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Acknowledgement of Country

We pay respect to Victoria's traditional owners and their elders past and present who have
been custodians of this country for many thousands of years. We acknowledge their living
culture and their role in the life of Victoria.



Disclaimer

The information in this user guide is specific to Victorian funding and disclosure laws and
does not consider the laws of other Australian jurisdictions. Victoria’s funding and disclosure
laws are set out in the Electoral Act 2002 (the Act).

This information is general in nature and does not consider your individual circumstances. If
you are unsure about how the laws apply to you, seek professional advice.

Contact us

The Funding, Disclosure and Parties team is here to support you with your funding and
disclosure obligations. Please get in touch with us if you have questions or concerns.

Phone: 03 8620 1100 or 131 832

Email: disclosures@vec.vic.gov.au

You can also contact us at rppregistration@vec.vic.gov.au with any questions about

registered political parties and their agents.
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VEC Disclosures

VEC Disclosures is our purpose-built portal that allows users to disclose political donations
and submit required annual returns. Political donations are money, services (including paid
labour), loans, guarantees or property (including a loan of assets).

A political donation is any gift made to:

e political parties registered in Victoria

e candidates at a Victorian State election

e a group of Legislative Council (upper house) candidates at a Victorian State election
e an elected member of the Victorian Parliament

e an associated entity operating in Victoria

e a nominated entity of a political party registered in Victoria

e a third-party campaigner operating in Victoria.

This guide explains how to register for VEC Disclosures. It also has instructions on how to
make, accept, reject, or link a donation.

Web browser capability

VEC Disclosures works on multiple web browsers.

You can access VEC Disclosures on a mobile device, however, the best user experience is on
your desktop or laptop computer.

Definitions

For an explanation of terms used in this user guide, please visit the Funding glossary on our
website.

More information

For more information on funding and disclosures obligations or for more VEC Disclosures
user guides please visit our website.

Political donations | Victorian Electoral Commission (vec.vic.gov.au)

Annual returns | Victorian Electoral Commission (vec.vic.gov.au)

VEC Disclosures — Portal guide

VEC Disclosures — Associated entities and third-party campaigners functions guide
VEC Disclosures — Registered political party functions guide
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Introduction

This guide is to help you, as a registered officer or deputy registered officer (acting on
behalf of a registered political party, its nominated entity, and any endorsed candidates
and elected members) to use VEC Disclosures to fulfil your funding and disclosure
obligations. These obligations are set out under Part 12 of the Act.

General information

Registered officers of registered political parties are responsible for making sure the party
and all its recipients comply with Victoria’s funding and disclosure laws. Recipients are:

e the registered political party

e endorsed candidates

e clected members

e nominated entity (if you have one).

This includes making sure donations above the disclosure threshold are disclosed using VEC
Disclosures, managing the state campaign account, submitting annual returns, and
managing payments of any applicable funding.

We recommend that the party appoints a deputy registered officer (otherwise known as a
deputy agent) to act as the registered officer in case the registered officer is unavailable.

Registered officers can register one or more deputy registered officers to help manage the
funding and disclosure obligations. Registered officers are still ultimately responsible for all
funding and disclosure obligations of the recipient, and any actions of the deputy
registered officer. You should make sure there is strong internal governance, including
appropriate delegations when you appoint a deputy registered officer.

Deputy registered officers nominated by the party for the purpose of the Part & of the Act
are not automatically registered in VEC Disclosures. Likewise, deputy agents registered in
the VEC Disclosures system are not automatically nominated as deputy registered officers
for the purposes of party administration. While both roles can be filled by the same person,
this is not required.

As deputy registered officers are nominated by the registered officer in VEC Disclosures, if
the registered officer is de-registered in VEC Disclosures, any deputy registered officers
they appointed will be simultaneously de-registered. If the same deputy registered officers
are nominated by the incoming registered officer, they will need to contact us at
disclosures@vec.vic.gov.au.

VEC Disclosures — Registered political parties functions guide
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Registered officers

If you need to nominate or change your registered officer please contact us at
rppregistration@vec.vic.gov.au. Changes to registered officers cannot be made using VEC
Disclosures.

Once the nomination or change has been approved the new registered officer will be
registered in VEC Disclosures on your behalf. Incoming registered officers must follow these
instructions to complete their registration.

Registered officer registration

1. We will email you when you have been nominated as a registered officer. Click the
‘Complete registration’ link to create a password.

Your registration on VEC Disclosures is almost complete.

Please click the following link to complete your registration, I

The link is enly valid for 14 days.
Please note, only you can use this registration link; it must not be given to another person.
To learn more about your funding and disclosure ohligations, visit the VEC website,

If you have received this email in error, or have any queries as to why you are receiving this email, please contact the VEC Funding and Disclosure Unit at disclosures@vecvic.gov.au or on 131 832,

Note: this invitation will expire after 14+ days.

2. Click ‘Register’.

VEC Funding And Disclosure System

Complete Your Registration

[ o]

3. Enter your chosen password and click ‘Complete Registration’.

Your password must be at least 8 characters and contain at least 3 of the following:
uppercase, lowercase, number and symbol
(for example: ! @ # S % &).

VEC Disclosures — Registered political parties functions guide 3
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Complete your VEC Disclosures registration

Emnail *
‘Your email will be your usemame

Preflled  ExampleEmail@igmail com |
Create your password *

4. You are now registered. On the dashboard you can access any of the menu options on

the left-hand panel.

Victorian Dashboard
Electoral
Commission You are currently logged in as: Registered Officer on behalf of ExampleRPP
ExampleRO
Registered Officer Need to link another entity to your VEC Disclosures account? You can do that here
ExampleRPP
Forest Run Melbourne Register an entity
Victoria 3000 Australia
Switch Switch entities

== Dashboard The entities and roles linked to your account are listed below.

& Donations

Switch to *

Annual returns -
B Select your entity

Switch entity

& Manage entity
& My account
O Enquiries & support

@ Log out

VEC Disclosures — Registered political parties functions guide



Edit registered officer details

You must make sure your details are always up to date in VEC Disclosures. If you give false
or misleading information when disclosing a donation, you may be fined, imprisoned or
both. This includes your address and other contact details. The fine for this offence is 300
penalty units (currently more than $54,000). The prison term is two years.

De-register a registered officer

You cannot de-register a registered officer on VEC Disclosures. Please contact us at
rppregistration@vec.vic.gov.au to do this.

The request to deregister a registered officer must come from either the current registered
officer or from the executive board of the registered political party.

Once this request has been approved the outgoing registered officer will be removed from
VEC Disclosures.

Note: when a registered officer is de-registered any deputy registered officers they
appointed are also de-registered. Any deputy registered officer removed in this process can
be re-registered by the incoming registered officer, pending approval from the default
agent.
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Deputy registered officers

You can register a deputy registered officer in VEC Disclosures to help with donation
disclosure and reporting obligations for the party. This is outlined in Part 12 of the Act only.

If you need a deputy registered officer to have authority to do general administration for
the registered political party as outlined in Part 4 of the Act (for example nominate or
endorse candidates for elections on behalf of the registered officer), they must be
appointed in writing by the registered officer.

Written applications to appoint a deputy registered officer under Part 4 of the Act must be
submitted to us at rppregistration@vec.vic.gov.au.

More information on deputy registered officers and other agent roles.

The registered officer must enter the details of their chosen deputy registered officer in VEC
Disclosures to begin the nomination process. Then the deputy registered officer must
complete their registration using the link we email them. See Completing a deputy
registered officer registration.
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Register a deputy registered officer

1. On the VEC Disclosures home page click ‘Sign in’ from the top menu.
2. Sign in with your email and password.

3. From the dashboard click ‘Manage entity’ on the left-hand menu.

Victorian Dashboard
Electoral
ommission : - )
c You are currently logged in as: Registered Officer on behalf of ExampleRPP
ExampleRO
Registerad Offii
egistere reer Need to link another entity to your VEC Disclosures account? You can do that here
ExampleRPP
Forest Run Melbourne Register an entity
Victoria 3000 Australia
Switch Switch entities
2 Dashboard The entities and roles linked to your account are listed below.

£ Donations
Switch to *
B Annual returns

Switch entity
= My account

0 Enquiries & support

Select your entity ~

(+ Log out

4. Click ‘Nominate a deputy officer’.

@ ‘él’;é‘:gg’} Manage Registered Political Party details

Home | Manage entity
Commission
xample
Registered Officer
ExampleRPP
Melbourne
Victoria 3000 Australic

SHch Name Role Contact number Email Electorate silent elector Action
s + I ExampleC Endorsed Candidate ExampleEmali@gmall.com Carrum @ ean
“ ilons + W cxomplecct Endorsed Candidate ExampleEmali@gmail.com Box Hill Fede
B Annual retums + ExampleEM Elected Member ExampleEmail@gmail.com Burwood Yes & can
12t Manage entity + ExampleRPP Registered Political Party 4555555555 ExampleEmail@gmail.com e
& My account +  ExampleDRO Deputy Registered Officer 4555655565 ExampleEmail@gmail.com
© Enquiries & support Showing 1105 of 5 rows

@ Log out
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5. Enter the details of your deputy registered officer. Fields with a red asterisk (*) are
compulsory.

Nominate a Deputy Registered Officer @

Home | Manage entity /| Nominate a Deputy Registered Officer

How do we collect, manage and disclose your personal information? See our Privacy Statement.

The following information is required to provide your nominated deputy registered officer with access to VEC Disclosures.

Deputy Registered Officer contact information

First name *

Last name *

Phone number (Preferred) * Phone number (Alternative)

‘ Include local area code ‘ ‘ Include local area code ‘

Email address *

We will send all VEC Disclosures notifications to this email address. An email address can only be registered with one VEC Disclosures account.

‘ Email address

6. Click ‘Submit’.

Deputy Registered Officer contact information
First name *

Example
Last name *
DRO

Phone number (Preferred) * Phone number (Alternative)

Email address *
We will send all VEC

ures notifications to this email address. An email address can anly be registered with one VEC Disclosures account
ExompleEmailggmailcom

Click ‘Ok’ to agree or ‘cancel’ to change any details.
. x
i/ Submit

The person you have nominated as Deputy Registered Officer will receive an
email asking them to formally accept the nomination. They may need to
complete an attestation form, sign, and upload it as part of their acceptance.

Please note, this person will not be the Deputy Registered Officer until they have
formally accepted the nomination.

VEC Disclosures — Registered political parties functions guide



7. You will see confirmation that your nomination was successfully received.

DepUty RegiStered Officer nomination successful Home |/ Manage entity /| Nominate a Deputy Reg.. | Deputy Registered Officer nomination successful

@ You have nominated ExampleDRO to be the Deputy Registered Officer

The person you have nominated will receive an email asking them to accept the appointment. This person is not your agent until they have formally accepted the nomination via VEC Disclosures

We will notify you when they accept or reject the nomination.

Back to manage entity

8. We will email your nominated deputy registered officer a link to accept or reject their
nomination.

VEC Disclosures — Deputy registered officer nomination

Dear Example DRO

The registered officer for ExampleRPP, ExampleRO has nominated you as a deputy registered officer.

IAcceDt or reject this nomination. I

For more information, please contact us at disclosures@vec.vic.gov.au. You can also call us on (03) 8620 1100 or 131 832.

9. We will email you to confirm when your nominated deputy registered officer
completes the registration process.

10. When they are confirmed the deputy registered officer will appear in the ‘Recipient
and user’ page. They will also appear in your ‘Activity log’ on the dashboard.

Manage Registered Political Party details

© Register a Candidate/Member © Nominate a deputy officer

Home | Manage entity

Name Role Contact number Email Electorate Silent elector Action
+ I ExampleEC Endoceadcadiiats ExampleEmail@gmall.com Carrum  Edit
+ I ExampleEC1 Endorsed Candidate ExampleEmali@gmail.com Box Hil @ Eait
v I ExampleEM Hlected Member ExampleEmali@gmall.com Burwood ves & edit
+ ExampleRPP Registered Political Party 4555555555 ExampleEmall@gmall.com & dit
+ ExampleNE DRO Deputy Registered Officer 4555555555 ExampleEmail@gmail.com
I + ExampleDRO Deputy Registered Officer 4555555555 ExampleEmail@gmail.com I

Showing 1to 6 of 6 rows

Home | Dashboard

Activity

Recent activity for ExampleRPP

ion of deputy reg officer: 0 is approved by VEC

nomination of deputy regi officer: is accepted by deputy registered
officer

- nomination of deputy registered officer : ExampleDRO is awaiiting deputy registered
officer approval.

+ $1060.00 ExampleRPP added a donation 6 hours ago.

+ $1060.00 ExampleRPP added a donation from ExampleRO Ghoursage

VEC Disclosures — Registered political parties functions guide 9



De-register a deputy registered officer

You cannot de-register a deputy registered officer in VEC Disclosures.

Contact us at disclosures@vec.vic.gov.au if you need to remove a deputy registered officer.
We will de-register them in VEC Disclosures on your behalf and let you know when it’s

completed.

You can then register a replacement deputy registered officer using the deputy registered

officer registration instructions.

Edit my details — deputy registered officers

As a donor or recipient, you must make sure your contact details are always up to date. If
you give false or misleading information when disclosing a donation, you may be fined or
imprisoned or both. This includes your address and other contact details. The fine for this
offence is 300 penalty units (currently more than $54,000). The prison term is 2 years.

1. On the VEC Disclosures home page click ‘sign in” from the top menu.

2. Sign in with your email and password.

3. On the dashboard click ‘My account’ from the left-hand menu.

Victorian Dashboard
Electoral
Commission You are currently logged in as: Individual Donor on behalf of ExampleDonor

ExampleDonor
Individual Donor .
: Need to link another entity to your VEC Disclosures account? You can do that here
ExampleDonor
530 Coll\qs street Register an entity
Melbourne Victoria 3000
Australia

. Switch entities
Switch
The entities and roles linked to your account are listed below.

52 Dashboard

% Donations Switch to *

ExampleDonor - Individual Donor v

% Manage entity

s M t

@ Enquiries & support

@ Log out

4. Click ‘Edit my account’.

Victorian
Electoral My account
Commission

Contact details

First name ExampleDonor
Lost nome ExampleDaner
Switch Emeail oddress ExampleEmsii@gmail com
Residentiol address 530 Collins street Melbourne Victoria 3000 Australia
% Dashboard
Phone number (Preferred) 4556555568

£ Donations
Phone number (Attemative) -

© Enquiries & support

@ Log out

Home | My account
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5. Select the fields you want to edit.

Note: your first name, last name and email address cannot be changed.
To change these details please contact us at disclosures@vec.vic.gov.au.

6. The system will confirm that your details are saved.

Edit account confirmation Home | My account / Editmy account / Edit account confirmation
Your details have been successfully updated
You have successfully updated your account information.

Registered political party recipients

Recipients of a registered political party include candidates and elected members endorsed
by the registered political party.

Why do | need to register party member recipients?

In Victoria anyone who receives political donations equal to or more than the disclosure
threshold must disclose them to us using VEC Disclosures within 21 days of receiving them.
Recipients are any:

e registered political parties
e candidates

e elected members

e associated entities

e third-party campaigners

e nominated entities of a registered political party

You can only disclose donations to recipients who are registered on VEC Disclosures.

There are penalties for giving false or misleading information when disclosing a donation.
This includes address and contact details. You may be fined or imprisoned, or both. The fine
for this offence is 300 penalty units (currently more than $54,000). The prison term is up to
2 years.

Registered officers are responsible for registering all candidates and elected members
endorsed by their party and disclosing all donations they receive.

VEC Disclosures — Registered political parties functions guide 1
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Register a recipient account

1. On the VEC Disclosures home page click ‘Sign in’ from the top menu.
2. Sign in with your email and password

3. From the dashboard click ‘Manage entity’ on the left-hand menu.

Victorian Dashboard
Electoral
Commission You are currently logged in as: Registered Officer on behalf of ExampleRPP
ExampleRO
Registered Offi . . .
cgistersd officer Need to link another entity to your VEC Disclosures account? You can do that here
ExampleRPP
Forest Run Melbourne Register an entity
Victoria 3000 Australia
Switch Switch entities
22 Dashboard The entities and roles linked to your account are listed below.

£ Donations
Switch to =

B Annual returns

Select your entity v

Switch entity
& My account

© Enquiries & support

& Log out

4. Click ‘Register a Candidate/Member’.

Victorian . . .
Electoral Manage Registered Political Party details I —
Commission
ExampieRO
Registarad Officer

Examplel
Mo

Victoria 3000 Aust

Switch Name Rola Contaet number Emall Hectorate silant elactor Action

5 Doshbeard * N Exampletc R ety ExampleEmai@gmail.com Can -2
# Donations + M Exampletct Enetorsed Conclicate ExsmpleEmsi@grail sors Bow Hil D
B annual returns * I ExampleEM Elocted Member ExampleEmail@gmail.com Burwood Yes @i
12 Manage entity + ExompleRPP Registered Poltical Party ASEEE56566 ExampieEmai@gmail.com e
& my account +  ExampleNE DRO Deputy Registered Officer 5555

© Enquiries & support Shawing 110 6 of & rows

& log out
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5. Select either ‘Endorsed Candidate’ or ‘Elected Member’ from the drop down. Complete
the nomination details in the fields below and click ‘Submit’.

Nominate an Endorsed Candidate or Elected Member Home | Manage entity | Nominate an Endorsed Candidate or Elected Member

How do we collect, manage and disclose your personal information? See our Privacy Statement.

The following information is required to provide your nominated endorsed candidate or elected member with access to VEC Disclosures.

Are you nominating an endorsed candidate or elected member? *

Please select V|

Please select
Endorsed Candidate
[ Elected Member

First name *

Last name *

Last name |

Phone number (Preferred) * Phone number (Alternative)

‘ Include local area code ‘ | Include local area code |

Email address *

We will send all VEC Disclosures notifications to this email address. An email address can only be registered with one VEC Disclosures account.

‘ Email address |

6. Enter the recipients contact details. Fields with a red asterisk (*) are compulsory.

Endorsed Candidate or Elected Member contact information

First name *

Last name *

Phone number (Preferred) = Phone number (Alternative)

| Include local area code | ‘ Include local area code ‘

Email address *
We will send all VEC Disclosures notifications to this email address. An email address can only be registered with one VEC Disclosures account.

| Email address ‘

7. Agree to this notice by clicking ‘Ok’. Click ‘cancel’ to make any changes.

{1y Submit *

The person you have nominated as Elected Member will receive an email asking
them to formally accept the nomination. They may need to complete an
attestation form, sign, and upload it as part of their acceptance.

Please note, this person will not be the Elected Member until they have formally
accepted the nomination.

VEC Disclosures — Registered political parties functions guide 13



8. You will see confirmation that your submission was successful.

Endorsed Candidate nomination successful

fome | Manage entity /| Nominate an Endorsed Endorsed Candidate nomination successtul

@ You have nominated ExampleEC to be the Endorsed Candidate

The person you have nominated will receive an email asking them to accept the appointment. This persan is not your agent until they have formally accepted the nomination via VEC Disclosures

we will notify you when they accept o reject the nomination

Back to manage entity

9. We will email the recipient to let them know they have been nominated. They can
either accept or reject this nomination.

Dear Example EC
ExampleROthe Registered Officer for ExampleRPP has nominated you as an Endorsed Candidate.

As an Endorsed Candidate, you are responsible for managing donation disclosure obligations for any donations that you make

Accept or reject this nomination.

For more information, please contact us at disclosures@vec vic.gov.au. You can also call us on (03) 8620 1100 or 131 832,

10. You will see this screen in VEC Disclosures when they accept your nomination.

Endorsed Candidate acceptance
successful

@ Your acceptance has been confirmed

We will advise ExampleRO that you have accepted the Endorsed Candidate nomination f
ExampleRPP

11. We will email you to confirm when your recipient has completed the registration
process.

VEC Disclosures — Registered political parties functions guide
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Edit a recipient

Why would | want to edit my details?

If the details of your recipient change you must update these details to make sure this
register is accurate.

1. On the VEC Disclosures home page click ‘Sign in’ from the top menu.

2. Sign in with your email and password.

3. From the dashboard click ‘Manage entity’ on the left-hand menu.

Victorian Dashboard
Electoral
Commission You are currently logged in as: Registered Officer on behalf of ExampleRPP

ExampleRO
Registered Officer Need to link another entity to your VEC Disclosures account? You can do that here
ExampleRPP
 Forest Run Melbourne Register an entity
Victoria 3000 Australia
Switch Switch entities
2% Dashboard The entities and roles linked to your account are listed below.

£ Donations
Switch to *
B Annual returns

& Manage entity
Switch entity
& My account

© Enquiries & support

Select your entity v

@ Log out

L. Click ‘Edit’ next to the recipient name.

Name Role Contact number Email Electorate Silent elector Action
+ I ExampleEC EndarsadiCondidats) ExampleEmail@gmail.com Carrum ® edit
+ I ExampleEC1 Endorsed Candidate ExampleEmail@gmail.com Box Hill @ Eait
+ I ExampleEM S ExampleEmail@gmail.com Elwood jres @ edit
. . . 3 . o s
5. Select the fields you need to edit then click ‘Update entity details
Residential address *
Australian street address only, post office boxes will not be accepted
530 Collins street, Melbourne Victoria 3000
[J Enter residential address manually
Electorate *
Melbourne v
Update entity details
6. You will see confirmation that the details have been updated
Edit entity confirmation Home | Manage entity | Edit entity | Edit entity confirmation
ully updated the details of the entity
You have successfully updated the details of Endorsed Candidate ExampleEC
VEC Disclosures — Registered political parties functions guide 15
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Nominated entities

Why should | appoint a nominated entity?

Registered political parties may choose to appoint an organisation to be its nominated
entity. Any gifts made between a registered political party and its nominated entity are not
considered political donations. Parties can only appoint one organisation to be their
nominated entity.

This appointment does not begin until we have accepted the party’s written application to
appoint a nominated entity. This application must include written consent from the
proposed nominated entity. After we accept this application we will add the entity to the
Register of nominated entities.

To be eligible to be appointed as a nominated entity the organisation must be an
incorporated body that:

* is controlled by the registered political party (in accordance with section 50AA of the
Corporations Act 2001 (Cth))

* operates for the sole benefit of the registered political party, or is established and
maintained—or is the trustee of a trust established and maintained—for the sole benefit of
the members of the registered political party.

* does not have voting rights in the registered political party.

* is not already the nominated entity of another registered political party.

* has not been convicted of an offence under Part 12 of the Act (nor has an officer of the
organisation).

The registered officer of the registered political party is also the registered agent of the

nominated entity. This means the registered officer is responsible for submitting all donation
disclosures and annual returns for the nominated entity.

More information on the annual returns process.
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Appointing a nominated entity

This process can only be completed by the registered officer or deputy registered officer.

1. On the VEC Disclosures home page click ‘Sign in’ from the top menu.
2. Sign in with your email and password. On the dashboard click ‘Manage entity’ on the
left-hand menu.

Victorian
Dashboard
Electoral
ommission . ; "

c You are currently logged in as: Registered Officer on behalf of ExampleRPP

ExampleRO

Registered Officer . " .
9 Need to link another entity to your VEC Disclosures account? You can do that here
ExampleRPP
) FOI"QSI Run Me\hou_me Register an entity
Victoria 3000 Australia
Switch Switch entities
=2 Dashboard The entities and roles linked to your account are listed below.

£ Donations
Switch to *

B Annual returns

Switch entity
= My account

© Enquiries & support

Select your entity ~

® Log out

3. Click ‘Add nominated entity’.

:‘igé"’:;'l' Manage Registered Political Party details fome | Managa entity
Commission

© Registar o Candioats/Member I @ Hominate a deputy officer

Registered Cfficer

"PP

Melboume
Victoria 3000 Australia
switch Name Role Gontact number Email Hectorata Silent elector Action
— T T R —
& ponations + I ECl Endorsed Candidate ExampleEmsilggmailcom Bax Hill e
B Annual retume + I M Bected Member ExampheEmsil@gmail.com Burwood Yes @ e
2 Manage entity + L Registered om & ean
& my account + I RPPEC Endorsed Candidote Err e Ves T
© Enquiries & support + NEDRO Daputy Registered Olficar 55565 il om
© Log out +  RRPDRO Deputy Registared Officar 55555¢
+ NE Nominated Entity Deregistered

ExamploEmail @gmail com on 22 May 2022

© Public Information
Showing I ta B of & rows:
€ Donations

B Nominated Entities

B Annual Returns
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4. Click the ‘Nominated entity appointment’ link to download the Nominated entity
appointment form. This entire form must be completed (including a signature) before
you can proceed to the next step.

Add Nominated Entity

Home

Declaration of eligibility
Nominated entity appointment form

| Browse... | No file selected.

Please upload a signed consent and declaration form.

To appoint a Entity, please and complete the Nominated Entity Appointment form bef the online form. I

The i Entity form must be pl in its entirety (including signatures) before you can proceed to the next step of the appointment
process.

Please upload the Entity Appoir form.

Manage entity

Add Nominated Entity

5. Give the Nominated entity appointment form to the nominated entity contact person
to complete. Make sure the contact person completes the form and sends it back to

you.

6. Scan and save the completed form to your computer. You must keep the original

version on file to supply to us if we request it.

Nominated Entity Appointment Form

Nominated Entity Appointment Form

e comp

et form
‘appoirting the organsation as &5 Nomiated Erty.

Nominated entity attestation and consent (please use BLOCK LETTERS)

Nominsted ertty name.

Norminsted ertdy address.

person name.

Nominated ertty respareibie
person cortact detais

1ot 3Pages

MELBOURNE NOMINATED ENTITY PTY LTD

Posta adareze
15 BOURKE STREET

MELBOURNE

) Poricots
VICTORIA 3000

123333333

MRS

NOREEN NOMINATED

Teephone Mabia
03 8620 1192 0453535353

NOREEN@HELBOURNENE.COM AU
Prtored metod o cortact
EMAIL

Nominsled ety esporsibe person rame | oy o are

(ploase use BLOCK LETTERS)

Nominated Entity Appointment Form

Nominsted
iy SopveratFo i i
responsibie
perion v n B o e et Eig o VES e st e o
sttestation | £
+ Tha orgaaatinis an Rcorpaatad ody hat -
opartesfor e prciss anet of s s of s rogtarsd
okl pry o sablsd and masined, ot s e st of 3 st Kot the
et ct 1918 ot 4 Commarmath
ine regatred ol gy (et For s ssmontrert e sher 1 o
by 2020, o i apportmerts beyos P € ppoiniment f 3
nominsted sty mada aor § August 2013, 5 peninatad oy mst e e ol oo e e o
e Carporatans At 2001 c s Cormmortans, by I regairsd
ot s o o ot dtor e s00
Nominated entity responsibie person signature" Oote
NNowsated 25, 1 , 2018
“Please provide the arignal 34gned document (a 5cenned copy & se e e
et of 3 offnce unde Pat 12 te Encoral Act 2002
oo oty e Pty o &, S 2 -
VEC vettte
Contrond ovaries
2063 Pages
St 3Pages Prenre— ]
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7. Click ‘Browse’ to upload your completed Nominated entity appointment form.

Add Nominated Entity Home / Manage entity

Declaration of eligibility
Nominated entity appointment form

To appoint a Nominated Entity, please download and complete the Nominated Entity Appointment form before ing the online form.

The Nominated Entity Appointment form must be completed in its entirety (including signatures) before you can proceed to the next step of the appointment
process.

Please upload the i Entity Appoir form.

Please upload a signed consent and declaration form.
No file selected.

8. Choose your document and click ‘Open’.

¢ Open E

T » ThisPC » » Agent v & | SearchNominate
Organize v New folder - (7
9 Eavortes Name Type Size
B Desktop "3 Nominated Entity Appointment.pdf Adobe Acrobat D.. 284KB

18 This PC
€ Network

File name: | Nominated Entity Appointment.pdf v| |AllFiles v

Cancel

Once the document has been uploaded you can continue with the appointment process.

Add Nominated Entity Home | Manage entity | Add Nominated Entity

Declaration of eligibility
Nominated entity appointment form

To appoint a Nomi Entity, please and complete the Nominated Entity Appointment form before completing the online form.

The i Entity i form must be in its entirety (including signatures) before you can proceed to the next step of the appointment
process.

Please upload th i Entity is form.

Please upload a signed consent and declaration form.

| Browse... | nominated-entity-appointment.pdf

9. Confirm the organisation meets the eligibility criteria by checking each box. If the
organisation does not meet all the eligibility criteria it cannot be appointed as your
nominated entity.

Confirm eligibility
How do we collect, manage and disclose personal information? See our Privacy statement

[] Does not have vating rights in the registered political party. *
[ Is not already the Nominated Entity of another registered political party. *

[] Operates for the principal benefit of the registered political party, or is established and maintained or is the trustee of a trust established and maintained for the principal sole benefit of the members of the
registered political party. *

[] Not been convicted of an offence under Part 12 of the Electoral Act 2002 (including any officers of that entity) * @

Add Nominated Entity
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10. Enter the details of the organisation you are appointing as your nominated entity.
Complete the following mandatory fields:
e address (street address only — PO Boxes will not be accepted)
e ABN /ACN.

Organisation details

Organisation name *

ABN/ACN *

Organisation address

Organisation address (Australian street address only, post office boxes will not be accepted) *

[ Enter my organisation’s address manually

Street name
Suburb Postcode

State

Country

11. Enter the contact person’s details.

Contact person details

Title First Name *

Middle Name Last Name *

Email *

Contact phone 1 (include local area code) * Contact phone 2 (include local area code)
| Provide a telephone number ‘ ‘ Provide a telephone number

Fields with a red asterisk (*) are compulsory.

12. Enter the organisations state campaign account details.

State campaign account details @

Account name

BSB Account number
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13. Click ‘Submit’.

State campaign account details @

Account name

BSB Account number

14. You will see a submission confirmation screen.

Note: We still need to approve your nomination. The appointment process is not complete
until we add the entity’s details to the Nominated entity register.

Nominated entity nomination successful Home | Man

Mominated entity namination successful

@ New nominated entity ssfully added

Your request 1o nominate ExampleNE as your Nominated Entity has been submitted

verily thet the required written and signed consent, alang with o signed declaration from the entity tht it is eligible to be oppointed, hos been provided

Back to manage entity

ment can toke effect, the Victorion Electoral Co

Before an oppoi

Wie will notify you of the outcome of the nominatien, or if we require adc il infarmation.

15. We will email the registered officer when the entity has been registered.

Dear ExampleRO

ExampleNE has been registered as the nominated entity of ExampleRPP on VEC Disclosures.

The nominated entity is now published on the register of nominated entities

As the registered officer, you are responsible for managing the funding and disclosure obligations on behalf of your nominated entity. This includes:

- disclosing donations
- maintaining the state campaign account
- submitting annual returns.

To manage your funding and disclosure obligations for ExampleNE, please sign in to VEC Disclosures.
‘We have also notified your nominated entity’s contact person.

For more information, please contact us at disclosures@vec vic gov.au You can also call us on (03) 8620 1100 or 131 832

We will also email the contact person at the nominated entity to confirm their
registration is complete.

VEC Disclosures - Noeminated Entity Registration complete
Dear ExampleNE Contact

ExampleNE has been registered as the nominated entity of ExampleRPP on VEC Disclosures
The nominated entity is now published on the register of nominated entities.
The registered officer of ExampleRPP, ExampleRO IS responsible for managing all funding and disclosure obligations on behalf of ExampleNE

For more information, please contact us at disclosures@vec vic.gov.au. You can also call us on (03) 8620 1100 or 131 832
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16. The organisation will now appear on the Register of nominated entities on our
website as well as on the ‘Manage entity’ tab.

Victorian
Electoral
Commission
ExampleRO
Registared Officer
ExampleRPP
Melbourna

Victoria 3000 Australia

Switch
88 Dashboard
£ Donations

B Annual retums

& My account

© Enquiries & support

® Log out

© Public Information
£ Denations

B Nominated Entities

Name.

+ I ExampleEC:
+ Is,.m....zm
+ I ExampleEM
* ExamplerPP
o I ExampleECZ
*  Examplene

+  ExampleRPP NE DRO

+  ExampleRPPDRO

+ ExampleNE

Showing 110 9 of & rows

Manage Registered Political Party details

puty officer

Endorsed Condidate
Endorsad Candidate
tlected Member
Registered Political Party
Endorsed Candidate
Nominated Entity

Deputy Registered Officer
Deputy Registered Officer

Nominated Entity

Contact number Email

4555666655

4555555555

4555555555

ExampleEmali@gmall.com

ExampleEmaliggmall.com

ExampleEmall@gmail.com

ExampleEmail@gmail.com

ExampleEmali@gmall.com

ExampleEmali@gmall.com

Electorate

corrum

Box Hill

Burwood

silent elector

Home

Action

Manage entity

Zear

@ear

& ean

& eart

Deragisterad
on 22 May 2022
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Edit nominated entity details

You must make sure the details of your nominated entity are always up to date.

We are required by law to publish a register of nominated entities on our website. This

register must contain the name and address of the nominated entity as well as the name

and address of the registered political party.

If the details of your nominated entity change you must update these details to make sure

this register is accurate.

1. On the VEC Disclosures home page click ‘Sign in’ from the top menu.
2. Sign in with your email and password.

3. On the dashboard click ‘Manage entity’ on the left-hand menu.

Victorian Dashboard
Electoral
Commission You are currently logged in as: Registered Officer on behalf of ExampleRPP

ExampleRO
Registered Officer . . .
g Need to link another entity to your VEC Disclosures account? You can do that here
ExampleRPP
Forest Run Melbourne Register an entity
Victoria 3000 Australia
Switch Switch entities
22 Dashboard The entities and roles linked to your account are listed below.

# Donations
Switch to *
B Annual returns

:& Manage entity
Switch entity
& My account

@ Enquiries & support

Select your entity

® Log out
4. Click ‘Edit’ next to the nominated entity’s name.

Manage Registered Political Party details

© Register a Candidate/Member © Nominate a deputy officer

Home

Manage entity

Name Role Contact number Email Electorate Silent elector Action
+ I ExampleEC Endorsed Candidate ExampleEmail@gmail.com Carrum @ it
+ I ExampleEC1 Endorsed Candidate ExampleEmail@gmail.com Box Hill 2 Edit
+ I ExampleEM Elected Member ExampleEmail@gmail.com Burwood Yes Z Edit
+ ExampleRPP Registered Political Party . i com o e
+ [ ExampleEc2 Endorsed Candidate ExampleEmail@gmail.com Yes @ it
* Examplene Nominated Entity ExampleEmail@gmail.com = eait I
+  ExampleNE DRO Deputy Registered Officer i il.com
+ ExampleRPP DRO Deputy Registered Officer il il.com
+ ExampleNE Neminated Entity Deregistered

5. Select the fields you need to edit. The organisation name and ABN fields are locked
and cannot be edited. Please contact us at disclosures@vec.vic.gov.au if you need to

change these details.

The organisation address and state campaign account details can be edited.

on 22 May 2022
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Organisation Details

Organisation name * ABN or relevant business number

Example NE 51 824 753 556

Organisation address *

Australian street address only, post office boxes will not be accepted

530 Collins street, Melbourne Victoria 3000

[J Enter my organisation’s address manually

Fields with a red asterisk (*) are compulsory.

6. Click ‘Browse’ to upload any supporting documents.

State campaign account details @
State campaign account details are not required to complete this registration, however, they must

be provided as soon as possible to ensure donations received are compliant with the Electoral Act
2002

Account name

Account name ‘

BSB Account number

‘ BSB number - 6 digits ‘

Account number ‘

Please upload any additional required documents
| Browse... | No files selected.

Update entity details

7. Choose your document and click ‘Open’.

Open =3
== Raymond.reci ook com
© ~ 1 L » ThisPC » Documents » Change of ted Entity Details v e Search Change of Nominated... ©
Organize v New folder = - i) 7
5¥ Favorites Name Type Size
|®] Supporting document Microso!
1% This PC
€ Network
File name: Supporting document v | | AllFiles v
Cones

Once the document has been uploaded you can continue with the edit process.
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State campaign account details @

State campaign account details are not required to complete this registration, however, they must

be provided as soon as possible to ensure donations received are compliant with the Electoral Act
2002

Account name

Account number
‘ N .

Please upload any additional required documents

| Browse... \ Support Document.pdf

Update entity details

8. Click ‘Update entity details’ when you’re finished.

State campaign account details @

State campaign account details are not required to complete this registration, however, they must
be provided as soon as possible to ensure donations received are compliant with the Electoral Act
2002

Account name

Account number

Please upload any additional required documents
| Browse... | Support Documentpdf

I Update entity details

9. You will see confirmation that your updates were successful.

Edit entity confirmation

Home | Manageentity / Editentity / Edit entity confirmation

You have successfully updated the details of the entity

‘You have successfully updated the details of Nominated Entity ExampleNE

Back to manage entity
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De-register a nominated entity

You cannot de-register a nominated entity in VEC Disclosures.

There are specific situations where a nominated entity needs to be de-registered:

* If the nominated entity is no longer eligible to be a nominated entity — as the
organisation, or an officer of the organisation, is convicted of an offence against Part 12
of the Act or Part XX of the Commonwealth Electoral Act 1918 (Cth) — they must be
de-registered as a nominated entity. The nominated entity must provide written notice
to us within 7 days of the nominated entity ceasing to be eligible.

* If the registered political party that appointed the organisation to be its nominated entity
would like to appoint a different organisation to be its nominated entity, it must first de-
register its existing nominated entity (a party can only have one nominated entity).

* If the nominated entity would like to resign as the nominated entity, or the registered
political party would like to revoke the appointment of the nominated entity.

If any of these situations have occurred contact us at disclosures@vec.vic.gov.au or by
phone on (03) 8620 1100 or 131 832.

VEC Disclosures — Registered political parties functions guide 26


https://disclosures.vec.vic.gov.au/
mailto:disclosures@vec.vic.gov.au

Victorian
Electoral
Commission




