RSL TAS Inc. - By-Law 1

Governance


1. As incorporated bodies and registered charities, RSL TAS Inc. Tasmania and its sub-branches have certain reporting requirements to maintain compliance in accordance with the Act, the Australian Charities and Not-for-profit Commission (ACNC), Commonwealth tax laws, the Australian Securities and Investments Commission (ASIC) and RSL TAS Inc. Tasmania /Sub-Branch Constitutions and By-Laws. 

2. To assist sub-branches maintain compliance with their various legal and constitutional requirements a number of important Annexes are attached to this By-Law. 

3. Listed at Annex A is the Sub Branch Compliance Checklist which is to be completed, twice yearly, and recorded in the Minutes of the April and October Committee Meetings. Additionally, the April checklist is to be submitted with other reporting requirements to RSL TAS Inc. Tasmania by 14th May annually. sub-branches may use this checklist at any stage to conduct a self-audit, as well as by Regional Directors upon Sub Branch visits. The checklist includes the reporting requirements and timings for sub-branches.

4. Annex B outlines the steps the State Board will consider taking for non-compliance with the Branch Constitution.

5. Annexes C to J cover ACNC Governance Standards (GS) and other requirements that must be adhered to if a sub-branch is to maintain its “charitable status.”  

6. Annexes K covers the Sub-Branch Letter of Appointment for Responsible People, Annex L the Sub Branch Register of Responsible Persons and Annex M the Sub Branch Register of Conflict of Interest.


7. The following documents form part of this By-Law:

a. Annex A – Sub-Branch Compliance Checklist,
b. Annex B - Procedure for non-compliance with Branch Constitution,
c. Annex C - ACNC GS 1: Not-for-Profit & working towards Charitable Purposes,
d. Annex D - ACNC GS 2: Accountability to Members,
e. Annex E - ACNC GS 3: Compliance with Australian Law,
f. Annex F - ACNC GS 4: Suitability of Responsible People,
g. Annex G - ACNC GS 5: Duties of Responsible People,
h. Annex H - ACNC GS 6: Maintaining & Enhancing Public Trust & Confidence……,
i. Annex I - ACNC: Keeping Charity Records,
j. Annex J - ACNC: Maintaining Your Charity Entitlement to Registration,
k. Annex K - Sub-Branch Letter of appointment for Responsible People,
l. Annex L - Sub-Branch Register of Responsible Persons, and
m. Annex M - Sub-Branch Register of Conflict of Interest, and
n. Annex N – ATO: Change of Registration Details
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Annex A

	[bookmark: _Hlk149634503]Sub-Branch Governance Check List 

	

	[bookmark: _Hlk151032283]Serial 1
	Has the Sub-Branch Governance Check List been submitted to State Branch bi-annually?
	· NLT 14 May 
· NLT 14 October
	Y/N

	

	RSL TAS Inc. Tasmania Constitutional Governance

	Serial 2
	Have the following been provided to RSL TAS Inc. Tasmania?: 
· [bookmark: _Hlk144370264]AGM Minutes, 
· Audited/Reviewed Financial Report,
· Details of changes of Committee and Appointed Persons,
· Copy of the Register Breakdown of Membership numbers by type,
· Sub-Branch Compliance Checklist
	· Required NLT 14 May Annually
	Y/N

	Serial 3
	Has the sub-branch attended the last RSL TAS Inc. Tasmania AGM?
	
	Y/N

	

	RSL Sub-Branch Constitutional Governance

	Committee

	Serial 4
	Are all Committee positions filled?
	· President
· Vice President (Service)
· Deputy President (If approved by sub-branch)
· Secretary
· Treasurer
· Committee Members
· (60/40 Rule)
	Y/N

	Serial 5
	Have all Committee and Appointed Members been provided with a sub-branch Letter of Appointment for Responsible Persons, and Duty Statement outlining their responsibilities, and a copy of ACNC Governance Standard 5?
	
	Y/N

	Annex A
(cont)

	Serial 6
	Have the Committee and any other members filling Appointed Positions declared any and all Interests and have these interests been recorded in the Register of Conflicts of Interests?
	· Appointed Positions
· Public Officer
· Wellbeing Support Officer
· Any Other Officers
	Y/N

	

	Maintenance of Registers

	Serial 7
	Does the sub-branch maintain a Register of Responsible Persons?
	· Annex L
	Y/N

	Serial 8
	Does the sub-branch maintain a Register of Conflict of Interests?
	· Annex N
	Y/N

	Serial 9
	Does the sub-branch maintain a Register of Membership (by Type)?
	
	Y/N

	Serial 10
	If applicable does the sub-branch maintain a Register of the Use of the Common Seal?
	
	Y/N

	Serial 11
	Does the sub-branch maintain a Register of completed Compliance Check lists?
	
	Y/N

	Serial 12
	Does the sub-branch maintain an Asset Register?
	
	

	Serial 13
	Does the sub-branch maintain a Key Register?
	
	Y/N

	

	Conduct of Annual General Meeting

	Serial 14
	Has notification been given of the AGM, IAW the sub-branch Constitution?
	· Date Members were notified
	Y/N

	Serial 15
	Has the AGM been conducted IAW the sub-branch Constitution?
	· Dated AGM Conducted
	Y/N

	Serial 16
	Have the Election and or Appointment of Committee Members been conducted IAW the sub-branch Constitution?
	
	Y/N

	Serial 17
	Have the following positions been appointed and recorded in the AGM Minutes or a Committee Meeting of the sub-branch?
	· Public Officer
· Property Officer
· Membership Officer
· Wellbeing Support Officer (minimum 1)
	Y/N
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(cont)

	Serial 18
	Have the Audited/Reviewed Financial Report been presented at the AGM or EGM?
	
	Y/N

	

	Conduct of Sub-Branch Committee Meetings

	Serial 19
	Have the Agenda, Previous Minutes, Financial Report, Motions and any other relevant documents and information been distributed to Committee Members in a timely manner prior to the meeting?
	
	Y/N

	Serial 20
	Have the Minutes been completed in the correct format and are proper records of what transpired at the meeting?
	
	Y/N

	Serial 22
	Have the Minutes been duly signed by the President and Secretary?
	
	Y/N

	Serial 22
	Do the Minutes reflect any Conflict of Interests as declared?
	
	Y/N

	Serial 23
	Has a written Financial Report been presented and recorded in the Minutes?
	
	Y/N

	Serial 24
	Has a Wellbeing Report presented and recorded in the Minutes?
	
	Y/N

	Serial 25
	Has a Membership Report been presented and recorded in the Minutes?
	
	Y/N

	Serial 26
	Does the sub-branch have a Budget prepared for the 12-month period?
	
	Y/N

	

	Compensation Advocates, Wellbeing Advocates, and Wellbeing Support Officers

	Serial 27
	Have all Compensation Advocates, Wellbeing Advocates and Wellbeing Support Officers’ provided data and hours recorded to RSL TAS Inc. Tasmania for Data collection and BEST Grant funding?
	
	Y/N
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	Volunteer Hours Diaries Australian Taxation Office (ATO)

	Serial 28
	Have “change of registration details” for authorised Committee members responsible for making enquiries about the sub-branches tax affairs been updated as necessary? Does the Sub Branch maintain Volunteer Diaries?
	· To Be Reviewed NLT 30 June Annually

	Y/N

	Serial 29
	Reserved Are the Volunteer Hours diaries being properly filled out?
	Reserved
	Y/N

	Serial 30
	Reserved Are Volunteer hours being Consolidated Annual and being sent to State Branch as required?
	Reserved
	Y/N

	

	Associations Incorporation Act 1964 Governance

	Serial 31
	Have any approved Constitutional changes been submitted to the Consumer, Building and Occupational Services (CBOS) Tasmania?
	· To Be Reviewed NLT 30 June Annually

	Y/N

	

	ACNC Governance

	Serial 32
	Is the sub-branch registered as a charity with the ACNC?
	Yes/No
	Y/N

	Serial 33
	Have Has the sub-branch uploaded their current Constitution to the ACNC Portal?
	· Once Uploaded – Additional changes to the Constitution need to be updated if/when required
· To Be Reviewed NLT 30 June Annually

	Y/N

	Serial 34
	Have ALL appointed sub-branch Responsible and Authorised Persons been uploaded to the ACNC Portal?
	· Required NLT 30 June Annually
	Y/N

	Serial 35
	Have Has the sub-branch uploaded their Annual Financial Report to the ACNC Portal?
	· Required NLT 30 June Annually
	Y/N

	Serial 36
	Have Has the sub-branch completed the Annual Information Statement to the ACNC?
	· Required NLT 30 June Annually
	Y/N

	Serial 37
	Does the sub-branch comply with the ACNC Governance Standards and External Conduct Standards?
	· To Be Reviewed NLT 30 June Annually
	Y/N

	Serial 38
	Is the sub-branch Compliant with the ALL requirements of the ACNC?
	· To Be Confirmed NLT 14 July Annually
	Y/N
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Comments from the Regional Director

Other Issues

Were there any other issues at the sub-branch which should be brought to the Attention of RSL TAS Inc. Tasmania		Yes/No

If Yes – please describe

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..............................................................

Any Other Comments 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Signed:……………………………………………..       Date: …………………………………………….

Print Name: ……...........................................................………………………………….

Position Held: …………………………..................…………………………………………………..
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	Procedure for Non-Compliance with Branch Constitution

	
	Non-Compliance
	Timeline/Action 

	




Serials 1 & 2 


	If a sub-branch does not provide the required information as stated in Annex A, Serial 1, a Letter of Notification will be issued to the sub-branch.
	· The Letter of Notification to be issued 14 days from non-compliance.
· The sub-branch will be given 30 days to rectify anomalies or request an extension with justification and actions taken to remedy actions.


	
	Non Compliance with the requirements and timelines detailed in the Letter of Notification, or the requirements of an approved extension, will result in a Final Letter of Notification being issued. The Final Letter of Notification will outline further requirements and timeframes for the sub-branch to comply with.

	· A Final Letter of Notification to be issued to the sub-branch, 14 days after the expiration of the Letter of Notification 

	
	In the event that the sub-branch does not comply with the Final Letter of Notification. 
	· A letter will be issued to the sub-branch advising of the withdrawal of the sub-branches’ Charter, and closure of the sub-branch.


	



Serial 3
	If a sub-branch does not attend the RSL TAS Inc. Tasmania Annual General Meeting, and does not provide notice of their intended absence, a Letter of Notification will be issued requesting the reasons for the sub-branch not attending. 
	· The Letter of Notification to be issued 14 days from non-compliance.
· The sub-branch will be given 14 days to reply outlining their reasons for non-attendance. 

	
	If, in the event the sub-branch does not attend two consecutive RSL TAS Inc. Tasmania Annual General Meeting or is absent twice in a five year period, a Letter of Notification will be issued advising of disciplinary action to be taken against the sub-branch.

The Final Letter of Notification will outline further requirements and timeframes for the sub-branch to comply with.

	· A Final Letter of Notification to be issued to the sub-branch, 14 days after the expiration of the Letter of Notification

	
	In the event that the sub-branch does not comply with the Final Letter of Notification. 
	· A letter will be issued to the sub-branch advising of the withdrawal of the sub-branches’ Charter, and the closure of the sub-branch.
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GOVERNANCE STANDARD 1: 			

	
NOT-FOR-PROFIT AND WORKING TOWARDS CHARITABLE PURPOSE

Governance Standard 1 requires charities to demonstrate that they:
· were set up as a not-for-profit with a charitable purpose, and
· run as a not-for-profit and work towards that charitable purpose.
It also requires charities to demonstrate that they can provide information to the public about their charitable purpose.
Purpose of this standard
To be registered with the ACNC, all charities must be not-for-profit and have a charitable purpose.
This standard requires charities to remain not-for-profit and to work towards this purpose, which provides reassurance to the public that the charity has good reasons to be entitled to the tax concessions and other benefits it receives.
Ways to meet this standard
Common steps your charity can take to meet Governance Standard 1 are to:
· include charitable purpose and not-for-profit clauses in your governing document (such as your charity’s constitution, rules or trust deed)
· upload the governing document with these clauses in the ACNC Charity Portal, so it appears on the public ACNC Charity Register
· run your organisation as a charity (by following its purpose and being a not-for-profit), and
· provide information about your charity's purpose and how it meets it on a website or through social media.
Demonstrating your charity is not-for-profit and has charitable purposes
Charities can meet this part of the standard by including their charitable purpose and a rule requiring them to operate as a not-for-profit in their governing document.
Annex C (cont)
Most registered charities will already have a governing document that includes clauses or rules relating to charitable purpose or not-for-profit nature. The ACNC usually requires this as part of the registration process. Once registered, the governing document will automatically be published on the ACNC Register.

If your charity’s governing document is not published (because it was endorsed for charity tax concessions prior to 3 December 2012, for example), you can upload a copy of your governing document to the Register using the Charity Portal.
If your governing document has been updated, you will need to upload the new version in the Charity Portal.
However, having a governing document is just one way of meeting this part of this standard. Your charity does not have to use a formal document, or even something in writing to demonstrate its purposes and not-for-profit character, if this is reasonable for your situation.
For example, a small charity might save a copy of an email of an agreement between members on the charity’s purpose. Or, your charity’s mission statement may clearly outline its charitable purpose.
Operating as a not-for-profit and for its charitable purpose
A charity must run as a not-for-profit and work towards the charitable purpose it was established to achieve in order to meet this part of the standard.
A not-for-profit is an organisation that does not operate for the profit, personal gain or other benefit of particular people. This can include people such as its members, the people who run it (its Responsible People) or their friends or relatives. Charities must be not-for-profit both while they are operating and if they close down.
There are some practical steps you can take to help your charity meet this part of the standard. For example, set up processes that protect and control what happens to your charity’s donations or any profits it makes, so that these are only used for its charitable purpose. This includes having rules about who has access to money, and who decides how it is used.


Annex C (cont)

Making information about your purposes available to the public
A charity can generally meet this standard if a copy of your charity’s governing document contains clauses about its charitable purpose and it appears on the ACNC Register.
There are also other ways to meet this standard, provided these steps are reasonable for your type of charity. For example, you could:
· explain what your charity does on its website, through social media or an annual report (particularly if it is a larger charity)
· if your charity does not have a website or social media presence, provide the information on request by phone, email or in writing
· display your charity’s purpose in writing at its office.



Annex D
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Governance Standard 2 requires charities to:
· take reasonable steps to be accountable to their members, and
· allow their members adequate opportunities to raise concerns about how the charity is run.
Being accountable includes letting the members know about the charity’s activities and what the results of those activities are. It also includes allowing members to raise concerns and ask questions about how a charity is run.
Purpose of this standard
A charity’s members are its ‘owners’ and form an important part of any charity. Members are entitled to know how a charity is acting and using its resources (finances and any assets) on their behalf.
This standard helps a charity’s members to understand the charity's operations and also to raise any questions or concerns they may have about the way it is run. For example, members may want to know about the charity's financial position, or what a charity is focusing its future work on.
Charities must be open and accountable to their members. This standard helps members to understand their charity’s operations and raise questions about its governance. It provides an important level of accountability for those who operate the charity.
Ways to meet this standard
Common steps your charity can take to meet this standard are to:
· organise a meeting at least annually with members (such as an annual general meeting) with opportunities for members to ask questions and vote on resolutions
· provide information to members on your charity’s activities and finances, and

Annex D (cont)

· have clear processes for appointing Responsible People (such as board or committee members) – this can include setting out the process in your charity's governing document (such as constitution, rules or trust deed).
The above steps are examples of common or minimum requirements only, and are in addition to what your charity is required to report to the ACNC. For example, even though a small charity does not have to submit a financial statement to the ACNC, its members should be able to ask for some financial information.
A larger charity with many clients and a significant reach may need to do more to meet this standard. For example, it may be appropriate to have more formal rules and processes on things such as:
· providing formal written notice of meetings and set periods of notice prior to meetings being held
· how items can be added to meetings for discussion or voting on (possibly requiring notice to be given before the meeting)
· providing an annual report to members, explaining your charity’s financial position, and
· nominating, appointing or electing Responsible People.
The steps that are reasonable depend on a charity’s specific circumstances.
Charities that are required by law to hold meetings and involve members
If your charity is an Indigenous corporation, an incorporated association or a co-operative and already meets its responsibilities to hold meetings and be accountable to its members under its incorporating legislation, it will be considered to be meeting this standard.

For companies registered under the Corporations Act, the obligations relating to member meetings under this Act no longer apply.
If your charity is a company, read more about the changes for charities registered with ASIC and ACNC.


Annex E
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Governance Standard 3 requires charities to not act in a way that, under Commonwealth, state or territory law, could be dealt with as:
· an indictable offence (being a serious crime that is generally tried by a judge and a jury), or
· a breach of law that has a civil (not criminal) penalty of 60 penalty units or more.
Purpose of this standard
Acting lawfully helps protect a charity’s assets, reputation and the people it works with.
This standard does not impose a new burden on charities as they are already required to follow Australian laws.
This standard allows the ACNC to investigate potentially serious breaches of law.
Ways to meet this standard
You can take some simple steps to reduce the risk of your charity breaching this standard. In most cases, common sense and good practice will reduce risk, such as:
· being familiar with the main areas of regulation for your charity
· having some processes to protect your charity’s finances and assets
· having a process to ensure your charity meets its legal obligations.
The extent and type of processes and controls that are reasonable for each charity will vary depending on its situation.
How the ACNC will approach this standard
The ACNC will not investigate every alleged breach of law by a charity.
The ACNC will only investigate serious offences (for example, fraud, money laundering or terrorist financing) that are likely to affect public trust and confidence and where this is necessary to protect the assets of the charity and the people it serves.
The ACNC will not investigate breaches of law or issues that other regulators or the police are better placed to handle. The ACNC will work with those agencies where appropriate.

Annex F
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Governance Standard 4 requires charities to take reasonable steps to be satisfied that their Responsible People (its board or committee members, or trustees) are not disqualified:
· from managing a corporation under the Corporations Act 2001 (Cth) (the Corporations Act), or
· from being a Responsible Person by the ACNC Commissioner within the previous 12 months.
If a charity is not satisfied, it must not appoint this person. If the person is already appointed, the charity must take reasonable steps to remove them as a Responsible Person.
The requirement to ensure that Responsible People are not disqualified from managing corporations applies even if your charity is not a company.
Purpose of this standard
The members of a charity’s governing body should ensure that it is well governed, responsibly managed and meeting its obligations under the law.
Together, these people share responsibility for a charity’s work. It is important that a charity’s Responsible People are suitable for the responsibility they hold to a charity and to the people it works with.
This standard makes sure that registered charities are not controlled by people who may pose a risk to the charity’s financial position or the pursuit of its charitable work. 
For charities to operate effectively, it is important that their members, the people they serve, and the public have confidence in the suitability of their Responsible People.
Ways to meet this standard
Ensure Responsible People are not disqualified
Your charity will likely meet the first part of this standard if, for existing or potential
or potential Responsible People, it:
· understands how a person becomes disqualified
· does a search of the ASIC Disqualified Persons Register for each person
· does a search of the ACNC Register of Disqualified Persons for each person (the ACNC has not disqualified anyone at this time), and
· requires each of its Responsible People to sign a declaration confirming that they are not disqualified and that they understand what it means to be disqualified.
If your charity takes these above steps, it will likely meet this part of the standard. However, if it suspects that a Responsible Person is disqualified, it must take further steps to be satisfied that the person is not disqualified.

In searching these registers, consider whether a Responsible Person has ever been known by a different name.

Removing unsuitable Responsible People
If any of your charity's Responsible People are listed on one of these registers or refuses to sign a declaration, or if your charity believes that they are disqualified, your charity must take reasonable steps to remove them.
You should begin by asking the person to resign. If they refuse, follow the process in your charity's governing document and any processes set under legislation that applies to your charity to remove them as a Responsible Person.
You may need to call a meeting of the board or committee or a general meeting of the members to remove them by a vote.
If your charity cannot remove the person (for example, if the members of a company limited by guarantee refuse to remove a director), please write to the ACNC and explain the situation. You may also consider whether it is necessary to involve another regulator – for example, the one that your charity was incorporated by. If there are good reasons to keep the person, please contact us because the ACNC Commissioner may give your charity permission to do so.
If you need to appoint a new Responsible Person, see our tips on choosing a new board member.



Annex G
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Governance Standard 5 requires charities to take reasonable steps to make sure that the following duties apply to Responsible People and that they follow them. The duties can be summarised as follows:
· to act with reasonable care and diligence
· to act honestly and fairly in the best interests of the charity and for its charitable purposes
· not to misuse their position or information they gain as a Responsible Person
· to disclose conflicts of interest
· to ensure that the financial affairs of the charity are managed responsibly, and
· not to allow the charity to operate while it is insolvent.
Generally, the duties mean that Responsible People should act with standards of integrity and common sense.
Read more about the duties of Responsible People.
Purpose of this standard
A charity must make sure that its Responsible People are required to meet a set of legal duties. This ensures that they act in the best interest of the charity and in a way that doesn't endanger its work.
Responsible People have a responsibility to put the interests of their charity above their own personal interests. Generally, they need to be careful and conscientious in their roles and act with standards of common sense and integrity.
The purpose of this standard is to give the public confidence that a charity’s Responsible People are managing the charity well and meeting these duties.

Annex G (cont)
Ways to meet this standard
Steps your charity can take to meet this standard:
· bring these duties to the attention of Responsible People (such as providing them with a copy of this guidance or other resources)
· outline their duties in a letter of appointment or by setting them out in a board or committee charter
· regularly provide information or training to Responsible People on their duties to refresh their knowledge (such as by advising of ACNC webinars on relevant topics)
· encourage Responsible People to attend, prepare for, and participate in meetings
· have processes for the responsible management of money
· have processes in place to manage conflicts of interests, and
· take action if Responsible People are failing to meet their duties.
Other laws on the duties of Responsible People
A charity’s Responsible People may already be subject to duties under other laws that apply to the charity. For example:
· equivalent duties exist in state or territory incorporated associations legislation – if your charity and its Responsible People comply with these duties, your charity will meet this standard
· for companies under the Corporations Act 2001 (Cth), the Governance Standards replace most requirements relating to director duties under this Act – however, some criminal offences under this Act and similar duties under common law continue to apply (read more about the changes for charities registered with ASIC and ACNC)
· trustees will generally have higher duties (for example, under the common law).

Annex H
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Description automatically generated]GOVERNANCE STANDARD 6: MAINTAINING AND ENHANCING PUBLIC TRUST AND CONFIDENCE IN THE AUSTRALIAN 
NOT-FOR-PROFIT SECTOR

Governance Standard 6 requires charities to take reasonable steps to become a participating non-government institution if they are, or are likely to be, identified as being involved in the abuse of a person:
· in an application for redress made under section 19 of the National Redress Scheme for Institutional Child Sexual Abuse Act 2018 (Cth) (Redress Act), or
· in information given in response to a request from the National Redress Scheme Operator (the Secretary of the Department of Social Services) under section 24 or 25 of the Redress Act.
This could include, for example, a registered charity that was named in the Royal Commission into Institutional Responses to Child Sexual Abuse but may not have been identified so far in a redress application.
Purpose of this standard
The purpose of this standard is to maintain and enhance public trust and confidence in the Australian charity sector by ensuring that a registered charity’s governance enables it to be accountable for its past conduct relating to institutional child sexual abuse.
Ways to meet this standard
A registered charity will be affected only if it is, or is likely to be, identified as being involved in the abuse of a person.
Common steps a registered charity can take to meet the Governance Standard 6 may include:
· becoming a participating non-government institution within six months of the relevant redress application relating to the charity being made or within six months of the charity being identified in a response to a request for information under the Redress Act
· agreeing to participate in the Redress Scheme for the purposes of paragraph 115(3)(c) of the Redress Act, so that the charity can become a participating non-government institution within six months, and
· acting on requests made by officers of the Redress Scheme relating to the charity’s participation in the scheme without delay.
Once a registered charity has become a participating non-government institution, it is subject to the Redress Scheme.
Find out how to participate in the Redress Scheme.
How the ACNC will approach this standard
We will investigate breaches of Governance Standard 6 when it is bought to our attention, including by the National Redress Scheme Operator (the Secretary of the Department of Social Services), that a registered charity is, or is likely to be, identified as being involved in the abuse of a person and does not appear to be taking reasonable steps to participate in the Redress Scheme.





Annex I
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Charities have different obligations for record-keeping. The record-keeping obligations depend on your charity’s size, complexity, activities, how it spends or receives money, and whether it has extra obligations from state regulators.
ACNC record-keeping obligations
Your charity:
· must keep certain written financial and operational records
· can keep the records in any format you choose, as long as they are easy to find (including in electronic form)
· can develop its own system or process
· must keep the records for seven years
· must keep records in English, or in a form that can be easily translated to English
· is not required to provide the records to the ACNC unless asked.
If your charity operates overseas, it is required to obtain and keep records relating to its overseas activities.
You can refer to our record-keeping checklist as a guide for good record-keeping practices.

Important
· ACNC obligations replace requirements that previously applied as part of the Corporations Act for charities registered with ASIC (such as companies limited by guarantee).
· The record-keeping obligations below relate only to requirements under the ACNC Act. Charities may have additional record-keeping requirements under other legislation such as legislation relating to health records or privacy.
· If you are unsure about which financial or operational records your charity should keep, seek professional advice.

Annex I (cont)
Why keep records?

When your charity keeps good records of how it is run, this can help you:
· show that your charity is continuing to be run as a not-for-profit and working towards its charitable purposes (and so should remain eligible to be registered as a charity)
· understand whether your charity is in good financial health
· assess whether the right kinds of decisions are being made (operational and financial)
· communicate about your charity’s activities and finances
· prepare reports to meet your reporting obligations to the ACNC, other government regulators, donors/funders and members (if relevant), and
· otherwise show that your charity meets its obligations under the ACNC Act, tax and other relevant laws.
Meeting ACNC and other obligations
Good record-keeping also helps your charity meet ACNC obligations, including:
· ACNC Governance Standards 1, 2 and 5
· ACNC External Conduct Standard 2.
Your charity may also need to report to other government regulators with their own record-keeping requirements, including the Australian Taxation Office (ATO). If you are following the ACNC record-keeping requirements it is likely that you are meeting most of your ATO obligations.

What records to keep for the ACNC

Under the ACNC Act, your charity must keep two types of records:
· financial records, and
· operational records.
[bookmark: financial]Financial records
These must:
· correctly record and explain how your charity spends or receives its money or other assets (transactions)
· correctly record and explain your charity’s financial position and performance, and
· allow for true and fair financial statements to be prepared and audited or reviewed, if required.


Annex I (cont)


Even if your charity does not need to submit financial reports to the ACNC (because it is a small or a Basic Religious Charity), your charity still needs to keep financial records that meet these requirements. The ACNC Act or the ACNC Commissioner could require your charity to prepare financial statements.
Operational records
These are any other documents about your charity's operations. You must keep operational records that show how your charity:
· is entitled to be registered as a charity and as its subtype
· meets its obligations under ACNC Act, and
· meets its obligations under tax law. 
See our examples of financial and operational records.

How to keep records

Charities can keep the records in any format that suits, as long as they are:
· in writing
· readily accessible (easy to find), and
· in English, or in a form that can be easily translated to English.
Charities can keep records on paper or on their computer (in electronic form).

To make sure you can provide records if asked, you should back up your computer. You can also print out a paper record of any important documents.
This is because things can go wrong – files can go missing, computers can break or be stolen. When you back your computer up, keep your back-up in a different and secure place to your computer - this may mean your back-up might need to be kept at a different location.

Keeping paper records

Your charity will have its own systems and processes for keeping paper records. Paper records will include the records you have printed from your computer and other paper records, such as original receipts and letters you receive in the mail.
Annex I (cont)


Points to remember when keeping paper records
· Organise the paper records into files, boxes, folders or envelopes that allow the records to be found easily.
· Separate the different paper records into categories (bank statements, communication, bills, receipts).
· Separate these records according to your charity’s reporting period (for example, financial year from 1 July to 30 June). 


Destruction of records

After seven years (and if your charity has no record-keeping obligations to other regulators), your charity can destroy the records it has kept for ACNC purposes.
Before you destroy records, check your charity’s records policy and other legal obligations – for example, privacy requirements – to make sure you are doing so appropriately.

Record-keeping when working remotely or from home

Your charity's record-keeping responsibilities don’t change if you are working from home or remotely.
You still need to:
· make and keep copies of operational and financial records
· keep records safe, ensuring no unauthorised access to records, nor unauthorised or illegal disposal of records
· comply with your charity’s record-keeping policies and procedures.

When staff or volunteers are working remotely, there may be increased or additional risks to charity records. These might include:
· records not being properly retained
· problems with controlling duplicates or versions of records
· some staff being unable to access required records if they are on someone else's personal device or storage
· improper backing-up of records.

In addition, information security risks may arise from:
· people using private networks and devices or public networks, or where other family members are also working from home
Annex I (cont)

· employees or volunteers using their own computer systems and not having sufficient and up to date security software or operating systems
· an inability to control access to records - particularly those that are confidential or sensitive
· using unsecured or unsafe meeting platforms or other cloud platforms.

Your charity should set clear expectations and processes about how records are created, managed and maintained when working from home or remotely.
This is particularly important for those unable to access official business systems and unable to capture records as they normally would.

General issues your charity should consider include:
· the records you need to capture and retain, and how your charity will do so
· the records that need to be accessed by others
· charity processes or procedures that may need to change or be updated – for example your charity's record-keeping policy – or where workarounds may be needed
· if any information security requirements also impact on how staff mange and access records
· the management of charity records in private accounts if you can’t use your organisation's computer system or accounts.

More specific actions you can take include:
· assessing each employee and volunteer’s home computer systems and security to determine risk levels. You may need to supply staff with computer equipment for use at home to ensure information security
· checking with your finance officer, accountant or auditor to see if they have any specific information or record-keeping needs
· working out if there might be new types of records your charity needs to capture, like recorded teleconferences, or chats.

It is important to ensure charity records are transferred into official record-keeping or business systems when you return to your normal workplace.
The Office of the Australian Information Commissioner (OAIC) has privacy-related guidance and advice on managing the collection, use and disclosure of personal information by staff working from home.



Annex J
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Charities must ensure they continue to be entitled to registration under the Australian Charities and Not-for-profits Commission Act 2012 (Cth) (the ACNC Act). This involves meeting all of the criteria for both initial registration and ongoing registration, including that it:
· continues to be a charity. This means it must:
· remain not-for-profit, and
· have a charitable purpose which is for the public benefit
· complies with the Governance Standards and, if applicable, the External Conduct Standards
· has an Australian Business Number (ABN), and
· is not involved in terrorist or other criminal activity.
A charity must also make sure it continues to meet the description of the charity ‘subtype’ with which it is registered (for example, 'advancing education' or 'advancing health'). This subtype is a category of charity that reflects its charitable purpose.
For more information, see our guidance about charitable purposes and charity subtypes.
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XXXX RSL SUB BRANCH INC.
of the Tasmanian Branch of the Returned & Services League of Australia (Inc)ABN XXXXXXXXXX XXXXXXXXXXXXXXXX


Sub Branch Letter of Appointment for Responsible Person
[image: A logo of a service
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[Name]
[Address]
	
[Date]

Congratulations on your appointment as President, Vice President, Deputy President, Secretary, Treasurer, Public Officer or Committee Member of the XXXX RSL Sub Branch Inc.

In your role, you have a special opportunity to contribute to the work and life of the XXXX RSL Sub Branch Inc. Being a committee member can be challenging at times, but it can also be a rewarding way to help the Sub Branch achieve its charitable purpose.

As a member of the Committee of a charity registered with the Australian Charities and Not-for-profits Commission, you have duties and responsibilities that come with your role. You may also have other obligations and duties under to other government agencies or under other laws.

The ACNC Governance Standards set core, minimum governance standards that all charities must meet. Governance Standard 5 (Enclosure 1) requires that charities take reasonable steps to make sure that the members of their governing body know and understand their legal duties and carry out their duties. These duties generally require you to be careful and conscientious in your role and to act with common sense and integrity.

These duties are as follows:

· To act with reasonable care and diligence. You must exercise your powers and duties with the care and diligence that a reasonable person would if they were in your place. 

· To act in good faith in the best interests of the charity and for a proper purpose. When acting as a board member you must make decisions that are in the best interest of the charity and to further its charitable purpose. 

· Not to improperly use information or position. Any special knowledge that you gain as a Committee member must only be used for the benefit of the charity and never to further personal or other interests. Similarly, you must not use your position to improperly gain an advantage for yourself or someone else, or cause detriment to the charity. 

· To disclose conflicts of interest. If your duty to act in the best interests of the charity is in conflict with (or may conflict with) your personal interests you must disclose this responsibly. 

· To ensure that financial affairs are managed responsibly. Ensure that there are systems and processes in place that ensure that the charity’s resources are being effectively put towards the charity’s charitable purpose and are protected from misuse. 

· Not to allow the charity to operate while insolvent. You must ensure that the charity can pay its debts when they are due or will become due and that it does not continue to operate if it cannot pay its debts. 

Knowing and carrying out your duties as a Committee member helps your Sub Branch to carry out its charitable purpose and protects its resources against misuse. You can find more information about the duties of those who manage charities on the ACNC’s website (www.acnc.gov.au) or in the ACNC’s guide Governance for Good. 

If you have any concerns about meeting these duties, talk to your Regional Director, or contact the ACNC for information. Remember that there are resources available and people who can help you to better understand and meet your duties. 

Congratulations again on your appointment and thank you for donating your time and expertise. 

Yours sincerely,

XXXXXXX
President
XXXXXXX RSL Sub Branch Inc.

Enclosure 1: ACNC Governance Standard 5

Dear [new Responsible Person name], 
Appointment as a Responsible Person for the ___________________ Sub Branch

Congratulations on your appointment to the Committee of the _____________ Sub Branch.

In your role, you have a special opportunity to contribute to the work and life of the _________________ Sub Branch. Being a committee member can be challenging at times, but it can also be a rewarding way to help the Sub Branch achieve its charitable purpose.
As a member of the Committee of a charity registered with the Australian Charities and Not-for-profits Commission, you have duties and responsibilities that come with your role. You may also have other obligations and duties under to other government agencies or under other laws.
The ACNC Governance Standards set core, minimum governance standards that all charities must meet. Governance Standard 5 requires that charities take reasonable steps to make sure that the members of their governing body know and understand their legal duties and carry out their duties. These duties generally require you to be careful and conscientious in your role and to act with common sense and integrity.
Annex K (cont)
These duties are:
· To act with reasonable care and diligence. You must exercise your powers and duties with the care and diligence that a reasonable person would if they were in your place. 
· To act in good faith in the best interests of the charity and for a proper purpose. When acting as a board member you must make decisions that are in the best interest of the charity and to further its charitable purpose. 
· Not to improperly use information or position. Any special knowledge that you gain as a Committee member must only be used for the benefit of the charity and never to further personal or other interests. Similarly, you must not use your position to improperly gain an advantage for yourself or someone else, or cause detriment to the charity. 
· To disclose conflicts of interest. If your duty to act in the best interests of the charity is in conflict with (or may conflict with) your personal interests you must disclose this responsibly. 
· To ensure that financial affairs are managed responsibly. Ensure that there are systems and processes in place that ensure that the charity’s resources are being effectively put towards the charity’s charitable purpose and are protected from misuse. 
· Not to allow the charity to operate while insolvent. You must ensure that the charity can pay its debts when they are due or will become due and that it does not continue to operate if it cannot pay its debts. 
Knowing and carrying out your duties as a Committee member helps your Sub Branch to carry out its charitable purpose and protects its resources against misuse. You can find more information about the duties of those who manage charities on the ACNC’s website (www.acnc.gov.au) or in the ACNC’s guide Governance for Good. 
If you have any concerns about meeting these duties, talk to your Regional Director, or contact the ACNC for information. Remember that there are resources available and people who can help you to better understand and meet your duties. 
Congratulations again on your appointment and thank you for donating your time and expertise. 
Regards, 
[Name]
[Position]
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[image: ]XXXXXXX RSL Sub Branch Inc.

Register of Responsible Persons


Responsible People details

Use this template to collect the required information about your charity’s Responsible People.
Do not submit this document to the ACNC. 
To update your charity’s Responsible People, log in to the ACNC Charity Portal. Click on your charity name, then go to ‘Manage people’ and complete the form ‘Add Responsible Person’.
	Given name
	Family name
	Position
	Date of birth
	Email
	Residential address
	Phone number
	
Date of appointment


	Jane
	Doe
	President
	01/01/1970
	jane.doe@example.com
	123 Residential Street
Brisbane QLD 7000
	012345 6789
	01/01/2014

	
	
	Vice President
	
	
	
	
	

	
	
	Secretary
	
	
	
	
	

	
	
	Treasurer
	
	
	
	
	

	
	
	Public Officer
	
	
	
	
	

	
	
	Committee Member
	
	


	
	
	

	
	
	Committee Member
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Description automatically generated]_________________________________________		Sub Branch

Register of Conflict of Interest



	Name of Committee member
	Description of interest
	Has the Committee been notified?
	Date of disclosure
	Steps taken by Committee for dealing with the conflict
	Committee member actions to address the conflict

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Name: ____________________________________                                                                         Position: ________________________________
  

[image: A logo of a service

Description automatically generated]XXXXXX RSL Sub Branch Inc.                                                       Annex M
Register of Conflict of Interest





	Serial
	Meeting
Date Conflict
Registered
	Description of Interest

	Details of possible conflict
	Deemed conflict?
Yes / No
	Action to be taken to reduce / eliminate conflict
	Initials

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5


	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	



*  If you do not have a “conflict of interest” to declare please sign the attached “Declaration: No Conflict of Interest” form.


Signed _________________________________			Dated _______________
Annex M (cont)

Annex M By-Law 1 ACNC Governance Standard 5: Duties of Responsible People

Declaration: No Conflict of Interest
Like all people, Responsible People have various family, social and business relationships, which are often important factors in the establishment and growth of a charity. However, these relationships can sometimes cause conflicts of interest.
A conflict of interest occurs when your personal interests conflict with your responsibility to act in the best interests of your charity.
The term 'personal interests' refers to interests more broad than just those of an individual. It may also refer to the interests of someone’s family, friends, or other organisations they are involved with.
It can also be a conflict between an individual’s duty to their charity and another duty they have, such as a duty to another charity.
A conflict of interest might mean your duty to act in the best interest of the charity is undermined by another interest you have, making it difficult to ensure you are meeting your duties. This can cause a problem if you make a decision based on, or affected by, these external influences, rather than in the best interests of the charity.
And while you may think there is no danger of making a decision that puts your own personal interests ahead of the charity’s, it does not mean any conflict of interest should be disregarded. All conflicts of interest must be taken seriously.
A good way to think about whether you have a conflict of interest is to ask:
Would a reasonable person (properly informed about the nature of your personal interests) believe you might be influenced by your personal interests when making decisions on behalf of the charity?

Responsible People must disclose actual, potential or perceived conflicts of interest. Doing so generally means reporting them to your charity.
There are a number of ways you can do this, but it is prudent to ensure any conflicts of interest are recorded in writing. This is most often done by recording them in a register of interests.
If you aren’t sure whether something is worth disclosing, it is a good idea to be cautious and raise it with your fellow Responsible People. This will allow for a more impartial evaluation of whether an interest represents a potential conflict and will help if ever it becomes an issue in the future.
If a potential conflict of interest is raised or discussed at a meeting of your Responsible People, you should ask that this discussion and the conflict of interest that has been raised be recorded in the meeting minutes. you may wish to ask that this discussion be recorded in the meeting minutes.

I,	……………………………………………	(insert name)            Position:……………………………
Declare that to the best of my knowledge that I have no conflict of interest being a Responsible Person of the XXXXXX Sub Branch Inc. and in the event that I perceive that I do, I will inform the Sub Branch accordingly.

Declared at: 		…………………………………(insert location)               On:   …………………… (insert date)

Signature:		…………………………………………………………………


Annex N
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Not-for-profit key personnel (extract)

As many not-for -profit organisations elect office bearers for an annual term, the authorised contact people often change from year to year. It is important that the information we hold on your authorised contact people is accurate and up to date so they are able to make enquiries about your tax affairs. A checked list is available to help your organisation hand over its tax affairs to a new administrator. 

As many not for profit (NFP) organisations elect office bearers for an annual term their authorised contact people often change yearly.

You must notify us about changes to your authorised contacts so they can make enquiries about your organisation tax affairs. This helps us protect your organisation’s privacy and provides them with access to the information they need.

We recommend you notify us of these changes as soon as they happen to avoid delays.

If your organisation changes its tax administrator for example a treasurer, office bearer or employee involved in the tax administration of your organisation we provide a checklist to help you hand over its tax affairs to the new administrator.

If your organisation changes its public officer you must notify us within 28 days of your organisation becoming aware of the changes. 

Notifying us of changes:-

Refer to “Change of registration details form (NAT 2943) – detailed below 

or

Type in browser “ATO change of registration details form” 



Annex N (cont)

[image: ]
[bookmark: n2943.03.2024_[DE-61979]_f_1][image: A black and white logo

AI-generated content may be incorrect.][image: ]Change of registration details


Use this form to change the following registration details
for the entity:
· entity name
· main business activity
· postal, email or business location address
· authorised contact person
· associates
· financial institution account details.
[image: ] We will only change your registration details if you are
recorded with us as being authorised to update details
on behalf of the entity.
Do not use this form if you represent a superannuation fund. You need Change of details for superannuation entities (NAT 3036). Visit ato.gov.au to obtain a copy.
Change your registration details online
Using our online services is the quickest and easiest way to change your registration details.
If you have a myGovID, you can change your registration details online using:
· the Australian Business Register at abr.gov.au
· Online services for business at ato.gov.au/OSB
· Online services for agents at ato.gov.au/OSFA

You can:
· phone 13 92 26 between 8.00am and 6.00pm, Monday to Friday
· talk to your registered agent (tax agent or BAS agent).
Instructions for completing this form
· Print clearly using a black or dark blue pen.
· Use BLOCK LETTERS.
· Place X in all applicable boxes.
After completing the form:
· Check you have signed and dated the declaration.
· Make a copy for your records.
· Mail your completed form to the address shown on the last
page of this form.
[image: ] More information
If you need help completing this form or for more information about updating your details, phone 13 92 26 between 8.00am and 6.00pm, Monday to Friday.
For general information, visit ato.gov.au


Section A: Entity information – this section is compulsory
When the term ‘entity’ is used on this form, it refers to the sole trader, partnership, company, trust or other type of organisation that
is changing its registration details.
1 What is the entity’s Australian business number (ABN) or withholding payer number?

2 If the entity has a GST or PAYG branch and these changes relate to it, provide the branch account number.
This number can be found at the top right of your activity statement or your notification of registration. For example, ABN 12 345 678 901 004.
3 What is the entity’s legal name as it appears on the Australian Business Register?





4 From what date do you want the changes to take effect?

Day	Month	Year

	


Section B: Do you want to change the entity’s name?
No [image: ] [image: ] Go to section C.
Yes [image: ] [image: ] Complete this section.
The entity’s name is the name that appears on all official documents or legal papers. It may be different from the name that the entity
trades under.
You may be contacted to provide documentary evidence of a name change. Entities may provide evidence such as a change of name certificate from the Australian Securities and Investments Commission. Individuals or sole traders may provide evidence such as a certificate of marriage from the Registry of Births, Deaths and Marriages.
5 What is the entity’s new name?




[bookmark: n2943.03.2024_[DE-61979]_f_2]Section C: Do you want to update the entity’s business activity details?
No [image: ] [image: ] Go to section D.
Yes [image: ] [image: ] Complete this section.
6 What is the new main industry that the entity operates in? (Place X in one box only.)

OFFICIAL: Sensitive (when completed)
Page 2

Agriculture

Forestry
Fishing (including aquaculture)
Mining
Manufacturing Electricity, gas, water
and waste

Construction

Wholesale trade
Retail trade Accommodation and
food services
Transport, postal and
warehousing
Information media and telecommunications

Financial and insurance services
Rental, hiring and real estate services
Professional, scientific and technical services
Administrative and support services
Public administration
and safety
Education and training

Health care and social
assistance
Arts and recreation services
Other services

7 Describe the new main activity from which the entity derives the majority of its business income.
Also describe the main goods produced or the main services provided by the entity.


Section D: Do you want to update the entity’s address details?
No [image: ] [image: ] Go to section E.
Yes [image: ] [image: ] Complete this section.
8 Where is the entity’s new main business location or address?
This must be a street address, for example, 123 Smith St.
This must not be a post office box, roadside mail bag, roadside delivery or other delivery point address. This can be a home address if the entity operates a home-based business.
Street address



Suburb/town/locality	State/territory	Postcode
	

Country if outside Australia

(Australia only)

(Australia only)


9 What is the entity’s new postal address for service of notices and correspondence?
This is the address where government departments and agencies will send notices and correspondence. If the entity’s new postal address is the same as the new main business address, place X the box below.
Same as question 8 [image: ]
OR
Street address



Suburb/town/locality	State/territory	Postcode
	

Country if outside Australia

(Australia only)

(Australia only)


10 What is the entity’s new email address for service of notices and correspondence?
This is the address where government departments and agencies may send notices and correspondence.

[bookmark: n2943.03.2024_[DE-61979]_f_3]Section E: Do you want to update the entity’s contact person?
No [image: ] [image: ] Go to section F.
Yes [image: ] [image: ] Complete this section.
[image: ] Your entity representative must sign the declaration at section H. For example, the public officer of a company.
For more information about entity representatives and authorised contacts, visit ato.gov.au
11 Who is the new authorised contact person for the entity?
Provide details of a person who is authorised to make changes or update information on behalf of the entity.
For example, ‘MARY Q CITIZEN, CHIEF FINANCIAL OFFICER’. This person will be listed as the contact until we are advised they are no longer authorised to act on behalf of the entity.
[image: ] For more information about what an authorised contact can do on your behalf, visit our website at ato.gov.au/authorisedperson
Name
Title:  Mr [image: ]  Mrs [image: ]  Miss [image: ]  Ms [image: ]  Other
Family name

Preferred name


Position held


Business hours phone number
(a contact number must be provided)	Mobile phone number
After hours phone number	Fax number

Preferred language, if other than English. (We may not be able to speak to the contact person in their preferred language.)


12 Indicate which matters the new contact person has been authorised to deal with on behalf of the entity.
(Place X in all the boxes that apply.)

ABN

Income tax

GST

Luxury car tax

Fuel tax credits Fringe benefits tax

PAYG withholding Wine equalisation tax

13 Do you want to add more than one authorised contact person?
No [image: ]
Yes	Provide these details on a separate sheet of paper:
· title each page with ‘Add authorised contacts’
· the ABN and legal name of the entity
· all information we request at questions 11 and 12.
14 Do you want to remove an authorised contact person?
No [image: ] [image: ] Go to section F.
Yes [image: ] [image: ] Provide details of the authorised contact to be removed.
Name
Title:  Mr [image: ]  Mrs [image: ]  Miss [image: ]  Ms [image: ]  Other
Family name

Preferred name

15 [bookmark: n2943.03.2024_[DE-61979]_f_4]Do you want to remove more than one authorised contact person?
No [image: ] [image: ] Go to section F.
Yes	Provide these details on a separate sheet of paper:
· title each page with ‘Remove authorised contacts’
· the ABN and legal name of the entity
· all information we request at question 14.

Section F: Do you want to update the entity’s associate details?
No [image: ] [image: ] Go to section G.
Yes [image: ] [image: ] Complete this section.
Tax file number (TFN) disclosure
The Registrar of the Australian Business Register (the ABR) is authorised by the Taxation Administration Act 1953 to request your TFN. We will use your TFN to identify you in our records. It is not an offence not to provide your TFN. However if you do not provide your TFN, the update to your registration details may be delayed.
If an associated individual chooses not to disclose their TFN, they must enclose their full name, residential address and date of birth with this form. Similarly, if an associated entity other than an individual chooses not to disclose its TFN, it must enclose its business address, the date it commenced, registered or became incorporated and, if applicable, its ACN or ARBN and ABN with this form.

16 Do you want to add a new associate?
You can have multiple trustees, beneficiaries, directors, shareholders, company secretaries authorised to make decisions and commitments on behalf of the company without reference to the company directors and office bearers, but only one public officer.
No [image: ]
Yes [image: ] [image: ] Provide the new associate’s details.
Position held
Trustee [image: ]	Director [image: ]	Partner [image: ]	Public officer [image: ]	Office bearer of a club/association [image: ]

Name
Title: Mr [image: ] Mrs [image: ] Miss [image: ] Ms [image: ] Other Family name

First name	Other given names
TFN (refer to the above disclosure)
		

Day	Month	Year
Date of birth

Residential address if TFN is not provided
Street address



Suburb/town/locality	State/territory	Postcode
	

Country if outside Australia

(Australia only)

(Australia only)



17 [bookmark: n2943.03.2024_[DE-61979]_f_5]Is the new associate a trustee company?
No [image: ]
Yes [image: ] [image: ] Provide the trustee company details. Full name of associated organisation



ABN	ACN/ARBN

18 Do you want to add more than one associate?
No [image: ]
Yes	Provide details of the additional associates on a separate sheet of paper. Ensure that any additional pages include the ABN and name of the entity (as provided at section A).

Section G: Do you want to update the entity’s financial institution account details?
No [image: ] [image: ] Go to section H.
Yes [image: ] [image: ] Complete this section.

19 What are the entity’s financial institution account details for ATO refunds?
Refunds will only be paid directly into a recognised financial institution account located in Australia. The account details provided must be held by:
· the entity (solely or jointly)
· the entity’s registered agent
· a legal practitioner acting as trustee or executor for the entity.
[image: ] If you do not provide these details we cannot refund money owed.
BSB code (must be 6 digits)	Account number
Full account name – for example, JQ Citizen. Do not show the account type, such as cheque, savings, mortgage offset.


Is the account held by:
the entity	the entity jointly with others


a registered agent
for the entity


a legal practitioner as trustee or
executor for the entity

If the account you wish to nominate for refunds is not one of the four complying account options presented above, you can request the Commissioner of Taxation to exercise his discretion to pay electronic funds into the account of a third party.
[image: ]For more information phone 13 28 66 between 8.00am and 6.00pm, Monday to Friday.

[bookmark: n2943.03.2024_[DE-61979]_f_6]Section H: Declaration
[image: ] Only a person currently on our records as having authority to update registration details on behalf of the entity can sign this declaration. For more information, visit our website at ato.gov.au/authorisedperson
20 Who is the authorised person signing this declaration? (Complete all of the fields below.)
Full name of signatory


Position held (for example, director, registered tax or BAS agent, trustee or partner)


Business hours phone number
Before you sign this form
Make sure you have answered all the relevant questions correctly and read the privacy statement below before you sign and date this page. An incomplete form may delay processing and we may ask you to complete a new application.
[image: ] Penalties may be imposed for giving false or misleading information.

I declare that:
· I am authorised to complete this application on behalf of the entity whose ABN appears on this form
· the information given on this form is true and correct.

Signature

Date


You MUST SIGN here

Day	Month	Year
   
Privacy
Taxation law authorises the Registrar of the Australian Business Register (ABR) to collect information, including personal information about
the person authorised to sign the declaration. For information about your privacy go to abr.gov.au/general-information/privacy

Lodging this form
Make a copy of this application for your own records before you send it to:
Australian Taxation Office PO Box 3373
PENRITH NSW 2740


Print form
Reset form
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