User guide
Reqistered Agent Portal

How to apply to ASIC to reserve a company name for an existing company

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

ASI reserv .- : ,
SiCtoreservea - This is an optional transaction and should be completed when

company n.ame you want to reserve a company name for an already existing
for an existing company.
company

« You will need to log in to your online account before you begin.

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

How to apply to ASIC to reserve a company name for an existing company
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ASIC

Start transaction

ASIC Forms manager
) Aunstralian Securities & lovestments Commizsion Registered agent
1. Once logged in, select Start new
form in the left hand menu.
Inbox (11
n Agent CITIZEN, JOHN Agent No. 12345
Start new form Contact EXAMPLE COMPANY PTY LTD ACN 000 000 000
Forms in progress (6 Email 12345678
Forms submitted :
View company details
e INDOX
Charges Reports
Lodgement History Date Form ACN Company Name
Transaction Listing 11/08/2011 16:03 Transaction Listing Report ]
Qutstanding Debits 05/06/201103:43  RCO5 - Confirmation notice 000570 114 TEST COMPANY A PTY LTD ]
IFI’FOfﬂe 05/06/2011 03:41 RC05 - Confirmation notice 007 560 581 TEST COMPANY B PTY LTD 7
Change password 05/06/2011 03:41 RC05 - Confirmation notice 551789872 TEST COMPANY C PTY LTD m
H 3:9 ;Danrhaft fta;'cs 25/05/2011 1854  RCO5 - Confirmation notice 551789907 TEST COMPANY D PTY LTD &
pdate or Auskey ; : ;
user 25/05/2011 18:29 RCO05 - Confirmation notice 551789 970 TEST COMPANY E PTY LTD ]
— m 2305/2011 16:25 RCO05 - Confirmation notice 000 405 845 TEST COMPANY F PTY LTD [l
‘L:'“';h 03/05/2011 44:06  RCO5 - Change of company name certificate 000 570 114 TEST COMPANY G PTY LTD A
0go
— L, 30/04/2011 12:37 RCO08 - Charge Certificate 550 585183 TEST COMPANY H PTY LTD |
Help 30/04/2011 11:43 RCO08 - Charge Certificate 000 687 230 TEST COMPANY | PTY LTD ]
ﬁ&“;" 30/04/2011 11:31 RC05 - Change of company name certificate 550471219 TEST COMPANY J PTY LTD ]
ow this works . ; :
Technical FAQ 21/04/2011 18:01 RCO05 - Confirmation notice 551790 688 TEST COMPANY K PTY LTD |:|
Lodgeme_rn_:_ ) 14/04/2011 18:05 RC0S - Confirmation notice 551789 907 TEST COMPANY L PTY LTD M
e 12/04/2011 18:02  RCO5 - Confirmation notice 551789907 TEST COMPANY M PTY LTD B
P o 240032011 11:38 RCO5 - Company Statement 000 687 230 TEST COMPANY N PTY LTD 7
Links
Search ASIC Hide Documents

M Show all documents

Viewing Forms in the Inbox

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

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

ASIC Home

T use Feedback

ments

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

How to apply to ASIC to reserve a company name for an existing company
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ASIC

Select form type

ASIC Forms manager
1. From the I|St Of aVaiIable fOrmS, Aunstralian Securities & Investments Commission Registered agent
select 410B.
Inbox (11
Agent CITIZEN, JOHN Agent No. 12345
Start new form Contact John CITIZEN
Forms in progress (6 Email john.citizen@example.com

Forms submitted

View company details
. Start a new form

C ha rgestepg.ﬁs Form Description
Lodgement History 484 Change to Company Details W2

Transaction Listing Use this form to notify ASIC of:

Outstanding Debits

= Change of address

Profile = Appoint or cease company officeholder
Change password = Change of name - officeholders or members
Update contact details « Change to members' register
Update ABM for Auskey = Change to share structure
R = Change of details - ultimate holding company
— = Change to special purpose company status
Finish
Logoff 2054 MNotification of resolution - change of company name

261 Registered Agent ceasing fo act
Help 362 Appeintment or cessation of regisiered agent

Resignation of Officeholder V3
Change of company name reservation
Extension of name reservation

Ask a question
How this works
Technical FAGQ

=

B [ [0
5
(sl L] (o ]
@

485 Statement in relation to Company solvency V2
%g_ ;:::;.gigtilities 492 Request for correction
User Guides S100A Registration of a managed investment scheme
S L 6010 Voluntary Deregistration of a Company
Links 202 Supplementary Document W4
Search ASIC 902 Supplementary Document V5
Search ABR BAGT Review Date Report
b e RAGT Company Debt Report
BAT1 Request for Company Details
Financial Statements
Form Descripticn
388 Copy of financial statements and reports
388 Amendment of previously lodged financial statements and reports
Product Disclosure Statements
Form Descripticn
FS88 PDS in-use notice
FS89 Notice of change in a PDS
FS90 Motice that a product in a PDS has ceased to be available

Conditions of use | Feedback

ASIC Home | _Privacy Statement

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

How to apply to ASIC to reserve a company name for an existing company
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Enter the
company ACN/
ABN

1. Enter the ACN/ABN of the company
who would like to reserve a name.

2. Please carefully read the
information that relates to lodging
this form.

3. Select Next to continue.

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

Form 410B

» Company details
-+ Confirm company
- Reservation details
-+ Proposed company
name

-+ Confirm company
name

-+ Request for manual
review

- Submit

F'rl ni fo rm

Finish form later
Home - Forms Manager
Log off

Help

Ask a guestion

How this works
Technical FAQ

Links
Search ASIC
Search ABR

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015

ASIC

ASIC Forms Manager
Aunstralian Securities & Investments Commizssion Registered Agents

Agent: CITIZEN, JOHN Agent No. 12345
Reference: 12345678

Company details Form 410B

ABN or ACN | n

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

Lodging period
il

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

Please be aware that even if your application for name reservation is rejected the application fee will still be charged.

Go to the |dentical Mames Check function on the ASIC website to see whether or not the name you reguire is available. Please note

that there is no charge for this service.

=
m
K=Y

ASIC Home | Privacy Statement | Conditions of use | Feedback

125 & In
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Company
confirmation

1. Review the company details.

2. Select Yes to confirm the information
is correct.

3. Select Next to continue.

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

ASIC

ASIC Forms Manager
Aunstralian Securities & Investments Commizsion Registered Agents

Form 410B

« Company details Agent: CITIZEN, JOHN Agent No. 12345

» Confirm company Company: EXAMPLE COMPANY PTY LTD ACN 000 000 D00

-+ Reservation details Refarence: 12345678

-+ Proposed compan 5 =

namep B Company confirmation Form 4108

+ Confirm company EXAMPLE COMPANY PTY LTD

Lzl ACM 000 000 000

-+ Reguest for manual .

PN Is this the correct company?

“+ Submit a @ yes @ No
B et

ifinish form later

Home - Forms Manager
Log off

ASIC Home |

Privacy Statement | _Conditions of use | Feedback

curities & Investments Commission

Help

Ask a question
How this works

Technical FAQ

Links
Search ASIC
Search ABR

How to apply to ASIC to reserve a company name for an existing company
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ASIC

Enter reservation
details

ASIC Forms Manager
1. Select Yes or No to confirm if the Aushealian Setorities & Tivestnbits Conm <1 Registered Agents
proposed business name is identical
to a registered business name. Form 410B
v Company details Agent: CITIZEN, JOHN Agent No. 12345
Note: if you select Yes to this question, « Confirm company Company: EXAMPLE COMPANY FTY LTD ACN D00 000 00O
q G n q i s 5
you will need to enter this information C R eI Reference 12545678
later in the application. -+ Proposed company ~ R@Servation details Form 410B
name _ : - 2
2. Select Next to continue. -+ Confirm company Is the proposed name |dent|_ca| to a_reglstered business name(s)?
name n @ Yes @ No
- Request for manual n et
review
-+ Submit
ASIC Home | Privacy Statement | Conditions of use | Eeedback
Print form Cop 14 £ S s & t .

Finish form later

Home - Forms Manager
Log off

Help
Ask a guestion

How this works
Technical FAQ

Links
Search ASIC
Search ABR

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

How to apply to ASIC to reserve a company name for an existing company
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Enter reservation
details

1. Enter the proposed name of the
company to be reserved.

Form 410B

« Company details
« Confirm company
« Reservation details
3 PFDEDSEU
company name

-+ Confirm company
name

-+ Business names
= Declaration

-+ Request for manual
review

-+ Submit

2. From the drop-down list, select the
legal elements you wish to apply to
the company name.

3. Select Next to continue.

Il:'rint form

Finish form later
Home - Forms Manager

Log off

Help

Ask a guestion
How this works
Technical FAQ

Links
Search ASIC
Search ABR

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

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015

ASIC

ASIC
Aunstralian Securities & Investments Commission

Forms Manager
Registered Agents

Agent: CITIZEN, JOHN Agent No. 12345
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
Reference: 12345678

Proposed company name Form 4108

Insert the proposed name of the company (excluding the legal elements. for example "Pty Ltd". "Proprietary Limited", "Limited".
and/or "Ltd", etc) below n

Select the legal elements that you wish to apply to the company name from the list applicable to your company type below

n PIY LTD -

ASIC Home |

=
e
£

5

Privacy Statement |

s & Investments L mission

Conditions of use | Feedback

Page 8 of 16



Confirm the
company name

1. Review the proposed new company
name.

2. Select Yes to confirm this information
is correct.

3. Select Next to continue.
Note:

- ifyouselected Yes to ‘is the
proposed name identical to a
registered business name?’, go to
page 10.

- ifyouselected No to ‘is the
proposed name identical to a
registered business name?’, go to
page 13.

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

ASIC

ASIC Forms Manager
Aunstralian Securities & nvestments Commission Registered Agents

Form 410B

« Company details Agent: CITIZEN, JOHN Agent No. 12345
v Confirm company Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
« Reservation details Reference: 12345678

« Proposed company
vidhries Confirm company name Form 410B

+ Confirm company
name Proposed new company name

> Business names EXAMPLE 2 COMPANY PTY LTD

- Declaration Is this the correct new company name?
-+ Hequest for manual & Yes & No

review n
=+ Submit

Print form ' ASIC Home |
= o ht 20

=
]
5

Privacy Statement

| Feedback
AL ns IS S107

Finish form later
Home - Forms Manager
Log off

Help

Ask a guestion
How this works
Technical FAQ

Links
Search ASIC
Search ABR

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015
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Add a business
name

1. Enter the relevant ABN, or

Form 4108

« Company details
« Confirm company
« Resenation details
« Proposed company
name
« Confirm company
name
-+ Business names

+ Add a business
name
-+ Declaration
-+ Request for manual
review
-+ Submit

2. Enter the state/territory business
number and the state/territory.

3. Select Next to continue.

Print form

.il=inish form later

Home - Forms Manager
Log off

Help
Ask a guestion
How this works

Technical FAQ

Links
Search ASIC
Search ABR

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

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015

ASIC

ASIC

Aunshralian Securities & Investments Commission

Forms Manager
Registered Agents

Agent: CITIZEN, JOHN Agent No. 12345
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
Reference: 12345678

Add a Business name Form 410B

Please enter the ABMN for the business name corresponding to the identical name the company is being changed to :

OR Provide previous registration details:

‘ B

ABMN

State/Territory Business
HNumber

State/Territory
Cancel

[&]
E

ASIC Home |

Privacy Statement | _Conditions of use | Feedback

Wsirais
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Review business
name details

1. Review the business name details.
From here you can:

2. Remove the listed business name, or

3. Review further details of the business
name, or

4. Add another business name, or

5. If no further changes are required,
select Next to continue.

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

Form 410B

«+ Company details

« Confirm company
+ Resermvation details
« Proposed company
name

« Confirm company
name

» Business names
- Declaration

-+ Request for manual
review

«+ Submit

Print form

Finish form later

Home - Forms Manager
Log off

Help

Ask a guestion
How this works
Technical FAQ

Links
Search ASIC
Search ABR

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015

ASBIC

ASIC

Forms Manager

Aunstralian Securities & Investments Commission

Agent: CITIZEN, JOHN Agent No. 12345
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
Reference: 12345678

Business names Form 4108

Proposed company name EXANMPLE 2 COMPANY PTY LTD n

State/Territory Business Number
NT 12345A

Add another business

name n

Registered Agents

n REMOVE % REVIEW n

|Z
o
K

ASIC Home |
. ;

Privacy Statement | Conditions of use | Eeedback

ties. & [mvest

ommission
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ASIC

Business name
declaration

ASIC Forms Manager
Aunstralian Securities & Investments Commizsion Registered Agents
1. Select Yes to copﬁrm ownership of Form 410B
the relevant business name. » Company details Agent: CITIZEN, JOHN Agent No. 12345
. « Confirm company Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
2. Select Next to continue. » Resemvation details Reference: 12345678
« Proposed company : =
name Declaration Form 410B
« Confirm company B . . . ¢ ? .
s | declare that | own, or am reserving the company name for the owners(s) of the identical business name(s), the registration details
eSS of which were listed previously.
» Declaration n [yes
-+ Reguest for manual a Mext
review
-+ Submit
— ASIC Home | Privacy Statement | Conditions of use | Feedback
Print form Copyr 3-2 ies & Investments Ce ssion

i=inish form later

Home - Forms Manager
Log off

Help
Ask a question
How this works

Technical FAQ

Links
Search ASIC
Search ABR

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

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015 Page 12 0f 16



ASIC

Request for
manual review

ASIC Forms Manager
Aunstralian Secorities & Investments Commission Registered Agents
1. Selgct Yes or No to confirm if manual Eorm 410B
review of your proposed change of v Company details Agent: CITIZEN, JOHN Agent No. 12345
company name is required_ v Confirm company Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
« Resemvation details Reference: 12345678
. « Proposed company .
2. Select More Information for help e Request for manual review Form 4108
to determine your answer to this v Confirm company , :
UEsHer T Do you require manual review of your proposed change of company name?
q : » Request for n @ Yes © No
P . manual review
3. Ifamanual review is required, Erera iforeinfanetion

provide supporting reasons in the
box provided. Prrint form Where you have requested a manual review your change of company name. you must provide supporting reasons in the box
% - . below: (up to 2000 characters).
4. Select Next to continue. Finish form later B .
Home - Forms Manager
Log off

Help
Ask a guestion
How this works

Technical FAQ

Links
Search ASIC
Search ABR

ASIC Home | _Privacy Statement Conditions of use | Feedback
I 14 Australian 3 & Im on

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

How to apply to ASIC to reserve a company name for an existing company
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Make the
declaration

Form 410B
1. Select a payment option from the »Company details
drop-down list. You can only select « Confirm company
direct debit if you are registered for :%
direct debit with ASIC. e
2. Select the authorising officeholder :an,ulen S
from the drop-down list. + Request for manual
review
3. Select Yes to complete the » Submit
declaration when you are satisfied |
the document is being lodged within Print form
the terms and conditions of ASIC’s =
Electronic Lodgement Protocol. Finish form later
Home - Forms Manager
4. Select Submit to lodge the form with Log off
ASIC.
S Help

Ask a guestion
How this works

Technical FAQ

Links
Search ASIC
Search ABR

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

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015

ASIC Forms Manager
Aunstralian Securitiez & Investments Commission Registered Agents
Agent: CITIZEN, JOHM Agent No. 12345
Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000D
Reference: 12345678

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 proposed name is accepted by ASIC it will be reserved for a period of two months. You

can extend the reservation by submitting a form 410F. Alternately you can reserve another name by submitting a
separate form 410B. There is a lodgement fee for both forms.

Payment Option n Invoice -

The reserved name of the company including legal elements is:
EXAMPLE 2 COMPANY PTYLTD

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

Submit Now

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

n EXAMPLE, Officehoider 1 (Director) -

Declaration
| declare that this form is submitted under the terms and conditions of the ASIC Electronic Lodgemem Protocol.

n O Yes O No

Notes:
+ The lodgement process is not instantaneous - it may take some time to process.
« Ifthe formis accepted by ASIC, it will appear in ‘forms submitted'.

« Ifthe form is not accepted, it will appear in ‘forms in progress’. You will need to select it and correct the errors, before
resubmitting the form.

Page 14 of 16



Confirmation of
form submission

This screen confirms your document was
submitted to ASIC.

1. Select Next to continue.

Note:

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

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

Farm 410B
» Confirmation

Print form

Finish form later
Homea - Forms Manager
Log off

ABIC Forms Manager
Anstralian Fecarities & Investments Cominission Registsred Acenle
Agent: CITIZEN, JOHN Agent Mo. 12345
Company: EXAMPLE COMPANY PTY LTD ACKN Q00 Q00 000
Reference: 12345678

* Confirmation of Form Submission

. Your document was submitted for validaton to ASIC on 24/1172014 at 11:42:21.

'I'-lelp

&""E a Eﬂ.ﬂn
Haw this work
Technical FAQ
Links

S=arch ASIC
Search ABR

How to apply to ASIC to reserve a company name for an existing company
© Australian Securities and Investments Commission January 2015
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Fees advice

q . . ASIC Forms Manager
1. Note the invoice amount is Anstralian Securities & Investments Commission Registered Agents
displayed.
2. Select Print to print your invoice. Form 410B
. . P CoHEatoH Agent: CITIZEN, JOHN Agent No. 12345
3. Select Next to continue and finalise Company: EXAMPLE COMPANY PTY LTD ACN 000 000 000
the transaction. Dbk fonm Reference: 12345678

Finish form later Statutory Fees Advice
Home - Forms Manager

Log off Your form has been accepted by ASIC on 24/11/2014 at 15:30.08
Help Invoice Amount: $45.00 n

Ask a guestion
How this works

Technical EAQ You must now print your Invoice.

Links Print the invoice by clicking on the "Print" button. The eLodgement system will prepare a print file in Adobe PDF format
Search ASIC and load this into a new browser window. You can then print the invoice using the Adobe toolbar. You can also save the
Search ABR file for your own records if you wish. You must have Adobe Reader Version 4 or higher to print this form.

n PRINT %

Lodgement Confirmation

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

DOCUMENTACKNOWLEDGEMENT\

I

ASIC Home | Privacy Statement | Conditions of use | Feedback

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

How to apply to ASIC to reserve a company name for an existing company
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