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MY CHARITY AND THE ACNC

About the ACNC

The Australian Charities and Not-for-profits Commission (ACNC)
is the independent national regulator of charities. This guide explains
who we register and what registration means for your charity.

What is a charity? What doesn’t the ACNC do?
Under the law, a charity is a type of not-for-profit The ACNC does not:
with a charitable purpose for the public benefit, such = regulate not-for-profits that are not charities

as advancing education, or health. Not-for-profits

ihat do not fit this meaning cannot be regisiered = ook into complaints about charities outside of

our responsibilities. For example, we generally

as a charity with the ACNC. v . : . : .
don’t investigate internal disputes in a charity

Your not-for-profit may be registered, even if you except in the most serious cases where this

don’t think of it as a ‘charity’. If it received charity may threaten public trust and confidence

tax concessions before 3 December 2012 it may = make decisions about which Commonwealth

Taxation Office (ATO) and automatically registered does this. The ACNC only decides whether a

with us. charity can be registered, and what charitable

Your charity needs to remain registered to be subtype or subtypes it can be registered as

eligible for Commonwealth charity tax concessions (such as advancing religion or education).

and some other benefits. The ATO uses the decision of the ACNC to
help decide which particular tax concessions
the charity is eligible for.

What does the ACNC do?

The ACNC:

. - See our checklist: What ACNC-registered
= registers charities charities need to do, at the end of this guide.
m regulates charities, helping them to understand

and meet their obligations by providing information,
guidance, advice and other support, while also
looking into complaints about charities

= maintains a free searchable online Register
of all registered charities in Australia

m publishes research about charities
from the information it collects, to support the
not-for-profit sector

m is developing a ‘report-once, use-often’ reporting
framework for use by multiple agencies, as part
of working with Commonwealth, state and territory
governments and agencies to reduce red tape
for charities.

2 visit acnc.gov.au phone 13 ACNC



MY CHARITY AND THE ACNC

Steps charities must take

Step 1: Check if your charity is
registered with the ACNC

Search the ACNC Register for your charity (by
ABN or name] af acnc.gov.au/findacharity.

If your charity appears, it is a ‘registered charity’
under our Act.

The ACNC Register is a publicly searchable
database of all charities registered with the ACNC.

Your charity’s ABN listing on the ACNC Register
will link to its entry page on ‘ABN Lookup’, on the
Australian Business Register. You can follow this
link to find out its charity tax status.

Step 2: Understand information
on the ACNC Register

The ACNC Register contains information charities
have put in their Annual Information Statements and
other documents like annual reports and governing
documents. For automatically registered charities,
some information was transferred from the ATO.

The Register allows potential donors to find accurate
and helpful information about your charity, such as
what its purpose is, where it operates, what it does
and the names and roles of its responsible persons
(such as board or committee members, or trustees).

Your charity’s information will appear on the
Register, but not personal information about its
responsible people. Information about your charity
can be withheld if the ACNC approves, for example,
if this is to protect public safety.

Find out more about information on the
ACNC Register on the ACNC website, under
‘Find a charity’.

Step 3: Check and update
your charity’s details

Check contact and other details

Check that the ACNC has your registered charity’s
correct details. You can do this at any time by using
our Charity Portal or, after your reporting period ends,
by submitting your Annual Information Statement
when it is due (see ‘Reporting to the ACNC’,

below). Check we have your charity’s ‘address

for service” (which can be email), so you don’t miss
out on important information — we use this address
for contacting you and sending formal documents.

Check charity size

Work out your charity’s size — this affects your
obligations such as reporting and the time for notifying
of key changes. A ‘small’ charity has annual revenue
less than $250 000, a ‘medium’ charity has annual
revenue of $250 000 or more, but less than $1 million,
and a ‘large’ charity has annual revenue of $1 million
or more.

Check reporting period

You should also check your charity’s reporting
period, as this will affect when it needs to report.
The standard ACNC reporting period is 1 July
to 30 June, but you can apply to use a different
reporting period (see Step 4).

You can update your charity’s details online,
by logging in to the ACNC Charity Portal at
charity.acnc.gov.au. Forms are also available
on the ACNC website.

visit acnc.gov.au phone 13 ACNC 3



MY CHARITY AND THE ACNC

Step 4: Understand your
charity’s obligations to the ACNC

If your not-for-profit is a registered charity, it has
ongoing obligations to the ACNC and must:

A. keep records

B. report by submitting Annual Information Statements
and other information if needed

C. notify the ACNC of changes to its key details

D. remain eligible to be registered, by meeting

minimum governance standards and other
requirements.

Your charity’s obligations depend on its size,
based on its annual revenue:

= small — less than $250 000

= medium — $250 000 or more,
but less than $1 million

= large charity — $1 million or more.

A. Keep charity records

Your charity needs to keep financial and operational
records. Records must be easy to access and given
to the ACNC if we ask for them.

Financial records are documents that allow you to:

m explain your charity’s financial
transactions and position

m get your charity’s financial statements prepared
(and audited, if needed).

Operational records are any other documents about
your charity’s operations, such as meeting minutes,
reports and written details of your charity’s activities,
programs or services. You need to keep records that
allow the ACNC to assess whether your organisation:

= continues to be a charity (for example, the
documents should show that your activities
further your charitable purpose), and

= is complying with its obligations under
the ACNC Act and the tax law.
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B. Report charity information

Your charity must submit its Annual Information
Statement once a year, within six months of
the end of its reporting period.

You can do this online with your charity’s login,
which we provide. There is no fee to submit the
statement or any financial reports.

To save you time, we will use information you have
previously provided us with to pre-populate the
statement.

If there is sensitive information in your statement that
you wish to have withheld from the ACNC Register,
you need to request this.

Check your reporting period

The standard ACNC reporting period is from

1 July to 30 June. If you want to report on a different
reporting period (for example, a calendar year) you
must apply to do this by using Form 4A: Request a
substituted accounting period at acnc.gov.au. You
need to provide a brief reason (for example, ‘we have
used a calendar year since we started’). This helps us
know when your annual reporting is due so we can
send you reminders at the right time. We encourage
you to apply as soon as possible.

Reporting for 2013 period

All charities must submit the 2013 Annual Information
Statement. It has 20 questions (including three
optional ones) about what your charity did in

the previous year and how its work helped the
community.

Reporting from 2014 onwards

Charities need to provide some financial information
from the 2014 reporting period and for future years.

Small charities (and ‘basic religious charities’,
a specific type of charity) do not need to provide
as much information as medium or large charities.

Small charities and basic religious charities:
the Annual Information Statement includes basic
financial questions. You can choose to submit
an annual financial report, but this is optional.

Medium charities: you must submit an Annual
Information Statement and an annual financial report
that you can choose to have reviewed or audited.



Large charities: you must submit an Annual
Information Statement and an audited annual
financial report.

Find out more about reporting to the ACNC,
including financial requirements, on the ACNC
website under ‘Manage my charity’.

C. Notify the ACNC of key changes to your charity

Your charity must tell the ACNC if there is a change
toits:

m legal name
m address for service

= ‘responsible persons’ (such as board
or committee members, or trustees)

m governing documents (such as a constitution,
rules or trust deed) — also give us a copy of
the changed documents.

Updating your governing documents as needed

is an important part of good governance. It can

be a simple task, but even small changes (for
example, to your purposes) may affect other
obligations your charity has, or even its status with
the ACNC or the ATO. Consider getting professional
advice before making changes.

Also make sure you follow the right legal steps to
change your governing documents, including getting
any approval you need from members and complying
with any requirements of other regulators, before you
tell us about the change.

When to nofify us

Small charities must notify the ACNC as soon as they
reasonably can, but no later than 60 days after being
aware of the change. Medium and large charities have
to notify as soon as they reasonably can, but no later
than 28 days after being aware of the change.

Notifying us of failing to meet obligations

All charities must tell us within 28 days if they
become aware that they may not be complying
with their obligations to the ACNC in a significant
way. An example would be discovering that your
charity is not operating for its charitable purpose,
as described below.

MY CHARITY AND THE ACNC

Find out more about notifying the ACNC
of changes on the ACNC website under
‘Manage my charity’.

If you don’t notify us, there may be penalties.
However we are more focused on providing guidance
and education to support you and your charity,

S0 you understand what you need to do.

Find out more about the ACNC's regulatory
approach, under ‘About ACNC' > ‘Regulatory
approach’.

D. Stay eligible for registration

At all times, you need to make sure your charity
continues to be entitled to registration with the
ACNC by:

= continuing to:
= be not-for-profit
= have a charitable purpose, and
= be for the public benefit
= complying with the governance standards

= not being involved in terrorist or other
criminal activity.

Meet governance standards

Your charity must meet the five minimum governance
standards that apply to all registered charities except
‘basic religious charities’ (a specific type of charity).
These standards aim to maintain public confidence
in registered charities by ensuring they manage their
affairs openly, use their resources efficiently, manage
risks and pursue their charitable purposes.

The standards cover:

m a charity’s purposes and not-for-profit nature
= accountability to members

m compliance with Australian laws

= the suitability of ‘responsible persons’ (such as
board or committee members, or trustees), and

= the duties of ‘responsible persons’ — the charity
must take reasonable steps to make sure
those governing it understand their duties and
follow them.
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Other regulators and more information

Obligations to other regulators

Generally, unless you are told otherwise, you must
continue to comply with requirements your charity
has under other laws or to other regulators, as well
as those for the ACNC.

For example, if your charity is an incorporated
association you will generally still need to meet
obligations to your state or territory incorporated
associations’ regulator.

If your charity is a company, then most

of your reporting will now be to the ACNC
instead of the Australian Securities and
Investments Commission (ASIC).

In some cases if your charity has existing obligations
(such as to notify and report) to certain government
agencies this may satisfy its obligations to the ACNC.

The ACNC is working to streamline reporting
and reduce red tape — for example, by accepting
some reports submitted to other agencies.

Find out more about our work to reduce
regulatory burden at ‘Red tape reduction” in
‘About ACNC’ on the ACNC website.

More information about
charity obligations

Visit the ACNC website to find out more about
your charity’s obligations, including how it can
meet the governance standards. We have detailed
information and education videos that help explain
what your charity needs to do.

Go to ‘Manage my charity’ on the ACNC website.
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Not registered?

Decide if you want to apply for your charity
to be registered with the ACNC

Registration is voluntary, but if your not-for-profit
wants to apply for Commonwealth charity tax
concessions or other benefits, it must register
with the ACNC.

Before you apply fo register, find out 'Who can
register on the ACNC website, under ‘Register
my charity’.

If your organisation is considering registering as

a charity, reading our guidance can help you work out
whether your organisation is eligible to register and
what you will need before you start (such as an ABN).

You can apply to register it as a charity and for charity
tax concessions using the same online form.

Find out more about the benefits of registration
on the ACNC website.

Where can | find information about
managing a charity?

The ACNC produces a range of guidance materials,
including guides and quick tips, to assist people
managing charities, such as the Governance for good
and the Protect your charity from fraud guides. We also
provide links to information from other government
agencies and the not-for-profit sector.

Find out more on the ACNC website under
‘Manage my charity’.
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More information and help

Contact us:

There are a number of ways you can find out
more about the ACNC and how we can work
with your charity:

= visit the ACNC website at acnc.gov.au
= phone 13 ACNC (13 22 62)
= email advice@acnc.gov.au

= write to Advice Services, ACNC, GPO Box 5108,
Melbourne VIC 3001, or

= fax us on 1300 232 569.

Sign up for email updates through our website,
or follow us on Facebook or Twitter.

Social media:
i You
Twitter YouTube Facebook
acnc_gov_au acncvideos acnc.gov.au

Translating and Interpreting Service /
National Relay Service:

= Translating and Interpreting Service — call 13 14 50

= National Relay Service
TTY/voice calls 133 677

m Speak & Listen 1300 555 727
s SMS relay 0423 677 767

r 2
&
~—

visit acnc.gov.au phone 13 ACNC 7




MY CHARITY AND THE ACNC

36.>0@.0:0m©00_>vm lews 10 ¢9 ¢¢ S L

Uo SN |[ed ‘wloy sy} 1senbai 0} Yo [enpiAipul Ue 0} Bulbuojeg auo Uey} Jeylel auo [esush e asn 0s
[reyep Aeyo jo sbuey) :ge wio4 osn = ‘SN 10} J0BIUOD UleW 8y} 87 ||IM SSaIppe [[ews S,A1eyd JNoA =
ne‘robrouoeAjieyo e B0INIBS IO} SSalppe S,Aleyd JNOA pue aweu Jisy) ‘sl Alieyo
sebueyo 1l Jl pue MON = [BHOd AleyD DNOV 8yl 8sn = JNOA Joy uosiad 10B1U0D 81 OYM SN |81 ‘Apealie sn Pjol OA,NOA SSajun =

92INISS 10} SSBIPPD JNOA — AIDYD INOA 12DJUOD PINOYS aM MOY JO SN AJlON

ne'noB-ouoefyeyo 1e 81ep-01-dn desy| 0} Pesu NOA s|ieIep Ulew 8y} JO SWOoS aje mojeg =
MON = [euOd AleyD DNDV 8yl osn = Bunepdn pesu 1ey1 S|ie1ep S,A1Byd JNOA 10 Aue erepdn =

S|Iokep sAlDYd INOA aiopdn g days

"SIyl WUIHUOD 0} payse aq Aew NOA
‘s|leyep uolesibal sy Jepun ,odAigns, Aleyo JnoA ajoN =

s|ie1ep Aleyo JNoA 3oeyD =
MON = Awreyoepuiy/nenob-ouce = aweu Aleyd Jo NgY JNoA Buisn JaisiBey DNOY 8Ul yosess =

paJajlsibal s Ajuoyd JnoA ypay) °| doys

usym MOH/313YM OYM

ne‘A0B oUdBADIAPE |lBWS JO 29 22 €1 U0 Sn |[ed 8ses|d [elod AlleyD ayl SSeo0e 1,ued Jo ‘wJo) e Buns|duwod yum s|gnoJl aaey NoA Jj

¢u1 buibbo| 10 ‘'swiio} 8yl yum ajgqnodil

Op Ol poau Saljlipyd palalsibal-ONIV oYM :IsIj¥29yD

visit acnc.gov.au phone 13 ACNC

8



MY CHARITY AND THE ACNC

s|ielep buibueyo
JO Buuodal siojeq
JO ‘(Juensal J) MON =

Aym pue psaysiignd

90 0] 10U YSIM NOA uoieulIoUl

yolym 1no Bumes ‘ne'nobroude 1e

uoiewoul pjloyyum o} 1senbay Q)

W04 B 1wgns Jo ne‘nob-ouoeAlueyo
1e [euod AeyD ONOV oyl osn =

(Seoue1SWINoIID paywll Ul 8|qissod Aluo si siyl) Jeisibay eyl woly
PlYYIM 81| PINOM NOA S|ie1ep Aue aJe 8lay) Joyieym Japisuo)) =

s|ioep sAIIDYD INOA ployyiim o} sn isanbai o} Jupm noA §i apidag

sebueyd UaWNoop
Buiuienob JNoA §i
alnjn} Ul pue MO =

ne‘robrouoeAjieyd
1e [etod AeyD ONOY oyl osn =

sebueyo Aue
aJe aJay] JI SN ||91 pue ‘1usWwNoop BuluieAohb 8y Jo AJoO e 8pin0id =

sallAlloe pue asodind s A1eyo JNOA 108)18) 8Sayl 8ins axew O} (Spasp
1SNJ} JO S8|NJ ‘UoNIISUOD S YONS) SJuslundop BuluIsAob JNOA mainey =

suswndop Bujutenobh InoA Jo sn AjlloN

paulodde
aJe suosJad s|qisuodsal
M8U Wil Yoes pue MON =

8|04 O BWieU Jiay] abueyd
JO ysiul ‘uels suosied
a|qisuodsal usym pue MON =

ne‘AoB-ouoe Je suosiod
payienbsiq jo Jeisibey ONOV ou} =
pue ‘ne:nob-oise 1e Joisiboy
suosiad payienbsig OISV ey} =
;U0 suosiad s|gisuodsal
ainin} [enusiod pue Bunsixs Joy yosess =
ne-AoB-ouoe 1e palyifenbsip 10U ase Aeyl
1ey] uoneJejosp e ubis 0] suosied
g|qisuodsal ainin) pue BunsIxXs [[e sy =
ne‘nob-oude 1e (G- Apenoiued)
SpJepuUe1S 8oUBUIBAOD 81 UO UOITeULIOMU
JNO peal 01 suosiad |qIsuocdsal sy =

‘ne‘noB-ouoeAjueyo

1e [euod AeyD ONOY Ul 8sn
ne'nob-ouoe e

198Us108] UosJad 8|qIsuocdsay INo pesy

G pue
SpJepuUE]S 8ouUBUIBA0L 198W NOA djpy 01 sassao0id Jaylo Aue pue
Jo1s168J 1S8481UI JO SI0IUOD B spasu Alleyd JNOA Jayleym Japisuo)) =

$9|0J JiIvy) 1de0oB/ANUNUOD 0] 88ibe pue G pJepuels aoueuIsAob Japun
S8IINP JIsy) puelsiepun Asyl 1Byl WUOD 01 suosiad 8|qisuodsel ysy =

Ja1siBay DNV 2lignd 8u) Uo paisi| 8jos pue
aWweU Jisyl eABY AJUO [[IM ABU] 18U1 MOUY ABU) 8INS axe|N =

aJe suosJad 8|qIsuodsal JNoA oym splos =
suosJad a|gisuodsal — Ajlioyd INOA suIeA0B oym Jo sn AJIION

usym

MOH/a18UM

OYM

9

visit acnc.gov.au phone 13 ACNC



MY CHARITY AND THE ACNC

wioJ B Bumiwgns aiojeg

pouad
Bunuodal JnoA Jo pus 8yl JO
SYIUOW XIS UIyim Jiwugng

uo podal 01 pesu NoA
pouad Buiuodas sy} JO Le1s
B} 810Jeq 1Se8| 18 10 ‘MON|

ne'Anob-ouoe Je obed e
,SWI04, pue ,suoneolignd, USIA ‘Swioy
2] SSe00. pue ‘Ubls ued oYM 1NO pull 0|

ne‘robrouoeAiieyo e
feHod AleyD ONOV eui Buisn Aq podey
ne:AoB-oudk e 8pINg) 71 0g dU} Peay

ne'nob-ouoe 1e pousd Bununoooe
paINIISANS B 1senbay iy WI0H oSN =

SlUBWINO0P
Buiuisnob JnoA ul eq Aew a1ep Sy |

(luabe pasuoyine ue Jo uosiad gjgisuodsal e ale Aeyl
‘g|dwiexe JoJ) sy} op 01 Ayloyine syl sey DNV 8y} 01 Sjuswnoop
JaY10 JO SWwlo} ‘spodal Builiugns si JoAnsoym 1eyl 8Ins oxeiN =

Jeak fions (odal feloueul) e ‘seiieyo abie| pue wnipaw Jo}
‘pUB) 1UBWSIEIS UONEBULIOLU| [ENUUY UB JWgNs pue aJedaid =

Jpouad Bununoooe
pe1nsgns, e Joj Aldde sunp 0g 01 ANp | 10U SI pousad Bupuodal ayy J| =

anp sl
1UsWaleIS UoIBWIOU| [enuuy JNOA usym 1IN0 3Iom noA disy |m siyL

MON ®  481ep JoYlouy ¢Jaquuadsd g saunp OF = 'spus (Jeak [eoueul) pousd Buiodal s,Aleyd JNOA usym 1IN0 pul{ =
DNDV 8yl o} uolbwiiojul buioday

JuswialelS uolreuwlou|

nenob-oude e DNDV 8yl pue [enuuy 8yl ybnoayl ‘“ONOV 8y} 01 Jeak yoes Lodal 01 spasu
puiobup = Buidesy-pi0oai INOge 8ioW peey = Aeyd INoA se ‘erep-01-dn si Buidesy-piooal JINOA 8ins axelN =
Buidesy-pioday
suolpb1|qo INoA pupjsiepun ‘¢ dais
usym MOH/3I9YM 1OYm

visit acnc.gov.au phone 13 ACNC

10



MY CHARITY AND THE ACNC

puiocbup =

ne‘Aob oudeaoINPE

Buirews 1o g9 gz €1 buiuoyd Ag Aeyo

JNOA JOJ UBsW PINOJ SIY} 1BYM IN0CgEe
suonsenb Aue eAey NoA Ji sn 01 ye| =

ne'noBrouoe e

Aeyo Aw abeuely, Jepun snieis Alieyo
Bulurelurew 1Noge 8Joul 1IN0 pul{ =

ONOV 84l |81 01 AInp & oney
Aew noA sBuiyl 8sey) suop 10U sey Aleyo JNoA 1IN0 puly NOA || =
ONOV 98U} 0} suofehi|go s} 188w asimiayio pue
asodind s|geieyd su ensind 0} 8nuUoD y0id-Io)-10U urews.
1SNW Aleyo JnoA ‘paisisifel eq 01 o|qibije urewas o =

snypys Aluoyd InoA Buidesy

pa1senbal usym Jo
‘obueyo s|e1ep Usyp) =

ne'nob-ouoeAjueyo e
[epod AleyD ONOV ey osn =

DNOV 2y Ailou ‘(siusuwnoop Buiuisenob Jo ‘suosiad ajgisuodsal
‘90INIBS 10} SSauppe ‘eueu [ebs)) ebueyd s|ielep S.Alieyo JNoA J| =

S|P SAIPYD INOA of sebupyd Aup Jo sn AjlloN

pouad Buipodals Jueasel
8y} JO pus 8y} alojeg =

nenoB-ouoe 1e
Aeyo Aw ebeuely, Jepun
sloreinBal Jayio 01 suonebiigo

pue Buiodal INoge aiowl pesy =
(syuswinoop Buipuny Jo syuelb se yons)
SIUBWINOOP JBY10 JO Buluisnob JnoA

Ul 8q Aew uoiewloul Siy| =

DISY O Pesisul ONOV au} 0} Lodal Ajeseush
senueyo paJelsiBes ale 1ey) seiuedwod ‘ejduexs 1o

selousie JuswuIen0h Jaylo 01 suonebljqo
Bunuodal s A1reyo JnoA 01 sebueyo Aue aJe aiey] JI 1IN0 MIOAN =

usym

MOH/a18UM

1OYM

11

visit acnc.gov.au phone 13 ACNC



acnc.gov.au






