NOTIFICATION OF CHANGE CHECKLIST (MULTIPLE NOTIFICATIONS) (RO Act s233)
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CL 011  
9 February 2018


	REGISTERED ORGANISATIONS COMMISSION
NOTIFICATION OF CHANGE CHECKLIST (multiple notifications) 
(RO Act s233)



	CMS Number:
	
	Action officer:
	

	Org. Code: 
	
	Organisation Name: 
	



	Lodgement    	                                                                                                            Date Lodged:
	
	
	
	

	Date stamp affixed or email with date
	Y/N
	Y/N
	Y/N
	Y/N

	Notification lodged within 35 days?
	Y/N
	Y/N
	Y/N
	Y/N

	If no, check last two acknowledgements of notifications of change: 
	
	
	
	

	Previous acknowledgement: all notifications on time?
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Second last acknowledgement: all notifications on time?
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a



	Declaration
	
	
	
	

	Name & position of officer signing: 
	
	
	
	

	Statement signed by secretary or prescribed officer [reg 150]
	Y/N
	Y/N
	Y/N
	Y/N

	Declaration that the information is correct statement of the changes made to the records [s233(2)]
	Y/N
	Y/N
	Y/N
	Y/N

	Are the changes able to be ascertained from the document lodged?
	Y/N
	Y/N
	Y/N
	Y/N

	[bookmark: _GoBack]NOTE: organisation/branch should lodge changes only, not the entire list of office holders
	
	
	
	



	Minimum required information for a change to: 
	
	
	
	

	Officers (incoming): 
  
	the names, postal addresses & occupations of persons holding office [s. 230(1)(c)]
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	NOTE:  Annual returns of information are published on our website.  
We recommend that the address of the organisation/branch is supplied and NOT a private address
	
	
	
	

	Officers (departing): 

	name and office [s. 230(1)(c)]
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Address of organisation/branch: 
	STREET address of new office [reg 147(d)(i)]
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Branch (new): 

	Record of name and STREET address of branch [reg 147(a)]
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Branch (closed): 

	Record of name of branch [reg 147(a)]
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Offices: 
	A list of new or removed offices in the organisation/branch [s230(1)(b)]
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a



	FOR INTERNAL ROC USE ONLY: Assessed

	Upload checklist completed to this point as filenote ‘assessed’ on CMS
	Y/N



	Do NOT File if: 
	
	
	
	

	The declaration was NOT signed or signed by someone other than the Secretary or prescribed officer (if signed by person Acting as an Officer check orgs’ rules) 
	Y/N
	Y/N
	Y/N
	Y/N

	Addresses not provided for officers 
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Branch/Org office is a PO Box or missing
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Private/Residential addresses appear to be provided. Ask org whether they wish to re-lodge return with organisation/branch address or ask for a redacted version to publish on the website (and state even if redacted the information is publicly available without redaction)
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Occupations of officers aren’t listed
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a



	ACTIONS SOUGHT

	Action sought (if any)






	FOR INTERNAL ROC USE: Processing actions sought

	Resolve ‘Do not file’ issues
	

	Can the action be resolved by phone? If so, call and record in cms as filenote with event type ‘action sought [RETURNS]’
	Y/N/n/a

	If cannot be resolved by phone, prepare letter
	Y/N/n/a

	Letter to organisation seeking further information/action checked and sent and cc national body (if from branch)
	Y/N/n/a

	Record the letter sent in CMS as document sent with event type ‘action sought [RETURNS]’
	Y/N/n/a

	Comments:







	FOR INTERNAL ROC USE: Processing response received

	Actions resolved
	Y/N/n/a

	Acknowledgement letter to organisation/branch prepared (via CMS template) and checked
· If notification sent by branch cc the national body
· If notification sent by national body and is about branch changes, cc the relevant branch
· If notification of change includes changes to holder of office send template: ORG Annual returns - acknowledge - notification office holders
· If notification of change does NOT include changes to holder of send template: ORG Annual returns - acknowledge - notification - org
	Y/N

	If notification includes changes to officer holders: 
· dispatch through CMS, OR 
· send via your outlook and after you have sent it, upload to matter history as event category ‘Document sent’ and event type ‘Advice for new holders of office’
	Y/N/n/a

	If notification does NOT include changes to office holders: 
· dispatch through CMS, OR 
· send via your outlook and after you have sent it, upload to matter history as event category ‘Document sent’ and event type ‘Acknowledgement letter’
	Y/N/n/a

	If NOT late: 
· leave paragraph regarding timeframes in letter, AND 
· delete paragraphs highlighted in yellow about late notification
	Y/N/n/a

	If LATE and no instances of previous lateness identified: 
· leave paragraph regarding timeframes, AND 
· use the first paragraph highlighted in yellow about late notification 
	Y/N/n/a

	If LATE and previous acknowledgement identifies lateness:
· leave paragraph regarding timelines, AND 
· use the second yellow paragraph regarding lateness, AND 
· refer to compliance for consideration, AND
· filenote the reference to compliance
	Y/N/n/a

	If LATE and previous two acknowledgements identify lateness:
· leave paragraph regarding timelines, AND 
· use the third yellow paragraph regarding lateness, AND
· refer to compliance for consideration, AND 
· raise a Q Matter:
· make sure the free text subject line (under title) on the edit page of the Q matter states that the query is about late notification of change, AND
· link the Q matter to the AR, AND
· allocate the Q matter to the relevant compliance officer, AND
· in the AR matter filenote the reference to compliance 
	Y/N/n/a

	If you have identified a PATTERN OF LATENESS:
· leave paragraph regarding timelines, AND 
· use third paragraph but modified appropriately, AND 
· refer to compliance for consideration, AND
· raise a Q matter ONLY if the compliance team deems appropriate. If raised: 
· make sure the free text subject line (under title) on the edit page of the Q matter states that the query is about late notification of change, AND
· link the Q matter to the AR, AND 
· allocate the Q matter to the relevant compliance officer, AND
· in the AR matter filenote the reference to compliance
	Y/N/n/a

	NOTE: late paragraphs will need to be modified if multiple notifications were assessed at the same time
	Y/N/n/a

	Comments:










	Risk Assessment

	Having regard to the ROC risk-based framework, the recommended response level and option is?
Static Risk: High
Dynamic Risk: satisfied
Response Level: one
Response Option: File notification of change

	Having regard to the ROC risk-based framework, the recommended response  is level one and the recommended response option is to File notification of change



	
FOR INTERNAL ROC USE ONLY: PROCESSING	
	
	
	
	

	Change the filenote in CMS against the receipt of the notification from ‘NOT YET ACKNOWLEDGED’ to ‘ACKNOWLEDGED DATE’
	Y/N
	Y/N
	Y/N
	Y/N

	Are there any implications that will affect CMS or ROC web pages (e.g. branches closed)? If so change CMS and ROC web pages.
	Y/N
	Y/N
	Y/N
	Y/N

	Any there any changes to key holders of office (Secretary, President, CEO (if an office) and ED (if an office), Assistant Secretary)) in the organisation and branches? If so update the entity on CMS.
	Y/N
	Y/N
	Y/N
	Y/N

	If the primary contact has changed, check whether the previous office holder is the contact for any current ROC matters, excluding I matters, and if so, change the contact details to the new office holder for those matters.  Also check whether the previous office holder is the contact for any I matters or matters in the FWC.  If so, advise the relevant person that the primary contact for this organisation has changed.
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a

	Changes to any addresses/emails/faxes for organisation? If so change the details on the entity and primary contact for entity on CMS.
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a
	Y/N/n/a



	FOR INTERNAL ROC USE ONLY: FILING

	Documents checked for any private material to be redacted
	Y/N

	OCR and optimise documents
	Y/N

	Documents uploaded to existing file on E-Org web site [AR should already be on website, unless it is the start of the year.  In this case upload to website and note in the comments field of the notification on CMS that it has been uploaded to web site: make sure proper naming convention employed: ‘orgcode-matter-number.pdf’ e.g. ‘001v-ar2018-80.pdf’ (NO CAPITALS, NO SPACES)]
	Y/N

	Checklist attached to CMS
	Y/N

	Matter closed or allocated to Compliance.  DO NOT CLOSE if the AR has not been lodged.  In this case make sure the status of the matter remains ‘expected’ (check the status on the edit page of the matter) and reallocate it to Compliance.
	
C/A
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