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Annual statement

Associations Incorporation Reform Act 2012

Email: cav.registration.enquiries@justice.vic.gov.au
Website: consumer.vic.gov.au/associations
Street address: 113 Exhibition Street, Melbourne
Office hours: 8:30 am – 5:00 pm, Monday to Friday (except public holidays)
Postal address: GPO Box 4567, Melbourne VIC 3001
Telephone: 1300 55 81 81
How to complete this form

· This form is only designed for when the financial year end date falls on or after 26 November 2012. If you require a replacement form for an earlier period, you can request this.
· To lodge this application by email, you will need a credit card. If you are not paying by credit card you can complete the form onscreen and print it out or print and complete by hand and post in.
· If completing the form by hand, please use a blue or black pen and print clearly using block letters. 

· Financial statement documents are required for inclusion. Refer to the document checklist at question 13.
· All sections must be completed. Do not delete any part of this form. 
Providing incorrect information

It is a serious offence for a person to knowingly or recklessly make a false or misleading statement or omit information in relation to an annual statement. Fines apply.

Fees

· For tier 1 associations (total revenue of less than $250,000), the fee is $51.40.

· For tier 2 associations (total revenue of $250,000 to $1Million), the fee is $102.70.

· For tier 3 associations (total revenue of more than $1Million), the fee is $205.40.

Financial year

1. This statement is for the association’s financial year ending 
The date must match the financial year end date in the rules (insert as dd/mm/yyyy – for example 30/06/2011). 
	


Details of association

2. Provide details of the association

	Association registration number
	

	Name of association
	


Annual general meeting and member details
3. What date was the annual general meeting held? (dd/mm/yyyy)

	


4. What is the number of association members at the end of the association’s financial year?  This should match your register of members. This includes all members of the association, not just the committee members.
	


Financial details

5. Did the association administer a trust during this period? (Mark with an X)

	No
	
	Go to question 6. 

	Yes
	
	Go to question 6. 


6. What is the total gross value of assets held and liabilities owed by the association at the end of this financial year? Assets include real estate, other property (including equipment) and money held in bank accounts.

	Total assets held by the association (should not be a negative number)
	$


	Total liabilities owed by the association (can be zero)
	$



7. What was the association’s total gross revenue (income) and expenditure for this financial year? 

	Total revenue (should not be a negative number)
	$


	Total expenditure
	$



8. Was the association’s total revenue (income) for this financial year? (Mark with an X)

	
	Less than $250,000 – Go to question 9.

	
	$250,000 to $1Million – Go to question 10.

	
	More than $1Million – Go to question 10.


9. Have the members voted for an independent review of the association’s financial accounts? (Mark with an X)

	No
	
	Go to question 10. 

	Yes
	
	Go to question 10. 


10. Were any resolutions passed at the annual general meeting concerning the financial statements? (Mark with an X)

	No
	
	Go to question 11. 

	Yes
	
	Provide a statement of the terms of any resolution passed


Changes to association details
11. Consumer Affairs Victoria (CAV) requires up-to-date information about the association. Do you need to notify CAV of any changes to the association’s: 
· addresses (registered address, secretary’s address, association contact email, website/domain name addresses)

· contact telephone numbers

· secretary

· operating name

· administration of trust accounts

· rules or purposes?
(Mark with an X)
	No
	
	Go to question 12.

	Yes
	
	You must also complete and lodge an ‘Application for Change of Association Details’ form. This form is available electronically at consumer.vic.gov.au/forms


Declaration and signature

12. I declare that: 

· I am authorised in accordance with the Associations Incorporation Reform Act 2012 to lodge this annual statement for this association
· Copies of any documents and instruments accompanying this annual statement are true copies
· The particulars contained in this annual statement are true and correct and I acknowledge that it is an offence under section 208 of the Associations Incorporation Reform Act 2012 to make a false or misleading statement in relation to an annual statement
· If the Secretary has changed for this association, the new Secretary named in this form is 18 years of age or older; is resident in Australia; is not bankrupt or a represented person under the Guardianship and Administration Act 1986; and consents to being Secretary
· I acknowledge that Consumer Affairs Victoria will accept this communication as containing my signature for the purposes of the Electronic Transactions (Victoria) Act 2000.
	Signature of secretary
(type name if lodging by email or sign if lodging by post or in person):
	

	Printed name:
	

	Date (dd/mm/yyyy):
	

	Daytime telephone number:
	

	Email address:
	


Is the secretary a member of the Committee?  

	Yes
	
	I declare that I attended the annual general meeting specified in this form and the financial statements of the association for this financial year ending were submitted to the members of the association at that annual general meeting. Go to question 13.

	No
	
	If the Secretary lodging this statement is not a committee member, the financial statements lodged with this form must also be accompanied by a declaration by a committee member certifying that they attended the annual general meeting, and the financial statements were submitted to the members of the association at the annual general meeting. Refer to the Submission of Financial Statements to Annual General Meeting approved form at the back of this form. Go to question 13.


Document checklist 

13. Your annual statement cannot be processed and may be noted on the public register as incomplete without payment and the following documents

You must attach by paperclip (not staple) 
For all associations – a copy of: (Mark with an X)
	
	The financial statements that have been presented to members at the AGM.  The financial statements show all income, expenditure, assets and liabilities, plus the mortgages, charges and securities on any property held by the incorporated association for the financial year.  The financial statements must also disclose any fund of the association held on trust by third party (Section 101(1)(e) of Associations Incorporation Reform Act 2012.

	
	The same financial information listed above for each trust the incorporated association administered for any time during the financial year.

	
	Section 102(4)(a): if the Secretary lodging this statement is not a committee member, the financial statements must be accompanied by a declaration by a committee member certifying that they attended the annual general meeting, and the financial statements were submitted to the members of the association at the annual general meeting. Refer to the Submission of Financial Statements to Annual General Meeting approved form at the back of this form.

	
	If you need to notify of any changes to the association’s details, you must attach a completed ‘Application for Change of Association Details’ form. 


If the association’s total revenue for this financial year was less than $250,000 and the members have voted for an independent review, you must also attach:

	
	The signed & dated independent review report provided by either a member of CPA Australia,  the Institute of Chartered Accountants in Australia or The Institute of Public Accountants, who is the holder of a current practising certificate issued by one of the above professional bodies, a member of ATMA, or any other person approved by the Registrar to conduct the review.  The financial statements must be prepared in accordance with the Australian Accounting Standards and the review must be conducted in accordance with the Auditing Standards on Review Engagements.  The financial statements must consist of a statement of comprehensive income, statement of financial position, statement of changes in equity, cash flows statement & notes to the accounts.


If the association’s total revenue for this financial year was $250,000 to $1Million, you must also attach:

	
	The signed & dated independent review report provided by either a member of CPA Australia,  the Institute of Chartered Accountants in Australia or The Institute of Public Accountants, who is the holder of a current practising certificate issued by one of the above professional bodies, a member of ATMA, or any other person approved by the Registrar to conduct the review.  The financial statements must be prepared in accordance with the Australian Accounting Standards and the review must be conducted in accordance with the Auditing Standards on Review Engagements.  The financial statements must consist of a statement of comprehensive income, statement of financial position, statement of changes in equity, cash flows statement & notes to the accounts.


If the association’s total revenue for this financial year was more than $1Million, you must also attach:

	
	A signed & dated independent auditor’s report provided by either a registered company auditor/firm of registered company, or a member of CPA Australia, the Institute of Chartered Accountants in Australia or Institute of Public Accounts, who is the holder of a current practising certificate issued by one of the above professional bodies or any other person approved by the Registrar to conduct the audit.  The financial statements must be prepared in accordance with the Australian Accounting Standards and the audit must be conducted in accordance with the Australian Auditing Standards. The financial statements must consist of a statement of comprehensive income, statement of financial position, statement of changes in equity, cash flows statement & notes to the accounts.


If the association administers a trust:
	
	A copy of the trust accounts for the reporting period.


 Submission of financial statements
 to annual general meeting
Associations Incorporation Reform Act 2012

Approved form Sections 94(3), 97(3), 100(3), 102(4)(a)&(b)
This form is required to be provided to the Registrar with the association’s accounts.
I, (name of committee member of incorporated association),  being a member of the Committee of  (insert full name of the incorporated association),  certify that:

I attended the annual general meeting of (insert full name of the incorporated association) on (insert date of annual general meeting) and the financial statements of the association for the financial year ending on  (insert end date of relevant financial year) were submitted to the members of the association at that annual general meeting. 

Signed:

Dated: 

Schedule 1
Regulation 15

Form 1
Associations Incorporation Reform Act 2012
Sections 94(2)(b), 97(2)(b) and 100(2)(b)

[image: image2.png]This form is required to be provided to the members at the AGM with the association’s accounts.

Annual statements give true and fair view of financial performance and position of incorporated association
We, [name of committee member of incorporated association] and [name of other committee member], being members of the Committee of the [insert full name of the incorporated association], certify that—

The statements attached to this certificate give a true and fair view of the financial performance and position of the [insert full name of the incorporated association] during and at the end of the financial year of the association ending on [insert end date of relevant financial year].

Signed:

Dated:

Signed:

Dated:

How to lodge and pay 

The application fee must be paid at the time of application. There is no GST payable. 
If lodging by email, the fee must be paid by credit card only. Email the completed form including the credit card details page and attachments to cav.registration.enquiries@justice.vic.gov.au
If lodging by post, print the form and sign in the declaration section. The fee can be paid by cheque, money order or credit card. If paying by credit card, complete the details on the next page. Post the completed form, attachments and payment to Consumer Affairs Victoria at GPO Box 4567, Melbourne VIC 3001.

If lodging in person, print the form and sign in the declaration section. The fee can be paid by cheque, money order or credit card. Bring the completed form, attachments and payment to Consumer Affairs Victoria 113 Exhibition Street, Melbourne. Office hours 8:30 am – 5:00 pm, Monday to Friday (except public holidays).
What happens when you lodge your annual statement

· If the form is completed correctly and all necessary documents are attached, your annual statement is deemed to be lodged and you will not be contacted by Consumer Affairs. If you are required to provide further information, you will be contacted. 
· If you fail to provide further information as requested, your annual statement may be noted on the public register as incomplete.
· If any change occurs in the information you have provided in your annual statement, you must notify Consumer Affairs Victoria as soon as possible.
Credit card details
	Please debit my (choose one) (Mark with an X):
	
	Visa 
	
	Mastercard 

	Amount:
	$
 

	Card number:
	

	Expiry date:
	

	CCV number (3 numbers):
	

	Name of cardholder:
	

	Signature of cardholder

(type name if lodging by email or sign if lodging by post or in person):
	

	Date:
	

	Daytime telephone number of cardholder:
	


Privacy
CAV is committed to responsible and fair handling of your personal information, consistent with the laws we administer and the Information Privacy Act 2000. Some information on this form will be placed on a public register in accordance with the Associations Incorporation Reform Act 2012. We may be unable to process this annual statement if you do not provide the required information. You can contact us at any time to request access to the personal information we hold about you. In exceptional circumstances, you may apply to have public access to your personal information restricted. Our privacy statement and other privacy information is available at consumer.vic.gov.au/privacy or on request.
© State Government of Victoria (Consumer Affairs Victoria) 2013
Page 1 of 7
26/06/2013 [image: image5.png]Department of
a0 4zl Justice




© State Government of Victoria (Consumer Affairs Victoria) 2013
Page 5 of 7
[image: image3.png]Department of
a0 4zl Justice





[image: image3.png][image: image4.png][image: image5.png]