 20


Sum total:				 10





Memorandum of association 





We, who have signed this memorandum have founded an association called ”Immigrants”, joined in it as members and accepted the rules in the attachment.


 





Tampere, 2nd of October 2002





(signatures of all the founding members, at least three members)





Association of Immigrants ry.´s autumn meeting 25.11 at 6 p.m. at the Keinutie school





AGENDA OF THE MEETING





Opening the meeting


Selection of the officials of the meeting    


chairman


secretary


two scrutinizers of the records 


counters of votes Establishing of the legitimacy and quorum of the meeting 


Approval of the agenda of the meeting 


Announcements anniversary of the association 15.1


experiences and profit from the jumblesales of the association


other matters: 


Election of the executive committee and the chairman of the association for the year 2003 


Election of the accountants for the year 2003   


Approval of the operating plan for year 2003 


Approval of the financial plan for 2003


Decision on the exact sum of the membership fee for year 2003


Other matters


Ending the meeting





RECORDS  (extract)         


The autumn meeting of the Immigrants ry.





Time: 27.11.2002 6 p.m.-8.15 p.m.





Place: Keinutie school





The number of members present: 28. 





1. OPENING OF THE MEETING





The chairman of the association ... declared the meeting open and established the legitimacy and quorum of the meeting. 





2. CHOOSING THE OFFICIALS OF THE MEETING 





- Chairman 


- Secretary 


- Scrutinizers of the records 


- Counters of votes





3. APPROVAL OF THE AGENDA OF THE MEETING


ESITYSLISTAN HYVÄKSYMINEN





The agenda of the meeting was approved with two additions to the paragraph 4.


- The activities of the study groups of the association. 





4. ANNOUNCEMENTS


-   The anniversary of the association will be held on                   15.1. in the cabinet of restaurant Helmi.


It was decided that Cobacabana band will be performing  in the festivities. Votes were 23-5. The team which has been preparing the festivities will contact the performers.





and so on...





BEFORE THE MEETING





reserve the place for the meeting





send invitations to the meeting and include the following information:


- date and time 


- location (sometimes it is also necessary to include directions     to the location where the meeting takes place)





- information on matters that will be dealt with, at least


items regulated by law and the rules of the association





- additional programme, for example serving of coffee, a movie, presentation





the executive committee draws up the agenda of the meeting





the executive committee prepares the matters to be dealt in the meeting and can also make proposals for the decisions


arrangement of possible refreshments, performers etc. 





take the following with you to the place of meeting 


- agenda and invitation to the meeting


- proposals of the executive committee, if any exist


- other information or preparations for the items of the meeting (such as the price of a ticket, admittance fee)


- rules of the association 


- pens and paper for making notes


- voting slips for a possible vote


- a vessel for gathering the voting slips 





furnish the meeting room in a comfortable way


- tables and chairs in a suitable arrangement, preferably so that everybody can see each other





The operating plan of the Immigrants ry. 


for the year 2003 (extract) 





1. The association will acquire more members during the 


year and make its operation and activities better known in


the local region. 





For this purpose the association will arrange a campaign:





- We will invite reporters of the local paper and local radio station to get to know the association and its activities.





- Members of the association write on the local paper about matters concerning immigrants and about difficulties of the immigrants. 





- We participate in public events of the local region.





- We arrange an exhibition together with the library, displaying photographs, books and objects from our home country. 








- We offer to come to talk about our culture in day-care centres and schools. 





- We personally contact immigrants who are not yet members of our association.





2. The association founds a study group, in which members study Finnish language.  


The association finds a teacher to teach this study group once a week.





3. Members of the association arrange a club for children, in which  children can do crafts, play and speak their mother tongue.  





and so on...








AFTER THE MEETING





records of the meeting    


- the secretary of the meeting draws up the records 


- the chairman reads it through and signs it


- the scrutinizers of the records read it through and approve of it





carry out the decision reached in the meeting


- every one does what they have been assigned to do


- the executive committee of the association is responsible for everything getting done





send a notice to the Register of Associations (if the rules or the persons entitled to sign the name of the association have changed 





SPRING





AUTUMN





SPRING MEETING


dealing with the annual report


closing of the accounts  


decreeing  discharge from liability  to the executive committee


dealing with other items stipulated in the rules     





AUTUMN MEETING


dealing with the annual report 


dealing with the budget


choosing the executive committee


choosing the accountants


dealing with other items stipulated in the rules     





DURING THE YEAR:


monthly meetings


unofficial get-togethers


projects


sufficient number of meetings of the executive committee


festivities


events


gatherings of study groups


other activities of the association














Meeting of the executive committee





Members of the executive committee participate.


A required number of meetings per year.


Matters that have been stipulated in the law on associations to be decided in the meeting  of an association can not be decided on in the meeting of the executive committee.


The executive committee makes sure that the decisions reached in the meetings of the executive committee will in fact be realised.








Meeting of the association





All members can participate.


Matters stipulated in the rules are decided on annual meeting or spring and autumn meetings.


In addition a required number of other meetings.


The most important decisions are made in the meetings of the association, for instance choosing the executive committee, changing the rules of the association , major decision regarding the financial matters of the association.








