User guide
Company Officeholder

How to change company details - appoint or cease company officeholders

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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ASIC

How to change

compa.ny details « You will need to sign in to your online account before you begin.

- appoint or

cease company - You must submit this form within 28 days of changes to company
officeholders officeholders for:

« appointment of a new company officeholder
- cessation of a company officeholder, or

- an officeholder changing their role within the company.

- If you are notifying us of a director cessation that took place more
than 28 days ago, the effective date of the director cessation will
be replaced with the lodgement date of this form.

- If you are ceasing a person both as a director and secretary, this
may result in two different cessation dates on our registers.

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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https://asic.gov.au/online-services/company-officeholders/
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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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Select form type

i . ASIC Forms managsr
1. From the list of available forms, e teline Torsiting K Tiwestamis Cimmlasin P
select 484.
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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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Select change to
be notified

1. Select Appoint or Cease
officeholder.

Note:

- Please read the information
regarding late fees carefully

- You cannot cease yourself

- You cannot cease the last remaining
company director (error message
will be displayed).

2. Select Next to continue.

Note:

If you are appointing an officeholder,
go to page 6.

If you ceasing an officeholder, go to
page 8.

If you are adding a new role to an
officeholder, go to page 10.

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

How to change company details - appoint or cease company officeholders
© Australian Securities and Investments Commission August 2014

ASIT Forms Manager
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Appointing a new
officeholder

1. Select Appoint a new officeholder.

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
Anstralisn Secorities & Investmeats Commissiom Company Offceholders
Company: EXAMPLE COMPANY PTY LTO ACK DOO 000 OO0
Reference. 12345678

Officeholders - appoint or cease Form 484

roryr— You can appoint or cease an officehclder or add a role
Wi moany detail
1EW COmEan alls CITIZEN, JOHN Director Secretary CEASE ™% ADDADLE ™%

- 1 EXAMPLE STREET, CITY STATE 1234
Finish form later

o mr s Appoint a new officeholder n
Log off

Help

Ask a guestion
Howr this workes Copyng
Technicsl FAD

ASIC Home | _Povacy Statement | _Conditions of use | Feedback
t 2003-2014 Avustrahan Secunties & Invesiments Commis sio

Links
Saarch ASIC
Saarch ABR
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Appointing a new

dimxfrnling Secersfinr & Iewescfmemnbsr (C oo crfom Cormperry OfficabzEam
1. Enter appointment date/s. :_'Em:ﬂu:: Em—'l;:::., Iliw-:'-ll\:‘il*tiil COMPANY PTY LTD ACH D00 000 000

2. Enter the officeholder’s given and Officeholders - new officeholder Form 484

* A emate ohresciors

famlly names. B — Compiele the appoimiment delais dor the new oficefolder
Endes dates for appointment bo robes
3. Enter the officeholder’s date and Errint. form Dérwsoinr Spgeoaniwesi Date {OO-MMETY Y]
place of birth. AR HT R T Esonstry Agpsointment Date -:l:n:wu-ﬁ"-"rnn
Finiah form lates ARETEEE Dineainr appeinimesi [ue {DD-MM-Y Y]
4. Select whether the person has any Home - Forme Mansger  Complete officeholder detaits
former names. Log of P ——— [ n
5. Enter the officeholder’s residential e : R - ! 5
Aak 3 guesion Dals of B o DO -
address. Boalhusanil s Flage of Birth n
o Dixctzw e of Sirth
6. Select Next to continue. Links Ble = oo p gt =
ME::EE Cousiry Bustralia -

Drpre: Wi Eeoesaoin Fearen BNy SOeress namss 7
Note: proceed to page 12. e D ho
Residential address
Erfer padrnesss infomalion siaming on ihe Trel lirs
FG'EI_CI‘l Sddresses shoukd b= formaied wsired your local convensions

Coumiry BIIEFARE -

S50 Home | Provesy SSafement | Cordibicrs of uss | Eosdback

Notes:

- Ifyou selected Yes for ‘Does this person have any former names?’ the officeholders - add a former name Form 484 screen displays.
Complete the required information and continue.

« Atleast one of the three possible appointment dates is required, and the rest of the fields are mandatory.

The screens and data pictured in this guide are . City/town of Birth and Residential address are validated for Australian addresses.
examples only. Actual screens can have minor

differences in text and layout.
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Ceasing an

ASIC

Forms Manager

officeholder

Company:

1. To cease an existing officeholder, i
Referance: 12345678

select Cease for the relevant
officeholder.

Officeholders - appoint or cease Form 484
Pimst icianes You can appoint or cease an officeholder or add a role

Wiew company details

CITIZEM, JOHMN
- 1 EXAMPLE STREET, CITY STATE 1234
Finish form later

o mr s Appoint a new officeholder
Log off

Help

EXAMPLE COMPANY PTY LTD ACK DDOD 000 D00

Direcior Secretary

Company Offceholders

n CEASE ™ ADDAOLE

ASIC Home | _Povacy Statement | _Conditions of use | Feedback

Ask a guestion :
Howr this workes Copyng
Technicsl FAD

Links
Saarch ASIC
Saarch ABR

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

Form 484
« Form s ety
o Dfficeholders
»
rCeass sl directors
-+ Subimit

1. Enter the date of cessation.

2. Select Next to continue.

Brint form
Vigw company dalails
Finish form later

Home - Forms Manager
Log off

Note: proceed to page 12.

Help

gk @ guaction
Technical FAD
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.

ASIC

AEBIC
Ansiralion Securibies & hyestments Comenission

Forms Manager
Campany OFficshokders

EXAMPLE COMPARNY PTY LTD ACKN 000 000 000

12345678

Company:
Rafarence:

Officeholders - cease officeholder Form 484
Enter cessalion dates Tor roles which are ceasing

Officeholder

CITIZEM, JANE

Barn 01-01-1234 at City VIC

1 EXAMPLE STREET, CITY STATE 1234

Office(s) held: DHrector, appointed 13-08-2014
Cessation details:

Director Date of Cessation I {DD-MM-Y YY) n

Lancel

ASIC Home |

Copyright 2

How to change company details - appoint or cease company officeholders
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Adding a new role
to an officeholder

ASIC

ASIC

Forms Manager

1. To add a new role for an officeholder, « Eorm setup Company: EXAMPLE COMPANY PTY LTO AGN DDO 000 000
select Add Role. + Officeholders Reference: 12345678
» Submit : .
Officeholders - appoint or cease Form 484
ryr— You can appoint of cease an oficenolder or add a role

View company details

— 1 EXAMPLE STREET, CITY STATE 1234
Finish form later

R e Pt Appoint a new officeholder
Log off

Help

Anstralinn Secorities & Investmeats Coonmd s o

CEASE Ty ADD anu;*‘-.n

CITIZEN, JOHN Direcior Secretary

ASIC Home | Privacy Statement Condifions of uss

Ask a guestion -
Howr this works Copyng

Technical FAD

Links
Saarch ASIC
Saarch ABR

The screens and data pictured in this guide are
examples only. Actual screens can have minor
differences in text and layout.
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Adding a new role
to an officeholder

1. Enter appointment date for the new
role/s.

2. Select Next to continue.

The screens and data pictured in this guide are

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

Form 484

+Form setup
» Officeholders
r New role
-+ Alternate directors

-+ Submit

Ennt form
View company details

Finish form later
me - Earm ni I

Log off
Help

A=k a guestion
Howr this works
Technical FAQ

Links

Search ASIC
Search ABR

ASIC

ASIC

Anstrolinn Secmvities & evestments Comodssion

Forms Manager
Company Oificenolders

EXAMPLE COMPANY PTY LTD ACN 000 00D 000
12345678

Campany:
Reference;

Officeholders - add role to existing officeholder Form 484
Enler appointment dates for new role(s)

Officeholder

CITIZEN, JOHN

Bown 01-01-1234 at City VIC

1 EXAMFPLE STREET, CITY STATE 1234

Office(s) held: Director, appointed 09-04-2010
Secretary, appointed 09-04-2010

Enter appointmant dates for new roles:

Ab=rnale Direcior Appaintm=nt Daie [DD-MM-Y Y ) n

Cancel

ASIC Home | Privacy Statement | Conditions of use | Feedback
Copyright 2003-2014 Australian Securities & Inwestments Commission

How to change company details - appoint or cease company officeholders
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Review changes
to company
officeholders

« Form setup
» Officeholdars

-+ Submit

1. Review the changes you have made
to the company officeholders.

Brint form
Vigw company details

2. Ifyou are satisfied all changes have Finish form later

been made, select Next to continue. nggﬁ
Help

Ask 3 question
How this works
Technical FAD
Links
Search AZIC
Search ABR

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

ASIC

AEBIC
Amrsiralias Bevuritiex & hvestmensts Comeni xscion

Forms Manager
Campany Offic=halders

EXAMFLE COMPANY FTY LTD ACHN 000 000 Q00
12340678

Company:
Reference:

Officeholders - appoint or cease Form 484
¥ou can apadnt or cease an officenodder or add a role

CITIZEM, Jane Direcior
1 EXAMPLE STREET, CITY STATE 1234

UHOD ' REWIEW

CITIZEN, John Director Secretary
1 EXAMPLE STREET. CITY STATE 1234

Appoint a new officeholder

CEASE ™ ADDROLE 4

Z
i
-

ASIC Home |
Copyng

Privacy Stalement I Condiions of use
i 2003-2014 Australian Jecuntizs & Invest

| EFeedback
ents Co

155100
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Make the
declaration

1. Select Yes to complete the * Bulamit

declaration when you are satisfied
the document is being lodged within Wiiw Compare daiets

the terms and conditions of ASIC's
Electronic Lodgement Protocol.

2. Select Submit to lodge the form with S

ASIC. Help

Notes:

ASIC Farms Wansagers
Anstralien Seourities b lavostoeeets Cominske Campany Crifosraidens

Company: EM&MPLE CORPANY PTY LTD &CH OO0 000 000

Refarenoe: 12345:TE

Yau have now prepaned your Tomm. o Gan revew e comtents of wour fam by using the menu of by printing the Tormn

You st submit tha form to ASIC to have it kedged.
Submit Mow
Vheen wau subnit this form it will be checked for discrepancias.

F any discrapancies ara found, you will be provided with a list dascnbing tha disoepanaas. You will naed 1o comedt and resubmit
thie farmm. Tha form will coninus 1o appear an vour “Form in progress” ray.

F here are no discrepancad, yaur farmn will be automatically submitted Tor kodgerment

Digclaratiomn

| s lare Ihat ihis form & submimed wncksr ihe lams and Concitiors of the ASKC Ekcirorss Lodgeman! Proloool
b1 [Ls]

n Submi
Submit Later

Uil yau subit the fam, it will rernain in your "Formes in progress® ray and you can resumee it at any Gre Yol may choasSe b
simgphy valdabe the fom and check the Tees payable now, and then Subiril the Torm at a laber stape. You can pring the Tommn at anmy
timrea Tram the Prirt famn’ link in the menu bar. Yau can stil amend the farm up undl it is submitied and print a fresh copy al any Gme

Mo B pw

ASKC: Home | _Priacy Stalement. | Condmonsofuse | Ecedback

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

- Thereis no need to select the ‘Validate Now’ button.

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

order to correct it.

If the form validates and is accepted by ASIC, it will appear in Forms Submitted.

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

How to change company details - appoint or cease company officeholders
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Confirmation of
form submission

This screen confirms your document was
submitted to ASIC.

1. Select Next to continue.

Note:

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

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

ASIC Fooms Manager
Anztruline Spcemtier & lewextmmbs Comepd xrios Cormparry OfficabcEan

Farm 484
« Cgnfrmahion

Print form

Firnigh form later
Hamea - Forme: M anages
Log of

Help
Agk 3 question

How to change company details - appoint or cease company officeholders
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Company; EXAMPLE CORPANY PTY LTD ACHK 00 000 000
RadEnanoe; 12345ET8
Statutory Fees Advice

Yaur farm has bean accaptad by A5G on 1 208201 4 at 145850 and thara are na feas payvable
Ladgement Confirmation

F yourwish o kaep a recard of your lndgement dick tha ‘Tocumant Adonawiedpamant’ bution. This will oeate an Adobe POF ina

nevw window, whara vau can pnnt ar sava the details of this indgamant. You must hava Adobe Readar Version 4 or highar b vaw
ared print this dacumeant.

CICLIMENT ACHNCWWLED GENERT

1

AEIC Home | Privacy Siatement | Concitions of use | Essdback
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