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HOW TO ACCEPT OR REJECT A REGISTERED AGENT
NOMINATION

Why have | been nominated as a Registered Agent?

Recipient of political donations may elect to nominate a Registered Agent to manage their funding
and disclosure obligations. This includes disclosing all donations via the VEC online disclosure
system, managing the State campaign account, submitting annual returns, and, if applicable,
managing payments of funding.

To be eligible to be appointed as a Registered Agent of a recipient, a person must be at least 18
years of age and must not have any convictions against the funding and disclosure provisions (Part
12) of the Electoral Act 2002 (Vic), or the funding and disclosure provisions (Part XX) of the
Commonwealth Electoral Act 1918 (Cth).

Registered Agent nomination process overview

Recipient nominates a
Registered Agent on
the VEC online
disclosure system

N
Email to nominated
Registered Agent
with link to accept or
reject nomination
I

J 1 Email to advise
recipient of rejection —
Accept Reject ——recipient may choose to
appoint another
L Registered Agent
Complete

Attestation and
Consent Form
N/
Confirm
eligibility
criteria
NA
Add personal details:

e Name

o Address (street,
suburb, postcode,
state, country)

¢ Silent elector?

o Email address

¢ Contact phone

o Date of birth

N
Email to advise recipient Select
of acceptance ‘Accept’

N\

Email with link to
finalise registration
N
Set username and
password
N\
Registration
complete
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Registered Agent nomination process — accept nomination

1. You will receive an email advising you have been nominated as a Registered Agent. Select the

link in the email to ‘accept or reject the nomination’.

Dear Andrew Agent fg

Under the Electoral Act 2002, recipients of political donations can nominate someone to be their Agent.

The Agent is the person responsible for ensuring all donations are disclosed on the online disclosure system, managing
the State campaign account, submitting annual retums, and, where applicable, managing payments of administrative
expenditure and public funding.

Reta Recipient, as a recipient of political donations, has nominated you to be their Agent.

You canjaccept or reject this nominationlnow.

You have 30 days to accept this nomination. If you haven't accepted this appointment within 30 days, the nomination will
expire and Reta Recipient will need to nominate another Agent.

Find out more about the obligations of an Agent on our website.

Funding and Disclosure Team

Victorian Electoral Commission

2. Download the Registered Agent Nomination form by selecting the ‘link’. This form must be
completed and uploaded before you can proceed to the next step.

Agent acceptance

You have been nominated to be the registered agent of Reta
Recipient

Please review your details and accept or reject this nomination.

How do we collect, manage and disclose personal information? See our Privacy statement.

Signed consent form

Please download and complete the attestation and consent form from thT

The form must be completed in its entirety (including a signature) before you can proceed to the next step
of the nomination process.

Please upload your signed consent form

Choose Files | Mo file chosen

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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3. Complete the Registered Agent Nomination form, scan it and save it to your computer (you
must keep an original version).

Nominated Agent ion and C: it
Once complete, please return this form to the persen/erganisation that nominated you to be their I i Agent Al ion and Consent
Agent
Nominated Agent attestation and consent (please use BLOCK LETTERS)
Nominated Agent details: blominated
(To be compicted by the nominee) Agent I ANDREW AGENT. - __._agree to be the Registered Agent
altestation
Title First name Middle name and
L RECIPH
Name w ANDREW onsent | e RETA REGIEIEAT.....
Last name certity that to x5t of iy knowledge the information cantained in this Mominate
1 cartity that to the bost of my knowledge the inf dlinthis N 4 [/
ACENT Agent Attestation and Cansont forin s rue and comploto
| declare | am eligible to be appointed as the Registered Agent, to have my name.
Address. Address entered on the Register of Agents as set out under Division 1A, saction 2074 of the
(5ot ofice baves wil Eiectoral Act 2002 and declare as follows:
pictenmrecut | | QUEENS ROAD
+ lamover 18 years of age
SuburbTovn + 1 have net been comvicted of an offence against the funding and disclesurs
provisions (Part 12) of the Electoral Act 2002 (Vie] o the funding and
MELBOURNE disclosurs provisions (Part KX) of the Gommonaith Electors! Act 1975
Stalo Postiode * |amAustralian citizan of rasidant.
VICTORIA 3004
I ghee my consent 1o the appaintment as the Registered Agent and acknowledge that .
Couny E o eenir e e e
AUSTRALIA funding and disclosura obligations. as a Registered Agent, under the Eiecioral Act
2002.
Telephone Mobile
Contact details | have comploted and signed this Nominated Agent Attestation and Consent to cortify -
03 9277 7126 0433 333 333 my consent to the appointment as the Registered Agent,
Email
' the Registerad Agent vl effect when the .
ANDREWG@RECIPIENT.COM VEC rter o o e P 1 s
Preferred Method of contact I undsrstand that the VEG from the Register of Agents if
undarstand that the VEG may ramova my nama from the Register of Agents ff ons
EMAIL of the following ooours
ooy Sordh You « the VEE rasives witten netice from the recipient of a changs in my cligibility
Date of birth 25 MY 1973 1 tesign s the Registered Agent
+ my appointment iz ravoked by the racipisnt
+ 1 have been convictod of an offonca against the funding and disclosure
provisions (Part 12) of the Electaral Aet 2002 (Vic) or the funding and
disclosure provisions (Part XX) of the Commonvealth Electoral Act 1918,

Nominated Agent signature* Date
Al 25+ 1 1 2018
*Pisase provids the original signed decument (a scanned copy I L
acceptable provided the originel document s retained for records).
10f2Pages Victorian Bectoral Commission ()
2of 2 Pages Victorian Blectoral Cammission @

4. Upload the completed Registered Agent Nomination form by selecting ‘Choose Files’.

Agent acceptance

You have been nominated to be the registered agent of Reta
Recipient

Please review your details and accept or reject this nomination.

How do we collect, manage and disclose personal information? See our Privacy statemeant.

Signed consent form

Please download and complete the attestation and consent form from this link.

The form must be completed in its entirety (including a signature) before you can proceed to the next step
of the nomination process.

Please upload your signed consent form

Choose Files |[o file chosen
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5. Once you have selected ‘Choose Files’, find the document you have saved locally and select
‘Open. (Please note, this example is using a Windows operating system — the process may
vary slightly on a different operating system).

(o Open

@ * ‘7 . v ThisPC » Documents » MNominated Agent Appointment v G Search Nominated Agent App... @
Organize - Mew folder =~ [ @
W Favorites Name Type size

|-5-_ MNominated Registered Agent Attestation and Conse..  Adobe Acrobat D.. 156 KB
18 This PC
Gh Metwork
File name: | Mominated Registered Agent Attestation and Consent Form.pdf v | | All Files v

6. The document will now be uploaded and you can continue with the nomination process.

Agent acceptance

You have been nominated to be the registered agent of Reta
Recipient

Please review your details and accept or reject this nomination.

How do we collect, manage and disclose personal information? See our Privacy statement.

Signed consent form

Please download and complete the attestation and consent form from this link.

The form must be completed in its entirety (including a signature) before you can proceed to the next step
of the nomination process.

Please upload your signed consent form

Choose Files | Nominated...Form.pdf

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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7. Confirm you meet the eligibility criteria by selecting each check box. If you do not meet one of the
eligibility criteria, you cannot be a Registered Agent and you will need to reject the nomination.

Signed consent form

Please download and complete the attestation and consent form from this link.

The form must be completed in its entirety (including a signature) before you can proceed to the next step
of the nomination process.

Please upload your signed consent form

Choose Files | Mominated...Form.pdf

| confirm that I:

* [ am 18 years or older

* am an Australian citizen or resident

* have not been convicted of an offence against Part 12 of the Electoral Act 2002 (Vic) or Part XX of the
Electoral Act 1918 (Cwlth).

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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details. You must complete the following mandatory fields:

o first and last name (this will be pre-populated based on the information provided by the
recipient)

e address — street, suburb, postcode, state (drop-down list) and country (drop-down list)

e email address (this will be pre-populated based on the information provided by the recipient)

e contact phone (either landline or mobile — must be 10 digits — this may be pre-populated
based on the information provided by the recipient)

e date of birth (drop-down list).

confirm that I:

* @ am 18 years or older

*

#| am an Australian citizen or resident

* @ have not been convicted of an offence against Part 12 of the Electoral Act 2002 (Vic) or Part XX of the

Electoral Act 1918 (Cwlth).

Your details

Name

-
Mr Andrew

Agent

Address

Select a state ...
Australia

Silent Elector
Are you a Silent Elector?

Mo

Email

=  andrew@recipient.com

Contact phone 1 (include local area code)

0433333333
Date of birth

Day ¥ | Month

T

Asilent elector iz someone whao has formally registered with the Victorian

Electoral Commission to have their address suppressed on the electoral

roll. It is not someone who does not want to provide their address, You
will need to enter your address, but we will not publish it on the public

facing website if we verify that you are a silent elector.

Year v

Once you have confirmed you meet the eligibility criteria, you will be prompted to enter your

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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9. Once you have entered all details and read the acknowledgement, select ‘Accept’.

Your details

Name

Mr Andrew Middle name

" agent
Address

. 1 Queens Road

: Melbourne . 3004

i Victoria v

i Australia v
Silent Elector

Are you a Silent Elector?
Asilent elector is someone who has formally registered with the Victorian

Mo v Electoral Commission to have their address suppressed on the electoral
roll. It iz not someone who does not want to provide their address. You
will need to enter yvour address, but we will not publish it on the public
facing website if we verify that you are a silent elector.

Email

= andrew@recipient.com
Contact phone 1 (include local area code)
" 0433333333
Date of birth

23 r May v 1973 v

I acknowledge that by accepting this nomination, 1 am responsible for:

+ disclosing all donations for Reta Recipient

* managing Reta Recipient's State campaign account

* submitting Reta Recipient's annual returns, and

* managing payments of administrative expenditure and public funding (where applicable) to Reta
Recipient.

I acknowledge that 1 may be held liable for any breaches of the funding and disclosure obligations under the
Electoral Act 2002; including financial penalties and imprisonment.

e

10. You will get a confirmation screen following submission.

Agent acceptance confirmation

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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11. You will also receive a confirmation email from the VEC. Select the link in the email to return to

the VEC online disclosure system to set up a username and password.

Dear Andrew Agent

iz

“You have successfully registered on the Victorian Electoral Commission's (VEC) online funding and disclosure system.

Clickjthis linkfto complete your registration.

Find out more about your obligations in relation to funding and disclosure on our website.

Mot you? Contact the VEC on 131 832.

Funding and Disclosure Team

Victarian Electoral Commission

12. Selecting the link in the email will take you to the following page. Select ‘Register’.

VEC Funding And Disclosure System

Complete Your Registration

13. On the next page, enter your preferred username and password and then select ‘Register’.
Please note, your password must be at least eight characters and contain at least three of the
following four classes: uppercase, lowercase, digit and non-alphanumeric (e.g.!' @ # $ % &).

Register for a new local account

* Email

* Username

* Password

* Confirm Password

andrew@recipient.com

andrew@recipient.com

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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14.You are now registered on the VEC online disclosure system. You will be taken to your

Registered Agent dashboard where you can: disclose and view donations, add Deputy
Registered Agents and update your details or the details of your recipient.

Dashboard Home | Dashboard

ey

Victorian Electoral Commission
Funding and Disclosure

Andrew Agent
Agent

Reta Recipient
1 Queens Road Melbourne
WVictoria 3004 Australia

28 Dashboard

%2 Donations

&% Recipients and users
B My profile

@ Enquiries & support

& Logout

@ Public Information
2 Donations
B Nominated Entities

B Annual Returns

Reconciliation status

0 RECONCILED 0 TOTAL

DONATIONS
$0

I Unreconciled by you
Unreconciled by them

I R:conciled

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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Registered Agent nomination process — reject nomination

1. You will receive an email advising you have been nominated as a Registered Agent. Select the

link in the email to ‘accept or reject the nomination’.

Dear Andrew Agent f3

Under the Electoral Act 2002, recipients of political donations can nominate someone to be their Agent.

The Agent is the person responsible for ensuring all donations are disclosed on the online disclosure system, managing
the State campaign account, submitting annual returns, and, where applicable, managing payments of administrative
expenditure and public funding.

Reta Recipient, as a recipient of political donations, has nominated you to be their Agent.

You canjaccept or reject this nominationlnow.

You have 30 days to accept this nomination. If you haven't accepted this appointment within 30 days, the nomination will
expire and Reta Recipient will need to nominate another Agent.

Find out more about the obligations of an Agent on our website.

Funding and Disclosure Team

Victorian Electoral Commission

2. If you do not want to accept the nomination, select ‘Reject’ at the bottom of the form.

1 acknowledge that I may be held liable for any breaches of the funding and disclosure obligations under the
Electoral Act 2002; including financial penalties and imprisonment.

3. You will need to confirm you do not want to accept the nomination by selecting ‘OK’.

Name
4 ) . ; L
M Are you sure you would like to Reject this nomination?
Address

4. You will receive a screen confirming your rejection. An email will also be sent to the recipient to
advise them of your rejection.

Agent acceptance confirmation

Q Your rejection has been submitted.

We will email Joan Recipient to confirm your rejection of the appointment as their Agent.

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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HOW TO EDIT MY DETAILS AS A REGISTERED OFFICER OR
REGISTERED AGENT

Why would | edit my details?

As a Registered Officer or Registered Agent, you are responsible for managing your recipient’s
funding and disclosure obligations. This includes disclosing all donations via the VEC website,
managing the State campaign account, submitting annual returns, and, if applicable, managing
funding. As the person responsible for these obligations, the VEC does need to be able to get in
touch with you from time to time, and this means your details need to be up-to-date at all times.

For Registered Agents appointed by a recipient, to be eligible to be appointed or remain a
Registered Agent, you person must be at least 18 years of age and must not have any convictions
against the funding and disclosure provisions (Part 12) of the Electoral Act 2002 (Vic), or the
funding and disclosure provisions (Part XX) of the Commonwealth Electoral Act 1918 (Cth). If you
no longer meet these eligibility requirements, you cannot be a Registered Agent.

Edit process overview

Sign in to the VEC
online disclosure
system

l

Go to ‘My profile’

l

Select ‘Edit my
profile’

l

Change details as required — the
following fields are mandatory:

First name

Last name

Street

Suburb

Postcode

State

Country

Email

Contact phone

DoB (Registered Agents

appointed by recipients only)

L

Select ‘Submit’

l

Edit details
complete

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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Edit process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

N S - N R, D o
ﬁ' Donations E Nominated entities E.—'-rm.at returns E Register as a donor E Register as a recipient| 9 Signin

This website is best viewed in Chrome (8"

Victarian Electoral Commission @

UNRECONCILED
0

$0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

3. From the dashboard, select ‘My profile’ on the left-hand menu.
Dashboard

veg

Victorian Electoral Commission
Funding and Disclosure

Andrew Agent

Agent

Reta Recipient Activity
1 Queens Road Melbaurne
Wictoria 3004 Australia

2& Dashboard
£ Donations

&} Recipients and users

B My profile

@ Enquiries & support

& Logout

@ Public Infermation
&2 ponations
Bi Nominated Entities

B Annual Returns

RECONCILED
o E
$0
* User name
andrew@recipient.com
* Password
Forgot Your Password?
0 UNRECONCILED O UNRECONCILED 0 RECOMNCILED

BYYOU o BY DONOR V 0
$0 50

- Reconciliation status

TOTAL
0

$0

I Unreconciled by you
Unreconciled by them

M Reconciled

Home | Dashboard

0 TOTAL
DONATIONS

$0
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4. Select ‘Edit my profile’ below your details.

My profile

Recipient details

Recipient name
Address
Email

Contact phone 1

[#' Edit recipient details

Account details

Name
Email
Contact phone 1
Contact phone 2

Electorate

Home

Reta Recipient
1 Queens Road Melbourne Victoria 3004 Australia
reta@recipient.com

0392777126

MrAndrew Agent

andrew@recipient.com

0433333333

Recipients and users

My profile

Address 1 Queens Road Melbourne Victoria 3004 Australia

Silent elector —

[ Edit my profile

5. Select the fields you need to edit. The following mandatory fields must be completed:
o first and last name
e address — street, suburb, postcode, state (drop-down list) and country (drop-down list)
e email address
e contact phone (either landline or mobile — must be 10 digits)
e date of birth (drop-down list).

Edit my pl’OfIle (And rew Agent) Home Recipients and users | Edit user
How do we collect, manage and disclose your personal information? See our Privacy statement.
Name
Mr " andrew Middle name
Agent
Address
) 1 Queens Road
Melbourne 3004
" Victoria v 7 Australia v
Email
= | andrew@recipient.com
Contact phone 1 (include local area code) Contact phone 2 (include local area code)
,0433333333 =2 e local area code

Note: mandatory fields have a red asterisk (*) in the top left-hand side.

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
online disclosure system

D18/46877 Page 16 of 90



6. Once you have filled in all details, select ‘Submit’.

Edit my profile (Andrew Agent)

Home Recipients and users | Edit user

How do we collect, manage and disclose your personal information? See our Privacy statement.

Name
Mr Andrew Middle name

=
Agent

Address

"
1 Quesns Road

" =

Melbourne 3004
" =

Victoria v Australia v
Email

=

¥ | andrew@recipient.com
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

0433333331 Contact phone 2 (include local area code)

< Cancel © Deregister user

7. You will be given a confirmation screen following submission.
Edit user confirmation

Home Recipients and users Edituser | Edit user confirmation

Q Your details have been successfully updated.
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HOW TO REGISTER A DEPUTY REGISTERED OFFICER OR
DEPUTY REGISTERED AGENT (AS A REGISTERED OFFICER
OR REGISTERED AGENT)

Why should I register a Deputy Registered Officer or Deputy Registered
Agent?

A Registered Officer or Registered Agent is responsible for managing a recipient’s funding and
disclosure obligations. This includes disclosing all donations via the VEC website, managing the
State campaign account, submitting the annual returns, and, if applicable, managing funding. You
may elect to appoint a Deputy Registered Officer or Deputy Registered Agent assist you with these
obligations.

NB: Any task a Deputy Registered Officer or Deputy Registered Agent performs on behalf of the
Registered Officer or Registered Agent will remain the responsibility of the Registered Officer or
Registered Agent. As such, Registered Officers or Registered Agents should ensure there is strong
internal governance, including the appropriate delegations when appointing Deputy Registered Officer or
Deputy Registered Agents.

Deputy Registered Officer or Deputy Registered Agent registration
process overview

Sign in to the VEC
online disclosure
system

Go to
‘Recipients
and users’

L

Select ‘Add deputy
officer’ or ‘Add
deputy agent’

L

Add Deputy Registered Officer or
Deputy Registered Agent details:
e First name
e Last name
¢ Email address
¢ Contact phone

Email to Deputy Registered
Select ‘Submit’ Officer or Deputy Registered
Agent advising of registration

Email to advise Registered
Officer or Registered Agent of
— Deputy Registered Officer or
. Deputy Registered Agent
registers completed registration

Deputy Registered
Officer or Deputy
Registered Agent

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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Deputy Registered Officer or Deputy Registered Agent registration
process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

Victorian Electoral Commission @ J.H.. Donations E Nominated entities E.b-rm.at returns E Register as a donor E Register as a recipient 9 Signin

This website is best viewed in Chrome ({8

UNRECONCILED RECONCILED TOTAL

0 9§ , 0 0
$0 $0 E $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

andrew@recipient.com

* Password

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

Dashboard Home | Dashboard
Victorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0TOTAL
Funding and Disclosure BYYOU o BY DONOR V $0 DOMATIONS
$0 50 $0
Andrew Agent
Agent
Reta Recipient Activity - Reconciliation status -

1 Queens Road Melbaurne
Victoria 3004 Australia B Unceconciled by you
Unreconciled by them

2& Dashboard B Reconciled

4 Donations

&} Recipients and users

B My profile
@ Enquiries & support

& Logout

@ Public Information
2 ponations
B Nominated Entities

B Annual Returns
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4. Select ‘Add deputy agent’ from the top menu.

RECipientS and users Home | Recipients and users

© Add deputy agent

Name Role Contact number Email Electorate Silent elector Action
+ I Andrew Agent Agent 0433333331 & Edit
+ I Reta Recipient Recipient 0392777126 Prahran & Edit

Showing 1to 2 of 2 rows

5. Enter the details of your Deputy Registered Officer or Deputy Registered Agent. You must
complete the following mandatory fields:
e first and last name
e email address
e contact phone (either landline or mobile — must be 10 digits).

Add deputy agent (2] Home | Recipientsandusers | Add deputy agent

We are collecting this information to provide your Deputy Agent with access to the system. How do we collect, manage and disclose personal information?

See our Privacy statement.

Name

Contact phone 1 (include local area code)

Note: mandatory fields have a red asterisk (*) in the top left-hand side.

6. Once all details are filled in, select ‘Submit’.

Name

Mr Darany Middle name

‘= dera ny@recipient.com
Contact phone 1 (include local area code)

" 0422222222

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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7. You will be given a confirmation screen following submission. The Deputy Registered Officer or
Deputy Registered Agent will receive two emails — one in relation to their responsibilities as a
Deputy and one to register for the VEC online disclosure system.

Add depUty agent confirmation Home Recipientsand users | Add deputy officer | Add deputy officer confirmation

° You have nominated Mr Darany Deputy to be a deputy agent.

They will receive an email asking them to confirm their details.
Please note, this person is not a deputy agent until they have confirmed their details on the system.
You will be responsible for anything they do on your behalf,

£ Return to Recipients and Users

8. Once the Deputy Registered Officer or Deputy Registered Agent registers on the system, you
will receive an email to advise they are now registered as your Deputy.

Dear Andrew Agent

L5

Your nominated Deputy Registered Agent, Darany Deputy, has successfully registered on the Victorian Electoral
Commission online disclosure system.

Darany Deputy can now assist you in disclosing donations made to Reta Recipient.

You are responsible for anything your Deputy Registered Agents do on your behalf.

Funding and Disclosure Team

Victorian Electoral Commission

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
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HOW TO EDIT THE DETAILS OF A DEPUTY REGISTERED

OFFICER OR DEPUTY REGISTERED AGENT (AS A
REGISTERED OFFICER OR REGISTERED AGENT)

Why would | edit the details of a Deputy Registered Officer or Deputy Registered Agent?

Deputy Registered Officers or Deputy Registered Agents assist Registered Officers or Registered
Agents in managing a recipient’s funding and disclosure obligations. The VEC may need to get in
touch with Deputy Registered Officers or Deputy Registered Agents, so their details should be kept

up-to-date at all times.

Deputy Registered Officer or Deputy Registered Agent edit process

overview

Sign in to the VEC
online disclosure
system

[

Go to ‘Recipients
and users’

l

Select ‘Edit next to
the Deputy
Registered Agent

Change details as required — the
following fields are mandatory:

First name

Last name

Email

Contact phone

L

Select ‘Submit’

l

Edit details
complete

An email will be sent to

the Deputy Registered

Agent advising them of
the edit(s)

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission

online disclosure system
D18/46877

Page 22 of 90



Deputy Registered Officer or Deputy Registered Agent edit process
1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.
Victorian Electoral Cﬂmmmmn@ ﬂ']:naiionf ﬁr\:mina:edert\ties E."-rm.at’e:.rrs E%Egis:él asadonor Eﬁég\steresare: p\ent

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 ‘, 0 0
$0 $0 E $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

andrew@recipient.com

* password

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

Dashboard Home | Dashboard

Victorian Electoral Commission 0 UNRECONCILED O UNRECOMNCILED 0 RECONCILED 0 TOTAL

Funding and Disclosure BYYOU o BY DONOR V 50 DONATIONS
$0 50 %0

Andrew Agent
Agent

Reta Recipient Activity - Reconciliation status -
1 Queens Road Melbaurne
Wictoria 3004 Australia B Unceconciled by you
Unreconciled by them
B8 Dashboard B Feconciled

£ Donations

&} Recipients and users

B My profile
@ Enquiries & support

& Logout

@ Public Infermation
&2 ponations
Bi Nominated Entities

B Annual Returns

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
online disclosure system
D18/46877 Page 23 of 90



4. Select ‘Edit’ next to the Deputy Registered Officer or Deputy Registered Agent you want to edit.

Recipients and users Home | Recipients and users

© Add deputy agent

Name Role Contact number Email Electorate Silent elector Action
+ I Andrew Agent Agent 0433333333 [ Edit
+ I Darany Deputy Deputy Agent 04223773332 [ Edit
+ I Reta Recipient Recipient 0392777126 Prahran [ Edit

Showing 1to 3 of 3 rows

5. Select the fields you need to edit. The following mandatory fields must be completed:
o first and last name
e email address
e contact phone (either landline or mobile — must be 10 digits).

Edit Darany Deputy Home | Recipientsand users | Edit user

How do we collect, manage and disclose your personal information? See our Privacy statement.

Name

Mr Darany liddle name

Deputy

Address

Select a state ... v Australia v
Email
‘= dar ny@recipient.com
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

) 0422337323 Contact phone 2 (include local area code

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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6. Once you have filled in all details, select ‘Submit’.

Name

*
Mr Darany Middle name

) Deputy
Address

Street

Suburb Postcode

Select a state ... v Australia v

Email
‘= darany@recipient.com
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

) 0422222221 Contact phone 2 {include local area code)

€ Cancel © Deregister user

7. You will be given a confirmation screen following submission.
Edit user confirmation

Home Recipients and users Edituser | Edit user confirmation

Q You have successfully updated the details of your Deputy Agent, Darany Deputy.

8. The Deputy Registered Officer or Deputy Registered Agent will receive an email to advise them
of the edits.

Dear Darany Deputy

5

Your Registered Agent, Andrew Agent, has updated your details on the Victorian Electoral Commission's online disclosure
system.

Want to check the update? Login to your account now.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO DEREGISTER A DEPUTY REGISTERED OFFICER OR
DEPUTY REGISTERED AGENT (AS A REGISTERED OFFICER
OR REGISTERED AGENT)

Why would | deregister the Deputy Registered Officer or Deputy
Registered Agent?

Deputy Registered Officers or Deputy Registered Agents assist Registered Officers or Registered
Agents in managing a recipient’s funding and disclosure obligations. If the Deputy Registered
Officer or Deputy Registered Agent is no longer undertaking the duties of a Deputy, you can

deregister them.

Deputy Registered Officer or Deputy Registered Agent deregistration

process overview

Sign in to the VEC
online disclosure
system

L

Go to ‘Recipients
and users’

L

Select ‘Edit’ next
to the Deputy
Registered Agent
you want to
deregister

L

Select ‘Deregister
user’

|

Select
‘Deregistration
reason’

l

Select
‘Deregister’

L

An email will be sent to

the Deputy Registered

Agent advising them of
the deregistration

Deregistration
complete
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Deputy Registered Officer or Deputy Registered Agent deregistration

process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

Victarian Electoral Commission @

J.H.. Donations

ﬁ Nominated entities E.b-rm.at returns E Register as a donor E Register as a rec p\ent

This website is best viewed in Chrome ({8

UNRECONCILED RECONCILED TOTAL
. V . E .
$0 $0 $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

andrew@recipient.com

* Password

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

Dashboard

Victorian Electoral Commission
Funding and Disclosure

Home | Dashboard

0 UNRECONCILED
BYYOU

$0 o

0 UNRECONCILED 0 RECOMNCILED

BY DONOR V 50
50

0 TOTAL

DONATIONS
$0

Andrew Agent
Agent

Reta Recipient Activity Reconciliation status
1 Queens Road Melbaurne

Wictoria 3004 Australia I Unreconciled by you

Unreconciled by them

M Reconciled

2& Dashboard

4 Donations

&} Recipients and users

B My profile
@ Enquiries & support

& Logout

@ Public Information
2 ponations
B Nominated Entities

B Annual Returns
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4. Select ‘Edit’ next to the Deputy Registered Officer or Deputy Registered Agent you want to
deregister.

Recipients and users

© Add deputy agent

Home | Recipients and users

2
m

Name Role Contact number Email Electorate Silent elector Action
+ I Andrew Agent Agent 0433333333 @ Edit
+ I Darany Deputy Deputy Agent 0422222222 [ Edit
+ I Reta Recipient Recipient 0392777126 Prahran & Edit

Showing 1 to 3 of 3 rows

5. Select ‘Deregister user’ at the bottom or the page.
Edit Darany Deputy

Home Recipients and users | Edit user

How do we collect, manage and disclose your personal information? See our Privacy statement.

Name
Mr Darany Middle name

) Deputy

Address

Suburb Postcod

o

v Australia v

Email
¥ | darany@recipient.com

Contact phone 1 (include local area code) Contact phone 2 (include local area code)

) 0422323321 Contact phene 2 (include local area code

€ Cancel © Deregister user m
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6. Select the reason for deregistration from the drop-down list.

Deregister Darany Deputy Home | Recipientsandusers | Deregister

By deregistering your Deputy Agent they will no longer be able to access the online disclosure system to assist with ensuring all donations

for your recipient(s) are disclosed on the online disclosure system.

Deregistration reason

Deceased

Mo longer eligible

7. Once you have selected the reason for deregistration, select ‘Deregister’.

Deregister Darany Deputy Home / Recipientsand users | Deregister

By deregistering your Deputy Agent they will no longer be able to access the online disclosure system to assist with ensuring all donations

far your recipient(s) are disclosed on the online disclosure system.

Deregistration reason

=
Resignation v

X Cancel I ) Deregister |

8. Confirm the deregistration by selecting ‘OK’.

De reglster Dara Home | Recipients and users | Deregister
You are about to confirm the deregistration of Darany Deputy as your

E | ca "‘:EI |
Bl losure system to assist with ensuring all donations

for your recipient(s) are disclosed on the online disclosure system.

deputy agent.

Deregistration reason

=
Resignation v

¥ Cancel © Deregister
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9. You will be given a confirmation screen following deregistration.

DeregiStrati on confirmation Home Recipients and users Deregister | Deregistration confirmation

0 You have deregistered Darany Deputy as a deputy agent.

10. An email will be sent to the Deputy Registered Officer or Deputy Registered Agent to advise

them of their deregistration.
Dear Darany Deputy EEJ

Our records indicate Andrew Agent has deregistered you from your position as their Deputy Agent on the Victoran
Electoral Commission's online disclosure system.

You can no longer access the online disclosure system.

If you have any questions about this deregistration, please contact Andrew Agent directly.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO REGISTER AS A DEPUTY REGISTERED OFFICER OR
DEPUTY REGISTERED AGENT

Why have | been registered as a Deputy Registered Officer or Deputy
Registered Agent?

A Registered Officer or Registered Agent is responsible for managing a recipient’s funding and
disclosure obligations. This includes disclosing all donations via the VEC website, managing the
State campaign account, submitting the annual returns, and, if applicable, managing funding. They
may elect to appoint a Deputy Registered Officer or Deputy Registered Agent to assist them with
these obligations.

NB: Any task a Deputy Registered Officer or Deputy Registered Agent performs on behalf of the
Registered Officer or Registered Agent will remain the responsibility of the Registered Officer or
Registered Agent. As such, Registered Officers or Registered Agents should ensure there is strong
internal governance, including the appropriate delegations when appointing Deputy Registered Officer or
Deputy Registered Agents.

Deputy Registered Officer or Deputy Registered Agent registration
process overview

Deputy Registered Officer or
Deputy Registered Agent
registers a Deputy Registered
Officer or Deputy Registered
Agent on the VEC online
disclosure system

L

Email to Deputy Registered
Officer or Deputy Registered
Agent advising of registration

l

Email with link to
finalise registration

L

Set username and
password

l Email to advise Registered
Officer or Registered Agent of
—> Deputy Registered Officer or
Deputy Registered Agent
completed registration

Registration
complete
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Deputy Registered Officer or Deputy Registered Agent registration
process

1. You will receive an email advising you have been registered as a Deputy Registered Officer or
Deputy Registered Agent.
Dear Darany Deputy EEJ

Under the Electoral Act 2002, recipients of political donations can nominate a person to act as their Registered Agent.

The Registered Agent is responsible for ensuring all donations are disclosed on the Victorian Electoral Commission (WEC)
online disclosure system, managing the recipient's State campaign account, submitting annual returms and, where
applicable, managing payments of public, administrative expenditure and policy development funding.

The Registered Agent may appoint Deputy Registered Agents to assist them in their responsibilities.

Andrew Agent has nominated you as a Deputy Registered Agent to assist them in managing the political donations
for Reta Recipient. As a Deputy Registered Agent, you will be responsible for assisting the Registered Agent in disclosing
donations for Reta Recipient

Andrew Agent remains responsible for anything you do on their behalf.
You will receive an email inviting you to complete your registration shortly.
To leamn more about your obligations as a Deputy Registered Agent, visit the VEC website.

If you have received this email in error, please contact the VEC on 131 832.

Funding and Disclosure Team

Victorian Electoral Commission

2. You will receive a second email prompting you to set-up a username and password for the VEC

online disclosure system. Select ‘this link’ in the email to set-up your username and password.

Dear Darany Deputy fa

You have successfully registered on the Victonan Electoral Commission's (VEC) online funding and disclosure system.

Clic to complete your registration.

Find out more about your obligations in relation to funding and disclosure on our website.

Mot you? Contact the VEC on 131 832.

Funding and Disclosure Team

Victorian Electoral Commission
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3. Selecting the link in the email will take you to the following page. Select ‘Register’.

VEC Funding And Disclosure System

Complete Your Registration

4. On the next page, enter your preferred password and then select ‘Register’. Please note, your
password must be at least eight characters and contain at least three of the following four
classes: uppercase, lowercase, digit and non-alphanumeric (e.g.! @ # $ % &).

Register for a new local account

* Email darany@recipient.com
* Username darany@recipient.com
* Password

* confirm Password

5. You are now registered on the VEC online disclosure system. You will be taken to your Deputy
Registered Officer or Deputy Registered Agent dashboard where you can: disclose and view
donations and, where applicable, add recipients.

Dashboard

Home | Dashboard

Victorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0 TOTAL

Funding and Disclosure BYYOU o BY DONOR V 50 DONATIONS
$0 $0 $0

Darany Deputy
Deputy Agent

Reta Recipient Activity Reconciliation status

28 Dashhoard I Unreconciled by you
Unreconciled by them
&2 ponations I Reconciled

&} Recipients and users
B My profile
@ Enquiries & support

& Logout

@ Public Information
£ Donations
Bi Nominated Entities

Bi Annual Returns
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HOW TO EDIT MY DETAILS AS A DEPUTY REGISTERED
OFFICER OR DEPUTY REGISTERED AGENT

Why would | edit my details?

As a Deputy Registered Officer or Deputy Registered Agent, the VEC may need to get in touch
with you from time to time, so you should keep your details up-to-date at all times.

Edit process overview

Sign in to the VEC
online disclosure
system

l

Go to ‘My profile’

l

Select ‘Edit my
profile’

l

Change details as required — the
following fields are mandatory:

e First name

e Last name

L]

L)

Email
Contact phone

L

Select ‘Submit’

l

Edit details
complete
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Edit process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

N S - N R, D o
Victarian Electoral Commission @ ﬁ' Donations E Nominated entities E.—'-rm.at returns E Register as a donor E Register as a recipient| ga\gnm

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 ‘, 0 0
$0 $0 E $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

darany@recipient.com

* Password

Forgot Your Password?

3. From the dashboard, select ‘My profile’ on the left-hand menu.

Dashboard Home | Dashboard

Vietorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0TOTAL

Funding and Disclosure BYYOU o BY DONOR V $0 DONATIONS
$0 $0 $0

Darany Deputy
Deputy Agent

Reta Recipient Activity - Reconciliation status -
B8 Dashboard I Unreconciled by you
Unreconciled by them

8 Donations I Reconciled

& Recipients and users

B My profile

@ Enquiries & support

& Logout

@ Public Information
£2 Donations
Bi Mominated Entities

B Annual Returns
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5. Select ‘Edit my profile’ below your details.

My profile

Recipient details

Recipient name
Address
Email

Contact phone 1

[#' Edit recipient details

Account details

Name

Email

Contact phone 1
Contact phone 2
Electorate
Address

Silent elector

[ Edit my profile

Reta Recipient

1 Queens Road Melbourne Victoria 3004 Australia

reta@recipient.com

0392777126

Mr Darany Deputy
darany@recipient.com
0422233222

Recipients and users

My profile

6. Select the fields you need to edit. The following mandatory fields must be completed:
o first and last name

e email address
e contact phone (either landline or mobile — must be 10 digits).

Edit my profile (Darany Deputy)

How do we collect, manage and disclose your personal information? See our Privacy statement.

Recipients and users | Edit user

Name

Mr

Deputy

Address

Select astate...

Email

04222233332

) Darany

2 | darany@recipient.com

Contact phone 1 (include local area code)

Australia

Contact phone 2 (include local area code)

e 2 finclud

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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7. Once you have filled in all details, select ‘Submit’.

Name

Mr Darany Middle name

Deputy
Address

Street

Suburb Postcode

Selectastate... v Australia v

Email
.
= | darany@recipient.com
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

*
0422222221 Contact phone 2 {include local area code)

€ Cancel € Deregister user

8. You will be given a confirmation screen following submission.
Edit user confirmation

Home Recipients and users Edituser | Edit user confirmation

Q Your details have been successfully updated.
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HOW TO REGISTER A RECIPIENT OF A REGISTERED
POLITICAL PARTY

Why do | need to register party member recipients?

In Victoria, recipients of political donations — being registered political parties, candidates, groups
of candidates, elected members, associated entities, third party campaigners, and nominated
entities of registered political parties — must disclose all political donations worth $1,000 or more on
the Victorian Electoral Commission (VEC) website within 21 days of receiving them.

Before disclosing any donations for that recipient, they must first be registered on the VEC online
disclosure system.

If you give false or misleading information when disclosing a donation, including address and
contact details, you may be fined or imprisoned, or both. The fine for this offence is 300 penalty
units (more than $48,000). The imprisonment term is two years.

The Registered Officer of a registered political party is the Registered Agent. The Registered Agent
is responsible for registering all candidates, elected members and groups endorsed by the party
(and where applicable its nominated entity — covered in a different how-to guide) and disclosing all
of the donations they receive. The Registered Officer may register Deputy Registered Agents to
assist them in registering recipients on the VEC online disclosure system.

Party member registration process overview
(for candidates, elected members, and groups® endorsed by a registered political party)

Sign in to the VEC
online disclosure
system
L

Go to ‘Recipients
and users’

L

Select ‘Add new
recipient’
L
Select recipient
type

I
L N2 N3

Candidate
Candidate and elected
member
T T T

L
Recipient details:
First and last name
Address (Street, Suburb,
Postcode, State, Country)
Email
Contact phone
Electorate
Silent elector?

L
Select ‘Submit’

Elected
member

An email will be sent to the
recipient advising them of the

N2 registration, but they will not
Registration have access to the system
complete

NB: only a Registered Officer or a Deputy Register Officer registered on the online disclosure system can register the
recipients of a registered political party.

! Groups can only be registered between the issue of the writ and election day in an election year.
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Party member registration process

9. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

N S - N R, D o
Victarian Electoral Commission @ ﬁ' Donations E Nominated entities E.—'-rm.at returns E Register as a donor E Register as a recipient| 9 Signin

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 ‘, 0 0
$0 $0 E $0

10. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

roger@mrpp.org.au

* Password

Forgot Your Password?

11. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

DaShboard Home | Dashboard
Victorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0 TOTAL
Funding and Disclosure BYYOU o BY DONOR V 50 DONATIONS
$0 S0 $0
Roger RegOfficer
Registered Officer
Melbourne Registered Political Activity - Reconciliation status -

Party
15 Bourke Street Melbourne

Unreconciled by you
Victoria 3000 Australia L ¥ yo

Unreconciled by them

2& Dashboard I Reconciled
asnDoar

€8 Donations
B My profile
© Enquiries &support

& Logout

@ Public Information
2 Donations
B Mominated Entities

B Annual Returns
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12. Select ‘Add new recipient’ in the top menu.

ReCipientS and users Home | Recipients and users

@ @ Add new recipient @ Add deputy officer @ Add nominated entity

Victorian Electoral Commission
Funding and Disclosure

13. Select the recipient’s ‘Recipient type’ from the drop down list — either ‘Elected member’,

‘Candidate’ or ‘Elected member and candidate’.

Add recipient Home | Recipients and users

Add recipient

* Recipient type

Recipient type

Recipient type

Elected Member

Candidate

Elected Member & Candidate

14. Once you have selected the recipient type, you will be prompted to enter the details of the

recipient. You must complete the following mandatory fields:
o first and last name

e address — street, suburb, postcode, state (drop-down list) and country (drop-down list)

e email address
e contact phone (either landline or mobile — must be 10 digits)
o electorate.

* Recipient type

Elected Member

Your details

Name

Address

" Selectastate.... v 7 australia
Email
‘= | Email

Contact phone 1 (include local area code) Contact phone 2 (include local area code)

Electorate

Select an Electorate ... v

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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15. Confirm whether the recipient is a silent elector by selecting ‘Yes’ or ‘No’ from the drop-down
list. Please note, a silent elector is someone who has formally registered with the Victorian

Electoral Commission to have their address details suppressed on the electoral roll.

Silent elector details are required, but the VEC will not publish address details on the website if silent elector status
is verified.

Name
Ms Eva Middle name

" Elected

Address

" 92 Maroondah Highway

" Ringwood 3134
) Victoria v Australia v
Email

‘= e @mrpp.org.au

Contact phone 1 (include local area code) Contact phone 2 (include local area code)
) 0455888888 Contact phone 2 (include local area code)
Electorate
) Ringwood v
Are you a Silent Elector? A silent elector is someone who has formally registered with the Victorian Electoral Commission to
No - have their address suppressed on the electoral rall.

It is not someone who does notwant to provide their address.

You will need to enter your address, but we will not publish it on the public facing website if we

verify you are a silent elector.

16. Once you have filled in all details, select ‘Submit’.

Are you a Silent Elector? A silent elector is someone who has formally registered with the Victorian Electoral Commission to
No - have their address suppressed on the electoral roll,
Itis not someone who does not want to provide their address.
You will need to enter your address, but we will not publish it on the public facing website if we

verify you are a silent elector.

17.You will get a confirmation screen following submission. From here, you can ‘Register another
recipient’ or ‘Disclose a donation’.

Add recipient confirmation Home | Recipients and users

Add recipient | Add recipient confirmation

o New recipient successfully added

You have successfully registered Eva Elected as one of your recipients.

Continue on to Register another recipient.
Continue on to Disclose a donation.
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18. The recipient will receive an email to advise them they have been registered on the VEC online

disclosure system. This will not provide them access to the system, but will simply advise them
they have been registered.

Dear Eva Elected fa

Your Registered Officer, Roger RegOfficer, as your Registered Agent, has registered you as a recipient of political
donations on the Victorian Electoral Commission online disclosure system.

For more information, please contact your Registered Officer.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO EDIT A RECIPIENT

Why would | edit the details of my recipient(s)?

All recipients of political donations must ensure their details are up-to-date at all times. If false or
misleading information about a recipient is given when disclosing a donation, including address
and contact details, the person responsible for disclosing the donation may be fined or imprisoned,
or both. The fine for this offence is 300 penalty units (more than $48,000). The imprisonment term
is two years.

Recipient edit process overview

Sign in to the VEC
online disclosure
system

|

Go to ‘Recipients
and users’

)

Select ‘Edit’ next
to the recipient
you want to edit

J

Change details as required — the
following fields are mandatory:

First name

Last name

Street

Suburb

Postcode

State

Country

Email

Contact phone

Electorate (for certain individual

recipients)
. " An email will be sent to
Select ‘Submit the recipient advising
i them of the edit(s)

Edit details
complete
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Edit recipient details
1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.
Victorian Electoral Cnmmmmn@ ﬁ']:naiionf ﬁr\:mina:ed entities E."-rm.at’e:.rrs E%Egis:él asadonor Eﬁég\steresa rec p\ent

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 ‘, 0 0
$0 $0 E $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

roger@mrpp.org.au

* Password

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

Das‘hboard Home | Dashboard
Victorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0 TOTAL
Funding and Disclosure BYYOU o BY DONOR V $0 DOMNATIONS
$0 $0 $0
Roger RegOfficer
Registered Officer
Melbourne Registered Political Activity — Reconciliation status -

Party
15 Bourke Street Melbourne

I Unreconciled by you
Victoria 3000 Australia

Unreconciled by them

B8 Dashboard I Reconciled
ashboar

£2 Donations
B My profile
© Enquiries & support

& Logout

@ Public Information
£8 Donations
B Nominated Entities

B Annual Returns
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4. Select ‘Edit’ next to the recipient you want to edit.

Recipients and users

© Add new recipient © Add deputy officer © Add nominated entity

Home | Recipients and users

Name Role Contact number Email Electorate Silent elector

+ Melbourne Registered 0350008000
Political Party

+ I Eva Elected Recipient 0488888888
+ Roger RegOfficer Registered 0400900900
Officer

Showing 1to 3 of 3 rows

Ringwood

Action

=
Edit

Edit

Edit

5. Select the fields you need to edit. The following mandatory fields must be completed:

first and last name

address — street, suburb, postcode, state (drop-down list) and country (drop-down list)

email address

contact phone (either landline or mobile — must be 10 digits)

electorate.

Edit Eva Elected

Home Recipients and users

How do we collect, manage and disclose your personal information? See our Privacy statement.

Edit user

Name
Ms ) Eva
) Elected
Address
" 92 Maroondah Highway
"Ri ngwood
) Victoria
Email
= eva@mrpp.org.au
Contact phone 1 (include local area code)
) 0488888888
Electorate

" Ri ngwood v

Middle name

" 3134

v Australia

Contact phone 2 (include local area code)

Contact phone 2 (include local area code

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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6. Once you have filled in all details, select ‘Submit’.

Edit Eva Elected Home |/ Recipientsandusers | Edit user

How do we collect, manage and disclose your personal information? See our Privacy statement.

Name
-
Ms Eva Middle name

" Elected

Address

) 92 Marcondah Highway

" Ringwood 3134
" victoria v 7 Australia v
Email

= e @mrpp.org.au

Contact phone 1 (include local area code) Contact phone 2 (include local area code)
) 0488888881 Contact phone 2 (include local area code)
Electorate

) Ringwood v

€ Cancel © Deregister user

7. You will be given a confirmation screen following submission.

Edit user confirmation Home | Recipientsand users | Edituser | Edit user confirmation

o You have successfully updated the details of your recipient, Eva Elected.

An email will be sent to the recipient to notify them of these changes.

8. The recipient will receive an email to advise them of the edits.

Dear Eva Elected

b

Your details have been updated on the Victorian Electoral Commission’s online disclosure system.

Contact your Registered Officer/Registered Agent, Roger RegOfficer, to find out more.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO DISCLOSE A DONATION

Why do | need to disclose my donations?

In Victoria, recipients of political donations — being registered political parties, candidates, groups
of candidates, elected members, associated entities, third party campaigners, and nominated
entities of registered political parties — must disclose all political donations worth $1,000 or more on
the Victorian Electoral Commission (VEC) website within 21 days of receiving them.

This must be done by:

¢ the recipient themselves — if they are not a candidate, elected member or group endorsed by a
registered political party, and have not appointed a Registered Agent

¢ the Registered Officer of the recipient — if the recipient is a candidate, elected member or group
endorsed by a registered political party

e the Registered Agent of the recipient — if the recipient has appointed a Registered Agent.

Deputy Registered Officers and Deputy Registered Agents may also disclose donations on behalf
of the Registered Officer or Registered Agent.

If a recipient or their Registered Officer or Registered Agent fails to disclose a donation worth $1,000
or more within 21 days, they may be fined. The fine for this offence is 200 penalty units (more than
$32,000).

If false or misleading information is given when disclosing a donation, including address and
contact details, the person providing this information may be fined or imprisoned, or both. The fine
for this offence is 300 penalty units (more than $48,000). The imprisonment term is two years.

NB: This process is for disclosing a donation that has not yet been disclosed by the donor. If the
donation has already been disclosed by the donor you will need to follow the process for Accepting
a donation disclosure process, Editing a donation disclosure process, or Rejecting a donation
disclosure process.

Donation disclosure process overview
(when entering a donation that has not yet been disclosed by the donor)

Sign in to the VEC
online disclosure
system

1
Go to ‘Donations’

1
Select ‘Add a
donation’

L

Donation details:

e Date received

e Type of donation
(drop-down list)

e Description (required
in some instances)

e Value donated

e Donor (drop-down list
or select cannot find
donor and manually
enter details

N2
. An email will be sent to the donor advising the
Select ‘Submit’ Ldonation has been disclosed — they will be given
the option to accept, edit or reject the donation
disclosure. If they edit or reject the donation,
you may need to login to make changes
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Donation disclosure process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

N S - N R, D o
ﬁ' Donations E Nominated entities E.—'-rm.at returns E Register as a donor E Register as a recipient| 9 Signin

This website is best viewed in Chrome (8"

Victarian Electoral Commission @

UNRECONCILED
0

$0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

3. From the dashboard, select ‘Donations’ on the left-hand menu.
Dashboard

veg

Victorian Electoral Commission
Funding and Disclosure

Andrew Agent
Agent

Reta Recipient Activity
1 Queens Road Melbaurne
Wictoria 3004 Australia

2& Dashboard

£ Donations

&} Recipients and users
B My profile
@ Enquiries & support

& Logout

@ Public Infermation
&2 ponations
Bi Nominated Entities

B Annual Returns

RECONCILED TOTAL
V . E .
$0 $0
* User name
andrew@recipient.com
* password
Forgot Your Password?
0 UNRECONCILED O UNRECONCILED 0 RECOMNCILED

BYYOU o BY DONOR V 0
$0 50

- Reconciliation status

I Unreconciled by you
Unreconciled by them

M Reconciled

Home | Dashboard

0 TOTAL
DONATIONS

$0
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4. Select ‘Add a donation’ from the top menu.

Donations

@ Add adonation

0 UNRECONCILED
BY You

$0.00

Show

Ref Donor

Recipient

1

0 UNRECONCILED

BY DONOR V $0.00
$0.00
Show Show
Date v Added by Status

MNo matching records found

0 RECOMNCILED

Type

Home | Donations

0 TOTAL
DOMATIONS

$0.00

- e
Search (%]

Value Reconcile

5. Enter the details of the donation. You must complete the following mandatory fields:
e date donation received (date selector)
¢ type of donation (drop-down list — money, service, loan guarantee, money)

¢ value donated

e donor (drop-down list) — if you cannot find the donor, refer to step 9 or 10.

Add a donation

Home

Donations | Add a donation

Date
dd/mm fyyyy
Value donated

$ | Amount of donation

Donor

-- Select --

1 can't find donor from the list

Type of donation

- Select --

Description @

Supporting documents

Choose Files | No file chosen

How do we collect, manage and disclose your personal information?

See our Privacy statement.

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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6. Once you have entered all fields, select ‘Submit donation’.

Date Type of donation Description @
25/11/2018 Money v Description
Value donated

Supporting documents

’3 1000
Choose Files | No file chosen

Donor
Daya Donor - Geelong -

[ 1 can't find donor from the list

How do we collect, manage and disclose your personal information?
See our Privacy statement.

Cancel Submit donation

7. You will be given a confirmation screen following submission.

Add a donation Conﬁrmation Home Donations /| Add adonation | Add a donation confirmation

° Your donation has been successfully added. We will notify the other party you have disclosed the donation.

We have seven days from when we first receive a donation disclosure to publish it, regardless of whether the other party has disclosed the donation. If
both parties have not disclosed the donation, it will display as an unreconciled donation.

€ Return to Donations
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8. The donor will receive an email to advise them you have disclosed the donation. They will be
given the option to accept, edit or reject the donation disclosure. If they edit or reject the donation,
you will receive an email prompting you to login and review the edited details or rejection.

Eq

Dear Daya Donor

Under the Electoral Act 2002, any political donations of $1,000 or more (including multiple donations that equal $1,000 or
more) must be disclosed by the person giving and the person receiving that donation via the Victorian Electoral
Commission's (WEC) online disclosure system. This disclosure must be done within 21 days of giving or receiving that
donation.

Our records indicate Reta Recipient has disclosed a political donation you have given them via the VEC's online
disclosure system.

You must also disclose this donation on the online disclosure system.
If you have not yet registered for the online disclosure system, you can register now.
If you have already registered, login now to review the donation.

We will publish the donation disclosure on our website within seven days, regardless of whether you have disclosed the
donation.

Mot you? Contact the VEC on 131 832

Funding and Disclosure Team

Victorian Electoral Commission
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If you can’t find an individual donor in the list

9. If you can’t find an individual donor in the list, check the box ‘I can’t find the donor from the list’.
New fields will now display. For the question ‘Which is the donor?’, select ‘Individual’ and then
enter the details of the donor. You must complete the following mandatory fields:
¢ first name and last name
¢ email address
e contact phone (either landline or mobile — must be 10 digits).

Once you have entered all fields, select ‘Submit donation’.

Add a donation Home / Donations / Adda donation
Date Type of donation Description @
) 25/11/2018 ) Money v

Value donated

Supporting documents

'3 1000

Choose Files | No file chosen

¥/ 1 can't find donor from the list

How do we collect, manage and disclose your personal information?
See our Privacy statement.

* Which is the donor?
* Individual

Organisation

Donor details

Name
Dave Donor
Is the donor a silent Is the donor a silent elector? If yes, let us
elector? know so we know not to publish their
No - address details publicly. If you are unsure,
please check no and we will verify with the
donor.
Email

= dave@donorsemail.com

Contact phone 1 (include local area code) Contact phone 2 (include local area code)

0444444444

Cancel Submit donation

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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If you can’t find an organisation donor in the list

10. If you can’t find an organisation donor in the list, check the box ‘I can’t find the donor from the
list'. New fields will now display. For the question ‘Which is the donor?’, select ‘Organisation’
and then enter the details of the donor. You must complete the following mandatory fields:

e organisation name

e ABN or ACN

¢ first name and last name of contact person

e email address

e contact phone (either landline or mobile — must be 10 digits).

Once you have entered all fields, select ‘Submit donation’.

Add a donat|0n Home Donations | Add a donation
Date Type of donation Description @
25/11/2018 ) Money v

Value donated

- Supporting documents
S | 1000
| Choose Files | Mo file chosen

¥ 1 can't find donor from the list

How do we collect, manage and disclose your personal information?
See our Privacy statement.

* Which is the donor?
Individual

* Organisation

Donor details
Organisation name

) Donor 2 Pty Ltd : 777444111

Contact person

Name

Derrick Donor

Email

= derrick.donor@donor2.com

Contact phone 1 (include local area code) Contact phone 2 (include local area code)

0386201350
Cancel Submit donation

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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HOW TO ACCEPT A DONATION DISCLOSURE

Why do | need to accept a donation disclosure?

In Victoria, recipients of political donations — being registered political parties, candidates, groups
of candidates, elected members, associated entities, third party campaigners, and nominated
entities of registered political parties — must disclose all political donations worth $1,000 or more on
the Victorian Electoral Commission (VEC) website within 21 days of receiving them.

This must be done by:

¢ the recipient themselves — if they are not a candidate, elected member or group endorsed by a
registered political party, and have not appointed a Registered Agent

¢ the Registered Officer of the recipient — if the recipient is a candidate, elected member or group
endorsed by a registered political party

e the Registered Agent of the recipient — if the recipient has appointed a Registered Agent.

Deputy Registered Officers and Deputy Registered Agents may also disclose donations on behalf
of the Registered Officer or Registered Agent.

If a recipient or their Registered Officer or Registered Agent fails to disclose a donation worth
$1,000 or more within 21 days, they may be fined. The fine for this offence is 200 penalty units
(more than $32,000).

If false or misleading information is given when disclosing a donation, including address and
contact details, the person providing this information may be fined or imprisoned, or both. The fine
for this offence is 300 penalty units (more than $48,000). The imprisonment term is two years.

NB: This process is for accepting a donation that has been disclosed or edited by the donor. To add
a new donation disclosure you will need to follow the Donation disclosure process. To edit or reject a
donation disclosure you will need to follow the Editing a donation disclosure process or the
Rejecting a donation disclosure process.

Accepting a donation disclosure process overview
(when accepting a donation that has been disclosed or edited by the donor)

Follow the link in the
email received to
sign in to the VEC
online disclosure

system
g

Go to ‘Donations’

L

Select ‘Action’ next
to the donation you
want to accept

L

Review the
donation details. If
you are happy with

the details select
‘Confirm donation’

An email will be sent to the
Select ‘Submit’ donor advising the donation
has been accepted

The donation will
be published on
the public
donations page
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Accepting a donation disclosure process

1. You will receive an email advising either a donation has been disclosed by the donor, or a
donation you disclosed has been edited by the donor. Select the ‘login’ link in the relevant email
to be taken to the VEC online disclosure system home page.

Email received when donation disclosed by donor

Dear Reta Recipient &
Our records indicate Daya Donor has disclosed a political donation they have given you via the Victorian Electoral
Commission's (WEC) online disclosure system.
“ou must also disclose this donation on the online disclosure system.
Login now to review the donation.
We will publish the donation disclosure on our website within seven days, regardless of whether you have disclosed the
donation.
Mot you? Contact the VEC on 131 832.
Funding and Disclosure Team
Wictonan Electoral Commission
Email received when donation edited by donor
fa

Our records indicate the donation you disclosed via the Victorian Electoral Commission's online disclosure system has been edited by the other
party.

Login now to view the changes.

If the donation has already been published on our website, we will update it with the edited version unless you contact us.

Funding and Disclosure Team

Victorian Electoral Commission

2. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

Victorian Electoral Commission @ & ponations b‘\:m nated entities br’\‘.a. returns (O Register as a donor mﬂeg\s(e’ss a recipient|

This website is best viewed in Chrome ({8

UNRECONCILED RECONCILED TOTAL

0 [ , 0 0
$0 $0 E $0
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3. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

andrew@recipient.com

* Password

Forgot Your Password?

4. From the dashboard, select ‘Donations’ on the left-hand menu.

Dashboard

Victorian Electoral Commission OUNRECOMCILED

1 UNRECONCILED

Funding and Disclosure BYYOU o BY DONOR V $0
$1000 50
Andrew Agent
Agent

Reta Recipient ACt-lVity —
1 Queens Road Melbourne

WVictoria 3004 Australia

28 Dashboard

£ ponations

&% Recipients and users
B My profile
@ Enquiries & support

& Logout

@ Public Information
2 Donations
B Nominated Entities

B Annual Returns

0 RECONCILED

Reconciliation status

Home | Dashboard

1TOTAL
DONATIONS

$1000

=

I Unreconciled by you
I Unreconciled by them
I Reconciled
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5. Select ‘Action’ next to the donation you want to accept.

Donations Home | Donations
© Add a donation
1 UNRECOMCILED 0 UNRECONCILED 0 RECONCILED 1 TOTAL

BY ¥YOU BY DOMOR V $0 DONATIONS
$1000 $0 $1000

Search =
Ref Donor Recipient Date v Added by Status Type Value Reconcile
DON10751  DayaDonor = Reta Recipient = 25 MNov 2018 Donor Recipient Unreconciled Money 51000.00 e

updated 5 minutes ago

Showing 1to 1 of 1 rows

6. Review the donation details. If you are happy with the details, select ‘Confirm donation’. If you
need to edit any of the details, see the Editing a donation disclosure process. If you want to
reject the donation, see the Rejecting a donation disclosure process.

Reconcile donation Home | Donations / Reconcile donation

Review donation details from Daya Donor Accept
Review donation details to confirm they are correct before submitting.

You verify these details are correct.

Date Type Amount
) + Confirm donation

25/11/2018 Money 1,000.00

Description
Reject

Donor

Daya Donor Reason

Please select a reason... v

Details incorrect

Details will be sent back for their confirmation to reconcile.
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7. You will be given a confirmation screen following submission.

ReconCile donation Conﬁrmation Home Donations Reconcile donation | Reconcile donation confirmation

Liquid error: Unknown operator user

o You have confirmed the details the donor entered about the donation are correct, which means this donation

is now reconciled by you and the donor.

If the donation has already been published on our website as unreconciled, we will update its status to reconciled.
If the donation has not yet been published, it will be published as a reconciled donation.

8. The donor will receive an email to advise them you have accepted the donation disclosure.

Owr records indicate the details of a donation you disclosed via the Victorian Electoral Ce ission's online disclosure system have been confirmed
by the other party.

This donation is now reconciled by you and the other party.

If the donation has already been published on our website as unreconciled, we will update its status to reconciled. If the donation has not yet been
published, it will be published as a reconciled donation.

Funding and Disclosure Team

Victorian Electoral Commission

9. The donation will now also appear on the public donation display.

. o
Victorian Electoral Commission @ .“.‘ Donations E Nominated entities E Annual returns E Register as a donor E Register as a recipient B Signin

This website i best viewed in Chrome (8

UNRECONCILED RECONCILED TOTAL
: v E E F
$1,000 $1,000 $1,000
Filteredby Reconciled = Unreconciled | All ‘ Reset
--Filter by party-- - | ~-Filter by recipient-— v ‘ ~Filter by electorate— M

[
4

Search

Donor Suburb State Party Recipient Date Recipient electorate Status Type Amount

Daya Donor Geelong Victoria Reta Recipient 25 Nov 2018 Prahran Reconciled Money 51000.00

Showing 1to 1of 1 rows
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HOW TO EDIT A DONATION DISCLOSURE

Why do | need to edit a donation disclosure?

In Victoria, recipients of political donations — being registered political parties, candidates, groups
of candidates, elected members, associated entities, third party campaigners, and nominated
entities of registered political parties — must disclose all political donations worth $1,000 or more on
the Victorian Electoral Commission (VEC) website within 21 days of receiving them.

This must be done by:

o the recipient themselves — if they are not a candidate, elected member or group endorsed by a
registered political party, and have not appointed a Registered Agent

¢ the Registered Officer of the recipient — if the recipient is a candidate, elected member or group
endorsed by a registered political party

¢ the Registered Agent of the recipient — if the recipient has appointed a Registered Agent.

Deputy Registered Officers and Deputy Registered Agents may also disclose donations on behalf
of the Registered Officer or Registered Agent.

If a donor has already disclosed a donation they gave you, or has edited a donation you disclosed,
but you do not agree with the details, you can edit those details. Once you have made your edits,
the donor will be given the option to accept, edit or reject your changes.

If a recipient or their Registered Officer or Registered Agent fails to disclose a donation worth
$1,000 or more within 21 days, they may be fined. The fine for this offence is 200 penalty units
(more than $32,000).

If false or misleading information is given when disclosing a donation, including address and
contact details, the person providing this information may be fined or imprisoned, or both. The fine
for this offence is 300 penalty units (more than $48,000). The imprisonment term is two years.

NB: This process is for editing a donation that has been disclosed or edited by the donor. To add a
new donation disclosure you will need to follow the Donation disclosure process. To accept or reject
a donation disclosure you will need to follow the Accepting a donation disclosure process or the
Rejecting a donation disclosure process.

Editing a donation disclosure process overview

(when editing a donation that has been disclosed or edited by the donor)

Follow the link in the
email received to sign in
to the VEC online
disclosure system
L

Go to ‘Donations’

L
Select ‘Action’ next
to the donation you
want to edit

L
Select ‘Edit details’

L
Edit the details An email will be sent to the donor
you want to _aldVlsmg the _donatu_)n has been_
change then etdlted — they \{\nll be given the (_)ptlon
. 0 accept, edit or reject the edits. If
selgct Send l_:aac,k they edit or reject the edits, you may
edited donation need to login to make changes
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Editing a donation disclosure process

1. You will receive an email advising either a donation has been disclosed by the donor, or a
donation you disclosed has been edited by the donor. Select on the ‘login’ link in the relevant
email to be taken to the VEC online disclosure system home page.

Email received when donation disclosed by donor

Dear Reta Recipient &
Our records indicate Daya Donor has disclosed a political donation they have given you via the Victorian Electoral
Commission's (WEC) online disclosure system.
“ou must also disclose this donation on the online disclosure system.
Login now to review the donation.
We will publish the donation disclosure on our website within seven days, regardless of whether you have disclosed the
donation.
Mot you? Contact the VEC on 131 832.
Funding and Disclosure Team
Wictonan Electoral Commission
Email received when donation edited by donor
fa

Our records indicate the donation you disclosed via the Victorian Electoral Commission's online disclosure system has been edited by the other
party.

Login now to view the changes.

If the donation has already been published on our website, we will update it with the edited version unless you contact us.

Funding and Disclosure Team

Victorian Electoral Commission

2. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

Victorian Electoral Commission @ & ponations b‘\:m nated entities br’\‘.a. returns (O Register as a donor mﬂeg\s(e’ss a recipient|

This website is best viewed in Chrome ({8

UNRECONCILED RECONCILED TOTAL

0 [ , 0 0
$0 $0 E $0
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3. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

andrew@recipient.com

* Password

Forgot Your Password?

4. From the dashboard, select ‘Donations’ on the left-hand menu.

Dashboard

Victorian Electoral Commission OUNRECOMCILED

1 UNRECONCILED

Funding and Disclosure BYYOU o BY DONOR V $0
$1000 50
Andrew Agent
Agent

Reta Recipient ACt-lVity —
1 Queens Road Melbourne

WVictoria 3004 Australia

28 Dashboard

£ ponations

&% Recipients and users
B My profile
@ Enquiries & support

& Logout

@ Public Information
2 Donations
B Nominated Entities

B Annual Returns

0 RECONCILED

Reconciliation status

Home | Dashboard

1TOTAL
DONATIONS

$1000

=

I Unreconciled by you
I Unreconciled by them
I Reconciled
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5. Select ‘Action’ next to the donation you want to edit.

Donations

© Add adonation

1 UNRECOMNCILED

BY YOU
$1000

Show

Ref Donor Recipient

DON10751 | DayaDonor  Reta Recipient

Showing 1to 1 of 1 rows

O UNRECONCILED

BY DOMOR
$0

Show

Date

25 Nov 2018
updated 5 minutes ago

Home | Donations

0 RECONCILED 1 TOTAL

V 50 DONATIONS
$1000

v Added by

Donor

I

Search (]
Status Type Value Reconcile
Recipient Unreconciled = Money 51000.00 PETT

6. Review the donation details. If you need to edit some of the details, select ‘Edit details’. If you
want to accept the details, select ‘Confirm donation’. If you want to reject the donation, see the
Rejecting a donation disclosure process.

Reconcile donation

Review donation details from Daya Donor
Review donation details to confirm they are correct before submitting.

Date

25/11/2018

Description

Donor

Daya Donor

Details incorrect

Details will be sent back for their confirmation to reconcile.

Amount

1,000.00

Home Donations | Reconcile donation

Accept

You verify these details are correct.

Reject

Reason

Please select a reason... v
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7.

8.

9.

Edit the details you want to change and then select ‘Send back edited donation’

Reconcile donation Home / Donations / Reconcile donation

Review donation details from Daya Donor
Review donation details to confirm they are correct before submitting,

Donation Date Donation Type Amount
25/11/2018 B Money v $ | 1,500.00
Description
Donor
Daya Donor

Cancel X Send back edited donation =

You will be given a confirmation screen following submission.

RECOHC“e dOﬂation CDnﬁrmatiUn Home Donations Reconcile donation | Reconcile donation confirmation

Liquid error: Unknown operator user

o You have submitted your changes to the donation. We will send the other party an email to advise of your

changes.

We have seven days from when we first receive a donation disclosure to publish it, so this donation may already be published on our website as unreconciled.

If this donation has already been published it will be updated as per your changes, but it will remain unreconciled until the details are reconciled by both you and
the other party.

If the other party does not accept your changes, we may contact you both to try and reconcile the details.

The donor will receive an email to advise them you have edited the donation disclosure. They will
be given the option to accept, edit or reject the changes. If they edit or reject the changes, you will
receive an email prompting you to login and review the edited details or rejection.

Qur records indicate the donation you disclosed via the Victorian Electoral Commission's online disclosure system has been edited by the other
party.

Login now to view the changes.

If the donation has already been published on our website, we will update it with the edited version unless you contact us.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO REJECT A DONATION DISCLOSURE

When would | need to reject a donation disclosure?

In Victoria, recipients of political donations — being registered political parties, candidates, groups
of candidates, elected members, associated entities, third party campaigners, and nominated
entities of registered political parties — must disclose all political donations worth $1,000 or more on
the Victorian Electoral Commission (VEC) website within 21 days of receiving them.

This must be done by:

¢ the recipient themselves — if they are not a candidate, elected member or group endorsed by a
registered political party, and have not appointed a Registered Agent

¢ the Registered Officer of the recipient — if the recipient is a candidate, elected member or group
endorsed by a registered political party

e the Registered Agent of the recipient — if the recipient has appointed a Registered Agent.

Deputy Registered Officers and Deputy Registered Agents may also disclose donations on behalf
of the Registered Officer or Registered Agent.

If a donor discloses a donation they gave to the recipient, but the recipient did not receive the
donation or the donation was returned to the donor, the disclosure can be rejected.

If a recipient or their Registered Officer or Registered Agent fails to disclose a donation worth
$1,000 or more within 21 days, they may be fined. The fine for this offence is 200 penalty units
(more than $32,000).

If false or misleading information is given when disclosing a donation, including address and
contact details, the person providing this information may be fined or imprisoned, or both. The fine
for this offence is 300 penalty units (more than $48,000). The imprisonment term is two years.

NB: This process is for rejecting a donation that has been disclosed or edited by the donor. To add a
new donation disclosure you will need to follow the process for Donation disclosure process. To
accept or edit a donation disclosure you will need to follow the Accepting a donation disclosure
process or the Editing a donation disclosure process.

Rejecting a donation disclosure process overview

(when rejecting a donation that has been disclosed or edited by the donor)

Follow the link in the
email received to sign
in to the VEC online
disclosure system
T

Go to ‘Donations’

N2
Select ‘Action’
next to the
donation you want
to reject
€L
Select rejection
reason from drop-

down list An email will be sent to the donor
L advising the donation has been rejected
— they will be given the option to edit or
resubmit the disclosure. If they edit or
resubmit the disclosure, you may need
to login to make changes

Select ‘Reject’ ——
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Rejecting a donation disclosure process

1. You will receive an email advising either a donation has been disclosed by the donor, or a
donation you disclosed has been edited by the donor. Select on the ‘login’ link in the relevant
email to be taken to the VEC online disclosure system home page.

Email received when donation disclosed by donor

Dear Reta Recipient &
Our records indicate Daya Donor has disclosed a political donation they have given you via the Victorian Electoral
Commission's (WEC) online disclosure system.
“ou must also disclose this donation on the online disclosure system.
Login now to review the donation.
We will publish the donation disclosure on our website within seven days, regardless of whether you have disclosed the
donation.
Mot you? Contact the VEC on 131 832.
Funding and Disclosure Team
Wictonan Electoral Commission
Email received when donation edited by donor
fa

Our records indicate the donation you disclosed via the Victorian Electoral Commission's online disclosure system has been edited by the other
party.

Login now to view the changes.

If the donation has already been published on our website, we will update it with the edited version unless you contact us.

Funding and Disclosure Team

Victorian Electoral Commission

2. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

Victorian Electoral Commission @ & ponations b‘\:m nated entities br’\‘.a. returns (O Register as a donor mﬂeg\s(e’ss a recipient|

This website is best viewed in Chrome ({8

UNRECONCILED RECONCILED TOTAL

0 [ , 0 0
$0 $0 E $0
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4. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

andrew@recipient.com

* Password

Forgot Your Password?

5. From the dashboard, select ‘Donations’ on the left-hand menu.

Dashboard

Victorian Electoral Commission OUNRECOMCILED

1 UNRECONCILED

Funding and Disclosure BYYOU o BY DONOR V $0
$1000 50
Andrew Agent
Agent

Reta Recipient ACt-lVity —
1 Queens Road Melbourne

WVictoria 3004 Australia

28 Dashboard

£ ponations

&% Recipients and users
B My profile
@ Enquiries & support

& Logout

@ Public Information
2 Donations
B Nominated Entities

B Annual Returns

0 RECONCILED

Reconciliation status

Home | Dashboard

1TOTAL
DONATIONS

$1000

=

I Unreconciled by you
I Unreconciled by them
I Reconciled
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6. Select ‘Action’ next to the donation you want to reject.

Donations Home | Donations
© Add a donation
1 UNRECOMCILED 0 UNRECONCILED 0 RECONCILED 1 TOTAL

BY ¥YOU BY DOMOR V $0 DONATIONS
$1000 $0 $1000

Search =
Ref Donor Recipient Date v Added by Status Type Value Reconcile
DON10751  DayaDonor = Reta Recipient = 25 MNov 2018 Donor Recipient Unreconciled Money 51000.00 e

updated 5 minutes ago

Showing 1to 1 of 1 rows

7. Review the donation details. To reject the donation, select your rejection reason from the drop-
down list on the right-hand side. If you want to accept the details, select ‘Confirm donation’. If
you want to edit the donation, see the Editing a donation disclosure process.

Reconcile donation Home / Donations |/ Reconcile donation

Review donation details from Daya Donor Accept
Review donation details to confirm they are correct before submitting,
You verify these details are correct.

Date Type Amount
+ Confirm donation

25/11/2018 Money 1,000.00

Description
Reject

Donor

Daya Donor Reason

Please select a reason... v

Please select a reason...
Details incorrect Not received
Donation returned

Details will be sent back for their confirmation to reconcile. Other

(=]
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8. Once you have selected a reason, a ‘Reject’ button will appear. Select this button to proceed.

Reconcile donation Home | Donations | Reconcile donation

Review donation details from Daya Donor Accept
Review donation details to confirm they are correct before submitting.

You verify these details are correct.

Date Type Amount
+ Confirm donation

25/11/2018 Money 1,000.00

Description
Reject

Donor

Daya Donor Reason

Mot received v

Details incorrect

Details will be sent back for their confirmation to reconcile.

Edit details [#

9. You will be given a confirmation screen following submission.

RECOHCile donation CDnﬁrmatiDn Home Donations Reconcile donation | Recondile donation confirmation

Liquid error: Unknown operator user

o You advised you did not give or receive the donation disclosed. We will send the other party an email to notify

them of this.

We have seven days from when we first receive a donation disclosure to publish it, so this donation may already be published on our website as unreconciled.
We may contact you both in relation to the donation.

10. The donor will receive an email to advise them you have rejected the donation disclosure. They will
be given the option to edit or resubmit the donation disclosure. If they edit or resubmit the
donation, you will receive an email prompting you to login and review the edited details or
resubmission.

Our records indicate Reta Recipient advised they did not receive the donation you disclosed via the Victorian Electoral
Commission's online disclosure system.

We have seven days from when we first receive a donation disclosure to publish it, so this donation may already be
published on our website as unreconciled.

The donation will display on the website as unreconciled until the details are reconciled by both you and the recipient.

You may wish to contact Reta Recipient in relation to the donation.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO APPOINT A NOMINATED ENTITY (OF A REGISTERED
POLITICAL PARTY — AS A REGISTERED OFFICER)

Why should | appoint a Nominated Entity?

Registered political parties may elect to appoint an organisation to be its Nominated Entity. Any
gifts made between a registered political party and its Nominated Entity are not considered political
donations. A registered political party can only appoint one organisation to be its Nominated Entity.

For this appointment to come into effect, the VEC must have accepted the registered political
party’s written application to appoint a Nominated Entity (which must include written consent from
the proposed Nominated Entity), and formally added the organisation to the Register of Nominated
Entities.

To be eligible to be appointed as a Nominated Entity, the organisation must be an incorporated
body that:

e operates for the principal benefit of the registered political party, or is established and
maintained—or is the trustee of a trust established and maintained—for the principal benefit
of the members of the registered political party

e does not have voting rights in the registered political party

¢ is not already the Nominated Entity of another registered political party

e has not been convicted of an offence under Part 12 of the Electoral Act 2002 (Vic) (nor has
an officer of the organisation).

To be eligible to be appointed as a Nominated Entity after 1 July 2020, or for any further
appointments beyond the first appointment before 1 July 2020, the organisation must be an
incorporated body that meets the above criteria and:
¢ is controlled by the registered political party (in accordance with section 50AA of the
Corporations Act 2001 (Cth))
e operates for the sole benefit of the registered political party, or is established and
maintained—or is the trustee of a trust established and maintained—for the sole benefit of
the members of the registered political party.

NB: The Registered Officer of the registered political party is the Registered Agent of the Nominated
Entity — meaning the Registered Officer is responsible for submitting all donation disclosures and annual
returns for the Nominated Entity.
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Nominated Entity appointment process overview

Sign in to the VEC
online disclosure
system
i
Goto
‘Recipients
and users’
N
Select ‘Add
nominated
entity’

N
Download and
complete the

Nominated Entity
Appointment form

l

Confirm
Nominated
Entity meets
eligibility criteria

l

Provide the form to
the person
responsible for the
Nominated Entity to
complete and sign

Add Nominated Entity details:
¢ Organisation name
* ABN/ACN
o Address (street, suburb,
postcode, state, country)
« Contact person name
» Contact person email address
« Contact person phone
 State campaign account

]

Select

The VEC

‘Submit’

Email to Registered
Officer to advise

Email to person

responsible for Nominated

Entity to advise the
Nominated Entity has
been registered

reviews
submission

| ——

Register
appointment

appointment

Nominated Entity
has been registered

Email to Registered
Officer to advise

Organisation added
to the Register of
Nominated Entities

appointment has
not been accepted
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Nominated Entity appointment process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

. h . . L, - -
Victarian Electoral Commission @ ﬁ' Donations E Nominated entities E.—'-rm.at returns E Register as a donor E Register as a recipient| 9 Signin

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 ‘, 0 0
$0 $0 E $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

roger@mrpp.org.au

* Password

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

DaShboard Home | Dashboard
Victorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0 TOTAL
Funding and Disclosure BYYOU o BY DONOR V 50 DONATIONS
$0 S0 $0
Roger RegOfficer
Registered Officer
Melbourne Registered Political Activity - Reconciliation status -

Party
15 Bourke Street Melbourne

Unreconciled by you
Victoria 3000 Australia L ¥ yo

Unreconciled by them

2& Dashboard I Reconciled
asnDoar

€8 Donations
B My profile
© Enquiries &support

& Logout

@ Public Information
2 Donations
B Mominated Entities

B Annual Returns
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4. Select ‘Add nominated entity’ from the top menu.

RECipientS and users Home | Recipients and users

© Add new recipient © Add deputy officer | © Add nominated entity

5. Download the Nominated Entity Appointment form by selecting on the ‘Nominated Entity
Appointment’ link. This form must be completed in its entirety (including a signature) before you
can proceed to the next step.

Add no minated ent|ty Home Recipients and users | Add nominated entity

Nominated entity appointment form

To appoint a Nominated Entity, please download and completethe!\lominated Entity Appointmentform before
completing the online form.

The Nominated Entity Appeintment form must be completed in its entirety (including signatures) before you can
proceed to the next step of the appointment process.

6. Complete the Nominated Entity Appointment form, scan it and save it to your computer (you
must keep an original version).

A
Nominated Entity Appointment Form g 9 Nominated Entity Appointment Form
: . 4

P S ooty Nominated Entity Appointment Form &
‘spacinting the orgaracticn e £ Namsted Erédy E
Nominsted antiy ) Lerreesy aanioton @ Shange 1 SHIARY ot 1 gl s e 8 00
Nominated ertay rame HELBOURNE SOMIWATED ENTITY PTY LTD. "

Posl atdreas Nominsied ertty resporaibie person name | .

15 BOURKE CTREET (Passo e BLOCK (ETTERS) NOREEN NOMINATED e

CumrsToun
Nominsied et 2y sddresn

HELEOUPS Nominsted

e ==n antity | vty Aoporims Fom = s and compie.

rezponsible Nominated enity respomsibie person sgasture® Ouie
WCTORH 2000 PN | L o pry vt B S - ot ot
123323227 el Lo Nilowensted 25, It , 208
“Plecse proviia the crighial signed dosument fa scanned copy I8 N
© e coeptati vt e oriial dorurme s e e o ecart
| NOREEN NOMINATED

Temphons abto

03 8620 1192 0453535353
porion cartac datais o

L]

)

NOREEN@HELBOURNENE COM Al

Pratenes manas ot e

EMATL

-
VEC watite
Contnund overes!

L o surapams mR——

- [rrr—r— ) '
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7. Upload the completed Nominated Entity Appointment form by selecting ‘Choose Files’.

Nominated entity appointment form

To appoint a Mominated Entity, please download and complete the Nominated Entity Appointment form before

completing the online form.

The Nominated Entity Appointment form must be completed in its entirety (including signatures) before you can
proceed to the next step of the appointment process.

Pleaseupload the completed Nominated Entity Appointment form.
Choose Files Mo file chosen

8. Once you have selected ‘Choose Files’, find the document you have saved locally and select
‘Open’. (Please note, this example is using a Windows operating system — the process may
vary slightly on a different operating system).

¢ Open

T , v This PC » Documents » MNominated Agent Appointment v & Search Nominated Agent App... @
Organize v Mew folder ==~ [ @
0 Favorites Name Type Size
B Desktop " Nominated Entity Appointrent.pdf Adobe Acrobat D... 284 KB
1M This PC
9! Metwork
File name: | Nominated Entity Appointment.pdf w | All Files v

Open Cancel

9. The document will now be uploaded and you can continue with the appointment process.

Nominated entity appointment form

To appoint a Nominated Entity, please download and complete the Nominated Entity Appointment form before

completing the online form.

The Nominated Entity Appointment form must be completed in its entirety (including signatures) before you can
proceed to the next step of the appointment process.

Please upload the completed Nominated Entity Appointment form.

Choose Files § Nominated...ment.pdf

Confirm eligibility

How do we collect, manage and disclose personal information? See our Privacy statement.
*[_ does not have voting rights in the registered political party.
*[_] is not already the Nominated Entity of another registered political party.

*[_] operates for the principal benefit of the registered political party, or is established and maintained or is the trustee of a trust
established and maintained for the principal sole benefit of the members of the registered political party.

*[_J notbeen convicted of an offence under Part 12 of the Electoral Act 2002 (including any officers of that entity) @
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10. Confirm the organisation meets the eligibility criteria by selecting on each check box. If the
organisation does not meet one or more of the eligibility criteria, they cannot be appointed as
your Nominated Entity.

Nominated entity appointment form

To appoint a Nominated Entity, please download and complete the Nominated Entity Appointment form before

completing the online form.

The Nominated Entity Appointment form must be completed in its entirety (including signatures) before you can

proceed to the next step of the appointment process.
Please upload the completed Nominated Entity Appointment form.

Choose Files | Nominated...ment.pdf

Confirm eligibility

How do we collect, manage and disclose personal information? Ses our Priva

*[| does not have voting rights in the registered political party.
*[C] is not already the Nominated Entity of another registered political party.

*[_] operates for the principal benefit of the registered political party, or is established and maintained or is the trustee of a trust
established and maintained for the principal sole benefit of the members of the registered political party.

*[_J notbeen convicted of an offence under Part 12 of the Electoral Act 2002 (including any officers of that entity) @
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11. Once you have confirmed the organisation meets the eligibility criteria, you will be prompted to
enter the details of the organisation you are appointing as your nominated entity. You must
complete the following mandatory fields:

e organisation name
e ABN/ACN
e address — street, suburb, postcode, state (drop-down list) and country (drop-down list)
e contact person first and last name
e contact person email address
e contact person phone (either landline or mobile — must be 10 digits).
Confirm eligibility

How do we collect, manage and disclose personal information? See our Privacy statement.

*W does not have voting rights in the registered political party.
*#| isnot already the Nominated Entity of another registered political party.

* ¥ operates for the principal benefit of the registered political party, or is established and maintained or is the trustee of a trust established
and maintained for the principal sole benefit of the members of the registered political party.

* @ not been convicted of an offence under Part 12 of the Electoral Act 2002 (including any officers of that entity) @

Organisation details

Organisation name

*

*

Organisation address

*

Select a state... v

Australia v

Contact person details

Name

Email

Contact phone 1 (include local area code) Contact phone 2 (include local area code)

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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12. Enter the State campaign account details for the organisation you are appointing as your
nominated entity (this is the account recipients must have for the receipt of political donations)
—this is not a mandatory field

Organisation details

Organisation name
Melbourne Nominated Entity Pty Ltd
Organisation address

15 Bourke Street
Melbourne 3000
Victoria v

Australia v

Contact person details
Name
Mrs " Noreen ddle name
" Nominated
Email
,H noreen@melbournens.com.au
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

03 86201192 0453535353

State campaign account details @

Account name

BSB Account number

13. Once you have filled in all details, select ‘Submit’.
State campaign account details @
Account name
" Melbourne NE State Campaign Account
BSB Account number

=

*
111222 444555
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14.You will be given a confirmation screen following successful sumbission. Note, at this point the
VEC still needs to formally register your Nominated Entity before the appointment comes into
effect.

Ad d nomi nated ent|ty Confirmation Home Recipients and users Add nominated entity /| Add nominated entity confirmation

o New nominated entity successfully added

Your request to nominate Melbourne Nominated Entity Pty Ltd as your Nominated Entity has been submitted. Before an appointment can take effect, the Victorian
Electoral Commission must verify that the required written and signed consent, along with a signed declaration from the entity that it is eligible to be appointed,
has been provided.

We will notify you of the cutcome of the nomination, or if we require additional information.

€ Return to nominated entities and users

15.If the VEC registers the Nominated Entity, the Registered Officer will receive an email to advise
the Nominated Entity has been registered.

Dear Roger RegOfficer Ef

Your request to nominate Melbourne Mominated Entity Pty Ltd as your Mominated Entity has been approved. It will now
appear on the Register of Nominated Entities.

We have emailed the contact person from the Nominated Entity to advise of the appointment.

You are now responsible for managing all funding and disclosure obligations for Melbourne Mominated Entity Pty Ltd ,
including disclosing donations, managing the State campaign account, submitting annual returns (and other information),
and updating the contact details of Melbourne Mominated Entity Pty Ltd .

When you next log in you will need to confirm which financial statements and reports you are required to submit for
Melbourmne Nominated Entity Pty Ltd .

If you wish to appoint another Nominated Entity in the future, you will first need to deregister Melboume Mominated Entity
Pty Ltd as your Mominated Entity.

Funding and Disclosure Team

Victorian Electoral Commission
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16. The contact person of the Nominated Entity will also receive an email to advise the Nominated
Entity has been registered.

Dear Moreen Nominated

iz

Melbourne Mominated Entity Pty Ltd has successfully been appointed as the Nominated Entity of Melbourne Registered
Political Party . Melboume Mominated Entity Pty Ltd will now appear on the Register of Nominated Entities.

The Registered Officer of Melbourne Registered Political Party is responsible for managing all funding and disclosure
obligations for Melboumnme Mominated Entity Pty Ltd, including disclosing donations, submitting annual retums, and

updating contact details.

Funding and Disclosure Team

Victorian Electoral Commission

17.The organisation will now appear on the Register of Nominated Entities on the VEC online

disclosure system.

Nominated entities

qQ

Account Name *

Business Registration
Number 3

Address

Registered Political Party

Address (Registered
Political Party)

Publish Modified On

Date % s

Melbourne Nominated Entity Pty Ltd

123333333

15 Bourke Street
Melbourne Victoria 3000
Australia

Melbourne Registered
Political Party

21 Bourke Street Melbourne
Victoria 3000 Australia

20 Nov2018 20 MNov2018
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HOW TO EDIT THE DETAILS OF A NOMINATED ENTITY (AS A
REGISTERED OFFICER OR DEPUTY REGISTERED OFFICER)

Why would | edit the details of a Nominated Entity?

Registered Officers need to ensure the details of their Nominated Entity are up-to-date at all times.
This is in relation to both the Register of Nominated Entities and the disclosure of donations.

The Victorian Electoral Commission must publish a Register of Nominated Entities on its website
and this register must contain the name and address of the Nominated Entity as well as the name
and address of the registered political party. If the details of the Nominated Entity change at any
point, the Registered Officer of the registered political party must update these details to ensure
the Register of Nominated Entities remains accurate.

In relation to donation disclosures, the Registered Officer is responsible for submitting all donation
disclosures on behalf of its Nominated Entity. If false or misleading information about the
Nominated Entity is given when disclosing a donation, including address and contact details, the
person responsible for disclosing the donation may be fined or imprisoned, or both. The fine for this

offence is 300 penalty units (more than $48,000). The imprisonment term is two years.

NB: You cannot edit the name or ABN/ACN via the online disclosure system — if you need to update
these details, contact the Victorian Electoral Commission on 131 832 or via disclosures@vec.vic.gov.au.

Nominated Entity edit process overview

Sign in to the VEC
online disclosure
system

L

Go to ‘Recipients
and users’

L
Select ‘Edit’ next
to the Nominated
Entity

L

1

Change the organisation details
as required — the following fields

are mandatory:
Street

Suburb
Postcode
State

Change the contact
person details by first
selecting ‘Edit
contact’s details’

N
Edit details as required
— the following fields

Country

State campaign account name
State campaign account BSB
State campaign account number

l

Upload supporting
documentation if
required

are mandatory:

First name

Last name

Street

Suburb

Postcode

State

Country

Email address

Contact phone
]

Select ‘Submit’

L

An email will be sent to the
contact person of the
Nominated Entity to advise
them of the edit(s)

Edit details
complete
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Nominated Entity edit process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

Victorian Electoral Commission @ .“;' Donations E Mominated entities E.’—'r‘nuat returns E Register as a donor E Register as a rec| p\ent

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 0 0
. v R H B

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

roger@mrpp.org.au

* Ppassword

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

Dashboard Home | Dashboard

Victorian Electoral Commission 0 UNRECONCILED 0UNRECONCILED 0 RECONCILED 0 TOTAL

Funding and Disclosure BYYOU o BY DONOR ' $0 DONATIONS
$o $0 $0

Roger RegOfficer
Registered Officer

Melbourne Registered Political Activity - Reconciliation status -

Party
15 Bourke Street Melbourne

I Unreconciled by you
Victoria 3000 Australia

Unreconciled by them

B& Dashhoard I Reconciled
ashboart

&2 Donations
Bl My profile
© Enquiries &support

& Logout

@ Public Information
£2 Donations
B Nominated Entities

B Annual Returns
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4. Select ‘Edit’ next to the Nominated Entity.

Recipients and users

@ Add new recipient @ Add deputy officer

Home | Recipients and users

Name Role Contact number  Email Electorate Silent elector Action
+ Melbourne Nominated Mominated rs
Entity Pty Ltd Entity Edit

5. To edit the organisation details, select the fields you need to edit. The following mandatory
fields must be completed:
e address — street, suburb, postcode, state (drop-down list) and country (drop-down list)
e State campaign account — account name, BSB, account number).

Edit organisation

Home Recipients and users | Edit organisation

Any amendments to details will be published on the Victorian Electoral Commission's website.
If you need to upload evidence in support of the requested changes, please do so.
If there is a change in the contact person of the Nominated Entity, please provide their signed consent.

How do we collect, manage and disclose personal information? See our Privacy statement.

Organisation's name ABN/ACN
" Melbourne Nominated Entity Pty Ltd " 123233333
Address

" 15 Bourke Street
Melbourne 3000
Victoria v Australia v

State campaign account details @
Account name

" Melbourne NE State Campaign Account

BSB Account number

T111222 " 444555

Supporting documents
Please upload a signed consent and declaration form.

Choose Files | Mo file chosen

Note: mandatory fields have a red asterisk (*) in the top left-hand side. The Organisation name and
ABN/ACN cannot be edited via the online disclosure system — if you need to edit these, contact the VEC
via 131 832 or disclosures@vec.vic.gov.au.
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6. If you need to upload supporting documents, select ‘Choose Files’ beneath the ‘Supporting
documents’ section.
Supporting documents

Please upload a signed consent and declaration form.
Choose Files Mo filz chosen

7. Once you have selected ‘Choose Files’ find the document you have saved locally and select
‘Open’. (Please note, this example is using a Windows operating system — the process may
vary slightly on a different operating system).

Open

i(__-) - 41 . v ThisPC » Documents » Change of Mominated Entity Details v & Search Change of Nominated... @

Organize » New folder B= « E (7]

0 Favorites MName Type Size

@ Supporting document Microsoft Word D... 13 KB
1M This PC
9! Netwaork
File name: | Supporting document w | | All Files v

8. The document will now be uploaded and you can continue to submit the changes.

Supporting documents

Please upload a signed consent and declaration form.

| Choose Filesl|Supportin‘..ment.docx I

9. Once you have filled in all details (and uploaded supporting documents where applicable),
select ‘Submit’.

Supporting documents
Please upload a signed consent and declaration form.

Choose Files | Supportin...ment.docx

< Cancel ©) Deregister organisation m
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10. You will be given a confirmation screen following submission.

Edit organisation confirmation Home

Recipients and users Edit organisation |/ Edit organisation confirmation

o You have successfully updated the details of Melbourne Nominated Entity Pty Ltd.

11.To edit the Nominated Entity contact person details, select ‘Edit contact’s details’ at the bottom
of the ‘Edit organisation page’ (accessed via steps 1-5)

Contact person

Name Mrs Moreen Nominated
Email noreen@melbournens.com.au
Contact phone 1 0386201192

Contact phone 2 0453535353

Address —

[# Edit contact's details

12. To edit the Nominated Entity’s contact person details, select the fields you need to edit. The
following mandatory fields must be completed:
o first and last name
e address — street, suburb, postcode, state (drop-down list) and country (drop-down list)
e email address
e contact phone (either landline or mobile — must be 10 digits).

Edit Noreen Nominated

Home Recipients and users | Edit user

How do we collect, manage and disclose your personal information? See our Privacy statement.

Name
=
Mrs Moreen Middle name

Nominated
Address
) Street
Suburb Postcode
" Selectastate... v 7 australia
Email
= noreen@melbournens.com.au
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

0386201192 0453535353

Note: mandatory fields have a red asterisk (*) in the top left-hand side.
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13. Once you have filled in all details, select ‘Submit’.
How do we collect, manage and disclose your personal information? See our Privacy statement.
Name
Mrs ’ Noreen Middle name

Mominated

Address

) Street

" suburb " Postcode

) Selectastate ... v Australia v
Email

= noreen@melbournene.com.au
Contact phone 1 (include local area code) Contact phone 2 (include local area code)

0386201192 0453535351

14.You will be given a confirmation screen following submission.

Edit user confirmation

Home Recipients and users Edituser | Edit user confirmation

° You have successfully updated the details of your recipient, Noreen Nominated.

An email will be sent to the recipient to notify them of these changes.

15. The contact person from the Nominated Entity will receive an email to advise them of the edits
(either edits to organisation details or the contact person details).

Dear Moreen Nominated

&1

Your Registered Officer, Roger RegOfficer, as your Registered Agent, has updated the details of Melbourne Nominated
Entity Pty Ltd on the Victonan Electoral Commission online disclosure system.

Contact your Registered Officer for more information.

Funding and Disclosure Team

Victorian Electoral Commission
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HOW TO DEREGISTER A NOMINATED ENTITY (AS A
REGISTERED OFFICER OR DEPUTY REGISTERED OFFICER)

Why would | deregister a Nominated Entity?

If the Nominated Entity is no longer eligible to be a Nominated Entity — as the organisation, or an
officer of the organisation, is convicted of an offence against Part 12 of the Electoral Act 2002 (Vic)
or Part XX of the Commonwealth Electoral Act 1918 (Cth) — they must be deregistered as a
Nominated Entity.

The Nominated Entity must provide written notice to the Victorian Electoral Commission within
seven (7) days of the Nominated Entity ceasing to be eligible.

If the registered political party that appointed the organisation to be its Nominated Entity would like
to appoint a different organisation to be its Nominated Entity, it must first deregister its existing
Nominated Entity (a registered political party can only have one hominated entity at any given
time).

If the Nominated Entity would like to resign as the Nominated Entity, or the registered political party
would like to revoke the appointment of the Nominated Entity, the Nominated Entity must be
deregistered as the Nominated Entity.

Nominated Entity deregistration process overview

Sign in to the VEC
online disclosure
system

L

Go to ‘Recipients
and users’

Select ‘Edit’ next
to the Nominated
Entity
N
Select ‘Deregister
organisation’

)

Select

‘Deregistration

reason’
L An email will be sent to the

Select contact person of the

‘Deregister’ Nominated Entity to advise

N them of the deregistration

Deregistration
complete
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Nominated Entity deregistration process

1. From the VEC online disclosure system home page, select ‘Sign in’ from the top menu.

N S - N R, D o
Victarian Electoral Commission @ ﬁ' Donations E Nominated entities E.—'-rm.at returns E Register as a donor E Register as a recipient| 9 Signin

This website is best viewed in Chrome (8"

UNRECONCILED RECONCILED TOTAL

0 ‘, 0 0
$0 $0 E $0

2. Enter your ‘User name’ and ‘Password’ and select ‘Sign in’.

* User name

roger@mrpp.org.au

* Password

Forgot Your Password?

3. From the dashboard, select ‘Recipients and users’ on the left-hand menu.

DaShboard Home | Dashboard
Victorian Electoral Commission 0 UNRECONCILED 0 UNRECONCILED 0 RECONCILED 0 TOTAL
Funding and Disclosure BYYOU o BY DONOR V 50 DONATIONS
$0 S0 $0
Roger RegOfficer
Registered Officer
Melbourne Registered Political Activity - Reconciliation status -

Party
15 Bourke Street Melbourne

Unreconciled by you
Victoria 3000 Australia L ¥ yo

Unreconciled by them

2& Dashboard I Reconciled
asnDoar

€8 Donations
B My profile
© Enquiries &support

& Logout

@ Public Information
2 Donations
B Mominated Entities

B Annual Returns
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4. Select ‘Edit’ next to the Nominated Entity.

Recipients and users

@ Add new recipient @ Add deputy officer

Home | Recipients and users

Name Role Contact number  Email Electorate Silent elector Action
+ Melbourne Nominated MNominated rs
Entity Pty Ltd Entity Edit

5. Select ‘Deregister organisation’ at the bottom of the page.

Edit organisation

Home Recipients and users | Edit organisation

Any amendments to details will be published on the Victorian Electoral Commission's website.
If you need to upload evidence in support of the requested changes, please do so.
If there is a change in the contact person of the Nominated Entity, please provide their signed consent.

How do we collect, manage and disclose personal information? See our Privacy statement.

Organisation’s name ABN/ACN
Melbourne Nominated Entity Pty Ltd 123333333
Address

15 Bourke Street
" Melbourne 3000

Victoria A Australia v

State campaign account details @

Account name

" Melbourne NE State Cam paign Account

BSB Account number

T111222 " 444555

Supporting documents

Please upload a signed consent and declaration form.

Choose Files | No file chosen

€ Cancel ©) Deregister organisation

VEC disclosures — Registered Officer/Agent or Deputy Registered Officer/Agent guide — Victorian Electoral Commission
online disclosure system

D18/46877 Page 87 of 90



6. Select the reason for deregistration from the drop-down list.

Deregister Melbourne Nominated Entity Pty Ltd R EEEREraieEs | D

A Deregister your nominated entity if
= youwish to appoint another nominated entity

= your current nominated entity is no longer eligible

= you or your nominated entity wishes to remove its current status as a nominated entity

Please note, once this entity is deregistered, any gifts between the registered political party and the entity will now be considered political
donations and must be disclosed via the online disclosure system.

Deregistration reason

Appointment revoked

Mo longer eligible
Resignation @ Deregister

7. Once you have selected the reason for deregistration, select ‘Deregister’.

Deregister Melbourne Nominated Entity Pty Ltd L | TR EErisTs | IS

A Deregister your nominated entity if
* youwish to appoint another nominated entity

= your current nominated entity is no longer eligible
* you or your nominated entity wishes to remove its current status as a nominated entity

Please note, once this entity is deregistered, any gifts between the registered political party and the entity will now be considered political
donations and must be disclosed via the online disclosure system.

Deregistration reason

) Mo longer eligible v

Anominated entity is not eligible to remain a nominated entity if it:
* isno longer controlled by the regi d political party (in accordance with section 50AA of the Corporations Act 2001 of the
Commonwealth)
* no longer operates for the principal benefit of the registered political party
* now has voting rights in the registered political party
s (or one of its officers) has been convicted of an offence under Part 12 of the Electoral Act 2002.

* Cancel © Deregister
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8. Confirm the deregistration by selecting ‘OK’.

Deregister Melk : -

You are about to confirm the deregistration of your nominated entity.

A Deregiste :

Home Recipients and users | Deregister

Cancel |

= you wish to appoint another nominated entity
* your current nominated entity is no longer eligible
* you or your nominated entity wishes to remove its current status as a nominated entity

Please note, once this entity is deregistered, any gifts between the registered political party and the entity will now be considered political
donations and must be disclosed via the online disclosure system.

Deregistration reason

: No longer eligible v

Anominated entity is not eligible to remain a nominated entity if it:

* isno longer controlled by the registered political party (in accordance with section 50AA of the Corporations Act 2001 of the
Commonwealth)

no longer operates for the principal benefit of the registered political party
* now has voting rights in the registered political party
* (or one of its officers) has been convicted of an offence under Part 12 of the Electoral Act 2002.

X Cancel © Deregister

9. You will be given a confirmation screen following deregistration. The VEC will remove the
organisation from the public Register of Nominated Entities.

Deregistration confirmation Home / Recipients and users

Deregister | Deregistration confirmation

o You have deregistered Nominated Entity Melbourne Nominated Entity Pty Ltd and they will now be removed

from the Register of Nominated Entities.

You are no longer responsible for Nominated Entity’s obligations in relation to funding and disclosure.

Any gifts between your registered political party and the entity will now be considered political donations and must be disclosed via the online
disclosure system.

If you wish to appeint another i d entity, you can now do so.

Nominated Entity will be notified of the deregistration.
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10. An email will be sent to the contact person of the Nominated Entity to advise them of their
deregistration.

Dear Noreen Mominated G
Melboumne Registered Political Party has deregistered Melboumne Nominated Entity Pty Ltd as its Nominated Entity.
Melbourne Nominated Entity Pty Ltd will now be removed from the Register of Nominated Entities.
If Melboumne Mominated Entity Pty Ltd accepts political donations or incurs political expenditure, you will need to register
on the Victorian Electoral Commission’s online disclosure system.
The Registered Officer of Melboume Registered Political Party |, is no longer responsible for managing funding and
disclosure obligations for Melbourne Mominated Entity Pty Ltd , including disclosing donations, submitting annual retumns,
and updating contact details.
Funding and Disclosure Team
Victonan Electoral Commission
11.You will also receive an email to confirm the deregistration.
i

Dear Roger RegOfficer

Your request to deregister Melboumne Mominated Entity Pty Ltd as Melboumne Registered Political Party *s Nominated
Entity has been approved. We will now remove it from the Register of Nominated Entities.

Any gifts between your registered political party and the entity will now be considered political donations and must be
disclosed via the online disclosure system.

Now that Melboume Nominated Entity Pty Ltd has been deregistered as your Nominated Entity, you will cease to be
responsible, as Melbourme Nominated Entity Pty Ltd 's agent, for any of its obligations in relation to funding and
disclosure.

If you wish to appoint another NMominated Entity, you can do so via the online disclosure system.

We will notify Melbourne Mominated Entity Pty Ltd of its deregistration.

Funding and Disclosure Team

Victorian Electoral Commission
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