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A USER GUIDE FOR REGISTERED AGENTS

Section 1: Introduction

Purpose

The purpose of this user guide is to assist registered agents to comply with
the Corporations Act 2001 by using our online lodgement service to:

e lodge forms with ASIC
e receive forms from ASIC.

They can also:
e view company details
e update contact details.

Application overview

Description of the application

This is a free online service for submitting forms online to, and receiving
forms from ASIC reducing the need for paper forms.

Users

It is used by:

e Company officers to communicate with ASIC electronically for one or
multiple companies in which they are an officeholder

o Registered agents who represent a number of companies.
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Terminology

The following are definitions of key terminology used in this document.
Term Definition

ABR The Australian Business Register web site of the Australian
Taxation Office.

Corporate Key The Corporate Key is an eight-digit code, generated by ASIC, that
serves as an authentication mechanism for companies when
notifying ASIC of a critical change.

Review Date Usually the anniversary of the registration of a company.

the ‘Act’ Corporations Act 2001.



A USER GUIDE FOR REGISTERED AGENTS

Section 2: Overview

Introduction

Roles

Typically, around 2.1 million documents are lodged with ASIC annually.
Most of these documents are lodged in order to comply with legal
requirements, such as notification of change of officeholders or address.

ASIC has developed a free online service to provide a faster and more
accurate way to lodge notifiable changes with ASIC.

Registered agent

On behalf of the companies they represent, the online lodgement service
allows a registered agent to:

e lodge the most common documents with ASIC without the need to
complete and manually lodge paper forms

e receive Annual Company Statements and other correspondence from
ASIC, and

e view & update company details.
What registered agents can do online

Registered agents who are registered to use our online lodgement service can:
e log on using their registered agent number

e view correspondence & notifications received from ASIC in their Inbox
e lodge forms for companies they represent

e view and amend forms in progress

e delete forms in progress

e submit forms

o view the current status of submitted forms

e view company details, including ASIC debt details, for companies they
represent

e request an Ad Hoc Company Statement (RA71)
e change their password
e update their contact details ie. email address & telephone number

o notify ASIC of their appointment or cessation as a registered agent for a
company. (Form 362)
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Section 3: The basics

User responsibilities for online lodgement

1. Keep your contact details up to date

You need to inform us about any changes to the contact details you provided
when you registered for online access, such as:

o email address
e telephone number

You can notify these details when you log on. Under Profile in the left hand
menu then Update contact details.

Keeping your email address up to date ensures that you will be notified when
documents including annual statements are ready for download.

2. Download annual statements as soon as they have been sent to you

On the annual review date each year (usually the anniversary of the
company's registration), the company will be issued an annual statement and
an tax invoice statement for the company's annual review fee. (RC06)

Upon registration for online access, you agree that the company's annual
statement and tax invoice will be issued electronically to your inbox and will
not be issued by paper. If you have not received a company's annual
statement within five days of its review date you should contact ASIC.

Once the annual statement and tax invoice has been issued, the company or
its directors must:

e review the annual company statement to ensure that the company
details are correct. If the company details are incorrect or not up to
date, you must notify us within 28 days from the issue date on the
company statement or late lodgement & review fees apply

e pass a solvency resolution no more than two months after the review
date (unless the company has lodged with us, within the last 12
months, a financial report and directors' report required under Chapter
2M of the Corporations Act 2001). If the solvency resolution was not
made, or was negative, the company must lodge a Form 485
Statement in relation to company solvency.

e pay the annual review fee in full within two months of the annual review
date or the company will be charged a late payment fee
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3. Tell us if you want to cancel your online access

If you wish to cancel the online lodgement service and receive the Annual
Company Statement via mail,you must notify in writing. This enables us to
arrange for future Annual Company Statements and other correspondence to
be posted to your contact address.

How Registered Agents register for online access

Task How to register for online access.
description/overview

When does this task ~ When you want to first set up your online account.
need to be

performed?

Before you begin You must have your Registered Agent number

Step Action

1 Use your internet browser to go to the ASIC website

http://www.asic.gov.au
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Step Action

2 On the ASIC homepage on the right hand side under the heading How to
lodge with ASIC click Register for online access

How to

lodge with ASIC...

Log in to:

| -- Select an option -- .’ |

» Reqister for online access

Peree s GO TR RS R FERTEEE —ATEEE

The Register for online access screen displays.

huntsaan Secas e by Gy - Ry m s e = AL
[ T . Eo——" gl i
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B mivasrd sear
% G Hows
Register for enline access Todge with ASIC...
+REaBTER T
far salinn e =
S [ ———y
Siniceualakly shariaeler
= eatiabiin
How registering for o-line access works i

Ml i nfe bt b vos aaty
+ Swpsiagym ot

Eaien wia ==
+ Hatn ieenetes

Harve this info Pasndy Eefors you sply
yva e 1n
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Step Action

3 Click Register for online access on the left hand side of the page.

A new browser window opens displaying the Form RC99 Setup screen.

| have read the ASIC Electronic Lodgement Protocol and agree to be bound by the terms and
conditions.

Oves ONo

On what basis are you applying?
O as a comparry officeholder (directar or secretany)
O as an ASIC registered agent
O as an Australian Financial Services licensee
O as an Australian Financial Services authorised representative
O as a registered liguidator
O as a registered company auditor or as a director or officeholder of an
authorised audit comparny
O as a credit registered person
O as a credit licensee
O as a body corporate credit representative

=
@
25

Read the ASIC Electronic Lodgement protocol. It describes the rules that
you must follow as a registered agent online.

4 When you have read the terms and conditions click:

e the Yes button
e selectas an ASIC registered agent
e Next.

The Your details screen displays.

Your details

Provide the following details
Registered agent number

Contact details
Contact name

Given names

Email address

|
Family name |
|
|

Re-enter email address
Telephone

Numbarl ‘

Comments. |

Type of document you wish to prepare and/or lodge

C Company charge documents

@ Other company documents

O Both charge documents and other company documents
Select the access level required

C Authorised to enter data only

@ Authorised to enter data and submit documents

Please Note: To receive ASIC email advice, it is your responsibility to ensure your contact details. including email address are
current.

Mext

11
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Step Action
5 Fill in all the details and click Next.

The Annual Statement Package screen displays.

Annual Statement Package

Once you have online access, company Annual Statement Packages will be issued electronically to your inbox and not
by paper_ If you have not received an Annual Statement Package within 5 warking days after a company's review date, it
is your responsibility to contact ASIC to ensure you receive the Annual Statement Package for the company.

I understand that on approval of my registration for online access company Annual Statement Packages will be issued

electronically and not by paper.
Ovyes

You must read the agreement and tick Yes. The Annual Company Statement
will now be issued electronically to the email address supplied on the Your
details page.

Click Next.

The Security details screen displays.

Security details

User name and password

It is essential that you can remember your user name and password. If you only intend to use
ASIC services occasionally you may prefer to use something like your email address as your
user name - this may help you remember the name when you login.

Enter a user name of your choice |

|5 case sensitive
hust contain a minimum of & characters
tlay contain a maximum of 50 characters

Enter a password of your choice |

Iz caze sensitive

hust contain a minimum of & characters
tay contain @ maximum of 16 characters
Must contain at least one numeric character

Confirm your password |

tust match passmord

Security question and answer
If you forget your password, we will verify your identity by asking you this question. Choose a
question only you know the answer to that has nothing to do with your password.

Question |
Must be at least & characters

Answier [
bdust be atleast & characters

=
i
)

To be able to log on to the ASIC Online lodgement service you need to
create a user name and password.

You also need to enter a security question and answer to help ASIC confirm
your identity in the event that you forget your user name and/or password.

Please be aware that Usernames, Passwords and answer's to the Security
Questions are case sensitive, and that Usernames are permanent.

12
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Step Action
6 Enter your security details and click Next.

The Security browser window (Connect to www.edge.asic.gov.au) displays
in a new window.

Connect to www.edge. asic.gov.au E| [z|

The server wiay, edge, asic.goyv, au ak ASIC eBusiness requires
a username and passwiard,

User name: | v

Password: |

[ ]remember my password

[ 04 ] [ Cancel

7 Enter the user name and password you have just created and click OK.

The Print and sign agreement and submit online application screen

displays.
Agent ABC SHELF COMPANIES Agent No. 760
Contact DOOLITTLE, Terry
User name todolit

Reference No 70033594

Print and sign agreement and submit online application

Print

You must print and sign the Participation Agreement that is in Adobe PDF format. It will open a
new browser window and can be printed using the Adobe toolbar. You can also save the file for
your owh records if you wish. You must have Adobe Reader Version 4 or higher to print this

form.
FRINT %

Submit now
| declare that

« This request is submitted under the terms and conditions of the ASIC Electronic

Lodgement Protocol
« | am authorised to lodge documents on behalf of the entity

Cves O No

Date: 10-02-2005
Heawy penalties can be imposed for giving false or misleading information.

SUBMIT %

13
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Step Action

8 To complete your application read the terms and conditions, print out the
agreement, click Yes and click  suemr %,

To complete your application you must:
e Print and sign the Participation Agreement by clicking ™ *

e Tick Yes to having printed, signed and faxed a copy to ASIC, and
click  me?

e Tick Yes to the declaration and click ~ svewT &

¢ You must then send the signed Participation Agreement to ASIC
either via post, email or facsimile

Note: ASIC will check and process your application, and contact you via
the email address nominated on the application confirming your online
access has been granted.

14
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How to log on

Task How to log on to the online application
description/overview

When does this task ~ When you want to use your online account to:

need to be

performed? e read forms sent to your Inbox
e submit forms
e view your Registered Agent details
e update your contact details.

Before you begin You must be a registered user with a username and
password, and have your registered agent number
available.

Step Action

1 Use your internet browser to go to the ASIC website.

http://www.asic.gov.au

On the right hand side of the page under lodge online, use the down arrow to
log in as a Registered agent.

How to

lodge with ASIC...

Lodge online

Log in to:
[Registeredaoen= B4

» Reqister for online access

2 Select Registered agents and click Go

Your log on screen displays.

ASIC
Australian Securities & Investments Commission

Profile

Forgotten password
Eorgatten username

Please enter reqistered agent No :

15
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Step Action
3 Enter your registered agent number and click Next.

If you have already logged on today you may not be required to enter your
user name and password, you will automatically be directed to your inbox.

If this is the first time you have logged on today, or if you have closed your
browser since the last time you logged on, the Security browser window
displays.(Connect to www.edge.asic.gov.au)

Connect to www.edge. asic.gov.au E| |E|

The server wiany, edge, asic.goyv, au ak ASIC eBusiness requires
a username and passwiard,

User name: | v

Password: |

[ Tremember my password

[ (8] 4 ] [ Cancel

16
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Step Action

5 The Security browser window displays, enter your User name and
Password and click OK.

You are logged on to your account and your Inbox is displayed.

Inbox (210 Test Database DESIGN DRAFT 25/08/2010

Agent FLANAGAN KATHRYM Agent Mo, 22227

Start new form  Contact Tracy HEMPHILL

Forms in Email tracy . hemphill@asic.gov.au

progress (130

Forme

subritted Inbox

Wiew company

details 10 documents have been hidden, select show all documents to view these inyour inbox

mw Date Form ACHN Company Name

Satup form 19/05/2010 RCO6 - ASIC Annual Statement Pack 550 462 JIMS WATER PUMPS PTY |

t_p_em;nlates 10:58 596

Setup 18/05/2010 RCO6 - ASIC Annual Statement Pack 550438 CKDFCHN 006 PTY LTD

preferences 10:58 618
19/05/2010 RCO6 - ASIC Annual Statement Pack 550438 PRINT OVERNIGHT PTY LTI

Charges 10:58 705

Reports 19/05/2010 RCO6 - ASIC Annual Statement Pack 550438 ZERO GALA PTY LTD

Lodgement 10:58 590

Histary 12/06/2010 RCO6 - ASIC Annual Statement Pack 550402 THE SCOME SHOP LTD

Transaction 10:58 aE7

Listing 18/05/2010 RCO6 - ASIC Annual Statement Pack 550438 EASYLODGE TEST COMPE

COutstanding 10:58 554

Debits 19/05/2010 RCO6 - ASIC Annual Statement Pack 550343 CERT DELWERY TEST CO
10:57 425

Profile 19/06/2010 RCO6 - ASIC Annual Statement Pack 550319 SOLE DIRECTOR CB TEST

Change 10:57 447

password 19/05/2010 RCO6 - ASIC Annual Statement Pack 550249 TEST PRINTER IN WWINDOWY

Update cortact q0.57 020

ﬂe‘;;'; e 19/06/2010 RCD6 - ASIC Annual Statement Pack 550213 D INSOL PTY LTD

~paale ADVION 4055 537

Auskey USer  4qne 010 RCDE _ ASIC Annual Statement Pack 550209  THE DON OF ALL TIMES 1

Finish 10:56 875

i 19/05/2010 RCO6 - ASIC Annual Statement Pack 550157 WHATEVER U TEST PTY L

— 10:56 787

Help 19/05/2010 ROO6 - ASIC Annual Statement Pack 850201 AKUNA BAY INYVESTMENTE

; 10:56 00

Email hel

it vk 19/0B/2010 RCD6 - ASIC Annual Statement Pack 550157 A.C.M. 550 157 834 PTY LTC

Technical FAQ 10:98 a54

Lodgenent 19/05/2010 RCO6 - ASIC Annual Statement Pack 079300 AMP LIFE LIMITED

Responsibilities 10:55 379

User Guides  19/06/2010 RCD6 - ASIC Annual Statement Pack 0B3 6T AVIATION LAW ASSOCIATH
10:55 41

Links 19/05/2010 RCO6 - ASIC Annual Statement Pack 550045  ATLAS SHELF COMPANIES

Search ASIC 10065 M

¢
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What if you forget your password?

Task What to do if you forget your password?
description/overview

When does this task ~ When you want to log on to your online account.
need to be
performed?

Before you begin You must have access to the internet.

Step Action
1 Use your internet browser to go to the ASIC website.

http://www.asic.gov.au

On the right hand side of the page under lodge online, use the down arrow to
log in asa Registered agent.

How to

lodge with ASIC...

Lodge online

Log in to:
[Registeredooens |4

» Reqister for online access

2 Select registered agents and click Go

Your log on screen displays.

ASIC

A lian 5 ities & Investments C

Profile

Forgotten password
Eorgotten username

Please enter reqistered agent No -

18
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Step Action

3 On the left hand menu click Forgotten password.

The Forgotten Password screen displays.

Forgotten password

Registered agent number

User name [

=
i
=

Cancel

4 Enter your registered agent number and user name and click Next.

The Security screen displays with your Security question shown.

Company
User name

Security

Security guestion rHIY
YOour answer

=
o
=

5 Enter Your answer to the Security question and click Next.
If you correctly answer your security question, your password will be reset.

Please be aware that Usernames, Passwords and answer's to the Security
Questions are case sensitive, and that Usernames are permanent.

The Confirmation screen displays showing your new randomly generated
password from ASIC. Write down this temporary password until you have
changed it.

If you are unable to answer the security question, you will need to reapply
for online access.

19
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Step Action

6 Either click the Click here to change your password link or click Next.

The Security browser window displays.

Connect to www.edge.asic.gov.au 1| |E|

The server www, edge, asic,gov, au at A3IC eBusiness requires
a username and password.,

User name: | w

Password: |

[ ]remember my passwaord

[ 0] 4 ] [ Cancel

Enter your User name and your new temporary Password.
You now have access to your online account.
It is recommended that you change your temporary password immediately

See the How to change your password or update your contact details section
of this guide.

20
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What if you forget your user name?

Task

What if you forget your user name?
description/overview

When does this task ~ When you want to log on to your online account.
need to be

performed?

Before you begin You must have access to the internet.

Step Action

1 Use your internet browser to go to the ASIC website.

http://www.asic.gov.au

On the right hand side of the page under lodge online, use the down arrow to
loginasa registered agent.

How to

lodge with ASIC...

Log in to:
[Registeredooens |4

» Reqister for online access

2 Select Registered agents and click Go

Your log on screen displays.

ASIC

A lian 5 ities & Investments C

Profile

Forgotten password
Eorgotten username

Please enter reqistered agent No -

21
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Step Action

3 On the left hand menu click Forgotten username.

To use this service, you must be able to correctly enter an email address
which matches your contact details.

The Form setup screen for forgotten user name displays.

Form setup

If ywou hawe forgotten your user name, we will email a list of user names to all current
users of the account.

The email(s) will be sent to the email address already recorded as part of ywour contact
details. To use this service, you must be able to correctly enter an email address which
matches your contact details.

On what basis are you applying?
2 as a company officenolder (director, secretary or alternate director)
2 as an ASIC registered agent
2 as an Australian Financial Senvices licensee
O as an Australian Financial Services corporate authorised representative
2 as a registered liguidator
> as a registered auditor
Cras a credit licensee
 as a credit registered person
O as a hody corporate credit representative

Cancel [Wext
4 Click the as an ASIC registered agent and click Next.
The Your details screen displays.
Your details
Frovide the following details
Registered agent ]7
number
Ernail address |
et

22
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Step Action

5 Enter your registered agent number and email address that you registered
with ASIC and click Next.

The Confirmation screen displays.

Confirmation

Your request has been submitted to ASIC on 08/02/2005 at 1015636,

=
i
=5

Select NEXT

You can now retrieve your user name from the email that ASIC will send to
the email address that you specified, and then you can log on as usual.

A list of user names to all current users of the account will be emailed.

The email(s) will be sent to the email address already recorded as part of
your contact details.

23
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Left hand menu

A USER GUIDE FOR REGISTERED AGENTS

The left hand menu is a feature of the application.

It changes dynamically as you perform various tasks within the system. For

example:

before you log on:

Profile

Forgotten password
Forgotten username

Help

Email help
How this works
Technical FAQ
Lodgement

Responsibilities
User Guides

Links
Search ASIC
Search ABR

Before you logon the left hand menu is divided into sections:

or, while working on a
form:

Form 484

» Form SEtLIE
-+ Submit

Print form
View company details

Finish form later
Home - Forms Manager
Log off

Help

Email help
How this works

Technical FAQ

Links
Search ASIC
Search ABR

or, while in the
inbox

Inbox 10

Start news form
Forms in
progress (132)
Forms
subrmitted
ey COrmpany
details
ASttachment
folder

Setup form
templates
Setup
preferences

Charges
Reports

Lodgerment
History
Transaction
Listing
Dutstanding
Debits

Profile

Change
password
IUpdate caontact
details

Update ABM for
Auskey user

Finish
L ogoff

Help

Ermail help
Howw this works
Technical FAo
Lodgement
Responsibilities
lser Suides

Links
Search AT
Search ABR

e Profile — Allows you to retrieve username details & reset your password

24
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Help — Email help opens an email to ASIC for a request of help with
theOnline lodgement service. Help also provides links to the website
about how the online service works, answers to frequently asked
questions (technical FAQ), lodgement responsibilities and user guides.

Links — allows you to go directly to ASIC or ABR web pages.

While working on a form the left hand menu is divided into sections:

Form - allows you to return to different sections of the form, and print
and view company details

Finish Form Later— allows you to return to the form manager page and
log off

Help - Email help opens an email to ASIC for a request of help with the
Online lodgement service. Help also provides links to the website about
how the online service works, answers to frequently asked questions
(technical FAQ).

Links - allows you to go directly to ASIC or ABR web pages.

While in the inbox the left hand menu is divided into sections:

The number in brackets next to Inbox shows the number of unopened
mail. Start new form allows you to begin a new form. The number in
brackets next to Forms in Progress shows the number of forms that have
been started but not completed. You can also view forms that have been
submitted, company details and the attachment folder.

Profile — allows you to change your password or contact details & update
ABN for Auskey user.

Finish — allows you to logoff

Help — Email help opens an email to ASIC for a request of help with the
Online lodgement service. Help also provides links to the website about
how the online service works, answers to frequently asked questions
(technical FAQ), lodgement responsibilities and user guides.

Links — allows you to go directly to ASIC or ABR web pages.

The navigation menu that changes as you move from screen to screen — used
if you wish to retrace a step at any time rather than using your browser
buttons

25
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Form 484

« Form setup
» Sddresses

w Mlew address
r Officehnoldeaers
» Mlermbers

» Submit

Frint forrm
WiEwy COrmpany
details

Finish form
later
Home - Forms

hManager
Log off

Help
Email help

Howe this work =
Technical FAC)

Links
Search AS|C
Search ABHFR

26
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Using your browser buttons

As mentioned in the description of the navigation menu you use links in that
menu to move around. If you use your Back or Forward browser buttons:

/A3 ASIC CLERP - Microsoft Internet Explorer

J File Edit Wiew Faworites  Tools  Help

J sABack = = - @ @ A | @Search

].ﬁ.ddress @ hitkp: v, asic, gov, aufasiclasic_po

The application can get confused. You may get the following message:

Page Conflict

An errer has occurred. Tsing the BACK' button on your Internet browser and then pressing the NEIT' or 'STUBKIT' button
has caused this.

Please use the navigation bar on the left side of the page to move forward and back within the form. The BACK' button should
not be used when you are filling out the form.

Chc@here to contimue entermg your document.

By clicking on Click here you will be returned to a point from which you can
proceed. You may need to re-enter some information at this stage.
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Go direct to your Inbox

At any point during your online session you can return directly to your
Inbox. This effectively cancels what you were doing, so is a way to ‘recover’
your situation and start over. You do this by clicking on the blue ASIC logo:

ASIC Forms Manager

Aot P ities & I tments C Srei Registered Agents

)
Case sensitivity

Data entry is NOT case sensitive. No matter how you enter any text, it is
changed to UPPER CASE.

Reference Number

The Reference number is a unique number generated for every instance of a
form being commenced. Should you have a problem submitting a form,
please quote the Reference number when communicating with ASIC.
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How to submit forms

Registered agent

As a registered agent you are logged on and can submit forms on behalf of all
of the companies that you represent.

When you click Start new form on the left hand menu, the list of available
forms displays.

Start a new form

Form Description

484 Change to Company Details V2
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

361 Registered Agent ceasing to act

362 Appointment or cessation of registered agent
370 Resignation of Officeholder V3

485 Statement in relation to Company solvency
485 Statement in relation to Company solvency V2
492 Request for correction

a02 Supplementary Document V5

a02 Supplementary Document V4

RAG1 Review Date Report

RABT Company Debt Report

RATA Request for Company Details

mo
o=z
am
=
w
1]
]

Description
309 Notification of details of a charge
311 Change of details of a charge
311 Assignment of a charge
312 Notification of discharge or release of property from a charge
327 Application For Extension Of Time - Stamp Duty Deficiency
350 Certification of Compliance With Stamp Duties Law
492 Request for correction of a charge document

If you click on a Form that is company related, the Company selection screen
requesting you to enter the ACN or ABN of the particular company for which
you are submitting the form displays.

ASIC Forms Manager
Australian Securities & Invesiments Commission Registered Agents
Agent: HALL STEWE Agent Mo .20

Reference: 70034413

Company selection Form 484
Enter the ACHN ar ABMN Of the comparny.

ACNABN fi
R [=EsS

Enter the ACN/ABN and click Next and the Company Confirmation screen
displays.
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Company confirmation Form 484

AT
I5 this the correct compary'?
Cves O Mo

=
]
£

Click Yes and Next and the details of the selected form display.
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Section 4:

A USER GUIDE FOR REGISTERED AGENTS

Using the application

How to read forms sent to you

Task

How to read forms sent to your Inbox.

description/overview

When does this task  After you log on and find that there are forms in your

need to be Inbox.
performed?
Before you begin You must have:

Step

1

e logged on to your online account, and

e Adobe reader Version 5 or higher installed on your
computer.

Action

If there are any forms or correspondence in your Inbox these are listed in
date order. Click the code (e.g. RC05) to open the Form.

Inbox

Date Form ACN Company Name

07/01/2008 16:15 RC08 550 491 542 EASYLODGE FIVE PTY LTD hide
07/01/2008 16:15 RCO08 550 491 542 EASYLODGE FIVE PTY LTD hide
04/12/2007 16209 RC08 550 491 542 EASYLODGE FIVE PTY LTD hide

Show all documents

The form opens in a new Adobe Acrobat Reader window. You can read it
on screen or print it.
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Step Action

2 Close the Adobe reader window when you have finished with this form.

Forms remain in your Inbox for 90 days after you have first read them.

Notes:

e When there are more than 100 forms in your Inbox they will be
deleted, from the oldest first, whether they have been read or not. To
avoid missing correspondence you must log on to your account
regularly.

e RCO5 relates to Correspondence

e RCO6 relates to the Annual Company Statement — If you get a blank

screen when you view the RC06, save the file to your hard drive and
then view the document.

The 'hide’ function allows you to remove a document from the inbox without
deleting it. You can then click 'show all documents' to view hidden
documents.
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How to submit Form 484 Change to Company Details (Change of address)

Task
description/overview

When does this task
need to be
performed?

Before you begin

Step Action

How to submit Form 484 Change to Company Details
(Change of address)

You must submit this form within 28 days of the change
of address for:

o the Registered Office
e the Principal Place of Business
e acompany officeholder, or

e amember, limited to the top 20 members (for
proprietary companies only).

You must have logged on to your online account.
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Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

Start a new form

Form Description

A54 Change to Company Details 2
Use this form to notify ASIC of:

Change of address

Appoint or cease comparryy 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 compary status

5010 woluntary Deregistration of & Company

2054 Motification of resolution - change of compary name
351 Registered Agent ceasing to act

352 Appointment or cessation of registered agent

370 Resignation of Officeholder %3

A10B Change of company name resersation

A10F Extension of name reservation

A85 Statement in relation to Company solvency w2

A92 Reguest for correction

510028 Registration of a managed investment scheme

o02 Supplementary Document w4

s02 Supplementary Document w3

EAG1 Review Date Report

BEAGT Comparryy Debt Report

E2T1 Reguest for Company Details

Financial Statements

Form Description

385 Copy of financial statements and reports

385 Amendment of previously lodged financial statements and reports

Product Disclosure Statements

Form Description

ES88 PDS in-use notice

Esg9 mMotice of change to fees and charges ina PDS

Eso0 rotice that @ product in a POS has ceased to be avallable
Charges

Form Description

309 Motification of details of a charge

311 Assignment of & charge

311 Change of details of a charge

312 mMotification of discharge or release of property fTram a charge
327 Application For Extension Of Time - Stamp Duty Deficiency
350 Certification of Compliance With Stamp Duties Law
4192 Reguest for carrection of @ charge document

2 Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up page displays.

Changes to be notified:
" Change of address
™ Appoint or Cease officeholder
™ Change of name for officenaolders or members
" Change to share structure
" Change to mermbers' register
™ Change of ultimate holding company details
[T Change to special purpose company status
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Step Action

3 Tick Change of Address and click Next.

The Address change Form 484 screen displays.

Address change Form 484

Date of change | (DD-MM-YY YY)

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

Courtry |Australia j
Appaly the new address to;
[T Registered Office
7 Principal Place of Business
[T Officeholders Address
™ Members Address

Cancel

=
o
=5
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Step Action

4 Enter the details of the address change by:

e entering the Date of change
e entering the New address details, and
e ticking the box(es) for which this new address applies.

Notes:
e Address changes for Officeholders or Members cannot be a future date.

e Any Australian address that you enter is validated against Australia
Post’s standard address format. You may need to vary the way that the
address is entered before it will be accepted. If it is not accepted the
error message displays in red.

Some of the infarmation is incamplete ar invalid. Please check the farm beldu.

Address change Form 484

Diate of change 20-08-2010 {DD-M-Y )

New address:

Enter address information starting on the first line.

Foreign addresses should be formatted using your local conventions
‘212 collins street melbourne vic 3000

Courtry | Australia b

Please check you have provided complete and accurate address information
Amend any errors and click box below to continue.

[ Confirm address details
. Address validation queried this address for the following reasons

. Supplied Address could not be verified
Apply the new address to:

¥ Registered Office

[CIPrincipal Place of Business

Cofficeholders Address

CIMembers Address

=
o
=

Cancel

If the address is close to the standard format but will not validate, you can
choose to override the validation by clicking the Confirm address details
box. This should only be done when you are certain that the address is
correct.
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Step Action
5 Click Next.

An Address Change confirmation screen displays showing both the new
address and the existing address.

Note:

If you are changing the registered office address a screen will appear before
this to confirm whether the company occupies the address at the registered
office.

Does the company occupy the premises at the new registered office ?

OYes ONo
If no, provide details of the occupier. Note: the system will automatically add the occupier's name as a "C/-" to the address field
whenever printed. Do not add the occupier's name again yourself to the address.
Name of occupier:
Has the occupier of the premises consented in writing to the use of the specified address as the address of the registered office of
the company and not withdrawn that consent ?

OYes CINo

=
o
=

You will need to select yes or no, and if no enter the name of occupier and
whether they have consented to use the address.

Then click Next

6 Confirm the details by clicking Next on the confirmation screen.

If you specified that the address change applies to either Officeholders
Address or Members Address, a further screen displays for you to indicate
the Officeholder(s) or Member(s) that the address change applies to. For
example:

Addresses - change officeholders Form 434

t New address
2 Main Rd , Blackwood , S5A 5051 , Australia
Select the officenolders that the new address applies to:
r COSTIGAN, FAYE MARGARET

310 SOUTH TERRACE |, ADELAIDE 54 5000
| KNAPYWEED, DEMMIS BROGRAN
104 SUNNYHOLT ROAD | BLACKTOWN NSW 2148

=
&l
25
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7
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Action

If the Addresses - change officeholders or Addresses - change members
options display, tick those that apply and click Next.

Before proceeding the Addresses - change summary Form 484 screen
displays and requests that you check the change and inquires if you want to
notify another change.

Addresses - change summary Form 484

New address

300 south Tee , Adelaide , 54 5000 , Australia S N

Motify another address change

Mext

For this address change, there are NP0 ¥ REVIEY A tah functions available:

o unoo Y cancels the address change shown, and
o  review Y displays the full details so you can confirm the changes made.

This screen allows you to submit a series of address changes, for different
roles, in one Form 484 lodgement.

If you need to notify ASIC of other address changes, click Notify another

address change and an Address change Form 484 screen displays. Go to
Step 4.

When you are satisfied that all address changes have been included, click
Next.

You have now completed the form, but it has still to be lodged with ASIC.

If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.

38



A USER GUIDE FOR REGISTERED AGENTS

Step Action

10 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

o If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 484 Change to Company Details (Appoint or cease
company officeholder)

Task . How to submit Form 484 Change to Company Details
description/overview  (Appoint or cease company officeholder).

When does this task  You must submit this form within 28 days of the:

need to be
performed? e appointment of a new company officeholder
e cessation of a company officeholder, or
o officeholder changing their role within the company.
Before you begin You must have logged on to your online account.
Step Action

1 Click Start new form in the left hand menu.

A list of the available forms displays.

Start a hew form

Form Description

A5 Change to Company Detalls w2
Use this form to notify ASIC of:

Change of address

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

Change to share structure

Change of details - ultimate holding comparry
Change to special purpose compary status

5010 woluntary Deregistration of & Company

2054 Motification of resolution - change of compary name

351 Registered Agent ceasing to act

352 Appointment or cessation of registered agent

370 Resignation of Officeholder %3

A10B Change of company name resersation

A10F Extension of name reservation

A85 Statement in relation to Company solvency w2

A92 Reguest for correction

510025 Registration of a managed investment scheme

o02 Supplementary Document w4

=] e Supplementary Document waS

EAG1 Review Date Report

BEAGT Comparryy Debt Report

EA71 Reguest for Company Details

Financial Statements

Form Description

385 Copy of financial statements and reports

ez =l Amendment of previously lodged financial statements and reports
Product Disclosure Statements

Form Description

|b=1=l] FODS in-use notice

FS89 Motice of change to fees and charges in a PDS

FSs0 Motice that a product in & PDS has ceased to be awvailable
Charges

Form Description

309 Motification of details of a charge

311 Assignment of & charge

311 Change of details of a charge

312 Motification of discharge or release of property from a charge
327 Application For Extension OF Time - Stamp Duty Deficiency
350 Certification of Compliance With Stamp Duties Law

A92 Reguest for correction of & charge document
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Step Action

2 Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up screen displays.

Changes to be notified:
" Change of address
™ Appoint or Cease officeholder
™ Change of name far officeholders or members
" Change to share structure
" Change to members' register
[T Change of ultimate holding company details
" Change to special purpose comparny status

3 Tick Appoint or Cease officeholder and click Next.

The Officeholders — appoint or cease Form 484 screen displays with the
current officeholders for the company shown. For example:

Officeholders - appoint or cease Form 434

Wi Can appoint or cease an gificeholder or add a role

COSTIGAN, FAYE Cirector Secretan, —
MARGARET = i CERSE ADD ROLE Y
310 S0UTH TERRACE | ADELAIDE 54 5000

FHAPWEED, DENMNIS Director BT S 8
BROGRAN CEMZE ADD ROLE

104 SUNKNYHOLT ROAD | BLATKTOWN NSW 2145
Appoint 2 new officaholdar
Using this form you can:

e appoint a new officeholder (see Step 4)
e cease an officeholder (see Step 7)

¢ add a new Role for an officeholder (see Step 9), or

You must do at least one of these steps before you can submit this form.
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Step Action

4 If you want to appoint a new officeholder, click Appoint a new officeholder.

The Officeholders — new officeholder Form 484 screen displays.

Officeholders - new officeholder Form 484
Complete the appointment details for the new officeholder

Enter dates for appointment to roles

Director &Appointment Date I (DD-MM- )
Secretary Appointment
e L (DD-MM-YYYY)
Altternate Director Ii
Appointment Date (DD‘MM‘W)
Complete officeholder details
Given names |

Family name [

Date of Birth | [DD-MM-YY YY)
Flace of Birth
Citytowen of Birth

State (if born in Australia) VI
Caurtry | Australia ;I

Cioes this person hawe any former names?y?
Cyes ©ND
Residential address

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

Courtry | Australia L‘

Cancel

=
o
5.

Notes:

e At least one of the three possible appointment dates is required, and the
rest of the fields are mandatory.

e City/town of Birth and Residential address are validated for
Australian addresses.

5 Enter the details and click Next.

If you clicked Yes for Does this person have any former names? the
Officeholders — add a former name Form 484 screen displays.

If you clicked No to this question go to Step 7.

Officeholders - add a former name Form 484
Enter officeholder's former name(s)

Officeholder

JOMNES, Margaret

Born 31-10-1930 at Jandakat YA Australia
2 Srnart S5t , wWellington | Mew Zealand

Former name

Given names I

Family name I

Cancel

=
&
=5

Note: both Given Names and Family Name must be entered here.
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11
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Action
Enter the former name details and click Next.

The Officeholders - appoint or cease Form 484 screen re-displays,
including any changes you have made since commencing this form.

If you wish to cease an officeholder, click CEASE 3,
The Officeholders - cease officeholder Form 484 screen displays.

If you do not wish to cease an officeholder, go to Step 9.

Enter the Cessation Details for this officeholder and click Next.

The Officeholders - appoint or cease Form 484 screen re-displays,
including any changes you have made since commencing this form.

If you wish to add a new Role for an officeholder, click AbDROLE % next to
the appropriate officeholders name.

The Officeholders - add role to existing officeholder Form 484 screen
displays.

If you do not wish to add a new Role for an officeholder, go to Step 11.

Enter the appointment date(s) for any new roles and click Next.

The Officeholders - appoint or cease Form 484 screen re-displays,
including any changes you have made since commencing this form.

If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.
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Action

You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click Submit

Authorising officeholder
Eefore submitting wour form, please specify the officeholder who is authorising the lodgement
of this form.

Authorising officeholder

[ COSTIGAM, FAYE MARGARET (Director) ]

| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves O NoD

The form is submitted to ASIC electronically.

Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

e If the form validates it appears in_Forms Submitted.

e If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

e The ceasing officeholder cannot cease him or herself or appoint a new
officeholder. An existing officeholder or new officeholder is to
complete the lodgement of the form 484.

Next step You can view the progress of any forms you have

submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 484 Change to Company Details (Change of name -
officeholders or members)

Task . How to submit Form 484 Change to Company Details
description/overview  (Change of name — officeholders or members)

When does this task  You must submit this form within 28 days if there is

need to be change of the:
performed?

o personal name of a company officeholder or member,

e company name of a member (limited to the top 20
members).

Before you begin You must have logged on to your online account.

Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up screen displays.

Changes to be notified:
™ Change of address
™ Appoint or Cease officeholder
™ Change of name for officeholders or members
[T Change to share structure
[T Change to mermbers' register
[T Change of ultimate holding company details
" Change to special purpose company status
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Step Action
3 Tick Change of name for officeholders or members and click Next.

The Names - change officeholders or members name Form 484 screen
displays.

Names - change officeholders or members name Form 434
Enter details of the new name

Date of change: [DD-MM-Y YY)

MNew person name:

Given names I
Family name |
OR

New organisation name:

Mame of company I

Apply change of name to;
¥ Officeholders Mame

™ Mermnbers Name

=
]
5.

Cancel

4  Enter the:

e Date of change

e new details for the officeholder or member.

5 Tick the box indicating whether the change relates to an officeholder and/or
member and click Next.

Depending on the box ticked either:

o the Names - change officeholder name Form 484 screen (see
example) displays, or

o the Names - change member name Form 484 screen displays.

Names - change officeholder name Form 484

New name
SMITH-COSTIGAN, Faye
Margaret
Select the officeholder that the new name applies ta
o] COSTIGAN, FAYE MARGARET
Born 31-01-1944 at ALICE SPRINGS NT
310 SOUTH TERRACE |, ADELAIDE SA 5000
o] KNAPWEED, DENMIS BROGRAN
Born 16-09-1966 at FORREST WA
104 SUNNYHOLT ROAD , BLACKTOWN MSWY 2148

=
o
%
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Step Action

6 Tick the box next to the officeholder/member whose name has changed and
click Next.

Before proceeding the Names — change of name summary screen displays
and requests that you check the change and inquires if you want to notify
another change.

Names - change of name summary Form 484

New name

SMITH-COSTIGAN, Faye Margaret UNDO N REVIEW %

Iotify another name change

=
]
LY

For this name change, there are ~ UNPO % REVIEW A tah functions available:

o unoo Y cancels the name change you made, and

o  review Y displays the full details so you can confirm the changes made.

This screen allows you to submit a series of name changes, for different
roles, in one Form 484 lodgement.

If you need to notify ASIC of other name changes, click Notify another

name change and a Names - change officeholders or members name
Form 484 screen displays. Go to Step 4.

7 When you are satisfied that all name changes have been included, click
Next.

You have now completed the form, but it has still to be lodged with ASIC.

8 If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.
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Step Action

9 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in Forms Submitted.

o If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 484 Change to Company Details (Change to share
structure)

Task . How to submit Form 484 Change to Company Details
description/overview  (Change to share structure)

When does this task  This task must be performed for:

need to be

performed? e any company, ASIC must be notified within 28 days
of shares being issued or cancelled.

e proprietary companies, ASIC must be notified within
28 days of changes to share structure, or changes to
details of the members.

e public companies, ASIC must be notified within 28
days from the issue of the annual review of changes
to the share structure.
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Before you begin You must have logged on to your online account.

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 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.

Step Action
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Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up screen displays.

Changes to be notified:
[ Change of address
™ Appoint or Cease officeholder
I Change of name for officeholders or members
[T Change to share structure
[ Change to memhbers' register
[T Change of ultimate holding comparny details
[T Change to special purpose company status

3 Tick Change to share structure and click Next.
The Share structure - summary Form 484 screen displays.

Share structure - summary Form 484
You can change details of & share class or add a new share class

Share class and title Number issued Total amount Tetal amount
paid unpaid
A A CLASS SHARES 1000 500.00 0007 cpanae

Add anotherqshare class

=
o
=

You can click:

o CHANGE Y tg change the details for any existing share classes, or

e Add another share class.

If you only wish to add another share class, go to Step 8.
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Step Action

Click CcHANGE % to change the details for any existing share classes.

The Share structure - change a share class Form 484 screen displays.

Share structure - change a share class Form 484
Select the reason why the share class is being changed

Current details

Share class code A

Title A CLASS SHARES
Tatal number issued: 1000

Total amount paid 500.00

Total amaount unpaid 0.0o0

Reasan for change:
 Issue of Shares
© Cancellation of Shares
€ Call on unpaid shares
 Division or conversion of a class of shares
 Conversion of shares into smaller or larger numbers
Cancel

=
]
4

There are five options:

1. Issue of Shares — also requires Change to Members' Register.
If shares were issued other than for cash and some or all were issued

under a written contract, you cannot proceed any further. A paper Form
484 must be lodged along with:

e (for proprietary companies) a Form 207Z certifying that all stamp
duties have been paid, or

e (for public companies) a Form 207Z and either a Form 208 or a
copy of the contract.

2. Cancellation of Shares - also requires Change to Members'
Register.
Depending on the reason for cancellation, other paper forms may
be required to be lodged prior to lodging the Form 484.

3. Call on unpaid shares.

4. Division or conversion of a class of shares — this is not yet available
in Easylodge: a paper Form 211 has to be lodged.

5. Conversion of shares into smaller or larger numbers - this is not
yet available in Easylodge: a paper Form 2205 has to be lodged.

5 Tick the applicable Reason for change box and click Next.
The appropriate screen displays.

Fill in the boxes that display according to the option selected, then click
Next.
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Step Action

6 The Share structure - confirm share class changes Form 484 screen
displays showing the Original class details and Resultant class details.

Share structure - confirm share class changes Form 484
Complete the details of the resulting share class.

Original class details

Share class code: A CLASS A
Total number 1

issued:
Total amount paid:  1.00
Total amount

unpaid: AR

Resultant class details

Total number
issued: Ll
Total amount paid:  101.00
Total amount
unpaid: 0t
Cancel et

This is an important confirmation as it replaces filling out the summary
details that are part of the hard copy Form 484 Part C3.

7 When you are finished entering changes to this share class, click Next.

The Share structure - summary Form 484 screen displays. If you do not
wish to add a new share class, go to Step 11.

Share structure - summary Form 484
“ou can change details of a share class or add a new share class

Share class and title Number Total Total
issued amount amount
paid unpaid
A CLASS A 101 101.00 0007 Jnoo N review
B CLASS B 1 1.00 000" cpanGe
ORD ORDINARY 1 1.00 000 cpanae N\

Add another share class
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8

10

11

12
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Action

Click Add another share class to add another share class.

The Share structure - add a share class Form 484 screen displays.

Share structure - add a share class Form 4384
Carmplete the share class details for the new share class

Share class details

Please select a

share class from the j
list of cornrmon

Classes

OR
Enter

Share class code: |

Title of share class: |

Effective date of [— {DD-MM- YY)

class
Reasaon for a new class:
 |ssue of Shares
 Division or conversion of a class of shares
Cancel MNext

Note: If shares were issued other than for cash and some or all were issued
under a written contract, you cannot proceed any further. A paper Form 484
must be lodged along with:

e (for proprietary companies) a Form 207Z certifying that all stamp
duties have been paid, or

e (for public companies) a Form 207Z and either a Form 208 or a copy
of the contract.

Fill in the details and click Next.

The Share structure - confirm share class changes Form 484 screen
displays showing the Original class details and Resultant class details.

Note: This is an important confirmation as it replaces filling out the
summary details that are part of the hard copy Form 484 Part C3.

Once you are finished with the changes to this share class, click Next.

The Share structure — summary Form 484 screen displays.

Once you are satisfied with all share class changes and additions you have
made, click Next.

If you have issued new shares the following error message displays:

You must update the member's register when the share structure is updated

Click Form setup in the left hand menu, the Form 484 set-up screen re-
displays.
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13

14

15
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Action

Tick Change to members' register. This allows you to bypass this error
message.

Updating the members' register is described in the How to submit form 484
Change to Company Details (Change to members' register) section of this
guide.

If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.

You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder
Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder
COSTIGAM, FAYE MARGARET (Directar) _'_]

i
KM
| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgerment

Protocaol.
Cves o

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in Forms Submitted.

o |If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

e If you are ceasing or changing the shares for an existing member, then
adding a new member, please amend the details of the existing member
first.

Next step You can view the progress of any forms you have

submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 484 Change to Company Details (Change to members'
register)

Task . How to submit Form 484 Change to Company Details
description/overview  (Change to members' register)

When does this task  This task must be performed for:
need to be

performed? e proprietary companies — ASIC must be notified
within 28 days of changes to details of members
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Step Action
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You must have logged on to your online account.

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 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.

1 Click Start new form in the left hand menu.

A list of the available forms displays.
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Step Action
2 Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up screen displays.

Changes to be notified:
[T Change of address
[T Appoint or Cease officeholder
[T Change of name for officeholders or members
[T Change to share structure
[ Change to members' register
[T Change of ultimate holding company details
I Change to special purpose company status

3 Tick Change to members' register and click Next.

The Members - summary Form 484 screen displays.

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

Current members

ACME MANAGED FUNDS (2005) INC. T GHANGE N
SMITH , ANDREW BRIAN ToHANGE N
JONES , MARY JANE " CHANGE )

Add a new member to the register
Wiewi share holdings by class

=
T
5
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Step Action

4 Click View share holdings by class.

The Members by share class Form 484 screen displays.

Members by share class Form 484
“ou can change or cease share holdings

Share MName Original No New No Held
class Held
A ACME MANAGED FUNDS (2003) INC. 101 101 " cnance N CEASE )

B JONES | MARY JANE 1 1

CHAMGE % CEASE %

ORD SMITH , ANDREW BRIAN 1 1

Wiew holdings by member

et

GHAMGE N CEASE

The two screens shown above are different views of the Members’ Register.
You can make changes from either screen to existing Members’ share
holdings.

To Add a new member to the register, you must display the Members -
summary Form 484 first.

Changing a member’s share holdings.

From the Members - summary Form 484 click cxnse 3 next to the
appropriate member’s name. The Members — holdings summary Form
484 screen displays.

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

Member name
SMITH , ANDREW BRIAN
Holding details

Share class Original Mo Held Mew Mo Held
ORD 1 1

CHANGE % CEASE
Add a new holding for this member

=
i
25
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Step Action

6 Click:

o cianse 3 for the share class you wish to change for that member, or

e from the Members by share class Form 484 click cmnse Y next to the
member and share class you wish to change.

The Members - change a member’s holding Form 484 screen displays.

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

Holding before change

Share class: B

Member Name: JOMES |, MARY JANE
Mumber of shares 1

currently held:

Holding after change

Date of change: | (DD-MM-YYYY)
Number naow held; |1

Tatal $ paid: |

Tatal £ unpaid: |

Beneficially held?

#yes O No
15 this an unchanged member, whom you wish to remove from the top 20 shareholding list for this
class?
Cyes CNo
Cancel Hext

7 Enter the details of any changes required and click Next.

Once you have made changes to any share holding, the chause Y putton

becomes two buttons:  weo 3 ReviEw v Any change made can be reviewed
(and further modified if necessary) or undone before proceeding with the
submission of this form.

When you are satisfied that all members' register changes have been
included, click Next.

You have now completed the form, but it has still to be lodged with ASIC.

If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.
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Step Action

10 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

o If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 484 Change to Company Details (Change of details -

ultimate holding company)

Task
description/overview

When does this task
need to be
performed?

Before you begin

Step Action

How to submit Form 484 Change of ultimate holding
company details.

This task must be performed for:

proprietary companies — ASIC must be notified
within 28 days of the change to ultimate holding
company

public companies — ASIC must be notified within 28
days of the date of issue of the Company Statement,
of the change to ultimate holding company.

You must have logged on to your online account.

1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up screen displays.

Changes to be notified:

[T Change of address

™ Appoint or Cease officeholder

I Change of name for officeholders or members
" Change to share structure

[T Change to members' register

[T Change of ultimate holding comparny details
[ Change to special purpose company status
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Step Action
3 Tick Change of ultimate holding company details and click Next.
The Ultimate holding company Form 484 screen displays.

The content of the form will depend on whether your company already has
an ultimate holding company.

If your company already has an ultimate holding company the screen shown
at Step 4 displays.

If your company does not have an ultimate holding company the screen
shown at Step 6 displays. Got to Step 6.

Ultimate holding company Form 484

Current ultimate holding company

ACHN
Incorporated in AUSTRALIA

Select the action you wish to take
 Change name
" Cease
 Replace

Click one of:

e Change name - this is only used for an ultimate holding company that
does not have an ACN or ARBN

e Cease — when your company no longer has an ultimate holding
company, or

e Replace — when your ultimate holding company has changed.
Then click Next.

Depending on your selection, one of the following screens displays:

e Change name ultimate holding company Form 484, or
e Cease ultimate holding company Form 484, or

¢ Replace ultimate holding company Form 484,

5 Enter the details as required, click Next, and go to Step 7.

Add ultimate holding company Form 484

Complete ultimate holding company details
ABIN or ACN or AREN |

Iame |

Country of Australia i
incorparation l -—l

Date of change: | [DD-MM- ™)

Cancel

=
i
e

Enter the details as required, click Next.
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Step Action

7 The Ultimate holding company summary Form 484 screen displays.

Ultimate holding company summary Form 484

Updated ultimate holding company

Eine KIeine Machtmusic Verein [TEw) UNDO N REVIEW

Mext

You now have the choice to review  the changes and confirm the details are
correct, or you can  uwoo Y the changes you have made.

Click Next to proceed.

You have now completed the form, but it has still to be lodged with ASIC.

8 If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.

9 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder
Eefore submitting wour form, please specify the officeholder who is authorising the lodgement
of this form.

Authorising officeholder

[ COSTIGAM, FAYE MARGARET (Director) ]

| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves O NoD

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

e If the form validates it appears in_Forms Submitted.

e If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.
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You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 484 Change to Company Details (Change to special
purpose company status)

Task

How to submit form 484 Change to Company Details

description/overview  (Change to special purpose company status)

When does this task  This form needs to be lodged with ASIC within 28 days of

need to be the commencement of the company operating as a special
performed? purpose company.
Before you begin You must have logged on to your online account.

Step Action

1 Click Start new form in the left hand menu.

A list of the available forms displays.

Click 484.

Enter the ACN/ABN and click Next. The Company confirmation Form
484 screen displays. Tick Yes and click Next.

The Form 484 set-up screen displays.

Changes to be notified:
[T Change of address
™ Appoint or Cease officeholder
I Change of name for officeholders or members
[T Change to share structure
[ Change to memhbers' register
[T Change of ultimate holding comparny details
™ Change to special purpose company status

3 Tick Change to special company status and click Next.

The Commence Special Purpose Company Status Form 484 screen
displays.

Commence Special Purpose Company Status Forim 484

Date of change: | {DD-MM-Y YY)

Commence status as:
 Horme unit
" Superannuation trustee
€ For charitable purposes anky

=
i
25
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Action
Fill in the Date of change, tick one of the boxes and click Next.

Depending on which box you ticked an explanatory screen displays
including the section of the Act under which your special purpose applies.

The company complies with the terms of the declaration
Cves O No
ke

Read this carefully, and confirm that this is the correct status by agreeing
with the declaration at the bottom of the screen by clicking Yes and then
Next.

You have now completed the form, but it has still to be lodged with ASIC.

If you do not wish to submit the form to ASIC at this time, click Validate
Now at the bottom of the Submit Later section.

The application validates the form and the form appears in Forms in
progress.

You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder
Before submitting your form, please specify the officeholder who is authorising the lodgement
of this form.

Althorising officenalder

COSTIGAN, FATYE MARGARET (Directar) _V_]

|COSTIGAN, FAYE MARGARET (Di

[ APWEED, DEMMIS BROGRAN (Diredr)
I declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

T ves O ND

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in Forms Submitted.

e If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.
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You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 205A Notification of resolution—change of company

name

Task
description/overview

When does this task
need to be
performed?

Before you begin

How to submit Form 205A Notification of resolution—
change of company name

When members of the company have passed a special
resolution to change the company name.

You must log on to your online account.

You must use the current, valid ACN and name of the
company.

The company must:
e be an Australian company
o have a status of registered.

The date of the special resolution must not be later than
today's date and it must be after the company registration
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Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 205A Notification of resolution - change of company name

Company Selection screen displays asking you to enter the ACN or ABN of
the company that wishes to change its name.

Enter your ACN or ABN and click on Next to continue

Please note the following information applies to preparing and lodging this
form.

e Lodging Period - within 14 days of the date of the meeting at which
the resolution was passed.

e Lodgement Fees See Lodgement details on the ASIC website

o Late Fees — standard late fees apply

¢ A change of name takes effect only when ASIC changes the name
details on the register.

3 The Confirm company screen displays.

Select Yes to verify the information is correct or No to return to the company
selection screen

Click on Next to continue

ASIC Forms Manager
Ausirabian Serurities & lnvesimenis Commission ]

Test Database DESIGN DRAFT 15/07/2008
Agent: FEETER Y it o 2

Finlsh form later L
o - Frema hanager
Legof

Help
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Step Action
4 The Resolution details screen displays.

ASIC Farms Manager
Amstralian Securitie: & levmimens Commission [roerepp—y

Test Database DESIGN DRAFT 1507/2008
Agent PEETERS TANTA Agent

com
Refe. ..
Resolution details Form 2054

Select 'set out below, if inserting the resolution in the area provided and
enter the text of the special resolution.

Select ‘as per attached document® if providing the resolution as an
attachment. See Step 9.

Is the name being changed to the Company ACN?
If name is being changed to the Company ACN select Yes.

If the name is being changed to a name other than the Company ACN select
No.

Is the proposed name identical to a registered business name(s)?

If the proposed name is identical to a registered business name select Yes. If
yes, the name can only be registered by the company for the owner(s) of the
identical business name(s).

Select No if the same is not identical to a registered business name.
Click on_Next to continue
= Where the name is being changed to the ACN, go to step 5.

- Where there are current name reservations for the company go
to step 6.

= Otherwise continue from step 7
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Step Action

5 The Proposed company name (ACN) screen displays.

ASIC Forms Manager
Nanralian Secoritiss & Bverrmants Commirion Errere Ty

Test Database DESIGN

Agent:

Cempany: F
tals Refarence:
+ Propased compan
-nmep e Proposed company name Form 2054
+ Canfitm company nah
b Preposed name of the company i
3220
Engl form Sedect only one of the ACN varial i Bke 10 preface the ACH number with 1o make up the full compary name

Finigh form later
bgms - Forms Manager ralian Conmpany Nunbar

bt Setect e Iegal elerments I ye e company name from Me 1St Appicatie 10 yous company type Delow

The ACN variation and legal elements can now be chosen.

The proposed name of the company will be automatically populated using
the ACN of the company

Select the legal elements that you wish to apply to the company name from
the drop down list provided

Click on Next to continue

The Reserved Names screen displays if there is a current name reservation
for the company.

ASIC Forms Manager
Nanralian Secoritiss & Bverrmants Commirion Errere Ty

Test Database DESH
Agent:

Cempany:
Reterence:

Reserved Names Form 2054

6L 3 PrevioUsly FESENSE NAME 35 S61 DUt BHON 10 COMBEPONT WIH your Special resolition

R he Last apson if you requ rame
YA & GARY'S PTY LTD

E - ENTER NEW COMPANY NAME

If you wish to use a reserved name, select it from the list and go to
Step 8.

To enter a new proposed name, select 'None — enter new company
name'. Go to Step 7.

Click on Next to continue
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Step Action
7 The Proposed company name screen displays.

Enter the proposed company name and select the respective legal elements
form the drop down box.

ASIC Forms Manager
T S ——— prepr—

54072008

cempan;
Rotarance:
Form 2054
Insert the proposed name of the company (exciudng © Limilexd”, anofor "LId". et} befow
A
Exint.fom St Ine Iegal elements Thal you wish i 2
PTYLTD -
Finish form later
tome - Foima hanager tisd
beg.ef
ASC Home | Povacy Stalement. | Conauons ol use | Eescmack
Help
Email

Click on Next to continue

8 Check the new company name is correct and confirm by selecting Yes or No
in response to the confirmation screen below.

Your new company name will be presented on your company name
certificate exactly as set out below

ASIC Ferms Manager
Atirdlian Feearitios B bevettmsnts Commbtabin ErTETe

Test Database DESIGH DRAFT
Lgent: PEETERS
Cempany: TAL

Reterance:

Confirm company name Form 2054

i S oy rem comgiary ndme will Be presented on your COTRANY N Cemcale euacly A5 Sl Ul bew
TANYA'S COMPANY PTY LTD
Ering form
Is this the cormect new company name?

Finish form later @ Yes ONo

Homs - Forms Manager

Log of Once you sunmit the farm and the change of name is azcaptad your company name will be changed fo the abave new name. It s mportant that you have cormactly
il have 0 pass a new special resolution and submit a subsequent form 2054 and pay andther loagement fee of

enterad the new name. Otherwse. the company
$330 to change the company name.
bigst

If Yes is selected the change of name is accepted and your company name
will be changed to the above new name as soon as it is submitted.

Important Note: Enter the new name correctly. Otherwise, the company
will have to pass a new special resolution and submit a new Form 205A and

pay another lodgement fee to change the company name.

If No is selected then you will be returned to step 4 to continue the
application.

Click on_Next to continue
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Step Action

9 If you selected ‘as per attached document’ on the Resolution Details (step
4) the following screens will be presented and the appropriate file/s should
now be attached. Multiple documents can be attached.

ASIC Forms Manager
Australisn Securitbes & Investsiemss Commistion Regateres agtes

Test Database DESIGN DRAF
Agent: PEETE

company: T
Reference:

150772008

Attachments Form 2054

Finish form later
S ey iR,

Deseription of Documient Pathname
Resalunon [H W Bocuments 4108 bneice ol _Browse. |
b
Click Browse.

The Choose file popup displays
Select the appropriate file and click Open.

The Attachments screen redisplays with the pathname field for the file
populated.

Enter a description of the document and click Next.
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Step Action

10 The Confirm attachment(s) screen displays. Clicking View will open the
file in a new window.

o If you wish to remove the current file select the Remove button

o Select the View button to view the attached file.

ASIC Forms Manager
Australian Sscuritier & nvastmants Commistica Py

Test Database DESIGN DRAFT 14

WOT2008

Company:
Reterance:

Confirm attachment{s) Form 2054

Eont tzem
File name Documant Size File fype

4108 Invoice paf Resolution 4KB POF REMOVE Y vEw Y

Click on Next to continue.

If you selected the option of the proposed name not being identical to a
registered business name on the Resolution details screen (step 4), go to
Step 14.

If you selected the option that the proposed name is identical to a registered
business name, continue to Step 11.

11 The Add a Business name screen displays.

ASIC Forms Manager
Australian Securitbes & vt iscien ey

Test Database DESIGN DRAFT 15072008

Agent: b E Agent Mo 2329%
Company:
Reference

Add a il name Form 2054

Ploase nter M DUSINesS AUMDET COMMESPONKING 10 this (SenTal name the Company & BENG Changea 1o INtiting te $1a%e of reqishasan | the BUSInesS I
regisered in moce Than cAe $1a5e you will Aded 1 enter Thas information for eath state
Provice business name regatralion cetats
vy Business Humoer |
ritey of registraton -

Enter the identical business name details.

Select Next to continue.
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Step Action

12 The Business names confirmation screen is displayed.

ASIC Forms Manager
Avssiralian Serurities & e Commiion [T

Tes! Database DESIGH DRAFT 15072008
Agent: i

cempany!
FReterence:

Business names Form 2054

SWPTYLTD

Proposed name HERBAL SUF

REMDVE % REVEW )

HEW

Frint form

Links.
Snamh ASIG

Sgarch ADR

e If you wish to remove the current file select the Remove button
o Select the Review button to view business details.

If you have multiple Business names to add select the Add another
business name link

Click on Next to continue

13 The declaration screen displays.

ASIC Forms Manager
Aotiridian Evrarithes B Ievattm sty Evmasbities Tapaee ge

Test Database DESIGN DRAFT 150772008

Agent: L
Company: A
Refersnce: 0T
D ion Form 2054
| eciare Mat 1 oun. oF &M CRANGNG M COMPANY name for e Surers(3) of Fe Gensca DUSINELS nAme(s). I regataAlion detals of which were Sxled prevousty
Yes
b
Exnnt fom 3 .
ASIC Home | Pvacy Stalement | alicnsciuse. | Eesctuck

Finish ferm later
Moma - Forma Manager

Log of

Help

o Iu.a-.-';nuuus
Techmcal FAQ
i.lnlu

Suarch ASIC
Semch ABR

Select Yes if the declaration statement is correct. Click Next to continue.

If the declaration statement is not correct you will be unable to continue your
application.
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Step Action

14 You will be presented with a Manual Review screen prior to
lodgement.

Where manual determination is requested (box is ticked) supporting
text needs to be provided in the box below.

Where manual name determination is not required supporting text
must not be provided.

Select Next to continue

ASIC Forms Manager
Ausiradian Serurities & lnveimens Commissim Tegatered Sgeres

Test Database DESIGH DRAFT
Agent:

Gompany:
Reference:

12008

Request for manual review Form 2054

D% you feguine manual review of yeur propestd change of Company name?
OYes @no

pipra fnfprmaron

Where you have raguested 3 manual review af your change of Lompany Aame, yau MUst provide SURpeding reasens in ihe box below: {up 1o 2000 tharactars)

Finlsh form later
e Mgnggy

o F nagu

Information on whether a manual name determination is required can
be found by clicking on the link More Information.

2
4‘} ! @ ASIC Forms Manager
T o Nustralian Securities & lavsacmea: Commlszicn Tagaterss agaen
"Ry

Form 2064 Test Database DESIG
» Company. details Agent:

« Confrm company Company:
cetals Reference:
00 ComEany name . "
COMBANy_ NAma Request for manual review - More Information Form 2054

« Conf
”:""95' JoLmatu restey Under £ 147 of the Corporations Act 2001 ("the ACt).  name is avaliable 1o @ company uriess the name is
+ Subma

+ Ideniical (under the niies set cut in the reguiations) 1o a name Mat Is reserved or regisiered under e Act for another body. or
_— + Identical (unger the rues In the reguiations) to @ name mat s included on the National Business Names Register in respect of anather Indhidual or body
Tl who i not the pers: 3 10 hawe Me name: or

+ Unaccepsabie for regrstration under the regulations. (eg- \Where the name includes a restricted word - Such as ‘rustee’. ‘consumer. “guaraniee’. ‘polce’. Bani'
Finish form later “ANZAC. or sUPgests a misleading connection with Governmendt or The Rayal Famity. or it 15 likefy to be affensive 1o the public or InCludes other restricted words
o - Foema Managar speciied under Schedule § or the regulations.
Lag.c

It the pregcsed name IS unavailabic under e above Cntena, it wil D¢ automatkally refected of referred for 3 Manual review. Where 3 manual réview has Deen

Help requisted the name wil ahways b referted for @ manual revies By ASIC statt
Ervisl ol
B b

Eack

Links ASIC Homs | Privacy Stalement | Condilons of use | Fesdback

Esanch ASK;
Esarch ABR

e
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Step Action

15 The Submit screen will display.

If you are registered for direct debit you will be able to select a payment

option via the dropdown box.

Select the authorising officeholder from the drop down list.

If you wish to submit the form to ASIC at this time, click Yes to the ASIC
Electronic Lodgement protocol Declaration and then click Submit.

The form is submitted to ASIC electronically.

ASIC
Nsseralian Sacersias & rsrmants Commbsion

Farms Manager

Form 205A
» Gonfirmatien

Tes Database DESIGN DRAFT 13/07/2008
Agent: RS TANTA Ag:

[+ of Form

Your document was submitted for validation to ASIC on 15/07/2008 at 12:24:49.

The process is not instantaneous — it may take some time to
transmit and to go through the validation process on the ASIC
computer.

If the form validates it appears in_Forms Submitted.

If the form does not validate, it appears in Forms in progress,
allowing you to correct it. You must click the form to display
the validation errors.

Click on Next to continue

16 If the proposed name is NOT accepted/available a rejection notice will be
issued electronically to your inbox.

Once the form has been accepted by ASIC the Certificate of Change of
Company Name will be delivered electronically to your ASIC inbox as a
Form RCO5.
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Step Action

17 You can now view the invoice by clicking "™ * A new browser window
opens with your invoice in PDF format. You can:
e print the invoice, and/or
e save the invoice PDF file to print later.
See Lodgement details on the ASIC website

If you have selected direct debit as your payment the invoice will inform you
that the fee will be direct debited from your nominated account.
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How to submit Form 361 Registered Agent ceasing to act

Task

How to submit Form 361 Registered Agent ceasing to act.

description/overview

When does this task ~ When a Registered Agent wishes to inform ASIC that they

need to be are ceasing to act as the representing registered agent for a
performed? company.
Before you begin You must have logged on to your online account.
Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

Click 361.

The Form 361 Form Setup screen displays asking you to enter the ACN or
ABN of the company:

Form setup Form 361
Enter the ACN/ABN of the company you wish to cease acting for

ACN/ABN [

Please note the following information applicable to preparing and fodging this form
Lodgement fee Mil.

=
i
=5

Enter the ACN/ABN of the company that you wish to cease to represent as a
Registered Agent and click Next.

A Confirm Cessation Form 361 screen displays showing the name and
ACN of the company and asking you to click the Yes or No button to
confirm whether or not this is the correct company.

Confirm Cessation Form 361
You will be ceased as agent for:

ACH
I5 this the carrect company?
Cves O ND

=
o
25

4 Click Yes and Next.

You have now completed the form, but it has still to be lodged with ASIC.
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Step Action

5 If you wish to submit the form to ASIC at this time, click Yes to the ASIC
Electronic Lodgement protocol Declaration and then click Submit.

The form is submitted to ASIC electronically.

Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o |f the form validates it appears in_Forms Submitted.

o |If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 362 Appointment of Registered Agent

Task

How to submit Form 362 Appointment of Registered

description/overview  Agent.

When does this task ~ When you want to inform ASIC that you have been

need to be appointed as the registered agent for a company.
performed?
Before you begin You must have logged on to your online account.

Step

You must have a paper copy of the Form 362, signed by
an officeholder in the company, showing your
appointment as their registered agent.

Action
Click Start new form in the left hand menu.

A list of the available forms displays.

Click 362.

Form Setup Form 362 screen displays asking you to enter the ACN or
ABN of the company for which you wish to be appointed as representative.

Form setup Form 362
Enter the ACHNABN of the company you wish to modify

ACN/ABN [

Change to he notified:
 Appointrment
© Cessation

Please note the foliowing information applicable to preparing and lodging this form
Lodgement fee Mil.
Additional Infermation: vou must retain a copy of the form 362, signed by the comparny, showing
WOour appointment ar removal a5 agent.

et

Enter the ACN/ABN of the company that you are to be appointed to
represent. Click the Appointment button and click Next.

A Confirm appointment Form 362 screen displays showing the details of
the company and asking you to confirm.

Click Yes and Next.

You have now completed the form, but it has still to be lodged with ASIC.
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Step Action

5 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

o If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 362 Cessation of Registered Agent

Task How to submit Form 362 Cessation of Registered Agent.
description/overview

When does this task ~ When you want to inform ASIC that you have ceased to

need to be be the Registered Agent for a company.
performed?
Before you begin You must have logged on to your online account.

You must have a paper copy of the Form 362, signed by
an officeholder in the company, showing your removal as
their registered agent.

Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 362.

A Form Setup Form 362 screen displays asking you to enter the ACN or
ABN of the company for which you wish to be ceased as representative.

Form setup Form 362
Enter the ACHNABN of the company you wish to modify

ACNABN [

Change to be notified:
 Appointment
' Cessation

Please note the foliowing information appliicable to preparing and lodging this form
Lodgement fee Nil.
Additional Information: ¥ou must retain a copy of the form 362, signed by the comparny, showing
your appointment ar removal as agent.

et

3 Enter the ACN/ABN of the company that you are ceasing to represent and
click the Cessation button and click Next.

A Confirm Cessation Form 362 screen displays showing the details of the
company and asking you to confirm.

4 Click Yes and Next.

You have now completed the form, but it has still to be lodged with ASIC.
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Step Action

5 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Director) x|

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer. Please
wait for the processing of the form 362 before you request a data
download.

e If the form validates it appears in_Forms Submitted.

e If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 370 Resignation of Officeholder

Task

How to submit Form 370 Resignation of Officeholder

description/overview

When does this task  This form needs to be lodged when a company
need to be officeholder wishes to directly notify ASIC of their
performed? resignation.

Note: The company is still required to notify ASIC of the
cessation of an officeholder by lodging a Form 484.

Before you begin You must have logged on to your online account.

Step

You must have a copy of the resignation letter of the
officeholder.

Action
Click Start new form in the left hand menu.

A list of the available forms displays.

Click 370.

Form Setup Form 370 screen displays asking you to enter the ACN or
ABN of the company from which the officeholder has resigned.

Form setup Form 370
Enter the ACM or ABN of the compary.

ACM/ABN [

Please note the foliowing information applicable to preparing and lodging this form

Lodging period Mil.
Lodging fee Nil.
Additional Information:

Lodgement of the Form 370 is not compulsory. It is an option available to resigning officers allowing
them the ahility to directly notify ASIC of their resignation. It is important to note that regardiess of
whether or not a Form 370 is lodged by the resigning officer there is still a compulsory obligation on the
company to lodge a Form 484 to advise the cessation of that person.

It
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Step Action

3 Enter the ACN/ABN and click Next. This displays the Confirmation of
Company Form 370. Click Yes and Next.

The Officeholders Form 370 screen displays.

Officeholders Form 370
Select the officeholder who is resigning:

m COSTIGAN, FAYE MARGARET

Born 31-01-1944 at ALICE SPRINGS NT
310 SOUTH TERRACE, ADELAIDE SA 5000

I KNAFWEED, DENMIS BROGRAN

Born 16-03-1966 at FORREST WA
104 SUNNYHOLT ROAD, BLACKTOWN NSW 2148

4 Select the officeholder who has resigned and click Next.

The Cease Officeholder Form 370 screen displays.

Cease officeholder Form 370
Enter cessation dates for roles which are ceasing.

Officeholder

COSTIGAN, FAYE MARGARET
Born 31-01-1944 at ALICE SPRINGS NT
310 SOUTH TERRACE, ADELAIDE SA 5000

Does this persan have any former names?
Cves Mo

Cessation Details :
Director
Appointment Date  10-01-2005

Cessation Date ! [DD-MM-YYYY)

Secretary
Appointment Date 10-01-2005

Cessation Date ! [DD-MM-YYY)

=
T
L
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Action

Enter the details required and click Next.

The Resignation letter Form 370 screen displays.

Resignation letter Form 370
Complete the details of the resignation letter

Date on which resignation letter was sent to the company
(DD-MM-YYYY)
Text of the resignation letter

Type in the Date the letter was sent to the company and the text of the
letter in the large text box available. Click Next.

You have now completed the form, but it has still to be lodged with ASIC.

You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to

the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Eefore submitting your form, please specify the officeholder who is authorising the lodgement
of this form.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]
COSTIGAN FAYE MARGARET Dlrectur

KNAPWEED DENNIS EIROGRAN (Dlredor)

I declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

T ves O ND

The form is submitted to ASIC electronically.

Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

e If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.
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Next step
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You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 388 Copy of financial statements and reports

Task _ How to submit Form 388 Copy of financial statements and
description/overview  reports. This will cover:

e completing Form 388
e appointing an auditor for your company

e attaching your financial statements and reports

When does this task ~ When financial statements and reports must be lodged

need to be each year by:
performed?

e Public companies

A Tier 2 public company limited by guarantee

A registered schemes

Large proprietary companies

Foreign—controlled small proprietary companies

Small proprietary or small company limited by
guarantee that is requested by ASIC or

trusts The form can also be used to notify appointment of
an auditor to the company (but not a scheme) when
lodging financial statements and reports.

When amending previously lodged financial statements
and reports.
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Before you begin
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You must have logged on to your online account.

Your financial statements and reports should be in
either TIF, PDF or RTF format in order to be
attached to this form.

Up to 5 attachments are allowed.

The maximum file size for each attachment is
10MB.

o File sizes vary depending on the type of
file being used; some files provide the
user with the option of reducing the file
size. For information on reducing the file
size refer to your software.

For security reasons ASIC rejects PDF documents
containing encrypted data, active content (e.g.
JavaScript, PostScript), external references and
PDF documents with attached objects or
executables.
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Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 388.

Note: If you are lodging an amendment to previously lodged financial
statements or directors' report, you will need to confirm the company and the
original document that you are amending. Then go to Step 21.

Company Selection screen asks you to enter the ACN or ABN of the
company for which you are submitting a copy of financial statements and
reports.

Company selection Form 388

ACN/ABN [

=
@
=5

3 Enter the ACN or ABN and click Next. This displays the Confirmation of
Company screen. Select Yes and click Next.

The Reason for lodgement screen displays. If you select 'A large
proprietary company that is not a disclosing entity' continue to Step 4,
otherwise select the appropriate button and go to Step 5.

If you think you are a large proprietary company but are unsure, the criteria

and definition can be found by clicking the What is a large proprietary
company link.

Insert new screen shot
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Step Action

4 Select A large proprietary company that is not a disclosing entity and
click Next.

The Details of large proprietary company screen displays.

Enter the information for the financial year into the text boxes.

Details of large proprietary company Form 388

If the company is a large proprietary company that is not a disclosing entity, please complete the
following information as at the end of the financial year for which the financial statements relate:

What is the consolidated revenue of the large proprietary compary and the entities that it controls?

What is the value of the consolidated gross assets of the large proprietary company and the entities that it
controls?

How marry employees are employed by the large proprietary company and the entities that it controls?

How mary members does the large proprietary comparny have?

=
i
25

5 Click Next.
The Financial year start and end dates screen displays.
For companies that have lodged a Form 388 for previous years, you can
select the dates for which your lodgement applies from the dropdown box.

Otherwise enter the new financial year end date into the text field.

Remove Note: section 323D.... Put New screen shot here!
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Step Action
6 Click Next.

The Auditor’s report screen displays.

Were the financial statements audited or reviewd?

Audited
¢ Reviewd
e No

Insert (New screen shot)

If your financial statements were audited, select audited. Go to step 6c¢.

If your financial statements were reviewd, select Reviewd. Go to step 6b.

If you select No to the financial statements being audited/reviewed. Go
to step 6d. .

STEP 6b

Click Next.

The Reviewer details form 388 screen displays.
Insert - New screen Shoot

If you select YES step 6c¢.

If you selet NO an error message will display see above.
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STEP 6¢

Click Next.

The Auditor Report form 388 screen displays.
Insert - New screen Shoot

Click Next go to step 7.

Step 6d
Click Next.
The Auditor Report form 388 screen displays.

If you selected No to the financial statements being audited or reviewed
you will have to select Yes to there being a class order exemption. This
means that a Form 336C Order granting relief from
accounting/auditing requirements should be recorded by ASIC and/or a
Form 382 should have been previously lodged advising of this
exemption. Click Next and go to Step 8.
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7 Click Next.

The Details of current auditor(s) screen displays. A list of current auditors
recorded on the ASIC register for the company will display.

If you need to make changes to an auditor address, go to Step 8.
If you want to appoint a new auditor, go to Step 10.

If you want to cease or replace an auditor click How to cease or
replace an auditor and go to Step 11.

If you do not need to make any further changes click Next and go to
Step 21.

Details of current auditor{s) Form 388

Name Address Date of appointment

05-05-2007 " CHANGE ADDRESS
AUDITOR
NAME 14-22 GREY STREET

Howi to appoint a new auditor

TRARALGON VIC 3844

Howi to cease or replace an auditor

=
@
25

Click Change address.

The Change Auditor's Address screen displays.

MName

Cancel

Change Auditor's Address Form 388

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

AUDITOR NAME

Courtry | AUstralia M

=
@
25
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Enter the new address and click Next.

The Details of current auditor(s) screen redisplays with the option to undo
the changes just made.

e If you want to appoint a new auditor, go to Step 10.

¢ If you do not need to make any further changes click Next and go to
Step 21.

Details of current auditor{s) Form 388

Name Address Date of appointment
AUDITOR 14.22 GREY STREET et CHANGE ADDRESS Y UNDO.
NAME TRARALGON YIC 3844

Howi to appoint a new auditor

=
@
25

Click the link How to appoint new auditor.

The Appoint new auditor screen displays. You can only appoint a second
auditor if the date of appointment of the second auditor is the same as the
existing auditor ASIC has recorded on their register.

e If you want to appoint a second auditor select appoint a second
auditor and click Next. Go to Step 15.

o If you want to replace your existing auditor, select replace your
existing auditor and click Next. Go to Step 11.

Appoint new auditor Form 388

ASIC records show that you currently have an auditor appointed to your comparny.
Do you want to either

O appoint a second auditar

Crreplace your existing auditar

=
m
25

Cancel

The Auditor vacancy screen displays. You will need to select the reason
why there is an auditor vacancy.

o If the auditor resigned or was removed by the company, go to Step 12.

o If the auditor has otherwise ceased, go to Step 13.

Auditor vacancy Form 388

To appaoint & new auditor there must be a vacancy for an auditor. However, ASIC records show that you
currently have an auditor appointed to your company. ASIC is unable to record the details of the new auditor
until the current auditor has been ceased

If there is a vacancy for an auditar select one of the following
O The auditor resigned ar was removed by the comparny
O The auditar has otherwise ceased

=
@
25

Cancel
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12 Select The auditor resigned or was removed by the company and click
Next.

The Resigned/Removed auditor details screen displays. You must read the
content on the screen and then click the check box to confirm that you
acknowledge that you have read the above information advising how to
correctly change the auditor details.

You must then complete the details of the auditor who audited the financial
statements and reports that you are lodging.

Proceed to Step 14.

Resigned/Removed auditor details Form 388

Resignation

The compary is required to lodge a Form 315 Motification of resignation, removal or cessation of auditor within
14 days of the receipt of the notice from the auditor.

MOTE: If the campany holds an Australian financial services licence, the auditor is reguired to obtain ASIC
consent prior to resigning fram office.

Refer to Information Sheet (INFO 65) Fesignation of an auditor under the Corporations Act 2001 and s327(5)
af the Corporations Act 2001,

Removal

A comparty may remove an auditor by a resolution at a general meeting; a copy of the natice of intention to
rermove must be lodged.

Refer to Information Sheet (INFO 62) Fermoval of an auditor under the Corparations Act 2001 and Form 315
Motification of resignation, removal or cessation of auditor and $325 Corporations Act 2001.

Continue lodging Form 388

fou can continue to lodge Form 388, However, you are still required to correctly change your auditor details
as outlined above. The information you enter on this screen about your current auditor will not be recorded on
our register.

| acknowledge that | have read the information about how to correctly change the auditor details
Oves
Enter the details of the auditar of your financial statements.

ASIC Registered Auditor Number

Given names |

Family name |
or
Company Name

ABNACHN

or
Firm Marme

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

Courtry | Australia =

=
@
25

Cancel
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13 Select The auditor has otherwise ceased and click Next.

The Auditor vacancy screen displays. You must read the content on the
screen and then click the check box to confirm that you acknowledge that
you have read the above information advising how to correctly change the
auditor details.

You must then complete the details of the auditor who audited the financial
statements and reports that you are lodging.

Details of ceasing auditor Form 388

A comparny must lodge with ASIC a Form 313 Motification of resignation, remowval or cessation of auditor to
advise of the cessation of the auditor in the following circumstances:

« The auditor is deceased; or

« The auditor has ceased to be capable of acting as an auditor because of Division 2 of Part 2M.4 of the
Corporations Act, or

« The company is being wound up (5330 of the Corporations Act); or

« The company has become a subsidiary of another company (5327H of the Corporations Act)

| acknowledge that | have read the information about how to correctly change the auditor details
Oves

You can still lodge your financial statements and reports. Please provide the details of the auditor of the
financial statements and reports you are lodging. Mote: The auditor details will not be recorded on the ASIC
register and wou are still required to correctly change your auditor details as advised above

ASIC Registered Auditor Mumber

Given names |
Family name |
or

Compary Mame

ABNAACH

ar
Firm Mame

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

Courtry | ALstralia b

Second Auditor
ASIC Registered Auditor Mumber

Given names |
Family name |
or

Comparny Mame

ABNAACH

cr
Firm Mame

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

Courtry | ALstralia e

Cancel

=
e
=4
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14  Enter the details and click Next.
The Details of auditor of financial statements screen displays. This screen
provides a warning to advise that the auditor details you have entered will

not be recorded on the ASIC register. You will then need to confirm that the
details of the auditor are correct.

o If you wish to make any changes click Change and go to Step 11.

e Ifyou are satisfied that the details are correct then click Next and go
to Step 21.

Details of auditor of financial statements Form 388

Listed below are the details of the Auditor(s) of the financial statements that you are lodging.
Naote: The auditar(s) detalls wil nat be recorded on the ASIC register and Yol are still required to correctly
change your auditarys) detalls as advised previously.

Name Address

ALUDITOR 14-22 Gray St

MNAME Traralgon Vic 3844
Australia

CHANGE % UNDO %

MNext

15 The Details of auditor of financial statements screen displays.
o If you wish to appoint an Auditor-General go to Step 16.
e If you wish to appoint an ASIC registered auditor go to Step 17.

e If you wish to appoint an ASIC registered firm of auditors go to
Step 18.

Details of auditor of financial statements Form 388

Date of appointment (DD-MM-YYYY))
Type of auditar you wish to appoint
O Auditor-General
O An ASIC registered auditor
O A firm of auditors

=
m
25

Cancel

16 Enter the date of appointment, select Auditor-General and click Next.
The Auditor-General details screen displays.

Select an Auditor-General from the drop down list and go to Step 19.

Details of auditor of financial statements Form 388

Auditar-General )
|-- Select the following - v

=
@
25

Cancel
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17 Enter the date of appointment, select An ASIC registered auditor and click
Next.

The ASIC registered auditor details screen displays.

Enter the ASIC registered auditor number and go to Step 19.

Details of auditor of financial statements Form 388

ASIC registered auditor number (individual or authorised audit comparry)

Auditor Murnber Inguiry

Cancel

INext

18 Enter the date of appointment, select A firm of auditors and click Next.

The Firm of auditors details screen displays.

Enter the business name, registration number and state/territory of
registration and go to Step 19.

Details of auditor of financial statements Form 388

Business Name

Registration nurmber

State/Territory of

S g Wi
registration

Eegistered State/Mo Search

Cancel

Next

19 Click Next.

The Address of appointed auditor screen displays.

Address of appointed auditor Form 388
Name : AUDITOR MAME

Address

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

Courtry | Australia

Cancel

=
@
25
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20 Enter the address information and click Next.
The Details of current auditor screen displays.

If you were appointing a second auditor, both would appear in the list at this
point.

e If you wish to change the details of the auditor, select Change and
go to Step 15.

e If you wish to appoint a new auditor go to Step 10.

e If you are satisfied with the details of the current auditor click Next
and go to Step 21.

Details of current auditor{s) Form 388

Name Address Date of appointment
05-05-2007 CHANGE % UNDO %
AUDITOR 14-22 GREY STREET
MNAME TRARALGOM VIC 3844
Australia

Howi to appoint a new auditor

=
@
25

21 The Attachments screen displays.

Add new screens shot here.
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22 Click Browse.

The Choose file popup displays.

Attachments Form 388

Set aut below are the aftachments you need to lodge

You can only attach documents in G, pof & rif format.

Choose file E]
- Financial Look in: [ [} Desktop B ei=
Ince) 2 2 | -j My Computer

Balal L‘iﬁ !Excel

My Recent 9 Latus Motes
Stat Documents ELSS

Stat @ !EMainFrame - Production

@ Personal Desktop

If you requ

Ifre Diesktop Windows Explarer PuEn;
cash ;;l W word
- Notes to 8y Computer
Disc
Mot .3
Iy Metwark
Ay Places
- The direc |
File name: | LJ b
- The direc o
Files of type: | 4 Files (27 = ﬂ‘ )

- Auditor's e Tenu e g ST SeaT T e
- Concise report (if any) (3314).

Nate: The maximum size of each attachment to this page is 10.0 MB(s).

Description of Document Fathname

| ] Browse...

=
m
25

23 Select the appropriate file and click Open.

The Attachments screen redisplays with the pathname field for the file
populated.
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24 Enter a description of the document and click Next.

The Confirm attachment(s) screen displays. Clicking View will open the
file in a new window.

e If you wish to remove the current file select Remove and go to Step
21.

o Select View to view the attached file.

e If you have further attachments to add select the Add more
attachments link and go to Step 21.

Confirm attachment{s) Form 388

If you require further instructions, please refer to the Technical FAQ.

File name Document Size  Filetype
Test attachment pdf 388 Attachment S KB PDF REMOVE %  WVIEN %

Add more attachments

=
@
25

25 Click Next.

The Certification screen displays.

Certification Form 388

| certify that the attached documents are a true copy of the reports required under Section 319 of the
Caorporations Act 2001,
Oves

=
m
25

26  Agree to the certification by selecting the Yes tick box and select Next.

The Capacity screen displays.

Capacity Form 388

Select the capacity in which you are lodging the form

O Directar

O Secretary

O Agent
| certify that the information in this form is true and complete and that | am lodging these reports as, or on
behalf of, the company and the authority to do so.

Oves

INext
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27 Select the capacity in which you are lodging the form and certify the
information is true and complete by selecting the Yes tick box and click
Next.

The Submit Now screen displays. Click Yes to the ASIC Electronic
Lodgement protocol Declaration and then click Submit.

You have now prepared your form. You can review the contents of your form by using the menu or 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”
tray.

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
Protocal.

Oves OMo

The form is submitted to ASIC electronically.

Notes:

The process is not instantaneous — it may take some time to transmit and to
go through the validation process on the ASIC computer.

If the form validates it appears in_Forms Submitted.

If the form does not validate, it appears in Forms in progress, allowing you
to correct it. You must click the form to display the validation errors.

28 Click Next.
As long as the form has validated a Statutory Fees Advice form displays

showing you the date and time that the form was accepted by ASIC and
informing you whether or not any fees are payable.
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If any fee is payable you are informed of how much it is and informed that
you must create the invoice.

Click ~ PRNT Y,
A new browser window opens with your invoice in PDF format. You can:

e print the invoice, and/or
save the invoice PDF file to print later.

e See Lodgement details on the ASIC website
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How to submit Form 410B — Application for reservation of a name

Task
description/overview

When does this task
need to be
performed?

Before you begin

How to submit Form 410B Application for reservation of
aname

When a company wishes to reserve a name prior to the
actual change (optional).

You must have logged on to your online account.
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Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 410B — Change of company name reservation

Company details screen displays asking you to enter the ACN or ABN of
the company that wishes to change its name.

Please note the following information applies to preparing and lodging this
form.

e A name is reserved for a period of 2 months from the date of approval

e Lodgement Fees - See Lodgement details on the ASIC website

o Late Fees —not applicable

e |f the name reservation is rejected the fee will still be charged.

Click on Next to continue.

3 The Company confirmation screen displays.
Select Yes to verify the information is correct; or

Select No to return to the company selection screen

ASIC
Australian Securities & Investments Commiszion

I

Form 410B Test Database DESIGN DRAFT 16/07/2008

v Company details Agent: HUGHES KYLIE Agent No.

+ Confirm company Company: AL 0 500 920 PTY 550 500 920
» Resenvation details Reference: 70

> Proposed company name . .

> Confirm company name Company confirmation Form 410B
+ Request for manual review AC.N. 550 500 920 PTY LTD

 Submit ACN 550 500 920

Print form Is this the correct company?

— OYes OMo

Finish form later

Home - Forms Manager

Log off ASIC Home | _Privacy Statement Conditions of use | Feedback

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

Click on Next to continue.
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Step Action
4 The Reservation details screen displays.

Forms Manager
Regucered agenn

Cempany:
Retarance

Reservation detalls Form 4108

15 1he propased name igentical 1o &

S16rEd DUSIsS name(s)?
2 Oho
Phot e ()

Is the proposed name identical to a registered business name(s)?

If you select Yes you will have to enter this information later on in the
application.

Click on Next to continue.

5 The Proposed company name screen is shown.

Insert the proposed name of the company.

ASIC Forms Manager
Nustralian Securition & Mvettsiants Commistion ey

Test Database DESIGH DRAFT 16:07/2008
Agent: HUGHES KYLIE Age 2
Company:

Reference:

Form 4108

Inser ihe propossd name of INe company [exiudng the kgal o

for exampie "Ply LW "Propnetacy Limited” "Limiled”, antior "LIG™, e Below

- for manual @99 gesect the legal ehements that you wish to apply ta the company name from the §st appicatie to your company type below
PTYLTD &

Ennt.form

Finish form later
tama - £oma Manage:

Saamh ASIG
Seamh ANR

Select the legal elements that you wish to apply to the company name
from the drop down list.

Click on Next to continue.
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Step Action
6 The Confirm company name screen displays.

Check the proposed new company name is correct and confirm by selecting
'Yes' or 'No' in response to the confirmation screen below.

& i ASIC Forms Manager
e PR -
e [ERT——— & Invermans Commisrian Regaieres agerss
"

Tea Database DESIGH DRAFT 16/07/2008

Agent:

Company:
Referance 3
Confirm pany name Form 4108
Propoged new company name

HERBAL SURRLIES PTY LTO
Is this the coect new company name?

O ¥es Ono
Erol o N

Finish form later . :
bisme - Eoms. lanagsr \aIG Home | Privacy Slalement
Legafl

If No is selected then you will be returned to step 5 to continue the
application.

If you selected No to the proposed name being identical to a registered
business name, go to Step 10.

If you selected Next continue to Step 7.

Click on Next to continue.

7 The Add a Business name screen displays.

Enter State/Territory Business Number.

ASIC Forms Manager
Atiralin Srearition Py ere— [ - Aepaees Lgen

Tast Database DES

Agent:

Company:

Reference: T

Add a name Form 4108

Pleasa enter ha BUSNESS RUMBSr Loraspondng o the identical namsa the company is b2ing changed to incliding the stale of ragisiration If e businass i

reqgistered in more han one state you will nead 1o enter this INfarmanon for each state
vigie busness name registration datals

siness tumter |

Exnt fom S S i

Finish form later
Hama - Fam anages A Home | Pivecy Stalement. | Gonat e | Pesmack

Saach ABR

Select the State/Territory from the drop down list.

Click on Next to continue.
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8 The Business names confirmation screen displays

Forms Manager

Test Database DESIGN DRAFT 1807/
Agent: HUGHES KYLE
Company:
FReterence:

Business names Form 4108

Proposed company name HERBAL SUPPLIES NS W PTY LTD

State Tesritory Buzin 1
NSW KE234213 FEMOWE Y REVIEW )
Enntfom Pt
Finish form later o
Hame. - Foms hanager
Logaf ASIC ligma | Priyacy Statemant |
Help
Email

Links
Saach ASIC
Search ABE

= If you wish to remove the current file select Remove
- Select Review to view business details
Select the Add another business name link if more than one name is

required. This would apply if the business name was registered in more than
one state.

Select Next to continue.

The Declaration screen displays.

ASIC Forms Manager
Nustralian Securition & Mvettsiants Commistion ey

Test Database DESIGN DRAFT 16/07/2(

Agent:
Company:
Reference: 0T I85
D ion Form 4108
| getiare N3t | gun. 6F am resening e company name far INe wners(s) of e Identical BUSMESS NAME(s) e fegisiralion detals of which were isted previoussy
Oes
bigst
Exint form
al 1| |

Finish form later
tome - Foms Manager
og.0f

Links
Saach ASIC
Smmch AHR

Select Yes if the declaration statement is correct.

If the declaration statement is not correct you will be unable to continue your
application.

Click on Next to continue.
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Step Action
10 You will be presented with a Manual Review screen prior to lodgement.
Where manual determination is requested (box is ticked) supporting text

needs to be provided in the box below. A notice will be issued electronically
to you advising if the application has been accepted or rejected.

ASIC Forms Manager
Australian Securitses & lnswitmwsts Commissicn Regaters: ageris

2008

Test Database DESIGH DRN‘( 16
Agent:
Gompany:
Reference:

Request for manual review Form 4108

D9 you reguire manual review of your proposed change of company name?
O¥es Oiho

il e ViTire yiu Nave requested & manual review yous Change of Company NAMe. you MUst Brovide SUpPOring reascns in he box bek (up 1o 2000 characlers)

Finish form later
Heme - Foima ldanager
Log.aff

Information on whether a manual name determination is required can be
found by clicking on the link More Information.

ASIC Forms Manager
Ariridlin Famerittin & Bevatimses Commrbiaton [re—

Test Database DEaIbh DRAFT 16:07/2008
Agent:
Company:
FReterence:

Request for manual review Form 4108

Print form U s i
. TANZAC of SUQQEStS & Misleaning connection with Goue"unem or Tne Aoyal I'slr iy, o itis |\4=‘¥' e ol\‘ensma o the pnb o o i rz.u.uee ainar resirid worcs
Finish form later speciied under Schaouke & or the reguiasons
Hame - Forms hanagar
Lag.of It PrOpaSE RAME & UNAVARIDIE UNGRT e ABOVE EARENA, It Wil BiE ASSMANEATY rRSCIHE UNESS YOU IR aE TRAT Yol raquUist 3 FManual fediy
Help
Email bsip o

Hesithus sorks
Techoical £A2

Links.
Seamh ASIC
Soamh ADE

Select Next to continue.
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Action

The Submit screen will display. If you are registered for direct debit you
will be able to select a payment option via the dropdown box.

If you wish to submit the form to ASIC at this time, click Yes to the ASIC
Electronic Lodgement protocol Declaration and then click Submit.

The form is submitted to ASIC electronically.

Forms Manager
Trgweres Spe

Form 4108
. n

Bint

[+ of Form

Finish form later
P

Your docurnent was submitted for vaidation to ASIC on 18/07/2008 at 11:25.43

e The process is not instantaneous — it may take some time to
transmit and to go through the validation process on the ASIC
computer.

e If the form validates it appears in Forms Submitted.

o If the form does not validate, it appears in Forms in progress,
allowing you to correct it. You must click the form to display
the validation errors.

If the proposed name is NOT accepted/available a rejection notice will be
issued electronically to your inbox.

You can now view the invoice by clicking "M Y A new browser window
opens with your invoice in PDF format. You can:

e print the invoice, and/or

o save the invoice PDF file to print later.

If you have selected direct debit as your payment the invoice will inform you
that the fee will be direct debited from your nominated account.
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How to submit Form 410F — Extension of reservation of a name

Task
description/overview

When does this task
need to be
performed?

Before you begin

How to submit Form 410F Application for extension
reservation of a name

When a company wishes to extend the period of the
reservation of a name prior to the actual change (optional).

You must have logged on to your online account.
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Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 410F — Extension of name reservation

Company details screen displays asking you to enter the ACN or ABN of
the company that wishes to change its name.

ASIC Forms Manager
Australiam Securities & levastmants Commission Regaterss agerss

Test Database DESIGN ORAFT 16072008
Agent SHES IYLIE Agant H
Refersnce:

Company details Form 410F

ABH or ACH

Pioaze nate the follewing Information appes 1o preparing and ldging this form

Finish form later
Figomg - Forms Macagar Lodging periog

Lag.sd e resenvation expiry date
Hp £
oy 1
Please De aware Ial even if your APPACAION 107 & NAM FEServAION extension is reecled Me 40 fee wil S0l be charged

Please note the following information applies to preparing and lodging this
form.

e A name is reserved for an extended period of 2 months from the date
of approval

e Lodgement Fees - See Lodgement details on the ASIC website

e Late Fees — not applicable
o If the name reservation is rejected the fee will still be charged.

Click on Next to continue.

3 The Company confirmation screen displays. Select Yes to verify the
information is correct; or select No to return to the company selection screen

ASIC Forms Manager
Auitralisn Securitias & lurestmasts Commistion ey

Test Database DESIGN DRAFT 160772008
agent: HUGHES KYLIE Agedt o 23225
Company: A

Refarenca

Company confirmation Form 410F

Prind fgrm
- Cves Oro

Finish form later e e -
Hame.- £oms ldanager

Click on Next to continue
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Step Action

4 The Reservation details screen displays.

ASIC Forms Manager
Nuseraliam Securicies & lovastmarts Commistion Tagatiras Agareh

Form 410F Tes! Database DESIGH DRAFT 16072008

¥ Company. details Agent SHES KYLIE Agent M

+ Confom company Company

* Reservation details Referance: AT,

« Hasanation con

+ Subimil Reservation details Form 410F

e Seletl @ previsusty reserved name &S et oul below

Frat 4em Reserved Name Expiry Date
@ KYLIES GREATEST HTSLTD 16-00-2008

Reasen far atension

Select the name reservation you wish to extend and enter the reason the
extension is required in to the text box.

Click on Next to continue.

5 The Reservation confirmation screen displays.

Check the reservation details are correct and confirm by selecting Yes or No
in response to the confirmation screen below.

.
Y f, ASIC Forms Manager
IQ&_}‘#-.. Aureralisn Securitier & Inremmeanes Commirion Fsternd Ajaite
Form 410F Test Database DESIGN DRAFT 16:07/2008
. il Agent: Agent Ho 22226
company:
Raferenca.
* Baservation
cpuﬂnﬂr:llnn Reservation confirmation Form 410F
{.‘::‘" resarvation cocument numoer
esarved name
epiry cale

If No is selected then you will be returned to Step 4 to continue the
application.

Select Next to continue.
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Step Action

6 The Submit screen displays. If you are registered for direct debit you will be
able to select a payment option via the dropdown box.

If you wish to submit the form to ASIC at this time, click Yes to the ASIC
Electronic Lodgement protocol Declaration and then click Submit.

The form is submitted to ASIC electronically.

Forme Manager

Form 410F

» Confinmaticn
<Foes

Enot fam

Confirmation of Form Submission

Finish form later
Home - Foms Managsr
Log.off Your docurnent was submitted for validation 1o ASIC on 160772008 at 12:14.30

Help
Email hilg

Note: Second and subsequent lodgements of the Form 410F will be queued
and manually processed by ASIC.

'An acceptance or rejection notice has been issued electronically to your
inbox'

You can now view the invoice by clicking  "*" % A new browser window
opens with your invoice in PDF format. You can:

e print the invoice, and/or
e save the invoice PDF file to print later.

If you have selected direct debit as your payment the invoice will inform you
that the fee will be direct debited from your nominated account.

See Lodgement details on the ASIC website
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How to submit Form 485 Statement in relation to Company solvency

Task
description/overview

What is a ‘negative
solvency resolution’?

How to submit Form 485 Statement in relation to
Company solvency.

Notes: There are two 485 forms:

e 485A - Statement in relation to company solvency -
negative solvency

e 485B - Statement in relation to company solvency -
solvency resolution not passed.

If the directors of the company pass a positive solvency
resolution there is no need to lodge either form.

A company that has lodged a financial report under
Chapter 2M (e.g. Form 388) within the period of 12
months prior to the review date is not required to pass a
solvency resolution.

‘Under section 347A of the Corporations Act 2001 the
directors of the company, in their opinion, believe there
are not reasonable grounds to think that the company will
be able to pay debts as and when they become due and
payable’. This means that the company is insolvent.
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When to lodge Form Section 347A of the Corporations Act 2001 requires that

485A

the directors of a company must pass a solvency resolution
within two months after each review date for the
company.

If the directors of a company pass a negative solvency
resolution, the company must notify ASIC, using Form
485A, within 7 days of the resolution being passed.
Therefore the:

e resolution must be made within 2 months after the
review date, and then

e Form 485A must be lodged within 7 days of the
resolution being passed.

Note: If a Form 485A is lodged at any other point of the
year beyond the review date, it will be accepted and fully
processed.

When to lodge Form Section 347B(2) of the Corporations Act 2001 states that

485B if the company fails to pass a solvency resolution -
positive or negative - within two months of the review
date, notification (Form 485B) must be lodged with ASIC
within 7 days of the end of that two month period.
Before you begin You must have logged on to your online account.
Step Action

1 Click Start new form in the left hand menu.

A list of the available forms displays.

Click 485.

Enter the ACN/ABN and click Next. The company details display and you
are asked to confirm. Click Yes and Next.

The Form setup Form 485 screen displays asking you to indicate the
company solvency status.

Form setup Form 485

Indicate comparry solvency status
' Negative solvency resolution passed
' Solvency resolution not passed

If you are lodging a Form 485B go to Step 5.
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Step Action
3 To lodge a Form 485A indicating that the company has passed a negative

solvency resolution, click Negative solvency resolution passed and click
Next.

A Negative solvency Form 485 screen displays asking you to enter the date
that the negative solvency resolution was passed.

Negative solvency Form 485

Negative solvency resolution passed

The directars of the company have passed a salvency resolution under section 347A that, in their
opinion, there are reasonable grounds to believe that the company WILL NOT be able to pay its debts
as and when they become due and payahle.

Date of resolution

I (DD-MM-Y¥YY)

Mext

Note: In accordance with the Corporations Act 2001 the directors of the
company have an obligation to pass a solvency resolution within two months
of each review date. If it is a negative solvency resolution the company must
notify ASIC within 7 days of passing the resolution, so the field is blank for
the company to tell us the date the resolution was passed.

4 Enter the date in the form DD-MM-YYYY (e.g. 28-02-2005) and click Next.

A screen displays telling you that you have to submit the form. But before
you can do that you have to provide authorisation details and make a
declaration. Go to Step 7.

5 If you wish to lodge a Form 485B indicating that the company has not been
able to pass a solvency resolution, click Solvency resolution not passed and
click Next.

A Solvency resolution not passed Form 485 screen displays showing you
the last recorded company review date. You are able to change this date.

Solvency resolution not passed Form 425

Solvency resolution
The directors of the company have not passed a solvency resolution under section 3474 within the
statutory 2 month period after the review date.

Company review date

11-08-2003  (DD-Mhd- YY)

Mext

Note: In accordance with the Corporations Act 2001 the directors of the
company have an obligation to pass a solvency resolution within two months
of each review date. If the directors do not pass a solvency resolution
(positive or negative) within two months after the review date, then the
company is obliged to notify ASIC within 7 days after the end of the two
month period following the review date.
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Step Action

6 Enter the review date in the form DD-MM-YYYY (e.g. 28-02-2005) and
click Next.

A screen displays telling you that you have to submit the form. But before
you can do that you have to provide authorisation details and make a
declaration.

7 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Eefore submitting your form, please specify the officeholder who is authorising the lodgement
of this form.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

[KNAPWEED, DEMNIS BROGRAN (Director]
| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement

Protocol.
T ves O ND

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

e If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

8 Click Next.
As long as the form has validated a Statutory Fees Advice form displays

showing you the date and time that the form was accepted by ASIC and
informing you whether or not any fees are payable.

9 If any fee is payable you are informed of how much it is and informed that
you must create the invoice.

Click  FRNT Y,
A new browser window opens with your invoice in PDF format. You can:

e print the invoice, and/or

¢ save the invoice PDF file to print later.
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You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 492 Notification of Corrections

Task How to submit Form 492 Notification of Corrections.
description/overview

When does this task  This form is submitted when you have submitted a form

need to be but wish to correct some of the information that you

performed? submitted.

Before you begin You must have logged on to your online account.
Step Action

1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 492.

Enter the ACN and click Next. The company details display and you are
asked to confirm. Click Yes and Next.

The Details of original document Form 492 screen displays asking you for
details of the document that you wish to correct.

Details of original document Form 492
Enter the details of the document which is to be corrected

Diocument number I
Form number I
Date of lodgement | (DD-MM- YY)

For a list of documents lodged by the company click here

Note: You can also click a link to open a new browser window that displays
a list of the documents lodged by the company including the date and
document number.

3 Enter the Document number, Form number and Date of lodgement and click
Next.

A Corrections Form 492 screen opens showing the document details that

you entered and allowing you to enter free text to describe the correction that
you want to make.

4 Write a description of the correction that you want to make and click Next.

A screen displays telling you that you have to submit the form.
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Step Action

5 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

o If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 902 Supplementary Document

Task How to submit Form 902 Supplementary Document
description/overview

When does this task  This form is submitted when you have submitted a form

need to be that is currently under requisition that you wish to correct
performed? some of the information that has been submitted.
Before you begin You must have logged on to your online account.

You must have a form awaiting processing that is
currently under requisition.

Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click 902.

The Details of original document Form 902 screen displays.

Details of original document Form 902
Enter the details of the document which is to be corrected

Document number

Form number
Date of lodgement (DD-MM-YYYY)

For a list of documents lodged by the company click here

Note: You can also click a link to open a new browser window that displays
a list of the documents lodged by the company including the date and
document number.

3 Enter the Document number, Form number and Date of lodgement and click
Next.

A Supplementary Document Form 902 screen opens showing the

document details that you entered and allowing you to enter free text to
describe the correction that you want to make.

4 Write a description of the correction that you want to make and click Next.

A screen displays telling you that you have to submit the form.
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Step Action

5 You must select the company’s Authorising officeholder before making the
declaration. If you wish to submit the form to ASIC at this time, click Yes to
the ASIC Electronic Lodgement protocol Declaration and then click
Submit.

Authorising officeholder

Before submitting your form, please specify the officeholder who is authorising the lodgement
of this farm.

Authorising officeholder

COSTIGAN, FAYE MARGARET (Directar) _'_]

COSTIGAN, FAYE MARGARET (Directar
TIGAN, FAYE MARGARET (5

|
I'declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Cves 0 No

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o If the form validates it appears in_Forms Submitted.

If the form does not validate, it appears in Forms in progress, allowing you
to correct it. You must click the form to display the validation errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to submit Form 6010 Application for voluntary deregistration

Task

How to submit Form 6010 Application for voluntary

description/overview  deregistration

When does this task  When the applicant (Company or Director) has elected to

need to be deregister the company.
performed?
Before you begin You must have logged on to your online account.

Step

We will only deregister a company if it meets all of these
requirements:

e All members of the company agree to deregister
e The company is not carrying on business

e The company's assets are worth less than $1000
e The company has no outstanding liabilities

e The company is not a party to any legal
proceedings

e The company has paid all fees and penalties
payable under the Corporations Act 2001.

Action
Click Start new form in the left hand menu.

A list of the available forms displays.

Click 6010.

Company Selection screen displays asking you to enter the ACN or ABN of
the company you wish to deregister.

Company selection Form 6010

Enter ACN or ABN of the company |

=
@
25

ASIC Home | Privacy Statement | _Conditions of use | Feedback
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Step Action

3 Enter the ACN or ABN and click Next. This displays the Confirmation of

Company Form 6010. Select Yes and click Next. The Account Balance
screen displays.

This screen provides you with the current account balance and an account
summary, which has been automatically calculated by our system. This will
display information indicating payment required. From this screen you are
presented with a number of options.

e Inall instances you will be able to select an option to view account

transactions. From there you can receive a report for a specified date
range.

e You can Cancel your application

e If apayment is required you can select the link to get more
information about payment options.

If the amount payable is greater than insert new fee you will not be able to
proceed with the application.

4 Click Next.
The Applicant Declaration Form 6010 screen displays.

You will need to select all of the items in the list to declare that the
statements are true and correct in order to complete the declaration.

Applicant Declaration Form 6010

Flease read the following information and complete the declaration by selecting the appropriate

boxes
Application:
|, the applicant, apply to deregister the above company under subsection 501A4A(2) of
the Corporations Act 2001 and declare that the statements below are correct:
Declaration:

[FlAll members of the company agree to the deregistration; and

[¥] The company is nat carrying on business; and

[l The comparny's assets are worth less than $1000; and

[ The company has paid all fees and penalties payable under this Act, and
[ The comparty has no outstanding liabilities; and

[ The compary is not a party to any legal proceedings.

=
@
25

5 Once you have completed the declaration click Next.

The Details of the Applicant screen displays. Here you will select either the
company or a director as the applicant. Where the applicant is the director,
continue from Step 6. Where the applicant is the company, go to Step 9.

Details of the Applicant Form 6010

I5 the applicant
O The company
@ A, director

=
@
=5
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Step Action

6 Select the button for the Director and click Next. The Details of the
Applicant — Select Director screen displays, you will have the option to
select the director from a drop down list.

Details of the Applicant Form 6010

Select a current director
| HAWKING, SIMON DONALD |+

=
@
25

7 Select the director who will be the applicant and click Next.

The Select Applicant Address screen displays. You can select an
address from the drop down list or you can enter an address in the
fields provided.

Details of the Applicant Form 6010

Addresses
lUse one of these addresses:
14-22 GREY STREET TRARALGON VIC 3844
OR
Address

Where the name of a third party is needed for postal delivery, enter that name in the care of field.
Care Of |

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

Courtry | Australia Bt

=
@
25

8 Once you have selected or entered the desired address click Next.

The Applicant and people to notify screen displays. From this screen you
can change the details of the applicant or add another person to receive the
notification. If you do not wish to add an additional person to receive the
notification proceed to Step 12. If you require an additional person to
receive the notice continue to Step 9.

Applicant and people to notify of proposed deregistraion of the company

Applicant
SIMOM DONALD HAWKING
14-22 GREY STREET
TRARALGON VIC 3844
CHANGE %
MNotification

ADD

=
@
=5
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Step Action

9 Click the Add button.

If the applicant is the company a person must be nominated to receive the
notice of deregistration.

The Details of the Nominee screen displays. You can select from a list of
current officeholders or enter a given and family name.

Details of the Nominee Form 6010

Officeholder _
[FACTOR, BENNY v)
oR
Enter Given Names & Family Name
Given names |
Family name |

=
@
25

10 Once you have entered the details of the nominee click Next.

The Select Nominee Address screen displays. You can select an address
from the drop down list or you can enter an address in the fields provided.

Details of the Nominee Form 6010

lUse one of these addresses:
| 14-22 GREY STREET TRARALGON VIC 3844 v
Address

Where the name of a third party is needed for postal delivery, enter that name in the care of field.
Care Of |

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

Courtry | AUstralia B

=
i
25

11 Once you have selected or entered the desired address click Next.
The Confirmation of Applicant and Nominee screen displays. This page
lists the applicant and notification details for review, and allows the
notification details to be removed, changed or confirmed.

Only one Nominee can be specified.

Applicant and people to notify of proposed deregistraion of the company
Applicant

SIMOM DONALD HAWKING

14-22 GREY STREET

TRARALGON VIC 3844

CHANGE %

MNotification

BEMMNY FACTOR

14-22 GREY STREET

TRARALGON VIC 3844

CHANGE % UNDO %
Dext
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Action
Click Next.

The Authorising officeholder screen displays. If you are registered for
direct debit you will be able to select a payment option via the dropdown
box. If payment is by direct debit you will have 28 days to pay.

You must select the company’s Authorising officeholder before making the
declaration, this can be either a director or a secretary. If you wish to submit
the form to ASIC at this time, click Yes to the ASIC Electronic Lodgement
protocol Declaration and then click Submit.

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

Once the form is submitted the application to woluntarily deregister EDGE CHANGE SHEET 9 TEST
7 LTD willl be accepted and approved. An approval notice will be sent to the applicant or the person
nominated on the application.

For deregistration to proceed, all amounts payable to ASIC must be received within 28 days from
the approval, or the deregistration process will be cancelled.

Payment Option Invoice v

You must submit the form to ASIC to have it lodged.
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” tray.

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

Authorising officeholder
Eefore submitting your form, please specify the officeholder who is authorising the lodgement of this
farm.

Authorising Officeholder :
HAYWKING, SIMON DONALD »

Declaration

| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgement
Protocal.

Oves OMo

The form is submitted to ASIC electronically.
Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

e If the form validates it appears in_Forms Submitted.

o If the form does not validate, it appears in Forms in progress,
allowing you to correct it. You must click the form to display the
validation errors.

Click Next.

As long as the form has validated a Statutory Fees Advice form displays
showing you the date and time that the form was accepted by ASIC and
informing you of the invoice amount.
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Step Action
14 vou can now view the invoice by clicking ~ FRNT Y,
A new browser window opens with your invoice in PDF format. You can:

e print the invoice, and/or
e save the invoice PDF file to print later.
See Lodgement details on the ASIC website

If you have selected direct debit as your payment the invoice will
inform you that the fee will be direct debited from your nominated
account.

You can view the form by clicking the 'Print form' button on the left
hand menu at any time.
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How to submit Form RA61 Review Date Report

Task How to submit Form RA61 Review Date Report and save
description/overview  the report.

When does this task ~ When you want to view a report showing the review dates

need to be for your client companies, within a specified date range.
performed?
Before you begin You must have logged on to your online account.

Step Action

1 Click Start new form in the left hand menu.

A list of the available forms displays.

2 Click RAGL.

The Form setup Form RAG61 screen displays asking you to input the date
range (day and month) that you want the report for.

Form setup Form RAG1

Enter the period you wish to run the repart for
Start period (ddmm) I
End period (ddmm) I

Please note the following information applicable to preparing and lodging this form
Lodgement fee hil.

=
T
£

3 Enter the Start period (e.g. 0101 for 1 January). Enter the End period (e.g.
3112 for 31 December). Click Next.

A screen displays telling you that you have to submit the form. But before
you can do that you have to make a declaration.

4 Under Declaration click Yes to declare that this form is submitted under the
terms and conditions of the ASIC Electronic Lodgement Protocol.

5 Click Submit.

A Confirmation of Form Submission screen displays showing you the date
and time that the form was submitted to ASIC for validation.
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Step Action
6 Click Next.

As long as the form has validated a Review date report form RAG61 screen
displays showing you the ACN, company Name and Next review date of
all of the companies for whom you are the representative, where their review
date meets the criteria that you entered.

Review date report Form RA61

Report criteria

Agent number 20

Period 01/02 to 29/02

MNumber of companies 2

ACN Name Next review date

48 617 ¢ 10-02-2008
) i 16-02-2005

7 If you wish you can click Save report in the left hand menu to display a File
download dialog that asks you to specify whether you want to save the file to
disk (the default selection) or open the file.

Click OK to save the file to disc.

A Save As dialog opens allowing you to select where to save the report.

8 Select the destination for the report and click Save.

A .txt file containing the details of the report is saved to your computer and a
Download complete dialog displays.

9 Click Close.
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How to submit Form RA67 Company Debt Report

Task

How to submit form RA67 Company Debt Report.

description/overview

When does this task ~ When you want to request a Debtor's Ledger Report for all

need to be companies for which you are the nominated registered
performed? agent.
Before you begin You must have logged on to your online account.
Step Action
1 Click Start new form in the left hand menu.

A list of the available forms displays.

Click RAGT.

The Debtor's Ledger Report Request Form RA67" screen displays asking
you to confirm that you wish to request a Debtor's Ledger Report.

Debtor's Ledger Report Request Form RAG7

Do you wish to request for @ Debtor's Ledger Report ?
Cves O Mo

Please note the following information applicabie to preparing and lodging this form
Lodgement fee Nil.

=
&
£

Cancel

Click Yes and click Next.

A screen displays telling you that you have to submit the form. But before
you can do that you have to make a declaration.

Under Declaration click Yes to declare that this form is submitted under the
terms and conditions of the ASIC Electronic Lodgement protocol.

Click Submit.

A Confirmation of Form Submission screen displays showing you the date
and time that the form was submitted to ASIC for validation.
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Step Action
6 Click Next.

As long as the form has validated a Company debt report Form RA67

screen displays showing you the ACN, company Name and amounts owing
by companies for whom you are the representative.

Australian Securities and Investments Commission

ABN B6 768 265 615

Not Subject to GST - Treasurer's Determination 2000

{Exempt Taxes, Fees and charges)

Disclaimer

Please note: Payments received during the current business day may not have been
allocated to the relevant aged debt item(s) at the time of extraction of data for this report.
In these cases the payment will be shown as a credit in the 0-30 column until allocated.

A maximum of two 'all company' RAGT requests may be submitted per day.

ACN Mame Total amount  Now  Future 0-30  31-80  61-90 > 90
Wi due due days days days days

o 0 535.00 535.00 0.0o 0.00 0.00 0.00 535.00

" 2540.002540.00 0.0o 0.00 0.00 0.00 2540.00

W I 535.00 535.00 000  65.00 0.00 0.00 470.00

Lt 805.00 805.00 0.00 335.00 0.00 0.00 470.00

7 If you wish you can click Save report in the left hand menu to display a File
download dialog that asks you to specify whether you want to save the file to
disk (the default selection) or open the file.

Click OK to save the file to disc.

A Save As dialog opens allowing you to select where to save the report.

8 Select the destination for the report and click Save.

A text file containing the details of the report is saved to your computer and
a Download complete dialog displays.

9 Click Close.
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How to submit Form RA71 Request for Ad hoc Company Statement

Task

How to submit form RA71 Request for Ad hoc Company

description/overview  Statement.

When does this task ~ When a registered agent needs to see the current company

need to be information held by ASIC.

performed?

Before you begin You must have logged on to your online account.
Step Action

1 Click Start new form in the left hand menu.

A list of the available forms displays.

Click RA71.

If you are a Registered Agent you are prompted to enter the ACN or ABN of
the company. Enter the ACN and click Next. You are asked to confirm the
company that you have selected. Tick Yes and click Next.

The Form setup Form RA71 screen displays.

Form setup Form RA71

Form RAT1 allows you to request a statement showing the details of your company. If you subrmit 2
Form RAT1, a request will be passed to our back office systems to prepare a company statement in
PDF format and place it in your Inbox.

If wou wish to wiew your comparny details online, use the "view company details" selection on your
Faorms Manager menu.

Cancel Mext

This informs you that you can also view your company details on screen.
You can still receive a company statement from ASIC which will be sent to
your Inbox.

If you wish to receive a company statement click Next.

You have now completed the form, but it has still to be lodged with ASIC.
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Step Action

4 If you wish to submit the form to ASIC at this time, click Yes to the ASIC
Electronic Lodgement protocol Declaration and then click Submit.

The form is submitted to ASIC electronically.

Notes:

e The process is not instantaneous — it may take some time to transmit
and to go through the validation process on the ASIC computer.

o |f the form validates it appears in_Forms Submitted.

o |If the form does not validate, it appears in Forms in progress, allowing
you to correct it. You must click the form to display the validation
errors.

Next step You can view the progress of any forms you have
submitted by clicking Forms Submitted.

Click on Forms in Progress to see forms that require
further action by you.
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How to view forms in progress

Task How to view forms in progress.
description/overview

When does this task ~ When you want to view or complete forms that you have

need to be started but that have not yet been submitted to or accepted
performed? by ASIC.
Before you begin You must have logged on to your online account.

You must have begun a form but it has either not yet been
submitted to ASIC or, if it has been submitted, it has not
been accepted by ASIC.

Step Action

1 Click Forms in progress in the left hand menu.

The Forms in progress screen displays.

insert new screen shot

This shows Forms in progress including the:

e date and time that it was last accessed
e form number

e ACN and company name

e unique reference number.

e UseriID

The list includes forms that have been:

e started but not yet completed
e completed but not yet submitted to ASIC for validation

¢ submitted for validation but have not been accepted for a reason that is
indicated in red on the form.

2 Click on the form that you want to complete in the list.

The form opens allowing you to complete it. Any problems that ASIC has
with the form may be highlighted with a red error message.

For further guidance see the section of this document that deals with the type
of form that you selected.

NOTE: Forms listed in ‘forms in progress' will be automatically deleted after

90 days from the date last accessed. If you wish to keep a copy of the
document, save it to your own electronic filing system.
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How to delete forms in progress

Task How to delete forms in progress.
description/overview

When does this task ~ When you want to delete a form that you have started, has

need to be not yet been accepted by ASIC, and that you no longer
performed? wish to submit to ASIC.
Before you begin You must have logged on to your online account.

You must have begun a form but it has either not yet been
submitted to ASIC or, if it has been submitted, it has not
been accepted by ASIC.

Step Action

1 Click Forms in progress in the left hand menu.

The Forms in progress screen displays.

Forms in progress page 1of 1

Last Access Forms  Acn / Name Reference No User ID

2470472008 14:44 484 70070088 asc9hm delete
2470472008 14.44 484 70070087 ascatwm delete
24/04/2008 14:43 484 70070086 ascatwm delete
2470472008 14.43 484 70070085 ascatwm delete
2470472008 14:40 484 70070084 ascItwm delete
2470472008 14:39 484 70070083 ascatwm delete
2470472008 14:39 361 70070082 ascanwm delete
2470472008 14:39 484 70070081 ascamwm delete

This shows Forms in progress including the:

e date and time that it was last accessed

form number

ACN and company name

unique reference number.
e userlD
e delete option

The list includes forms that have been:

e started but not yet completed
e completed but not yet submitted to ASIC for validation

e submitted for validation but have not been accepted for a reason that is
indicated in red on the form.
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Step Action
2 To delete a form, click the delete link at the right of the screen.

A confirm deletion screen will appear.

3 If this is not the document that you wish to delete click Cancel,
This will take you back to the forms in progress screen.
If this is the document that you wish to delete, click Submit

This will take you back to the forms in progress screen with a message
displaying that the document has been deleted.
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How to view the status of submitted forms

Task

How to view the status of submitted forms.

description/overview

When does this task ~ When you want to view the status of forms that have been

need to be submitted to and accepted by ASIC.
performed?
Before you begin You must have logged on to your online account.
You must have submitted a form to ASIC and it must have
been accepted by ASIC.
Step Action

1 Click Forms submitted in the left hand menu.

The Forms submitted to ASIC screen displays.

insert new screen shot

This

shows Forms submitted to ASIC including the:

date and time that the forms were submitted
form number

ACN and company name

unique document number.

userlD

delete option

2 Click on the form that you want to view the status of. Ifitisa:

NOTE: Forms listed in ‘forms submitted' will be automatically deleted after
90 days from the date last accessed. If you wish to keep a copy of the
document, save it to your own electronic filing system.
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How to view company details

Task How to view company details.
description/overview

When does this task ~ When you wish to view either:

need to be
performed? e organisation details, or
e debtor details.
Before you begin You must have logged on to your online account.
Step Action

1 Click View company details in the left hand menu.

A new browser window opens displaying the View company details screen
and asking you to select the type of company information that you require.

View company details

Enter ACN/ABN I

Which type of company information do you require?
© Organisation details
" Debtors details

=
o
=

2 Enter the ACN/ABN.

3 Click either Organisation details, or Debtors details and click Next.
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Step Action

4 If you selected ‘Organisation details’, the Company details screen displays
showing you:

the date the company was registered

the next company review date

the company type

the company status

if this is a home unit company

if this is a superannuation trustee company
if this is a non profit company

the registered office address

the address of the principal place of business
whether there is an ultimate holding company appointed
details of the company officeholders

details of the company share structure
details of the members

a history of documents lodged.

The Contact address for ASIC use only will not be displayed. A contact
address for a company can be:

e the address of their registered agent or

e an address nominated on Form 362/486 Notification by a
company to nominate or cease a registeres agent or contact
address.

5 Close the browser window when you have finished viewing the company
details.
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Step Action

6

If you selected Debtors details, the Debtor’s Ledger report screen displays.

If there are no monies owing to ASIC a message displays in red informing
you that the company “has no ASIC debt recorded at the time this report was
generated”.

If there are monies owing, the report shows:

the ACN of the company

the name of the company

the Registered Agent number

the date that the report was requested and prepared

Total amount owing — the total of all transactions on the account
Now due — the sum of all transaction that have reached the due date

Future due - the debt shown on the account that has not yet reached
the due date (relates to the Annual Review Fee)

0-30 days — the sum of transactions that are between 0 and 30 days past
the due date

31-60 days — the sum of transactions that are between 31 and 60 days
past the due date

61-90 days — the sum of transactions that are between 61 and 90 days
past the due date

> 90 days — the sum of transactions that are over 90 days past the due
date.

7 Close the browser window when you have finished viewing the debtor

details.
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How to change your password or update your contact details

Task _ The same screen is used to change your password and/or
description/overview  ypdate your contact details and/or change your security
question.

When does this task When you want to:

need to be
performed? e change your password, and/or
e update your contact details, and/or
e change your security question.
Before you begin You must have logged on to your online account.
Step Action

1 If you want to change your password, click Change password in the left hand
menu.

If you want to change your contact details, click Update contact details in the
left hand menu.

A screen displays showing you:

e User details
e Contact details
e Change password

e Security question.

2 Before you can Change password or Contact details, you must authorise
the change by entering your existing password.

User details

Please enter your current password
Current passward

Click in the Current password field and enter your password.
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Step Action

3 Ifyou:
e wish to change your contact details, click the Yes button in the Contact
details section

o do not wish to change your contact details, click the No button in the
Contact details section and go to Step 4.

Contact details
Current details
Marne

Email address

Telephone
rimkaer

Do you wish to change your contact details?
©ves O Mo

Please enter new details for iterns which have changed.

Given names [

Farnily name

Re-enter email
address

Telephone
Mumber | I

|
Email address |
|

Comments I

As needed change your:

o Email address (which you must enter twice as confirmation)
e Telephone Number (including prefix)

You can also add Comments that are associated with the number.

Registered agents can also change the Given names and Family name
details of the nominated contact for this online account.
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Step Action

4 Ifyou:

e wish to change your password, click the Yes button in the Change
password section

e do not wish to change your password, click the No button in the
Change password section and go to Step 5.

Change password

Do you wish to change your current password?
Cves O No

Mew password I

Is zasze sensitive

hust contain @ minimum of G characters
May contain a maximum of 16 characters
hust contain at least one numeric character

Canfirm password|

hdust match new password

To change your password enter a new password in the New password field
and then enter it again in the Confirm password field.

The password displays only as dots to prevent in from being seen by
someone else.

Your password:

e |scase sensitive
e must contain a minimum of 6 characters
e may contain a maximum of 16 characters

e must contain at least on numeric character.
Notes:

e Itisagood idea to change your password regularly.

e Itisnotagood idea to write your password down or to tell your
password to anyone else.
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Step Action
5 Ifyou:

e wish to change your security question, click the Yes button in the
Security question section

o do not wish to change your security question, click the No button in the
Security question section and go to Step 6.

Security question

Do you wish to change your security guestion and answer?
Coves O No

Security guestion |
chooge 3 question only you know the anawer to that has nothing to do with wour p assmord
if you forget your pasaword, we will verify your identity by asking you thiz question

Security answer |
must contain @ minimum of G characters

To change your security question in the:

e Security question field enter a question that only you know the answer
to, and

e Security answer field enter the answer to the question.

The question should have nothing to do with your password so that, if
you forget your password, ASIC can verify your identity by asking
you this question and by you providing the answer that you enter here.

6 Click Next.

If you have made an error the User details screen displays again with
prompts telling you the problem displayed in red.

If you completed the form correctly a Confirmation screen displays telling
you that “the requested changes have been made for” and then listing the

sections in which you changed information and, if they can be displayed
(e.g. telephone number), displaying the details.

7 Click Next.
The Forms in progress screen displays.

You have now finished changing your contact details and/or password.
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How to submit Form FS88 PDS in-use notice.

Task How to submit Form FS88 PDS in-use notice.
description/overview

When a Product Disclosure Statement (PDS) has been
When does this task  given to someone in a recommendation, issue or sale

need to be situation for the first time.
performed?
Note: You only need to tell us about a Supplementary PDS

if it changes the fees and charges set out in the original
PDS or an existing Supplementary PDS.

Before you begin You must have logged on to your online account.

Step Action
1. Click Start new form in the left hand menu.
A list of the available forms displays.

Click ES88.

Start new form
Forms in progress (3

Forms submitted
PDS Transaction History

Profile

Change password
Update contact details

Finish
Logoff

Help

Email help
How this works
Technical FAQ

Links

AFS Licensing Kit
ESR Palicy

Search ASIC
Search ABR
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2. Enter the company ACN/ABN details for the Responsible Person.

Form Manager

Regarerea Agenis

uritias & Invastmants Commission

Test Database DESIGN DRAFT 16/12/2008

Agent H Agent No 22226
Company: A ) PTY LTD ACN 550 500 640
Referance:

Company details Form FS88

ACHABN

Finish form later
- Foms

Log off

Help

Email hslg
How this work:

Technical FAQ
Links.

Search ABR

Click Next. This then displays the Confirmation of Company Details
screen. If company details are correct select "Yes' and click next.
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3. Form Basics

PDS Notice Guide. Before continuing please refer to the PDS Notice
Guide. The guide contains information for preparing and lodging this
form. The guide is located in the left hand menu bar of this screen.

Form FS88

» Relationship
-+Responsible Person(s)
» Contact details
»Financial product

» PDS Details

+ Product List

» Submit

Print form

PDS Motice Guide
PDS Transaction History

Finish form later

Home - Forms Manager
Log off

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

Lodgement period. As soon as practicable, and in any event within 5
business days after a copy of the PDS is first given to someone in a
recommendation, issue or sale situation.

Lodgement fee. See Lodgement details on the ASIC websiteLate fees.
Late fees will apply if the document is lodged outside the lodgement
period.

A form is not considered lodged until it is received and accepted by
ASIC in compliance with s1274 (8) of the Corporations Act 2001
(Cth).
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4. Primary Responsible Person

A 'Responsible Person' is an individual or a body corporate who, or on
whose behalf, the Statement is required to be prepared. In most cases
this will be the body corporate issuing the product (Refer to PDS
Notice Guide for further details).

Select the reason that best describes your relationship to the financial
product(s), which is the subject of the PDS?

What best describes your relationship fo the financial product(s) that is the subject of the PD3?
(Othe issuer of the financial product(s)
(O the person making the offer fo sel the financial product(s)

The primary responsible person for the PDS will be responsible for
the payment of the lodgement fees for this notice and for ongoing
notifications in respect to the PDS.

Click Next.
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5. Responsible Person — Confirmation Screen.

The user's details will automatically added as the 'Responsible Person':

To add another 'Responsible Person; click on the hyperlink
Add another responsible person.

ASIC Form Manager
Australian Securities & Investments Commizsion

Company Officenciiars

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080523

Responsible Person(s) Form FS88

Responsible person (an individual or a body corporate who, or on whose behalf, the Statement is required to be prepared. In most cases this will be the body
corporate issuing the product) When there are multiple responsible persons, select 'Add another responsible person' below to add additional responsiole persons

AFSL ABN/ACN Name

550 566 660 CLIENT SOLUTIONS PTY LTD

Add another responsible person

ASIC Home | Privacy Statement | Conditions of use | Feeoback

The screen below will display.

ASIC Form Manager
Aurtralian Securitier & Investment: Commiszion

Company Officsholiers

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080523

Add a Responsible Person Form FS88

Responsible persen (an individual or a body corporate who, or on whose benall, the Statement is required to be prepared. In most cases this will be the body
corporate issuing the product]

ABN or ACN
-0r-
AFS licence number
Cancel

Enter the ABN, ACN or AFS licence number for the additional 'Responsible
Person' and click Next.

6. To delete a 'Responsible Person' from the list; click Remove.

ASIC Form Manager
Australian Securities & Investments Commission

Company Gfficehokders

Test Database DESIGN DRAFT 31/10/2008
Company: SLIENT SOLUTIONS PTY LTD ACN 650
Reference: 23

Responsible Person(s) Form FS88

Responsible person (an individual or a body corporate who, or on whose behalf. the Statement is required to be prepared. In most cases this will be the body
corporate issuing the product). Wnen there are multiple responsible persons, select 'Add another responsible person’ below to add additional responsible persons.

AFSL ABNI/ACN Name

550 566 660 CLIENT SOLUTIONS PTY LTD

228113 FAT CAT INVESTMENTS PTY LTD

REMOVE %

Add another responsible person

ASIC Home | Privacy Slalement | Conditions of use | Feedback

Once the list of' 'Responsible Persons' is complete; click Next.
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7. Contact Details.

Enter details in the fields provided for the contact person. ASIC will direct
all questions and correspondence regarding the PDS to this person.

ASIC Form Manager
Australian Securities & Investments Commirzion Company Officshoiders

Test Database DESIGN DRAFT 31/10/2008

Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660

Reference: 70080523

Contact Details Form FS88

Provide the following details for the contact person to whom ASIC should direct all questions and correspondence regarding the PDS

Given names |

Family name |
Capacity
O Issuer (including officers and staff)
© External service provider
© Other
If other. please specify

Email address

[

Comments [

Telephone number

=
£
=

ASIC Home | Privacy Statement | Conditions ofuse | Feedback

Click Next.
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Financial product(s).
Enter the name of the PDS and the reference number. The name of the PDS
must not exceed 100 characters and the reference number must not exceed

20 characters (alpha, numeric or a combination of both). Note: If a reference
number is provided you will need to record this number for future reference.

ASIC Form Manager
Australian Securities & Investments Commission Company Officehelders

Test Database DESIGN DRAFT 31/10/2008

Company: IENT SOLUTIONS PTY LTD ACN 550 566 660
Reterence: 7008052

Financial Product(s) Form FS88

Name of PDS:

Your reference number (optional)

‘You must record this reference number for future reference. as it must be quoted in future notifications relating to this PDS.
The reference number must not exceed 20 characters (alpha. numeric or a combination of both)

Enter date the PDS was first prepared and the date the PDS was first given in
a recommendation, issue or sale situation. The dates must be in DD-MM-
YYYY format and cannot be future dates.

Date of PDS
[ (DD-MM-YYYY

Date the PDS was first given in a recommendation. Issue or sale situation
[ (DD-MM-YYYY:

Where late fees apply the following warning message will display allowing
you to check the dates entered and re-enter if necessary.

e Warning: The date you have entered is more than 7 days ago and may
attract a late fee. Please check this date and re-enter if necessary.

Note: Under the Corporations (Fees) Regulations 2001 the lodging period
for this form is 5 business days. However as the electronic system is unable
to calculate business days we have allowed 7 calendar days for the
lodgement of this form.

If the PDS is replacing an existing PDS you will need to provide your
reference number for the existing PDS or the ASIC document number
allocated to the existing PDS (Refer to the next page on how to obtain and
ASIC document number).

Does the PDS replace an existing PDS?
OYes ONo
If yes. what was the reference number provided (or the ASIC document number) for the most recent previous PDS?

ASIC document number
or
Your reference number

——

This reference number needs to be identical to the reference number provided on the PDS In-use notice for the last PDS. The ASIC
document number s the identifier ASIC allocates to a document recorded on the corporate register

Mext

ASIC Home | Privacy Statement | Conditions of use eedback

Click Next.
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You can search for existing PDS reference numbers and document numbers
by selecting the PDS Transaction History hyperlink on the left hand menu
bar.

Form FS88

» Relationshi

+ Responsible Person(s)
-+ Contact details

» Financial product

» PDS Details

» Product List

» Submit

Print form

PDS Notice Guide
PDS Transaction History

Finish form later

Home - Forms Manager
Log off

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

PDS Transaction History. This screen will provide you with details of
previously lodged PDS documents. Any Supplementary PDS that you may
have told us about prior to 1 July 2008 is not listed separately.

ASIC Form Manager
Australian Securities & Investmenis Commission Company Officcholders

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080568

PDS Transaction History Report

Dateftime prepared 2008-10-31 165747

Last supplementary

PDS Document No. PDS Name Your reference In use notice date notice lodged
TE0024452 TeslPDS 00000000 27-10-2008
Display all FDS including out of use
ASIC Home | Privacy Stalement | Conditions of use | Feedback

To display all PDS including 'out of use' click on the hyperlink Display all
PDS including out of use.

To return to your form click on the Financial product link on the left hand
side menu bar.

158



A USER GUIDE FOR REGISTERED AGENTS
9. PDS Details.
Answer guestions in relation to your PDS by selecting the radio button that

corresponds with the answer.

ASIC Form Manager

Australian Securities & Investments Commission Company Officeholders

Test Database DESIGN DRAFT 31/10/2008

Company: CLIENT SOLUTIONS PTY LTD ACI
Reference:

PDS Details Form FS88

PDS Name: Test PDS

Is the PDS a short form PDS?
Oves ONo

Refer 1o $1017H of the Corporations Act 2001 contained within Part 3 of Schedule 10BA of the Corporations Reguiations 2001
Does the PDS contain information incorporated by reference in accordance with regulation 7.9.15DA of the Corporations Regulations 20017
OYes ONo

Is the PDS for a stapled security product?

QOves ONo
Are there multiple documents in the PDS?
Yes OMNo
Refer to 51013L of the Corporations Act 2001
Will the PDS be available to the general public on the internet?
QOves ONo

What will be the URL?

E

ASIC Home | Privacy Stalement | Condition

sofuse | Feedback
. ts Commiss

st

Click Next.
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10. Add a product.

Enter the name of the financial product. This field is alphanumeric; a
maximum of 100 characters can be entered.

ASIC Form Manage
Australian Securities & Investments Commission Company Officeholder

Test Database DESIGN DRAFT 31/10/2008
SOLUTICNS PTY

Company CLIENT ) T T p——
Reference: 80523

Add a product Form FS88

Provide details of a product covered by the product disclosure statement

Name of financial product

Click on the relevant drop down box arrow and select the type of financial
product the list. Only one product type can be selected for each financial
product.

Type of financial product
Depasit Products

Payment Products
Derivatives - exchange traded
Derivatives - over the counter.

Foreign Exchange Contracts
Contracts for difference
Foreign exchange

General Insurance Forwards
Futures v

- . . Options
Govemment Debentures, S1acig ol

e

Swaps
Life Products: Warrants

Other 3

Managed investment scheme (registered). For a unregistered managed investments scheme, select the Miscellaneous Financial Investment Products
type:

v
Superannuation:

Miscellaneous financial facility

If the product a registered managed investment scheme: provide the ARSN
For superannuation products, is the product a small APRA fund and/or offering defined benefit membership?

Oves Oho
Cancel bext

Click Next
Additional notes for entering data on this screen:

e Where the product type is 'Managed investment scheme
(registered)' the ARSN of the scheme must be entered.

e Where the product is an unregistered managed investment scheme
select the category 'Miscellaneous financial facility' then select
'‘Miscellaneous Financial Investment Products'.

e Where the product type is 'Superannuation' you must complete
the APRA / Defined benefit membership question.

Where the answer to this question is 'No' you must complete
'Superannuation fee data’ for ASIC to publish on ASIC’s FIDO
website.

Please refer to "How to enter details of the Superannuation Product’ and
"How to enter the Annual Fees Example’ at the end of this section.
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Product List - Confirmation

Confirm the list of products for the PDS.
To add another product click on the Add another product hyperlink.

ASIC Form Manager
Australian Securities & Investments Commiszion Campany Officeholiers

Test Database DESIGN DRAFT 31/10/2008
Company CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080523

Product List Form FS88

Product name

Test Product REMOVE Y REVIEW
Add another product

ASIC Home | Privacy Statement | Conditions of use Feedback

To delete a product from the list; click Remove.

To review a product from the list; click Review. This will take you to the
previous screen where you can check details you have entered

Click Next.
Submit Now.

You have now completed the form, but it still must be lodged with ASIC.

ASIC Form Manager
Australian Securitiez & Investment: Commission Company Officehoiders

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080523

You have now prepared your form. You can review the contents of your form by using the menu or 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” tray

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
OYes ONo

ASIC Home | Privacy Statement |

onditions of use | Feedback

: Complete the declaration and click Submit.
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13. Confirmation of Form Submission.

14.

Your document has now been submitted to ASIC for validation.

ASIC Form Manager
Ausstralisn Securitias & Investments Commirsion Company Offcahobers

Test Dalabase DESIGN DRAFT 3111002008
Company: CLIENT SOLUTIONS PTY LTD ACH 350 566 660
Reference: fOOB0523

Confirmation of Form Submission

Your document was submitted for vahdabon to ASIC on 3111072008 at 16.42.02

L

ASIC Home | Privacy Satement | Condfions of use | Feedback

Click Next.

Statutory Fees Advice.

When the form is validated by ASIC a Statutory Fees Advice form is
displayed. Statutory Fees Advice shows you the date and time that the form
was accepted by ASIC and informs you of the fees payable.

ASIC Form Manager
Australian Securities & Investments Commission Company Officehekders

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080523

Statutory Fees Advice

Your form has been accepted by ASIC on 31/10/2008 at 16:42:02
Invoice Amount: $33.00

You must now print your Invoice

Print the invoice by clicking on the "Print" button. The eLodgement system will prepare a print file in Adobe PDF format and load this into a new browser
window. You can then print the invoice using the Adobe toolbar. You can also save the file for your own records if you wish. You must have Adobe Reader
Version 4 or higher to print this form

PRINT %

hed

ASIC Home | Privacy Statement | Conditions of use | Feedback

You are now required to print the invoice. Click Print.
Details on how payments to ASIC are made can be found on the invoice.
A new browser window opens with your invoice in PDF format.
You can:
- print the invoice, and/or
- Save the invoice PDF file to print later.
See Lodgement details on the ASIC website

Click Next.

Form lodgement is now completed and you will be directed back to the
'Start New Form’ page.
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Next  You can view the progress of any forms you have submitted by clicking
stép  Forms Submitted.

Click on Forms in Progress to see forms that require further action by you.
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How to enter details of the Superannuation Product

Superannuation Product Form F588
Superannuation Product name entered on previous screen will display at

Product Name: IRIS SUPER INCOME the top of this page.

Does the superannuation product contain employer-sponsored sub-plans?
4l
OvYes ONo Click on the Yes or
Are you relying on Class Order (CO 04/1030) In-use notices for employer-sponsored superannuation? No radio button
Oves OnNo &
Ifyes, how many sub plans exist for the PDS?

Brand Name’ of Superannuation Product eg. ACME Enter Brand name or acronym used o market the superannuation

MName of Trustee of Superannuation Product ) )
| o Enterthe name of the corporate trustee, or, if the trustee is a group of

individuals, please enter 'group of individual trustees’ and the ABN of the frustee.
Trustee's ABM / If the frustee does not have an ABN, please leave this fisld blank.

A : Enter the RSE licence number provided by APRA to the trustee. If entered, must
PRA RSE Licence Number be in the following format: Lnnnnnnn (Captial L and seven digits).

«
APRA Regulated Superannuation Entity Enter the name of the APRA Regulated Superannuation Entity that holds
| the R3E Licenca.
APRA Registration Number Enter the APRA registration number in the following format;
« Format: Rnnnnnnn (Capital letter R and seven digits).
Superannuation Entity ABN . .
F ' | Enter the ABN for the APRA Regulated Superannuafion Entity.
< If the entity does not have an ABN, leave this field blank.
Superannuation Product dentification Number (SPIN), if applicable
- Enter the SFIN in the following format: AAANNNNAA (3
- Capitals, 4 Digits, 2 Capitals). For products that don't
Type of Superannuation Product have a SPIN, leave this field blank.

O Public Offer Superannuation Fund that is not an industry fund
O Public Offer Superannuation Fund that is an industry fund

O Public Offer Superannuation Fund relying on ASIC Class Order 04/1030 In-use
notices for emplayer-sponsored superannuation

O Industry Superannuation Fund (not Public Offer) Click on the radio button o select the

O Corporate Superannuation Fund most appropriate category of
O Eligible Rollover Fund superannuation product for the fund.
O other Where other is selected please specify.

If other, please specify

ASIC Home | _Privacy Statement | Conditions ofuse | Feedbach

Click Next.
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How to enter the Annual Fees Example

The worked example of annual fees and costs must be identical to the information disclosed in
the PDS for the relevant superannuation product.

Specifically, this information is disclosed in the example of annual fees and costs in the current
PDS, and produced to comply with Division 5 of Schedule 10 of the Corporations Regulations
2001 (as amended by Corporations Amendment Regulations 2005 (No. 1)). For further guidance
please refer to the PDS Notice Guide hyperlink on the menu bar.

¥ CINANGIA proguct

+ POS Datails Annual Fees Example Form F588
« Product Lizt

. oo . |
v 2dd a product | Product Hame: IRIS SUPER INCOME
+ Superannuation
Product . . .
» Annual Fees  YWorked example of annual fees and costs over a 12 month period (as shown inthe FDE for the product)
Example Type of fee or cost  Fee or costin dollars($)
LA A. Contribution fees
- Minimum fee on 5,000
Erint form s 4— Enter contribution fee minimum — enter 0 if NIL
PDS Notice Guide Maxirmum fee on 5,000
e [100 4 Enter confribution fee maximum — enter 0 if NIL
History

BE. Management costs

Finish f lar For 550,000 balance )
st fnrm fater If your fund doss not accept balances as low as $50,000 insert the

Enter the Management costfora g 200 lowest parmissible balance rounded to the nearest $50,000 and
$50,000 balance — enter 0 if NIL insert the relevant fee in dollars below.

Help For% balance $ . .

Email help s Enter cost of fund minimum — where Nil enter 0.

How this works C'_ C_DSt Of Tund {C=A+B} The value entered must equal the minimum

Technical FAQ Minimum cost | v contribution fee plus the management cost.

450

Links : ) _

Search ASIC Maximum cost Entar cost of fund maximum — whers Nil enter 0

Search ADR s00 —— The value entered must equal the maximum contribution fee

D. Motes to the worked example plus the management cost.

Establishment fee
0 ) . .
| 4 Enterestablishment fee (if any) — enter 0 if NIL
Establishment fee footnote
Enter establishment, Ll |
termination and

Termination fee

withdrawal fee footnotes .
as necessary. Use full o 4 Entertermination fee (if any) — enter 0 if NIL
punctuation for footnote Termination fee f-:u-JtnE_te
fields as they will appear gl
on ASICs FIDO website Withdrawal Tee
as keyed in. 75 4—  Enterwithdrawal fee (if any) — enter 0 if NIL
Withdrawal fee footnote
-I-'“'[Dsr withdrawsal
Cancel (I
Click Next T

The screen will then return to the Product List — Confirmation page
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How to submit Form FS89 Notice of change to fees and charges in a PDS

Task How to submit Form FS89 Notice of change to fees and
description/overview  charges in a PDS.

When does this task
need to be When fees and charges set out in a Product Disclosure
performed? Statement (PDS) are changed.

Note: You only need to tell us about a Supplementary PDS

if it changes the fees and charges set out in the original
PDS or an existing Supplementary PDS.

Before you begin You must have logged on to your online account.

Step Action
1 Click Start new form in the left hand menu.
A list of the available forms displays.

Click ES89.

Start new form
Forms in progress (3
Forms submitted

PDS Transaction History

Profile

Change password
Update contact details

Finish
Logoff

Help

Email help
How this works
Technical FAQ

Links
AFS Licensing Kit

ESR Policy

Search ASIC
Search ABR
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2 Form Basics
Guide to Form FS89. Before continuing please refer to the Guide to Form

FS89. The guide contains information for preparing and lodging this form. A
link to the guide is located in the left hand menu bar of this screen.

Form FS89

» Original PDS
-+ Confirm Original PDS

-+ Supplementary details
-+ Product List
-+ Submit

Print form

Guide to Form FS89
PDS Transaction History

Finish form later
Home - Forms Manager
Log off

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

Lodgement period. As soon as practicable, and in any event within 5 business
days after a change is made to fees and charges set out in the PDS or an existing
Supplementary PDS.

Lodgement fee. There is no lodgement fee for this form.

Late fees. Late fees will apply if the document is lodged outside the
lodgement period.

See Lodgement details on the ASIC website 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 (Cth).
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PDS Transaction History

You can search for existing PDS reference and document numbers by
selecting the PDS Transaction History hyperlink on the left hand menu bar.

e e
|
Form F388

» Relationship

» Responsible Person(s)
+ Contact details
+Financial product

* PDS Details

+ Product List

+ Submit

Print form

PDS Notice Guide
PDS Transaction History

Finish form later

Home - Forms Manager
Log off

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

This screen will provide you with details of previously lodged PDS
documents. Any Supplementary PDS that you may have told us about prior
to 1 July 2008 is not listed separately. To display all PDS including ‘out of
use' click on the hyperlink Display all PDS including out of use.

Form Manager

ASIC
Australian Sacurities & Investm:

Company Officenoiiers

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 700805

PDS Transaction History Report

Dateftime prepared 2008-10-31 16 57 47

-> PDS D No. PDS Name Your reference In use notice date
TE0024452 TestPDS 00000000 27-10-2008
Displav all PDS including out of use
SIC Home | acy Statemen Conditions of use | Feedback

Last supplementary
notice lodged

To return to your form click on the link on the left hand side Original PDS.

Click Next.
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3. Enter the company ACN/ABN details for the Responsible Person.

Form Manager

Regarerea Agenis

uritias & Invastmants Commission

Test Database DESIGN DRAFT 16/12/2008

Agent H Agent No 22226
Company: A ) PTY LTD ACN 550 500 640
Referance:

Company details Form FS88

ACHABN

Finish form later
- Foms

Log off

Help

Email hslg
How this work:

Technical FAQ
Links.

Search ABR

Click Next. This then displays the Confirmation of Company Details
screen. If company details are correct select "Yes' and click next.
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4. Original PDS Document Details.

Enter the ASIC document number of the in-use notice for the original PDS
in which a change to fees and charges has been made.

ASIC Form Manager
Australian Securities & Investmants Commisslon Company Offcshokiers

Form FS89

+ Confirm Original PDS
+ Supplementary details
+ Product List

+ Submit

Brint form

Guide to Form F'

PDS Transaclion History
Finish form later
e
Log off

Help
Email help

H orks
Technical FAQ

Links
Search ASIC
Search ABR

Test Database DESIGN ORAFT 17/12/2008
Company: CLENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70085468

Qriginal PDS Form FS89
ASIC document nuimber for the original PDS In-use notice

Next
Searcn nistorical data for this responsinie person
Enter additional search crileria in one of the fields or leave it blank for a full list
PDS Client Reference
PDS Name
Search

Please note the following information applies to preparing and lodging this form
Refer o ihe PDS Nofice Guide

Lodgement period
As s0on as practicable, and in any event within 5 business days after a copy of the Supplementary PDS is first given to someone in a recommendation, issue or sale
situation

Lodgement fee
Hi

Late fee
Standard late fees apply

Generally a form is not considered lodged until itis received and accepled by ASIC as being in compliance with 5 1274(8) of the Corporations At 2001

ASIC Home | Privac

Statement | Conditions of use | Feedback

Alternatively you can click on the Search button to obtain a list of PDS In-
use notices.

ASIC Form Manager
Australian Securities & Invesements Commizsion Company Offceholers

Form F889

v Onginal PDS

+ Confirm Original POS
+ Supplementary details
+ Product List

+ Submit

Pingtor

jide to Form FS83
DS Transaction History

Finish form later
Home - Formg Manager
Log off

Help

Test Database DESIGN DRAFT 17/12:2008
Company: c SOLUTIONS PTY LTD AGN 550 566 650
Reference: 70085468

Select original PDS Form FS89

PDS number PDS name Client reference Product name PDS date
O7E0027819 Client Solutions Motor Insurance CSMID1122008 Business Class MV Insurance 09-12-2008
OTE0027820 CS Caravan Insurance CsCI09122008 CS Caravan Plus 09-12-2008

O TE0027855 Test Product 001 Test product 01-12-2008
Lancel Hest

ASIC Home | Privacy Statement | Conditions of use | Eeedback

Select the PDS for which you are lodging this form.

Click Next.
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5. Original PDS Confirmation Screen.

Confirm document details are correct.

ASIC Form Manager
T ye— Trmmisien Tareany Oifeeveriers

17112008

Tast Databaze DESIGN
Company: C
Reference:

Confirm Qriginal PDS Form FSE9

FOS Document Number TEOD24482
POS name TestPDS
Your POS refarance 00000000
Product name Test Product

1% this the correct PDS 2
= OYes Oho

stame | Privacy Ssement. | Gondions ofuse. | Eeeback

o thes ks
Techncal FAQ

Links
Sagrch ASIC
Sugich AR

Click Next.

6. Change to fees and charges details.

Insert the date that a change was made to fees and charges (must be in DD-
MM-YYYY format); click Next.

Form Manager
Cemeary Diizenzeerm

Form F389 Test Database DES
+ Qriging PRS Company:

Reterencs

kit Qignal PUS
¥ -,,1i,‘|,.:m.mw HRUSA Change to fees and charges details Form FS80
Stk it that fees and charges et a8 n the POS were changed

Prind farm | ADD-HIM-YYYY)

Finish form later
Home - Fama Managar
Lag.of

Help
Email help
oy [hig watka

Links.
Saach ASIC
Saarch ADR
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Product List Selection.

The products listed on this screen are currently available to be recommended
or offered to new clients in a recommendation, issue or sale situation. For
each superannuation product where the fees and charges have changed, click
CHANGE and enter the current fees and charges.

ASIC Form Manager
Australisn Securities & Ivestments Commission Company Offcehoders

Test Database DESIGN DRAFT 17/12/2008
Company: SLENT SOLUTIONS PTY LTD ACH 550 5
Reference: 70085468

Form F889
«On

Product List Form FS89

The following products are currently avallable to be recommended or offered to new clients in a recommendation. issue or sale situation. For each superannuation
product click CHANGE to provide current fees and charges information. Fees and charges information should be provided for each superannuation product. where
these have changed

Product name

Finish form later
Home - Forms Manager Test product GHAMGE Y
Log off

How this warks Add another product

Tchnical FAQ

Links
Search ASIC ASIC Home | Privacy Slatement | Condilions of use | Feedback
Search ABR

Click Next.

Submit Now.
You have now completed the form, but it still must be lodged with ASIC.

Complete the declaration and click Submit.

Confirmation of Form Submission.
Your document has now been submitted to ASIC for validation.

ASIC Form Manager
Nereralian Securitias & loammene: Commis e Tempany Ccancen

Test Database DESIGH DRAFT 17/11/2008
Company: ENT SOLUTIONS PTY LTD ACH 550 556 6
Reference:

Confirmation of Form Submission

Your gocument was submitted for vabdation to ASIC on 17/11/2008 at 16:01:00.

h . e | F tatemant
Techmcal FAQ A e | Pricacy Statement |

Links.
Search ASIC
Seamh ABE

Click Next.

Statutory Fees Advice.

When the form is validated by ASIC a Statutory Fees Advice form is
displayed. Statutory Fees Advice shows you the date and time that the form
was accepted by ASIC and informs you of any late fees payable.

Click Next. Form lodgement is now completed and you will be directed
back to the 'Start New Form' page.
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How to submit Form FS90 Notice that a product in a PDS has ceased to be
available.

Task _ How to submit Form FS90 Notice that a product in a PDS
description/overview  has ceased to be available.

When does this task

need to be When a financial product to which a Product Disclosure

performed? Statement (PDS) relates is no longer available to be
recommended or offered to new clients in a
recommendation, issue or sale situation.

Before you begin You must have logged on to your online account.

Step Action
1. Click Start new form in the left hand menu.
A list of the available forms displays.

Click ES90.

Start new form
Forms in progress (3
Forms submitted

PDS Transaction History

Profile

Change password
Update contact details

Finish
Logoff

Help

Email help
How this works
Technical FAQ

Links
AFS Licensing Kit

FSR Policy

Search ASIC
Search ABR
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2. Form Basics
Guide to Form FS90. Before continuing please refer to the Guide to Form

FS90. The guide contains information for preparing and lodging this form.
The link to the guide is located in the left hand menu bar of this screen.

Form FS90

» Original PDS

-+ Confirm Original PDS
-+ 0ut of use details

-+ Submit

Print form

Guide to Form FS90
PDS Transaction History

Finish form later
Home - Forms Manager
Log off

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

Lodgement period. As soon as practicable, and in any event within 5
business days after the financial product to which the statement relates
ceases to be available to be recommended or offered to new clients in a
recommendation, issue or sale situation.

Lodgement fee. There is no lodgement fee for this form.

Late fee. Late fees will apply if the document is lodged outside the
lodgement period:

See Lodgement details on the ASIC website

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 (Cth).

174


http://www.asic.gov.au/asic/asic.nsf/asic+formsdisplayW?readform&code=FS90

A USER GUIDE FOR REGISTERED AGENTS

3. Transaction History.

You can search for existing PDS reference and document numbers by
selecting the PDS Transaction History hyperlink on the left hand menu bar.

*
g

& ' :

Form F388

» Relationship
+Responsible Person(s)
+ Contact details
-+Financial product
+PDS Details

* Product List

* Submit

Print form

PDS Notice Guide
PDS Transaction History

Finish form later

Home - Forms Manager
Log off

Help

Email help
How this works
Technical FAQ

Links
Search ASIC
Search ABR

This screen will provide you with details of previously lodged PDS
documents. Any Supplementary PDS that you may have told us about prior
to 1 July 2008 is not listed separately

ASIC Form Manager
Australian Securities & Investmenis Commission Company Officehekers

Test Database DESIGN DRAFT 31/10/2008
Company: CLIENT SOLUTIONS PTY LTD ACN 550 566 660
Reference: 70080568

PDS Transaction History Report

Dateftime prepared 2008-10-31 165747

Last supplementary

PDS D No. PDS Name Your reference In use notice date notice lodged
TE0024482 TestFDS 00000000 27-10-2008
Display all FDS including out of use
ASIC Home | Privacy Stalement | Conditions of use | Feedback

To display all PDS including 'out of use' click on the hyperlink Display all
PDS including out of use.

To return to your form click on the link on the left hand side Original PDS.

Click Next.
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4. Enter the company ACN/ABN details for the Responsible Person.

Form Manager

Regarerea Agenis

uritias & Invastmants Commission

Test Database DESIGN DRAFT 16/12/2008

Agent H Agent No 22226
Company: A ) PTY LTD ACN 550 500 640
Referance:

Company details Form FS88

ACHABN

Finish form later
- Foms

Log off

Help

Email hslg
How this work:

Technical FAQ
Links.

Search ABR

Click Next. This then displays the Confirmation of Company Details
screen. If company details are correct select "Yes' and click next.
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5. Original PDS.

Enter the ASIC document number for the original PDS (refer to the previous

step on how to search a ASIC document number.

Form Manager

ASIC
Australian Securitier & Invesmants Commizsion

Campany Offeshokiers

Form F890 Test Database DESIGN DRAFT 17/12/2008
+ Original PDS Company: A 0 500 840 PTY LTD ACN 550 500 840
~Confirm Original PDS Reference: 7 85
Qut of use details o
5 Submit Original PDS Form FS90
ASIC document number for the original PDS In-use notice

Print form ]
Guide to Form FE90
PDE Transaction Histor,

Finish form later

Home - Forms Manager
Log off

i forical for this responsible rSon

H!Ip Enter agational Search criténa in one of the Neids or leave it Diank 1or a 1l list
Email hely PDS Client Reference
I —
Tach Fi

PDS Name
Links [
Search AS|
Search ABR

Please note the foflowing information applies to preparing and lodging this form
Refer to the PDS Notice Guide.

Lodgement period

As soon as practicable and in any event within 5 business days after the financial product to which the statement relates ceases 1o be available to be recommended

or offered fe new clients in a recommendation, issue or sale situation

Lodgement fee
il

Late fee
Standard [ate fees apoly

Generally a form is not considered lodged until it is received and accepled by ASIC as being in compliance with s 1274(8) of the Corporations Act 2001

ASIC Home | Prvacy Statement | Condit

Alternatively you can click on the Search button to obtain a list of PDS In-

use notices.

Form Manager

ASIC
Australian Sucuritios & Investments Commission

Corpony Offcenokiers

Form FS90 Test Dalabase DESIGN DRAFT 17/12/2008

»Qriginal B Company: CLIENT SOLUTIONS PTY LTD ACN 55

+Confirm Original PDS Reference: 7

» Out of use detail -

.gf;jm;,”s el Select original PDS Form FS90

Priot oo PDS number PDS name Client reference Product name
O7E0027819 Client Solutions Motor Insurance CSMID1122008 Business Class MV Insurance

Guide to Form FS90

PDS Transaction History O 7EQ027820 CS Caravan Insurance CSCI09122008 CS Caravan Plus

Finish form later OT7E0027855 Test Product 001 Test product

Home - Forms Manager Cancel

Log off -

Help Home | Privacy Statement | Condilio

Email help i S &

How thig works
Technical FAQ
Links

Search ABR

Select the PDS for which you are lodging this form.

Click Next.
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6. Original PDS Confirmation.

Confirm document details are correct.

ASIC Form Manager
Arvitealis B et & Lrattieonts Commetarion Cameary Oiftestasm

Form F590 Test Databaze DESIGN DRAFT 171172008
+Qrigingl POS company: ENT SOLUTIONS PTY LT
v [ Reference

+ ut of e delaits

P Trangaction Hetory

Finish form later Sk - Oves Ono
Higme - oy Mangger Nt

Click Next.

7. Out of use details.

Confirm whether all products contained within the PDS have ceased and, if
S0, provide the date the financial product(s) ceased (must be in DD-MM-
YYYY format);

ASIC Form Manager
Nurmralian Securitier & lrerimeants Commiron Corgany Cifcansionm

e g

Form F390 Test Database DESIGH DRAFT 17/11:2008

« Qrigingl POS Company: CLIENT SOLUTIONS PTY LTD ACH 560 55
L Raferance: W

Out of use details Form FS00

5 Have al financial progutts in the POS ceased to bt avaladle 1o be recommended of offered fo new lents in @ recommendason. E5Ue or sake shuation?
nt.farm Ervas BN
Oves Ona

Dase the fnancial product(s) ceased 1o be avallatle
- {DD-MIYYYY)
Finish form later (]

Hama - Fomrs Manager
q

Help
Email hep

Links
Search ASIC
Search AR

If all products are not ceasing, a list of current products within the PDS will
be displayed. Click Cease against the product(s) which have ceased and
provide the date on which the product(s) ceased, click Next.
8. Submit Now.
You have now completed the form, but it still must be lodged with ASIC.

Complete the declaration and click Submit.
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9. Confirmation of Form Submission.

10.

Your document has now been submitted to ASIC for validation.

ASIC
an

Form F530 Test Database DESIGN DRAFT 171172008
* Confinmation Company: EN TIONS PTY LTD 2
Reference

11 Comminrian

Form Manager
Company Ciicencioens

Confirmation of Form Submission

Your docurnenl was submitted for validation 1o ASIC on 17/11/2008 at 165511

Hama - Fomg Manager

Click Next.

Statutory Fees Advice.

When the form is validated by ASIC a Statutory Fees Advice form is
displayed. Statutory Fees Advice shows you the date and time that the form
was accepted by ASIC and informs you of any late fees payable.

Click Next. Form lodgement is now completed and you will be directed
back to the 'Start New Form' page.
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How to submit Form 5100A Application for registration of a managed

investment scheme

Task
description/overview

When does this task
need to be
performed?

Before you begin

How to submit Form 5100A Application for registration
of a managed investment scheme

When an applicant (an individual or the proposed
responsible entity or another corporation) wishes to
register a managed investment scheme.

You must have logged on to your online account.
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Action
Click Start new form in the left hand menu.
A list of the available forms displays.

Click 5100A Registration of a managed investment scheme

The Proposed responsible entity screen displays asking you to enter
the AFS licence No. (including pending licensee No.).

Proposed responsible entity Form 5100A

AFS licence No

(including pending licences No.)

I uncertain as to your AFS Licence Number search here

Please note the following information applies to preparing and lodging this form

Lodgement period
Hil, to be lodged when required

Lodgement fees
$2010 lodging fee

=
i
2

ASIC Home | Privacy Statement | Conditions of use | Feedback

Please note the following information applies to preparing and lodging this
form.

o Lodgement Fees - See Lodgement details on the ASIC website

o Late Fees — not applicable

Click on Next to continue.
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Step Action

3 You will now be asked to Confirm responsible entity.
Select 'yes' to verify the information is correct; or

Select 'no’ to return to the proposed responsible entity selection screen

Confirm responsible entity Form 51004

AFS licence No 226503

AFS Name AKURA BAY INVESTHMENTS LTD
ACH 550 201 600

Address 123 BEDROGCK AVENUE

ARUNA BAY NEW 20684

Is this the comrect responsible entity?
Oves Oho

ASIC Home | Prvacy Statement | Conditions of use | Feedback

Click on Next to continue.
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Step

Action
Scheme details

Enter the name of the scheme.

Enter the proposed scheme details.

A USER GUIDE FOR REGISTERED AGENTS

Scheme details Form 51004

Hame of scheme

Proposed scheme details

Indicate the kind of scheme by ticking the relevant box; you can tick up to 3

(three) kinds.

Scheme kind{s)

Sefecl no more than 3 {ihree) Scheme kinds
[CIFinancial Assels
[l Derivatives
CIMortgages
Clioes-Lae
[l Direct Real Property

[ Listed Property Trusts

[ &ervices Sirata Schemes
OFilm Schemes

[ Timia Share Schemes
CIPrirmany Production - Forestry

O ather Primary Production

[ 5table Propery Trusts or Syndicatss

CIPrimany Production - Horticullure

I Primary Production - Tea trees

ClPrirmany Production - Viticulture

CIPrmany Production - Aquatulture

[l Primary Production - Ratites (OsbEmU)
CPrmary Produchon - Catile breeding
CIPrmary Producton - Horse bresding

O Primary Producton - Livesiock grown for fleece

I "Qther Primary Productions' is selecied. please specily

Click on Next to continue.



Step
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Action
Now you must supply details about the Compliance plan auditor.

Enter the ASIC registered auditor number or the firm of auditors' details for
the consenting compliance plan auditor.

Compliance plan auditor Form 51004

Plzase enter the consenting compliznce auditor detail
ASIC Regestered Auditor Number

Firm of auditors' detaila:
Mame of firm

Principal business address
Where the name of a third parly Is needed for postal delivery, enter that name in the care of field
care 0f |

Enter address information slarting on the first ling

Country | Australia e

Click on Next to continue.

If an ASIC registered auditor number is entered, when you select "Next", the
name and address will be pre-populated.

Compliance plan auditor Form 31004

Flease enter the consenting compliance auditor detas

ASIC Registersd Auditor Humber
[za73sz
Auditor Hame A BOLGER (FONTEROY) PTY LTD

Principal business adgdress. 35 GORDON STREET
TRARALGON VIC 3544
ALSTRALIA

Firm af auditers' details:
Mame of firm

Principal buslness address
where the name of a third pary 15 needead for postal delivery, enter at name in the care of feld

Care 3‘|

Enter address information starting en e first ling

Cauntry | Australia b

Hed

If the name of a firm of auditors is entered, then their principal business
address details must be entered. Where the name of a third party is needed
for postal delivery, enter that name in the 'Care of' field.

Click on Next to continue.

184



A USER GUIDE FOR REGISTERED AGENTS
Step Action

7 The Attach the scheme's constitution screen displays.

You must attach a copy of the scheme's constitution and the table that cross-
references its contents to the requirements of s601GA and GB.

Each document must be in .tif, .pdf or .rtf format and no bigger than 10.0
MB. A maximum resolution of 200dpi is recommended.

'.\'-\ttach the scheme's constitution Form 51004

Attach a copy of the scheme's constitution (as defined by s601GA and signed in accordance with 5127 and 53517) and the table that
crass references the contents of the constitution required by 50154 and GE of the Act to the equivalent provisions in the

constitulion. These documents must b altached as separale documents. Refer 10 ASIC Regulatory Guide 134 Managed
Investments: Constitutions

Description of Document Pathname

[ Browse

Click on Next to continue.

8 You can remove or view the attached copy of the Scheme's constitution.

You have to attach a minimum of 2 documents.

Scheme's constitution Form 51004

File name Document Size File type
Seheme’s constitution and table il sheme's constibution and table 2KB RTF REMIVE % vEW Y
A miare atlachmenls

O 1 continm that the scheme's constitution has been executed by the proposed respansible entty and inchadas a tabse that cross

raferences the contents of the Constiution required by section 8041GA and GEB of tha Act to the equevalent provisions n the
Coanstilution

Select Next to continue.
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Step

10

A USER GUIDE FOR REGISTERED AGENTS
Action

You must confirm that the scheme’s constitution has been executed by the
proposed entity and includes a table that cross references the contents of the

constitution by clicking the relevant box.

Scheme's constitution Farm 51004

File name Cocument Size  Filetvpe

Scherne's canstitution if consliution 2KB RTF REWOVE % WEA %
Scheme's tabla rif cross reference fabla 2KB RTF BEMOWE % WEA %

O I confirm that e schema's constiubon has pean awecutad by he propesed respansible entity and incudeas 2 table that cross
rederences the contents of Ihe Constiution requred by secbon 607164 and GB of the Act o the equivasent provisions in the

Constitution

Click on Next to continue.

Now you must Attach the scheme's compliance plan and the agent's
authorities (if necessary). The file format must be .rtf, .tif or .pdf (version
1.5 or lower) and the maximum size of each attachment to this page is 10.0

MB(s).

Attach the scheme's compliance plan Form 5100A

Attach a copy of the scheme's compliance plan {as defined by s501HA and signed in accordance with s601HC) and the agent's
authorities {f necessary). Reter to ASIC Regulatory Guide 132 Managed Investments: Compliance Plans and Regulatory Guide 133

Managed Investments: Scheme Praperty Arangements.

If the scheme's compliance plan is signed by an agent of a director or directors of the proposed responsible entity. 3 copy of the
agent's autnority that has been signed or verfied in accordance with reg 5C 401 must alsa be atiached

e The 57 Of 830

Descnption of Document Pathname

| Brcwse..

Click on Next to continue.
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Step

11

12
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Action

You can remove or view the attached document. You have the option of
attaching another document.

You must confirm that:

¢ the Compliance Plan has been signed by all of the directors of the
proposed responsible entity or their agent/s, and

e where agents have signed the Compliance Plan, that the agents'
authorities to sign the Compliance Plan are also attached.

Scheme's compliance plan Form 51004

File name Document size  Filelype
compliance plan mf campliance plan 2KB RTF REMOVE % WEW Y
Add mare attachmeants

O | confirm thal the Compliance Plan has been signed by all of the directors of the proposed respensible entity or their agent's
and that whire agents hawe signed the Compliance Plan the agents' authornities to sign the Compliance Plan are atse altachied

15

Click on Next to continue.

You must Attach the Directors' statement. Download a Form 5103 and
scan and attach the completed form.

The file format must be .rtf, .tif or .pdf (version 1.5 or lower). The
maximum size of each attachment to this page is 10.0 MB(s).

Attach the Directors® statement Form 51004

Aftach a copy of a statement signed by the directors of the proposed responsible enfity - ASIC fonm 5103 - that

a. e scheme's constitution complies with $801GA and sE01GB. and
k. the scheme's compliance plan complies with sE01HA

Drescription of Document Fathname

| | Browsa...

Click on Next to continue.
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13
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Action
The Directors' statement can be removed or viewed.

You must now confirm that all directors of the proposed responsible entity
have signed the Directors' statement.

Directors' statement Form 5100A

Filename  Document Size  Filetype
5103 pdf copy of statement signed by the directors 23KB PDF BEMOVE % vz %

[ 1 contirm that the Directors’ statement has been signed by all directors of the proposed responsible entity

Click on Next to continue.
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Step Action

14 You must now certify that each of the attached documents is a true
copy of the original signed document.

Certification Form 5100A

cartify that each of the atached documents is a true copy of the ariginal signed dotument required to be lodged under the
Corporations Act 2001

CYes Ohio

Click on Next to continue.

15 You can review the contents of your form and Submit Now.

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

WWhen 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 nesd to cormect and
resubmit the form. The form will continua to appear on your “Formin progress” ray.

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

Authorising officeholder
Befare submitting your form, please specify the afficeholder wha is authorising the lodgement of this form
Authorising ciiiceholder

RUEBLE, BETTY {Dirsctor) >

Declaration
| deckane that this ferm is submitbed under the lems and conditions of the ASIC Elettronic Lodgerment Protodo
{ves O Mo

Sunmi
Click on Submit.
16 The Confirmation of Form Submission screen displays.
Confirmation of Form Submission
Your document was submitted for validation to ASIC on 06/0372009 at 11:51:18.
Hest

Click on Next to continue.

The Statutory Fees Advice displays. You can now print the invoice,
and/or save the invoice in .pdf format to print later.

See Lodgement details on the ASIC website
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