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Application for association change of details

(Addresses, secretary, association name, alteration of rules)

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 to 5:00 pm, Monday to Friday (except public holidays)
Postal address: GPO Box 4567, Melbourne VIC 3001
Telephone: 1300 55 81 81
Things to know before starting your application
· In circumstances where a fee applies, 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. 

· Do not delete any part of this form. Leave any sections blank that do not apply.

Fees and attachments

There are no fees required if you are only making changes to addresses, email address, website addresses or notifying of a new association secretary.

If applying to change the association name, the fee is $25.70

If applying to alter the rules or adopt the model rules, including changes to purpose or financial year end date, the fee is $160.50.
If applying to alter the rules or adopt the model rules AND change the name of the association, the fee is $186.20.
Details of association
1. Provide details of the association

	Name of association:
	

	Association registration number:
	


Type of change 
2. What type of change are you applying for? (choose all that apply) (mark with an X)
	
	Change of registered address – complete question 3.

	
	Change of existing secretary’s address(es) – complete question 4. 

	
	Appointment of a new secretary – complete question 5. 

	
	Notification of website address – complete question 6. 

	
	Change in administration of trust accounts – complete question 7.

	
	Change of association name – complete questions 8 and 9. 

	
	Alteration of rules, including purpose or financial year end date – complete questions 10 to 14. 


Address changes

3. New registered address of association.  Mail will be sent to this address unless you advise otherwise.
	Address (including state and postcode. Can be PO Box):
	

	Date of registered address change (dd/mm/yyyy):
	


4. New address of existing secretary 
	Same as registered address (Yes/No)
	
	If no, specify different address below (including state and postcode. Can be PO Box): 

	

	Daytime telephone number:
	

	Email:
	

	Date of address change (dd/mm/yyyy):
	


Appointment of a new secretary 

5. Details of new secretary 
	Surname:
	

	Given names:
	

	Date of birth (dd/mm/yyyy):
	

	Address (including state and postcode. Can be PO Box):
	

	Daytime telephone number:
	

	Email:
	

	Date appointed as secretary (dd/mm/yyyy):
	


Notification of domain name/website address(es)

6. List all changes to domain names/website addresses
	


Change in administration of trust accounts

7. List all changes to trust accounts administered by the association
	


Change of association name

8. Date and location of the meeting at which the special resolution to change the name was passed
	Date (dd/mm/yyyy):
	

	Location:
	


9. What is the proposed new name of the association? It is suggested the name reflect the purpose of the association. The name you propose may not be accepted because it is similar or identical to an existing name. To check if your name already exists or is similar to another, you can search ASIC's organisation and business names register website. The name of an incorporated association must have the word "Incorporated" as the last word of its name.
If your first choice of name is unavailable, you may list two other preferred names here. We will use this list to automatically register the first available name. Please consider your preferences carefully as you will not be contacted to confirm the name that is registered. The names listed should be substantially different from each other.
	Proposed name
	

	Second preference
	

	Third preference
	


Alteration of rules 

10. Date of meeting at which the special resolution to change the rules was passed 

	Date (dd/mm/yyyy)
	


11. What type of change are you applying for? (choose all that apply) (mark with an X)
	
	Change to end of financial year date in the rules – complete question 12.

	
	Change to the purposes – complete question 13.

	
	Other changes/alterations to the rules – complete question 14.

	
	Adoption of model rules – go to question 15.


12. New financial year end date (e.g. 31 August) Please note that where this change applies to model rules and own rules containing the financial year end date, a special resolution is required.

	Date (dd/mm/yyyy)
	


If changed, please note that the association must close its books each year and a change of financial year end date does not excuse a gap in financial reporting.
13. What are the new purposes of the association? List each purpose in a numbered paragraph. 

	


14. Provide a summary of the rule alterations/changes. Include the rule number(s). 
	


Declaration and signature

15. I declare that: 

· I am the secretary of the incorporated association applying for these changes 

· if any changes/alterations have been made to the association name, rules and/or purpose, that a special resolution was passed at a meeting of members in accordance with sections 24 and 50 of the Associations Incorporation Reform Act 2012  

· the details in this application are true and correct. I acknowledge that it is an offence under section 208 of the Associations Incorporation Reform Act 2012 to make a false or misleading statement or omit information in relation to an application 
· any copies of documents (attachments) to this application are true copies 
· if the secretary has changed for this association, the new secretary named in this form is 18 years of age or older; is a resident of 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)
	

	Printed name
	

	Date (dd/mm/yyyy)
	

	Address
	

	Daytime telephone number
	

	Email 
	


Document checklist

16. Unless you are providing attachments because more space is needed, there are no attachments required if you are only making changes to addresses, email address, website addresses or notifying of a new association secretary or ABN.
Otherwise, we cannot process your application without the following documents:
Attach by paperclip (not staple)

If making any changes to rules, including the adoption of model rules:
	
	A copy of the notice of the special resolution detailing the change(s)

	
	A declaration signed by two members of the committee confirming that the special resolution was passed in accordance with the Act and the rules of the association. The declaration template is provided at the back of this form 

	
	A copy of the full set of meeting minutes at which the special resolution was passed. The minutes must show the details of the special resolution passed and clearly show the alterations. 

	
	A consolidated and complete copy of all of the association rules, including any new rules. The copy should have numbered paragraphs. If using own rules, also complete and include the own rules checklist at the end of this form.


How to lodge and pay 

If only making changes to addresses, email address, website addresses or notifying of a new association secretary, or ABN, lodge this form: 
· by email to cav.registration.enquiries@justice.vic.gov.au
· by post to Consumer Affairs Victoria at GPO Box 4567, Melbourne VIC 3001 
· in person at 113 Exhibition Street, Melbourne. Office hours are 8:30 am – 5:00 pm, Monday to Friday (except public holidays).
If making changes to the name or altering the rules, you must pay the application fee(s) 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 below and the attachments to cav.registration.enquiries@justice.vic.gov.au
If lodging by post, print the form and sign in the declaration. You can pay the fee by cheque, money order or credit card. If paying by credit card, complete the details below. Post the completed form, any attachments and payment to Consumer Affairs Victoria at GPO Box 4567, Melbourne VIC 3001.
If lodging in person, print the form and sign the declaration. You can pay the fee by cheque, money order or credit card. Bring the completed form, any attachments and payment to Consumer Affairs Victoria 113 Exhibition Street, Melbourne. Office hours are 8:30 am – 5:00 pm, Monday to Friday (except public holidays).

What happens when you lodge your application?
· If you are making changes to the name or rules, you will be sent a letter approving or rejecting the changes. In some cases, we may ask you to provide further information. If an association name change is approved you will be sent a new certificate.
· If you make changes to the name and rules simultaneously and one of them cannot be accepted, the combined application is rejected.
· If any change occurs in the information you have provided in your application, 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 – Consumer Affairs Victoria 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 application 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.
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Declaration for alteration of rules

Associations Incorporation Reform Act 2012
Section 50(4)(b)

I (name of committee member of incorporated association), and (name of other committee member), being members of the committee of (insert full name of the incorporated association), declare that—

The special resolution to alter the rules of (insert full name of the incorporated association) was passed at a general meeting of the association held on (insert date of general meeting) in accordance with the Associations Incorporation Reform Act 2012 and the rules of the association.

Name:

Signed:

Dated:

Name:

Signed:
Dated:
Own rules checklist

If your incorporated association creates its own rules, you must have an equivalent rule for the 23 provisions listed in Schedule 1 of the Associations Incorporation Reform Act 2012.
If any of them are not provided for, your rules will be rejected and you will need to hold another general meeting with members to approve a new set of rules.

The Schedule 1 provisions are listed in the table below. The provisions which include the words “if any” are not mandatory for all associations, but you must still have an equivalent rule stating it does not apply. For example, if there are no qualifications required for membership (provision 3), you must have a rule stating that there are no qualifications required for membership. All of the provisions that do not include the words “if any” are mandatory. For example, your associations must have a grievance procedure (provision 8).

For information and guidance on content, the table includes the model rule number/s dealing with the provisions. The model rules are available in the Incorporated Associations section of the Consumer Affairs Victoria website (www.consumer.vic.gov.au/associations).
Please provide your equivalent rule number for each of the 23 required provisions.
	Required provision
	Model rule number
	Your rule number

	1. The name of the incorporated association
	Rule 1
	

	2. The purposes of the incorporated association
	Rule 2
	

	3. The qualifications (if any) for membership of the incorporated association
	Rule 8
	

	4. The entrance fees, subscriptions and other amounts (if any) to be paid by members of the incorporated association
	Rule 9 (2)
	

	5. The rights, obligations and liabilities of members
	Rules 13-15
	

	6. Provisions for the resignation of a member or cessation of membership
	Rule 16, 17
	

	7. The procedure (if any) for the disciplining of members and the mechanism (if any) for appearances by members in respect of disciplinary action taken against them
	Rule 19-24
	

	8. The grievance procedures for settling disputes under the rules between the incorporated association and any members or between a member and other member
	Rule 25-29
	

	9. The name, membership and powers of the committee or other body having the management of the incorporated association (in this paragraph referred to as the committee) and – (see following five provisions)
	Rule 42-48, 53
	

	9 (a) the election or appointment of members of the committee
	Rule 49, 52,53
	

	9 (b) the terms of office of members of the committee
	Rule 55 (1)
	

	9 (c) the grounds on which, or reasons for which, the office of a member of the committee becomes vacant
	Rule 56
	

	9 (d) the filling of casual vacancies occurring within the committee
	Rule 57
	

	9 (e) the quorum and procedure at meetings of the committee
	Rules 58-67
	

	10. The procedures for the appointment and removal of the secretary of the incorporated association
	Rules 49,59,52,55(3)
	

	11. The custody of records, securities and other relevant documents of the incorporated association
	Rule 47 (2) (Secretary)

Rule 48 (2), (3) (Treasurer)
	

	12. Provisions for the custody and use of the common seal (if any) of the incorporated association
	Rule 47 (2) (b)
	

	13. Provision for members to have access to, and to be able to obtain copies of, the records, securities and other relevant documents of the incorporated association
	Rule 75 (2), (3)
	


	Required provision
	Model rule number
	Your rule number

	14. The preparation and retention of accurate minutes of – (see following two provisions)
	See following two provisions
	

	14 (a) general meetings of the incorporated association
	Rule 41

Rule 47 (2)
	

	14 (b) meetings of the committee or other body having the management of the incorporated association
	Rule 66
	

	15 Provision for members to have access to, and to be able to obtain copies of, minutes of general meetings of the incorporated association, including financial statements submitted at a general meeting
	Rule 75
	

	16 Right of access (if any) by members to minutes of meetings of the committee, including any terms and conditions subject to which access may be granted
	Rule 75
	

	17 The intervals between general meetings of members of the incorporated association and the manner of calling general meetings
	Rule 30

Rule 33
	

	18 The quorum and procedure at general meetings and whether members are entitled to vote by proxy at general meetings
	Rule 36

Rules 37-41

Rule 34
	

	19 The time within which, and the manner in which, notices of general meetings and notices of motion must be given, published or circulated
	Rule 33
	

	20. The sources from which funds of the incorporated association are to be or may be derived
	Rule 68
	

	21. The manner in which the funds of the incorporated association must be managed and, in particular, the mode of drawing and signing cheques on behalf of the incorporated association
	Rule 69 especially 69 (2), (3), (4)
	

	22. The manner of altering and rescinding the rules of the incorporated association and of making additional rules
	Note to Rule 39, 77
	

	23. The disposition of any surplus assets on the winding up or dissolution of the incorporated association
	Rule 76
	


You must also attach a consolidated and complete copy of your rules. The copy should have numbered paragraphs.
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