Annual Return Checklist - for an organisation with Branches & Audit of Governance Training Checklist
Section three: finalisation of annual return
			
	REGISTERED ORGANISATIONS COMMISSION 
Annual Return and Audit of Financial Training Checklist – for an organisation with Branches 
(RO Act s233)



	CMS Number for AR 
	AR2019/
	CMS Numbers for GT Matter
	See Section 2: Financial Training Data Collection 2019

	Action Officer 
	
	Organisation Name
	

	Org. Code
	
	Lodgement Date
	



	INSTRUCTIONS FOR INTERNAL ROC USE ONLY

	Y =  information is present and correct
N = information is present but incorrect OR information is not present but should be
na = not applicable
Y/N/n/a or Y/N = not yet considered



Section One: Assessment of Annual Return 
	LODGEMENT 

	Date stamp affixed or email with date
	Y/N

	Lodged on for before 31 March in accordance with reg 149 
	Y/N



	LIST ISSUES RAISED IN LAST YEAR’S AR:
	Has the issue re-occurred in this AR?
	If so, check previous ARs to see if repeated non-compliance

	
	Y/N
	

	
	Y/N
	

	
	Y/N
	



	IS THE KEY INFORMATION CONSISTENT WITH ROC RECORDS? 
This is to check if Notifications of Change have been lodged
(e.g. Key office holder has changed but the Notification of Change not received = ‘N’)

	Key office holders in organisation and branch/s: 
· Secretary
· Assistant Secretary
· President
· CEO or Executive Director (if an officer)
· Prescribed officers for lodging information
	
	Y/N

	Address of organisation and branches
	
	Y/N

	New or closed branches
	
	Y/N



	DECLARATION                              

	INSTRUCTIONS FOR INTERNAL ROC USE ONLY 
In this section, just complete national office column, UNLESS a Division or Branch officer makes a declaration as to their portion of the register (note: it must be one annual return, but may comprise multiple declarations if the register is kept in divisions/branches)

	One declaration (all branches in this section are ‘na’) ☐ OR Multiple declarations ☐ (fill each column)

	Type in the name of Division or Branch in this row
	National


	Branch
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch

	Name & position of officer signing:
	
	
	
	
	
	
	
	
	
	

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

	Register of members has been kept and maintained during preceding year as required by s230(1)(a), s230(2), s 233(1)(a)
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	Copy of records lodged is correct statement of information as required by s 233(1)(b)
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na




	INFORMATION REQUIRED BY SEC 230 & REG 147 

	INSTRUCTIONS FOR INTERNAL ROC USE ONLY 
In this section you need to complete a column for each division/branch. Red shading means this cell is definitely ‘na’

	Type in name of Division or Branch in this row
	National
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch
	Branch

	Record of STREET address of office of organisation [reg 147(d)(i)]  
	Y/N
	

	
	
	
	
	
	
	
	

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

	Record of STREET address of each branch [reg 147(d)(ii)]
	
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	Record of number of members on 31 December of the previous year [reg 147(f)]
	Y/N
	
	
	
	
	
	
	
	
	

	NOTE: Members should include financial and unfinancial  members, but do not include retired members and in most cases do not include associate members

	A list of the offices in the organisation and each branch of the organisation [s.230(1)(b)]
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	NOTE: Offices must be elected and usually include all members of Boards, Committees, Councils and Conferences (except for advisory bodies). Vacant offices should be included.

	A list of the names, postal addresses and occupation of persons holding office at the time of signing the declaration [s.230(1)(c)]
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	NOTE: Annual returns of information are published on our website.  ROC recommends that the organisation/branch keep on its records an address that is NOT private, for example the address of the organisation or branch or a PO Box.

	Record of each election to be held during 2019 [reg 147(e)]
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	NOTE: This includes all elections that are scheduled to occur between 1 January and 31 December 2019 and the offices to be elected

	Record of name of each branch commencing operation in the last 12 months prior to the lodgement of the AR [reg 147(b)]
	Y/N/na
	
	
	
	
	
	
	
	
	

	Record of name of each branch ceasing operation in the last 12 months prior to the lodgement of the AR [reg 147(c)]
	Y/N/na
	
	
	
	
	
	
	
	
	

	Record of eligible state members [reg 147(g)] (if applicable)
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na




	
FOR INTERNAL ROC USE ONLY: PROCESSING

	Record Total Membership Numbers in TWO places on CMS/Case HQ field: 
	

	Entered on edit screen on the box called ‘Total membership’
	Y/N

	In matter history: Event category ‘AR Data Collection’, event type ‘Total Membership’, type the number of members in the comments field (and nothing else)
NOTE: If AR reports a number that is NOT 31 December 2018, leave blank until correct number is supplied
	Y/N

	Are there any implications that will affect CMS/Case HQ or ROC web pages (e.g. branches created or closed)? If so change CMS/Case HQ and ROC web pages
Y = there are implications and the changes have been made
N= there are implications but changes not yet made
na = not applicable because there are no implications
	Y/N/na

	Check if the branches listed in the Annual Return accords with information in CMS/Case HQ. If not, update CMS/Case HQ or consult as appropriate
Y = the branches on CMS/caseHQ are different to the list in the AR and CMS/CaseHQ has been updated
N= the branches in CMS/caseHQ are different to the lists in the AR but CMS/CaseHQ not yet updated
na = not applicable because the branches in CMS/caseHQ match the AR
	Y/N/na

	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/Case HQ
Y = there are changes to key office holders and CMS/CaseHQ updated
N= there are changes to key office holders but CMS/CaseHQ not yet updated
na = not applicable because there are no changes to key office holders
	Y/N/na

	If the primary contact has changed in the organisation or any branches, check whether the previous office holder is the contact for any current ROC matters, and if so, change the contact details to the new office holder for those matters, excluding INV/INQ matters. If the previous office holder is the contact for any INV/INQ matters, advise the relevant action officer that the primary contact for this organisation has changed. If this is unclear, please ask for assistance
	Y/N/na

	If the organisation or any of its branches has a generic primary contact, that is a primary contact without a person’s name (e.g. Branch Secretary), inactive the generic contact and make sure it is NOT a party for any current matters. If this is unclear, please ask for assistance
	Y/N/na

	Changes to any addresses/emails for organisation/branch? If so change details on the entity and its primary contacts on CMS/Case HQ
	Y/N



	
FOR INTERNAL ROC USE ONLY: ASSESSED

	Record file note assessed  & upload checklist completed to this point on the AR matter
Note: Assessment of the Annual Return must be done within 40 working days of lodgement (KPI)
	Y/N
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	Section Two: Financial Training Data Collection 2019

	
FINANCIAL TRAINING DATA COLLECTION 2019

	INSTRUCTIONS FOR INTERNAL ROC USE ONLY
Communication for the collection of information for this project is via the national office of organisations OR via the national office and each branch, depending on the preference of the organisation.

A GT matters has been created in CMS/Case HQ for every organisation and branch.


	GT Numbers
	GT2018/
	GT2018/
	GT2018/
	GT2018/
	GT2018/
	GT2018/
	GT2018/
	GT2018/
	GT2018/
	GT2018/

	Step One: Ascertaining the full list of offices/officers – Data comparison between the Annual Return and ROC’s internal data

	Allocate the GT matters to yourself in CMS. 
Note: There will be a separate GT matter for the organisation and every branch of the organisation. 
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
Obtain ROC’s list of officers for the organisation and each branch from spreadsheet held by the Project Admin Officer (i.e. ask the Project Admin Officer for the list for your organisation and each of its branches)

	Is the full list of offices/officers in the Annual Return [s 230(1)(b)] consistent with the list in ROC’s spreadsheet?
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	If ROC’s list varies from the AR, call the organisation and explore the differences. 
Ensure that proper regard is had to the definition of office in the RO Act (s.9) and the organisation’s rules. 
Note:
· Make sure you are familiar with s.9 of the RO Act (which defines ‘office’)
· Note that members of committees which have responsibility for managerial decisions and policy making are officers
· Rules might specify certain positions as offices and organisations might conclude that officers are limited to these offices. However if the duties of a position meet the definition of office as set out in s.9 the RO Act, then it is an office
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
Notes: [NB: Consultations must be recorded with relevant detail in the GT matter(s) as ‘consultation’ ‘discussion regarding compliance]

	Agreement reached between organisation and ROC about the full list of offices and officers?
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If consultation results in amendments to ROC’s list,  provide the amendments to the Project Admin Officer (who will update the spreadsheet)  
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	

	Step Two: Validating the officers with financial duties and the collection of training data

	Send to organisation’s national office (and branches if dealing directly with branches):
· copy of relevant lists from ROC’s updated spreadsheet(s) identifying officers with financial duties
· the template correspondence ‘ORG Financial Training - Data Collection’ which requests the following data:
· Date that each office holder with financial duties first commenced holding their current office; and
· In respect to the officer with financial duties, the relevant date of either of the following:
i) The date the officer completed approved training; or
ii) The future date that approved training is scheduled; or
iii) Confirm the date an exemption was granted by the Commissioner
Note: There are fields in the spreadsheet to enable data collection
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	Record as ‘document sent’ in GT matter(s) with event type ‘List of offices’
	Y/N 
	Y/N 
	Y/N/na 
	Y/N/na 
	Y/N/na 
	Y/N/na 
	Y/N/na 
	Y/N/na 
	Y/N/na 
	Y/N/na 

	Requested information received from organisation? 
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	If information is received:
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	Enter in CMS/Case HQ as ‘document received’ with event type ‘training notification’
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	Enter the name of each officer that has completed training as a ‘party’ with the role ‘participant’ to the matter.  
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	If information is not received:
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	Send reminder 1 by email
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If no response to the reminder email, telephone the organisation to issue a further reminder
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If still not received advise Delegate and provide the date of the escalation and brief summary of communication. Record this in the GT matter(s)]
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	Agreement reached with organisation about which officers have financial duties?
Note: 
· Voting members of committees of management will have financial duties because the RO Act requires the COM to make certain resolutions about financial affairs
· Whether voting members of conferences have financial duties will depend on the rules of the organisation
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If no agreement is reached, consult with organisation to explore differences. 
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	
Notes: [NB: Consultations must be recorded with relevant detail in CMS/Case HQ in the GT matter as ‘consultation’ ‘discussion regarding compliance’]

	
	If consultation does not result in an agreement, advise the Delegate
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	
Notes: [If Delegate is advised, record the date of the escalation and brief summary of communication in the GT matter(s)]

	

	Step Three: Audit of Compliance with s 293K

	Have all officers with financial duties who have occupied office for more than 6 months either undertaken approved training or obtained an exemption?
	Y/N
	Y/N
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If all officers with financial duties have completed approved training/obtained an exemption, send ‘GT audit acknowledgment letter’.

Proceed to Section three ‘Finalisation of Annual Return’ 
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If not all officers with financial duties have undertaken training, consult with the organisation to discuss arrangements for imminent training.
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	
Notes: [NB: Consultations must be recorded with relevant detail in CMS/Case HQ in the GT matter(s) as ‘consultation’ ‘discussion regarding compliance’]


	
	If the organisation advises of arrangements for non-compliant officers to undertake training, send ‘ORG Financial Training - Finalisation’ and add paragraph that sets out the arrangements in place for future training.
Proceed to Section three ‘Finalisation of Annual Return’
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
	If the organisation advises that there is no plan to arrange training for officers for whom training is required, advise the Delegate
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na
	Y/N/na

	
Notes: [NB: If Delegate is advised, record the date of the escalation and brief summary of communication in the GT matter(s)]



	
FOR INTERNAL ROC USE ONLY: UPLOAD CHECKLIST AND CLOSE GT MATTERS

	Record as upload checklist completed to this point on all GT Matters as file note assessed
	Y/N

	Result and close the GT matters
	Y/N
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Section Three: Finalisation of Annual Return 

The Annual Return can be finalised at any time during the audit of financial training.  When finalising the Annual Return, the first thing to consider is whether there are any issues to be referred to the compliance team.
	REFERRAL TO COMPLIANCE? 

	Are there any open Qs/INQs/INVs relating to AR issues? (to find Q matter, search CMS/Case HQ for Q matters with ‘notification’ in the subject line AND check with Principal Lawyer Compliance.) If so:
	Y/N

	Make sure AR is linked to Q/INQ/INV matter
	Y/na

	Liaise with action officer of Q/INQ/INV matter to determined how it impacts (if at all) on this AR
	Y/na

	Consider whether AR should be further allocated to Q/INQ/INV action officer
	Y/na

	Filenote conversation with compliance action officer 
	Y/na



	INCONSISTENCIES
This is to resolve Notifications of Change not lodged

	If inconsistencies in key information (see section 1 above for key information), contact the organisation by phone to ascertain whether they had, in fact, lodged the notification of change, and, if not whether less than 35 days has lapsed since the change
	Y/N/na

	If notification not lodged and if 35 days has not lapsed, remind organisation of requirement to lodge notification of change within 35 days of the change
	Y/N/na

	If notification not lodged and if the change occurred more than 35 days ago, remind organisation that they are in contravention of s.233(2) and even though late, they need to lodge the notification of change with ROC ASAP. Reinforce that this is to provide transparency for members so that members can see who is an officer at any given time
	Y/N/na

	Record in CMS/Case HQ as ‘consultation’ ‘discussion regarding compliance’
	Y/N/na

	If notification is late, open a Q file and relate to the AR and allocate the Q file to yourself. Make sure you type that the Q matter is about late notification of change in the subject field.  Link the Q matter to the AR. 
	Y/N/na


	DO NOT FILE IF: 
	Y = do not file issue 
N = no issue

	Issues raised in last year’s AR have been repeated
	Y/N/na

	Inconsistencies in key information have been identified
	Y/N

	Annual Return was signed by someone other than the Secretary or prescribed officer (if ‘Acting’ as an Officer check the organisation’s rules) 
	Y/N

	Address of organisation and/or branches were not provided or PO Box listed 
	Y/N

	Record of name of each branch was not provided 
	Y/N

	Membership numbers are not provided or are for the wrong date (i.e. not at 31 December 2018) 
	Y/N

	The list of officers is incomplete (if this was identified during your financial training audit)
	Y/N

	Occupations of officers aren’t listed
	Y/N

	2019 election information not provided
	Y/N
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	ACTIONS SOUGHT

	Action sought (if any)









	DO NOT FILE ISSUES

	Resolve the ‘do not file’ issues

	Can they be resolved by phone? If so, call and record in CMS/Case HQ as filenote with event type ‘action sought [RETURNS]’ AND record in CMS/Case HQ ‘consultation’ ‘discussion regarding compliance’
	Y/N/na

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

	Letter to organisation seeking further information/action checked and sent 
	Y/N/na

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

	COMMENTS:











	RESPONSE RECEIVED
	

	Issues resolved
	Y/N/na

	If issues resolved, send acknowledgement template letter to organisation prepared (via CMS/Case HQ template). If sent via outlook, enter in CMS/Case HQ as event category ‘document sent’ and event type ‘acknowledgement letter’
	Y/N/na

	If mistakes have occurred, but they are not ‘do not file’ issues, set out the mistakes in the acknowledgement letter with the paragraph stating these are civil penalty provisions and non-compliance may leave the organisation open to Federal Court proceedings and ROC will not file AR if they reoccur in future years.
	Y/N/na




	RISK ASSESSMENT

	All issues should have been resolved by now. If so, the risk assessment is response level one, as set out below. If issues have NOT been resolved, the risk assessment will have a different response level.

	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 Annual Return
	Having regard to the ROC risk-based framework, the recommended response  is level one and the recommended response option is to file the Annual Return




	FOR INTERNAL ROC USE ONLY: FILING 
	

	Resulted in CMS/Case HQ
	Y/N

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

	OCR and optimise documents
	Y/N

	Documents uploaded to E-Org 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/Case HQ
	Y/N

	Matter closed or allocated to new action officer (allocate to new action office if referred to compliance).  
	Closed/Allocated

	DO NOT CLOSE if there are notifications changes that have not yet been acknowledged. In this case make sure the Notifications of Change are processed before closing.
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