User guide
Company Officeholder

How to change company details - change to members register

The screens and data pictured in this guide are examples only. Actual screens can have minor differences in text and layout.
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How to change
company details
- change to
members register

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014

You will need to log in to your online account before you begin.
You must submit this form within 28 days of any changes to details of members.

You must be aware of the following information in regards to shares:

+  All companies must notify ASIC if they cancel or issue shares. Notifications must be received

within 28 days of the change occurring.

«  Proprietary companies must also notify ASIC of any changes to:

« the company’s share structure.
« details of their top 20 members.

Public companies must notify of changes to their share structure after they have received their
annual company statement, if changes have occurred. Notification must be received within 28 days
of the date of issue of the annual company statement.

Special cases (for proprietary companies) and their lodging periods:

«  Court-ordered corrections of the register must be notified to ASIC as specified by the court order

or within one month of the court order.

« Reductions in share capital must be notified to ASIC within 14 days after the passing of the

resolution to reduce share capital.

Companies limited by guarantee, or companies limited by shares and guarantee who have
not issued any shares.

These companies are not required to provide any details about share structure or members.

Transferring Financial Institutions are not required to provide details of member shares that meet the
requirements of Reg. 12.8.03.
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http://www.asic.gov.au/online-services.aspx

ASIC

Start transaction

ASIC Forms manager
. Australian Securities & Investments Commission Company
1. Once logged in, select Start new
form in the left hand menu.
n ACN 000 D00 000 EXAMPLE COMPANY PTY LTD
Start new form Officer John CITIZEN Director
Forms in progress Email example@email.com.au
Forms submitted
View company details
PDS Transaction Histo Inbox
Profile Date Form Description
Change password
Update contact details Hide Documents

M - Show all documents

Finish Viewing Forms in the Inbox

Logoff To view the form that has been sent to you, click on the form code.

== * A print file will then be loaded info a new browser window in Adobe PDF format. You can print the form using the Adobe foolbar. You must have
Help Adobe reader Version 5 or higher to print this form.

Ask a guestion

How this works *** None Found

Technical FAQ

Lodgement
Responsibilities A:::ILJ Home | Prlvacv Statement | Condltlon'2 ofuse | Feedback

User Guides an

Links
Search ASIC
Search ABR

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.
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© Australian Securities and Investments Commission October 2014 Page 3 0f 18



Select form type

1. From the list of available forms,
select 484.

Start new form

Forms in progress
Forms submitted
View company details
PDS Transaction History

Profile

Change password
Update contact details
Add ACH

Finish
Logoff

Help

Ask a guestion
How this works

Technical FAQ
Lodgement

Responsibilities
User Guides

Links
Search ASIC
Search ABR

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
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ASIC

ASIC

Forms manager

Amnstralian Securities & Investments Commnission

ACN 000 000 000 EXAMPLE COMPANY PTY LTD
Officer John CITIZEN Director
Email example@email com.au

Start a new form

Form Description

484 Change to Company Details V2
n Use this form to notify ASIC of:

Change of address

Appoint or cease company officeholder
Change of name - officeholders or members
Change to members' register

Change to share structure

Change of details - ultimate holding company
Change to special purpose company status

2054 Noftification of resolution - change of company name
362 Appointment or cessation of registered agent

410B Change of company name reservation

410F Extension of name reservation

485 Statement in relation to Company solvency V2

492 Request for correction

6010 Voluntary Deregistration of a Company

802 Supplementary Document V5

ES88 PDS in-use notice

ES89 Notice of change to fees and charges in a PDS
FS90 MNotice that a product in a PDS has ceased to be available
RATH Request for Adhoc Company Statement

RATAH Request for Company Details

Financial Statements

Form Description
388 Copy of financial statements and reporis
388 Amendment of previously lodged financial statements and reports

ASIC Home | Privacy Statement | Col

nditions of use
s &I tments |

Company
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Select change to
be notified

1. Select Change to members register.

Note: If you are changing the total
number of shares for this company,
please also select Change to share
structure. Refer to the Registered Agent
User Guide - how to change company
details - change to share structure for
further assistance with share structure
changes.

2. Select Next to continue.

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.
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Form 484

* Form setup
-+ Submit

lli'nm form
View company details

Finish form later
Home - Forms Manager
Log off

Help

Ask a question
How this works
Technical FAQ

Links
Search ASIC
Search ABR

How to change company details - change to members register

© Australian Securities and Investments Commission October 2014

ASIC

ASIC Forms Manager
Aunstralian Securities & Inveshments Comnmmnission Company Officeholders
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
Reference: 12345678

Changes to be notified:

[Tl change of address
[Tl Appoint or Cease officeholder
[F] change of name for officenolders or members
[Tl Change to share structure

n [Tl change to members' register
[Tl change of ultimate holding company details
[Tl change to special purpose company status

Please note the following information applicable to preparing and lodging this form
Lodgement peried 28 days from the date of change.
There are some exceptions for the member's details for proprietary companies (see below)

Late fees Late fees will apply if:

« you notify a change to company details outside of the Lodgement Period
« you do not bring your company details up to date within 28 days of the date of issue of the annual company statement.

Late fees:
Standard late fees apply

Generally a form is not considered lodged until it is received and accepted by ASIC as being in compliance with s1274(8) of the Corporations
Act 2001

Members details Proprietary companies must notify ASIC of changes to the register of members in most cases within 28 days of the change.
It is the responsibility of the company to satisfy itself of the correct notification period.

Special cases (for proprietary companies) and their lodging periods:

+ Court orders a correction of the register - notify ASIC as soon as possible.

+ Company divides shares into classes, or converts shares of a class into shares of another class - nolify ASIC within 14 days afier the
division or conversion.

=+ Company reduces its share capital - notify ASIC within 14 days after the resolution to reduce the share capital is passed.

As from 1 July 2007, members information for public companies will not be recorded and provided by ASIC. This is due to the implementation of
the Simpler Regulatory System Bill Package Corporations Amendment Regulations 2007 (No.5) a
Iext

ASIC Home |

Privacy Statement | Conditions of use | Feedback
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Change/
add details to
members register

Form 484

« Form setup
» Members

- Submit
1. Review the existing member
information. From here you can:

Print form
Wiew company details

IFinish form later

2. Add a new member to the register Home - Forms Manager
Log off

(go to page 7), or s
Help
Ask a guestion

How this works
Technical FAQ

i_inks

3. Change an existing member’s
shareholdings (go to page 10), or

4. Cease amember. Select Change =
. earch ASIC
against the member you want to Search ABR

cease and go to page 13.

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
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ASIC

ASIC

Forms Manager

Aunsbralian Secuarities & Investmeants Commission

EXAMPLE COMPANY PTY LTD ACN 000 000 000
12345678

Company:
Reference:

Members - summary Form 484
You can change a members holdings or add a new member

EXAMPLE, USER n

Add a new member fo the register

Current members

View share holdings by class

Company Officeholders

ASIC Home |

Copyright 2

014 Aust

ian

Privacy Statement |

Conditions of use |

Feedback

Investments Commission
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ASIC

Adding a new
member

ASIC Forms Manager
Anstralian Securities & Investments Commission Company Officeholders
Form 484
1. Ente.:r the date of entry onto « Form setup Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
register. ~Members Reference: 12345678
-+ Submit :

2. Select an existing officeholder gﬂembers “aod s nen member Formaat
nter the new member's name or select from the list of existing officeholders

- i Iir -DI'!Tl
:Lom the drop down |IS:, Oiﬁnter View company details Member details
B[R el O ST i — = Date of entry onto register: | (DD-MM-YYYY) n
organisation name/ACN. Finish form later
Home - Forms Manager ot from existing i
3. Enter the address of the new Log off officeholders =
member. Help - OR E
Ask a gquestion Person name
4. Select whether the shares are held How this works Given names |
PPy Technical FAGQ -
jointly. 5 . Family name |
. X Links OR
Note: If the share are jointly held, you will Search ASIC Organisation name
be prompted to add the details of the Search ABR ABH or ACN or ARBN or ARSH |
joint shareholder. name: |
5. Select Next to continue. Address

Enter address information starting on the first line.
Foreign addresses should be formatted using your local conventions.

|
B |
I
Country Australia =

Are the shares held jointhy?
D Yes O No n

Cancel H

ASIC Home | Privacy Statement | Conditions of use

es & In

=
m
5.

| Feedback

stments Commission

right 2 t4 Australian Se

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
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ASIC

Adding a new

ASIC Forms Manager
b h Id Aunstralian Securities & Investments Commission Company Officehoiders
. Form 484
deta | IS «~ Form setup Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
v Members Reference: 12345678
i Members - add a holding Form 484
» Add holding . g .
Teie = Complete details for the new shareholding
1. Enter the Date of change. Member Name
Prirt form CITIZEN , JANE
2. Select a Share class from the drop- View company details
down list. - Holding details
Finish form later - n ]—
3. Enter the Number now held. L el aisatlange: (DD-MN-YYYO)
) Log off
4. Enter the Total paid. = . Share class: a i
. Hel : B
5. Enter the Total unpaid. Askz isation e m_)w R n |
How this works Total § paid: |
6. Select whether or not the shares are Technical FAQ Total $ unpaid: [ H
Beneficially held. e Beneficially held? n
@ Yes @ No
7. Select whether or not you wish to Search ASIC : ;
Y Saarch ABR Is this an unchanged member, whom you wish to add to the top 20 shareholding list for this class?
add the member to the top 20 — B vie ®lio
shareholding list for this class. if yes: 7 '
Note: This question is not mandatory. « If the member holds more than one class of shares, only show the share class for which the member is now a top 20 member.
If the company does not have more s In the "Date of Change" field, enter the date the member became a top 20 member in the share class.
than 20 members, you can ignore this _
question. Cancel n et

8. Select Next to continue.

ASIC Home | _Privacy Statement | Conditions of use | Feedback

ties & |mvest

014 Australian

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
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Adding a new
member - holding

Form 484

details i

« Members

+ Holdings
«+Submit

1. Review the new member details. Brint form
) View company details
2. Select Next to confirm the details are —

correct, and to continue. Finish form later
Home - Forms Manager
3. Select Undo to remove the changes, Log off
or ==
Help
4. Select Review to edit the changes Ask a question
(this will take you to the previous ooy e
screen). -
) . Links
Note: if no further changes are required, Search ASIC
go to page 16. Search ABR
Note:

ASIC

ASIC

Forms Manager

Anstralian Securities & Investments Commission

Company: EXAMPLE COMFANY PTY LTD ACN 000 000 000
Reference: 12345678

Members - holdings summary Form 484
Add, change or cease share holding details for a member

Member name

CITIZEN , JANE

Holding details

Share class QOriginal No Held
ORD

Add a new holding for this member

Company Officeholders

New No Held n

4 unpDo N REVIEW \n

=
an
N

ASIC Home | _Pri

14 Aus

ivacy Siatemen
A A ran S

1 aecurties o iny

t | Conditions of use | Feedback

Commission

If you adding a new share type to an existing member, select Next to continue to the member’s summary page, and select Add a new member to the
register. You cannot add a new share type to an existing member from this page - the members holdings summary page.

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014
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Changing

an existing
member’s
shareholding

1. Select Change to change the
member’s shareholdings.

Note: if the only ‘change’ you wish to
make is to whether or not the member’s
shares are benefically held, you must
cease and then re-add the member.

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

Form 484

« Form setup
» Members

- Submit
Print form
View company details

IFinish form later

Home - Forms Manager
Log off

Help

Ask a question

How this works
Technical FAQ

Links
Search ASIC
Search ABR

How to change company details - change to members register

© Australian Securities and Investments Commission October 2014

ASIC

ASIC Forms Manager
Anstralian Securities & Investments Commission Company Officeholders
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
Reference: 12345678

Members - summary Form 484
You can change a members holdings or add a new member

. Current members

EXAMPLE, USER CHAMGE % n

Add a new member fo the reqgister

View share holdings by class

E

! ASIC Home | Privacy Statement | Conditions of use | Feedback

Copyright 14 Australian Securties & Inyes mmission
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Changing

an existing
member’s
shareholding

—_

Enter the Date of change.
Enter the Number now held.
Enter the Total paid.

Enter the Total unpaid.

- U

Select whether or not the shares are
Beneficially held.

6. Select whether or not you wish to
remove the member from the top
20 shareholding list for this class.

Note: This question is not mandatory.
If the company does not have more
than 20 members, you can ignore this
question.

7. Select Next to continue.

The screens and data pictured in this guide are
examples only. Actual screens can have minor

differences in text and layout.

Form 484

« Form setup
+ Members

» Holdings
» Change holdings
-+ Submit

Print form
View company details

Finish form later
Home - Forms Manager
Log off
Help

Ask a gquestion
How this works

Technical FAQ

Links
Search ASIC
Search ABR

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014

ASIC

ASIC

Forms Manager

Aunsbralian Securities & Investments Commission

Company: EXAMPLE COMPANY PTY LTD ACN 000 000 00O
Reference: 12345678

Members - change a member's holding Form 484
Complete the details of the change to the member's holding.

Holding before change
Share class: ORD
Member Name: EXAMPLE, USER

_ Number of shares currently
~ held:

Holding after change

n [ (DD-MM-YYYY)

@ Yes © No

Is this an unchanged member, whom you wish to remove from the top 20 shareholding list for this class?

@ Yes © No H
Cance

ASIC Home | Privacy Statement | Conditions of use | Feedback

! vestments Commis

A

Date of change:

* Number now held: 13

Total § paid: B |
|

Total $ unpaid:

_ Beneficially held?

Company Officeholders
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Changing a
member’s

Form 484

shareholdings iy

« Members
» Holdings
-+ Submit

1. Review the new member details. Print form
. View company details
2. Select Next to confirm the details are - — -

correct, and to continue. il=inish form later
Home - Forms Manager
3. Select Undo to remove the changes, Log off
or
Help
4. Select Review to edit the changes Ask a question
. . : How this works
(this will take you to the previous ARG
screen).
) . Links
Note: if no further changes are required, Search ASIC
go to page 18. SoaehibRt

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014

ASIC

ASIC Forms Manager
Aunstralian Securities & Investments Commission Company Officeholders
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 D00

Reference: 12345678

Members - holdings summary Form 484
Add, change or cease share holding details for a member

Member name

_ EXAMPLE, USER n

Holding details

Share class Original No Held New No Held

m A 2 2 CHAMGE N CEASE N
ORD 3 4 unDo N REVIEW Y n
Add a new holding for this member B

=
m
=

ASIC Home | Privacy Statement | _Conditions of use | Feedback
Cr g 2014 Aus Securities & | nents Commussion
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Ceasing a
member

Form 484

« Form setup
« Members
1. Select Cease to cease a member. » Holdings

-+ Submit
Print form
View company details

Finish form later
Home - Forms Manager
Log off

Help

Ask a question

How this works
Technical FAQ

Links
Search ASIC
Search ABR

Note:

ASIC

ASIC

Forms Manager

Anstralian Securities & Investments Commission

Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000

Reference: 12345678

Members - holdings summary Form 484
Add, change or cease share holding details for a member

Member name
EXAMPLE, USER

Holding details

Share class QOriginal No Held
= A 5
ORD 3

Add a new holding for this member

Company Officeholders

New No Held
2 cHANGE Y CEASE % n
4 unoo Y REVIEW Y

=
m
=

ASIC Home | Privacy Statement | _Conditions of use | Feedback

enis Commussion

If you adding a new share type to an existing member, select Next to continue to the member’s summary page, and select Add a new member to the
register. You cannot add a new share type to an existing member from this page - the members holdings summary page.

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014
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Ceasing a
member

Form 484

« Form setup
« Members

v Holdings

» Cease holdings
-+ Submit o

1. Enter the Date of change.

2. Select Next to continue.

Fil:int i‘clrm
View company details
Finish form later

Home - Forms Manager
Log off

Help

Ask a guestion
How this works

Technical FAQ

Links
Search ASIC
Search ABR

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014

~ Member Name:

ASIC

ASIC
Aunsbralian Securities & Investments Commission

Forms Manager
Company Officeholders

Company:
Reference:

EXAMPLE COMPANY PTY LTD ACN 000 000 000
12345678

Members - cease a member's holding Form 484

Holding details before cessation

Share class: A

EXAMPLE, USER
Number of shares currently 2

held:

[ Holding details after cessation

Date of change:
Number now held:
Canceal

n [ (DD-MM-YYYY)
0

‘2
j=3
==

ASIC Home | _Privacy Statement |
1 1 £ mn =
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Ceasing a
member’s
shareholdings

1. Review the details of the member
being ceased.

2. Select Next to confirm the details are
correct, and to continue.

3. Select Undo to remove the changes,
or

4. Select Review to edit the changes
(this will take you to the previous
screen).

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

ASIC

ASIC Forms Manager
Aunsbralian Securities & Investments Commission

Company Officeholders

Form 484
» Form setup Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
« Members Reference: 12345678

» Holdings _
T Members - holdings summary Form 484

Add, change or cease share holding details for a member

Print form
\iew company details Member name
— _ . EXAMPLE, USER n
Finish form later Holding details
Home - Forms Manager . n
Log off Share class Original No Held New Mo Held
: a B 2 0 Unpo TN REVIEW N n
Help : ORD 3 4 unpo N REVIEW %
Ask a guestion ) .
How this works Add a new holding for this member
Technical FAQ a i
Links
Search ASIC ASIC Home | Privacy Statement | Feedback
Search ABR Avstral s Commi

lian Se mimission

Copyright

Note: If you are adding a new share type to an existing member, select Next to continue to the member’s summary page, and select Add a new
member to the register. You cannot add a new share type to an existing member from this page - the members holdings summary page.

How to change company details - change to members register

© Australian Securities and Investments Commission October 2014
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Review changes

1. Review all changes to the members Form 484
register' « Form setup
+ Members
2. Select Next to confirm the changes -+ Submit
are correct, or —
Print form

3. Select Undo to remove the changes,
or

View company details

Finish form later
Home - Forms Manager
Log off

Help

Ask a guestion

How this works
Technical FAQ

4. Select Review to edit the changes.

Links
Search ASIC
Search ABR

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

How to change company details - change to members register
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ASIC

ASIC

Ansbralian Securities & Investments Commission

Forms Manager
Company Officeholders

EXAMPLE COMPANY PTY LTD ACN 000 000 000
12345678

Company:
Reference:

Members - summary Form 484
You can change a members holdings or add a new member

Current members
EXAMPLE, USER

n UNDO % REVIEW %
UMDO Y REVIEW %

CITIZEN . JAME

" Add a new member to the register

View share holdings by class

ASIC Home |

it

Privacy Statement |

3 f 1o

Conditions of use | Feedback

G IMVE
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Make the
declaration

1. Select Yes to complete the
declaration when you are satisfied
the document is being lodged within
the terms and conditions of ASIC’s
Electronic Lodgement Protocol.

2. Select Submit to lodge the form with
ASIC.

The screens and data pictured in this guide are

examples only. Actual screens can have minor
differences in text and layout.

Form 484

» Form setu

« Share structure
~ Members

+ Submit

Print form
View company details

Finish form later

Home - Forms Manager
Log off

Help
Ask a guestion
How this works

Technical FAQ
Links
Search ASIC
Search ABR

Notes:

ASIC

ASIC Forms Manager
Anstralian Securities & Investments Commission Company Officeholders
Company: EXAMPLE COMPANY PTY LTD ACN D00 000 QOO
Referance: 12345678

You have now prepared your form_ You can review the contents of your form by using the menu ar by printing the form.

You must submit the form to ASIC to have it lodged.
Submit Now

When you submit this form it will be checked for discrepancies.

If any discrepancies are found, you will be provided with a list describing the discrepancies. You will need to correct and resubmit
the form. The form will continue to appear on your "Form in progress" fray.

If there are no discrepancies, your form will be automatically submitted for lodgement.

Declaration
| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement Protocol.
& Yes @ No

Submit Later

Until you submit the form, it will remain in your "Forms in progress” tray and you can resume it at any time. You may choose to
simply validate the form and check the fees payable now, and then submit the form at a later stage. You can pnnt the form at any
time from the 'Print form' link in the menu bar. You can still amend the form up until it is submitted and print a fresh copy at any time.

ASIC Home |

Privacy Statement Conditions of use Feedback

«  The lodgement process is not instantaneous - it may take some time to transmit and validate.

+ Ifthe form validates and is accepted by ASIC, it will appear in Forms Submitted.

« Ifthe form does not validate, it will appear in the Forms in Progress. You must select the form to display the validation errors, in

order to correct it.

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014
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Confirmation of
form submission

This screen confirms your document was
submitted to ASIC.

1. Select Next to continue.

Note:

Occasionally, the system may present
an additional form submission screen at
this point. If this is the case, continue to
select Next to finalise this transaction.

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.

v Confirmation

Print form

Finish form later
Home - Forms Manager
Log off

Help

Ask a question
How this works

Technical FAQ

Links
Search ASIC
Search ABR

How to change company details - change to members register
© Australian Securities and Investments Commission October 2014

ASIC Forms Manager
Australian Becurities & Investments Commiz=sion Company Officeholders
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000

Reference: 12345678

« Statutory Fees Advice
Your form has been accepted by ASIC on 12/08/2014 at 14:58:50 and there are no fees payable.
" Lodgement Confirmation

If you wish to keep a record of your lodgement click the 'Document Acknowledgement' button. This will create an Adobe PDF ina
new window, where you can print or save the details of this lodgement. You must have Adobe Reader Versian 4 or higher to view
= and print this document.

DOCUMENTACKNOWLEDGEMENT_\

(1 T

ASIC Home | Privacy Statement | Conditions of use | Feedback

gnt £Ula-2L Securnties & [nvestments |

HTITHSSion
SOMITHS SO

Page 18 of 18



