6 June 2013

Mr Paul Jubb

President, Tasmanian Branch (Tasmanian Hospitality Association)
Australian Hotels Association

PO Box 191

BATTERY POINT TAS 7001

Dear Mr Jubb,

Re: Lodgement of Financial Statements and Accounts - Australian Hotels Association,
Tasmanian Branch (Tasmanian Hospitality Association) - for year ended 30 June 2012
(FR2012/451)

| refer to the above financial statements and accounts which were lodged with the Fair Work
Commission (‘FWC’) on 23 January 2013. An amended Certificate by Prescribed Designated
Officer was lodged on 5 June 2013.

The documents were not completed or signed in the prescribed sequence, giving rise to
questions about compliance with various provisions of the Fair Work (Registered Organisations)
Act 2009. Following advice from the Auditor, and confirmation that the report has been provided
to the members, | have filed the documents. However | draw your attention to the following
matters relating to the preparation, provision and presentation of the report.

Signing of key documents - key events

To ensure the reporting unit complies with the Act in the future, it is necessary to understand that
the date of signature on each document is what indicates to FWC when the key event to which
each document relates, occurred.

The Committee of Management Statement is the document that confirms when the report can be
said to have been prepared. It must make reference to the date of passing of the resolution by
the committee of management making the various declarations set out on it. The report must be
prepared as soon as practicable after the end of the financial year." It should be signed before
the date of the Auditor’s report.

The Operating Report is part of the full report to be provided to the members. It must be signed
before the documents comprising the full report are provided to the members.

The Auditor’s Report is the document that confirms that the accounts and statements have been
audited. It should be signed before the full report is provided to the members.

The full report that must be provided to the members must include the various financial
statements, and the documents mentioned above.? Because rule 12(d) of the rules of the
reporting unit provides that the financial report® must be presented to the Annual General

! See section 253(1), RO Act
? See subsection 265(1)
3 Literally: “the Auditor’s report, balance sheet and statement of receipts and expenditure”
Terrace Towers Telephone: (02) 6723 7237
80 William Street International: (612) 6723 7237
East Sydney NSW 2011 Facsimile: (02) 9380 6990
Email: sydney@fwc.gov.au



Meeting, the full report must be provided to the members at least 21 days prior to the holding of
the Annual General Meeting.*

The full report must then be presented to a general meeting of members (in this case, the Annual
General Meeting) within 6 months,® that is, by no later than 31 December.

The financial report must then be lodged with FWC within 14 days after the Annual General
Meeting, with a Certificate by Prescribed Designated Officer®, that is, by no later than 14 January.

To ensure that the time frames will be complied with, | recommend that the reporting unit first
determine the date for its Annual General Meeting. This will identify the latest date by which the
full report must be provided to the members, namely, the date occurring 21 days prior. The date
calculated to be the date when the full report will be provided to members will necessarily be a
date occurring after the date(s) the committee of management statement, the operating report
and the auditor’s report are finalised and signed.

Extensions of time possible

If it is anticipated that the Annual General Meeting cannot be held before 31 December, an
extension of time for up to one month can be applied for under subsection 265(5). If granted, this
would have an effect of allowing the reporting unit to present its report to an Annual General
Meeting held before 31 January. This would also have the practical effect of allowing the
reporting unit more time to prepare its report and provide it to the members. The reporting unit
should make every effort however to complete the key events within the ordinary periods
prescribed.

I now turn to various issues of interpretation and/or disclosure.

Committee of Management Statement - prescribed declaration

The Committee of Management Statement omitted one of the declarations required by the
Reporting Guidelines, namely, a declaration that the financial records have been kept, as far as
practicable, in a consistent manner to each of the other reporting units within the organisation.’

This declaration applies because the reporting unit is one of several reporting units within the
federally registered Australian Hotels Association.

Operating report - full-time equivalent employees

The operating report discloses the number of full-time and part-time employees. Regulation
159(b) requires Operating Reports to disclose the number of employees “measured on a full-time
equivalent basis”, where both full-time and part-time employees are included. For the avoidance
of doubt, the total should in future be calculated and expressed as a “full-time equivalent”.

Operating report - period of office

The Operating report lists the names of the members of the Committee of Management “during
the reporting period”. It is not completely clear whether this means they held office for the entire
reporting period. Regulation 159(c) requires Operating Reports to disclose the period for which
person held office. For the avoidance of doubt, if the persons hold office for the entire year, a
statement that all persons listed held office for the entire year unless otherwise indicated would
be sufficient.

* See subsection 265(5): (if a general meeting of members of the reporting unit to consider the reports is held within 6
months after the end of the financial year) ....“(T)he copies referred to....must be provided within.....the period starting
at the end of the financial year and ending 21 days before that meeting”.

® See subsection 266(1)

® See section 268

" See paragraph 25(e)(iv) of the Reporting Guidelines attached



Operating report - results of activities

Subsection 254(2)(a) requires operating reports to contain a review of the “principal activities, the
results of those activities (my underlining) and any significant changes in the nature of those
activities...”. The Operating report lists the principal activities and states that there were no
significant changes in the nature of the principal activities but omits any mention of results.

This has been a frequently overlooked provision. Although the nature of the principal activities
may not change from year to year, the consequences or benefits of them may vary. The
provision does not refer to financial results but results one might expect from helping, recruiting,
promoting and representing members. The extent or manner in which the results of the principal
activities might be reviewed is not prescribed but | would suggest that a brief statement
describing or referring to any successes or developments arising from the activities described as

“provision of industrial support to members”, “media releases in support of campaigns” etc would
meet the provision.

Donations

A balance of $8,824 is disclosed for the item “Donations/Gifts”. If this amount included any
individual donation exceeding $1,000, then a separate Statement of Loan Grants and Donations
under section 237 of the RO Act must be lodged setting out the prescribed particulars.® | enclose
a proforma which may be completed and signed if applicable.

Please note that ordinarily, statements under section 237 must be lodged within 90 days of the
end of the relevant financial year.

If you have any queries about the reporting requirements at any time, | may be contacted on (02)
6723 7237.

Yours sincerely

Stephen Kellett
Senior Adviser, Regulatory Compliance Branch

cc. Ms Joanne Doyle, Partner, Wise Lord & Ferguson

cc. Mr Bruno Palermo, Capital3 Accounting

8 See extract from s237 attached



6 June 2013

Mr Bruno Palermo
Capital3 Accounting
GPO Box 1394
HOBART TAS 7001

Dear Mr Palermo,

Re: Lodgement of Financial Statements and Accounts - Australian Hotels Association,
Tasmanian Branch (Tasmanian Hospitality Association) - for year ended 30 June 2012
(FR2012/451)

| refer to the above financial statements and accounts which were lodged with the Fair Work
Commission on 23 January 2013.

I have written to the Association in relation to various issues and | attach a copy of that letter for
your information.

Thank you for your assistance in this matter. If you have any queries about the reporting
requirements at any time, | may be contacted on (02) 6723 7237.

Yours sincerely

Stephen Kellett
Senior Adviser, Regulatory Compliance Branch

Terrace Towers Telephone: (02) 6723 7237

80 William Street International: (612) 6723 7237

East Sydney NSW 2011 Facsimile: (02) 9380 6990
Email: sydney@fwc.gov.au



6 June 2013

Ms Joanne Doyle
Partner - Audit

Wise Lord & Ferguson
GPO Box 1083
HOBART TAS 7001

Dear Ms Doyle,

Re: Lodgement of Financial Statements and Accounts - Australian Hotels Association,
Tasmanian Branch (Tasmanian Hospitality Association) - for year ended 30 June 2012
(FR2012/451)

Thank you for your advice about the completion of the audit and the signing of the above
financial statements and accounts.

| have written to the Association in relation to various issues and | attach a copy of that letter for
your information.

Thank you for your assistance in this matter. If you have any queries about the reporting
requirements at any time, | may be contacted on (02) 6723 7237.

Yours sincerely

Stephen Kellett
Senior Adviser, Regulatory Compliance Branch

Terrace Towers Telephone: (02) 6723 7237

80 William Street International: (612) 6723 7237

East Sydney NSW 2011 Facsimile: (02) 9380 6990
Email: sydney@fwc.gov.au



CERTIFICATE BY PRESCRIBED DESIGNATED OFFICER
$268 Fair Work (Registered Organizations) Act 2009

I, /“f%wt’ja% ...........

being the..ﬁ[f.ﬂ[ﬁﬁd;é.. and the prescribed designated officer of the
Australian Hotels Association, Tasmanian Branch, certify:

*9

e that the financial statements and accounts for the year ended 30
June 2012 which were lodged with the Fair Work Commission on
23 January 2013 are copies of the full report referred to in s268 of
the Fair Work (Registered Organisations) Act 2009;

e that copies of the full report were provided to members on/from
20 May 2013;

o that the financial statements were presented to a general meeting of
members of the reporting unit called for and held on Tuesday, 4
December %012 (&

\
i

(Slgnature)

(Posmon) ﬂD (A7 A ¥Qv

Date 05 / 6/2013

s268 Certificate
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30 June 2012 Audited Financial Reports

To veiw our audited financial report for the year ending 30
June 2012, please click the below links:

3oth June 2012, Audited Financial Report Part a

3oth June 2012, Audited Financial Report Partb

back to t
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You can unsubscribe at any time.
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From: KELLETT, Stephen

To: "naomi@australianhotels.asn.au"

Subject: FW: Attention: Ms Naomi Burgess - Provision of full report to members - section 265(5) of Fair Work
(Registered Organisations) Act 2009

Date: Friday, 10 May 2013 12:57:00 PM

Dear Naomi,

Further to our conversation this morning | write to confirm that, based on your advice, it is my
understanding that the financial documents for the year end 30 June 2012 prepared under the
Fair Work (Registered Organisations) Act 2009 have not been provided to the members of the
Association in a way that could be said to have satisfied the legislative requirement. The
Association’s practice of regularly emailing a newsletter to all members appears to me to offer
a practicable way of ensuring the report is adequately provided to members.

So there is no doubt as to what they must receive/have access to, | draw your attention to the
extract from sub-section 265(1) here:

265 Copies of full report or concise report to be provided to members
(1) A reporting unit must provide free of charge to its members ....:
(a) a full report consisting of:

() a copy of the report of the auditor in relation to
the inspection and audit of the financial records of
the reporting unit in relation to a financial year; and

(i) a copy of the general purpose financial report to
which the report relates; and

(iii) a copy of the operating report to which the
report relates

The 2012 report that was lodged with Fair Work Commission included the Operating report,
the Committee of Management Statement, the Auditor’s Report, the Statement of
Comprehensive Income, the Statement of Financial position, the Statement of Changes in
Equity, the Statement of Cashflows, and the Notes to the financial statements.

| will defer filing the 2012 report until | receive confirmation that the report has been
distributed electronically. Thank you for your clarification and assistance today. Please don’t
hesitate to contact me if you have any questions.

Yours sincerely

STEPHEN KELLETT
Senior Adviser,

Regulatory Compliance Branch



_ TASMANIAN HOSPITALITY ASSOGIATION _

25/93 Salamanca Place, Hobart Tas 7000 T: 03 6224 7033 F. 03 6224 7988
PO Box 191, Battery Point Tas 7004
E: aha@australianhotels.asn.au W: www.australianhotels.asn.au

Designated Officer’s Certificate or other Authorised Officer

s268 Fair Work (Registered Organisations) Act 2009
| Paul Jubb being the President of the Australian Hotels Association Tasmanian Branch certify:

e That the documents lodged herewith are copies of the full report, referred to in 5268 of the
Fair Work (Registered Organisations) Act 2009; and

¢ That the full report, was provided to members on Tuesday 4th December 2012; and

® That the full report was presented to a general meeting of members of the reporting unit on
Tuesday 4™ December 2012; in accordance with section 266 of the Fair Work {Registered
Organisations) Act 2009.

Signature:

?

Paul Jubb

Date: 23 january 2013

“Dedicated to Maintaining and Improving the Professionalism and Prosperity of the Tasmanian Hospitality Industry”




AUSTRALIAN HOTELS ASSOCIATION —TASMANIAN BRANCH
OPERATING REPORT

FOR THE YEAR ENDED 30 JUNE 2012

This Operating Report covers the results of those activities that were provided for the financial year
ended 30 June 2012.

PRINCIPAL ACTIVITIES
The principal activities of the Association, as conducted through the Council and the Executive Board
during the past year fell into the following categories:
- Provision of Industrial support to members including advice on legal and Iegislative matters,
contractual obligations and representation of state members. Administration of Federal
awards, the variation of awards following major test cases. ¢
- Media and Communications to members and to the broader community via media releases
in support of campaigns, targeted publications including national magazines.
- Provision of information for members providing up to date material relevant to hotels.
- Organisation of events to members such as Awards for Excellence, National Convention,
Charity Fund Raising etc. in order to recognise their achievements and contribution to the
community.

FINANCIAL ACTIVITIES
There were no significant changes in the nature of the Association's financial activities during the

year.

SIGNIFICANT CHANGES
There were no significant changes in the nature of the Association's principal activities during the

year.

NUMBER OF MEMBERS
The number of persons who, at the end of the reporting period, were recorded on the Register of
Members of the Association was 371.

NUMBER OF EMPLOYEES
The number of persons who were, at the end of the reporting period, employees of the
Association was 6 comprised of 5 full time and 1 part time staff.






















AUSTRALIAN HOTELS ASSOCIATION - TASMANIAN BRANCH

NOTES TO THE FINANCIAL STATEMENTS
FOR THE YEAR ENDED 30 JUNE 2012

1. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES
Statement of Compliance

Australian Hotels Association — Tasmanian Branch (the Association) is an entity incorporated and
domiciled in Tasmania. The financial report is a general purpose report, which was prepared in
accordance with the requirements of the Fair Work (Registered Organisations) Act 2009. The
financial statements are presented in Australian dollars. The registered office and principal place of
business is Australian Hotels Association — Tasmanian Branch, 25/93 Salamanca Place, Hobart,
Tasmania.

The financial report was authorised for issue by the Committee of Management of Australian Hotels
Assaciation — Tasmanian Branch on the date the Committee of Management Certificate was signed.

The operations and principal activities of the entity during the year were to provide benefits and
support to members.

The financial report has been prepared in accordance with Accounting Standards (including
Australian Accounting Interpretations), other pronouncements of the Australian Accounting Standards
Board, the requirements of the Fair Work (Registered Organisations) 2009 and in compliance with
other requirements of the law.

The following is a summary of the material accounting policies adopted by the Association in the
preparation of the financial report. The accounting policies have been consistently applied, unless
otherwise stated.

Basis of preparation

The financial report is a general purpose financial report that has been prepared for distribution to the
members to fulfil the financial reporting requirements under the Fair Work (Registered Organisations)
Act 2009.

Reporting Basis and Conventions

The financial report has been prepared on an accruals basis and is based on historical costs modified
by the revaluation of selected non-current assets, and financial assets and financial liabilities for
which the fair value basis of accounting has been applied.

{a) Plant and Equipment
Each class of plant and equipment is carried at cost or fair value less, where applicable, any
accumulated depreciation and any accumulated impairment losses.

Plant and equipment are measured on the cost basis less depreciation and impairment losses.

The carrying amount of plant and equipment is reviewed annually by the Directors to ensure it is not
in excess of the recoverable amount of these assets. The recoverable amount is assessed on the
basis of the expected net cash flows that will be received from the assets employment and
subsequent disposal. The expected net cash flows have been discounted to their present values in
determining recoverable amounts.

Depreciation

The depreciable amount of all fixed assets is depreciated on a straight line or diminishing value basis
over their useful lives to the entity commencing from the time the asset is held ready for use.
Leasehold improvements are depreciated over the shorter of either the unexpired period of the lease
or the estimated useful lives of the improvements. The depreciation rates used for each class of
depreciable assets are:

Class of fixed assets Depreciation Rate
Plant and Equipment 7.5-50% Straight Line or Diminishing Value



AUSTRALIAN HOTELS ASSOCIATION - TASMANIAN BRANCH

NOTES TO THE FINANCIAL STATEMENTS
FOR THE YEAR ENDED 30 JUNE 2012

1. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (Cont'd)

{b) Leases
Leases of fixed assets where substantially all the risks and benefits incidental to the ownership of the
asset but not the legal ownership are transferred to the Asssociation are classified as finance leases.

Finance leases are capitalised by recoding an asset and a liability at the lower of the amounts equal
to the fair value of the leased property or the present value of the minimum lease payments, including
any guaranteed residual values. Lease payments are allocated between the reduction of the lease
liability and the lease interest expense for the period.

Leased assets are depreciated on a straight-line basis over the shorter of their estimated useful lives
or the lease term.

Lease payments for operating leases, where substantially all the risks and benefits remain with the
lessor, are charged as expenses in the pericds in which they are incurred.

Lease incentives under operating leases are recognised as a liability and amortised on straight-line
basis over the life of the term lease.

(¢} Employee Benefits

Provision Is made for the Associations’ liability for employee benefits arising from services rendered
by employees to halance date. Employee benefits that are expected to be settled within one year
have been measured at the amounts expected to be paid when the liability is settled, plus related on
costs.

Employee berefits payable later than one year have been measured at the present value of the
estimated future cash outflows required to settle the obligation.

{d) Cash and Cash Equivalents

Cash and cash equivalents include cash on hand, deposits held at call with banks, other short-term
highly liquid investments with original maturities of three months or less, and bank overdrafts. Bank
overdrafts are grouped within short-term borrowings in current liabilities on the balance sheet.

(e) Revenue
Interest revenue is recognised as it accrues.

Membership revenue is recognised in income on a monthly basis over the 12 month period to which it
relates.

Fundraising income and donations are recognised when received by the Association.

() Goods and Services Tax (GST)

Revenues, expenses and assets are recognised net of the amount of GST, except where the amount
of GST incurred is not recoverable from the Australian Taxation Office. In these circumstances the
GST is recognised as part of the cost of acquisition of the asset or as part of an item of expense.
Receivables and payables in the Balance Sheet are shown inclusive of GST.

Cash flows are presented in the cash flow statement on a gross basis, except for the GST component
of investing and financing activities, which are disclosed as operating cash flows.

(g) Trade and Other Receivables
Trade receivables, which generally have a 30-60 day term, are recognised initially at fair value, less
an allowance for impairment.

The collectability of debts is assessed at balance date. A provision is raised against this balance to
cover any accounts considered doubtful.






























Wise Lord & Ferguson
advice to advantage
Chartered Accountants

Independent auditor's report to the members of
Australian Hotels Association Tasmanian Branch

We have audited the accompanying financial report of Australian Hotels Association Tasmanian
Branch (“the Association”}, which comprises the statement of financial position as at 30 June 2012,
and the statement of comprehensive income, statement of changes in equity and statement of
cash flows for the year ended on that date, a summary of significant accounting policies, other
explanatory notes and the committee of management’s statement.

The committee of management’s Responsibility for the Financial Report

The Association’s committee of management is responsible for the preparation and fair
presentation of the financial report in accordance with Australian Accounting Standards and the
Fair Work (registered Organisations) Act 2009 and for such internal controls as the committee of
management determine are necessary to enable the preparation of the financial report that is free
from material misstatement, whether due to fraud or error.

Auditor’'s Responsibility

Our responsibility is to express an opinion on the financial report based on our audit. We
conducted our audit in accordance with Australian Auditing Standards. Those standards require
that we comply with relevant ethical requirements relating to audit engagements and plan and
perform the audit to obtain reasonable assurance about whether the financial report is free from
material misstatement.

An audit involves performing procedures to obtain audit evidence about the amounts and
disclosures in the financial report. The procedures selected depend on our judgment, including the
assessment of the risks of material misstatement of the financial report, whether due to fraud or
error. In making those risk assessments, we consider internal controls relevant to the entity's
preparation and fair presentation of the financial report in order tc design audit procedures that are
appropriate in the circumstances, but not for the purpose of expressing an opinion on the
effectiveness of the entity’s internal controls. An audit also includes evaluating the appropriateness
of accounting policies used and the reasonableness of accounting estimates made by the
committee of management, as well as evaluating the overall presentation of the financial report.

We believe that the audit evidence we have obtained is sufficient and appropriate to provide a
basis for our audit opinion.

Independence

In conducting our audit we have complied with the independence requirements of the Australian
professional accounting bodies.

1st Floor 160 Collins Street Hobart TAS 7000 GPO Box 1083 Hobart TAS 7001
Tel: (03) 6223 6155 Fax: (03) 6223 8993 Email: email@wlf.com.au internet: www.wif.com.au
2 , Partners: Peter Beven, Harvey Gibson, Danny McCarthy, Douglas Thomson, Joanne Doyle,
%/ _Sﬁi Stuart Clutterbuck, lan Wheeler, Dean Johnson, Marg Marshall, Paul Lyons
Managers: Alicia Leis, Melanie Richardson, Nick Carter, Simon Jones,

Shaun Evans, Trent Queen, Rachel Burns, Angela Parisi






22 January 2013

Mr Steve Old

General Manager

Australian Hotels Association

Tasmanian Hospitality Association

Sent by email: aha@australianhotels.asn.au

Dear Mr Old,

Failure to lodge audited financial report(s) - [FR2012/451]

Our records indicate that the Tasmanian Hospitality Association of the Australian Hotels
Association (the reporting unit) has failed to lodge its audited financial report for the financial year
ended 30 June 2012 despite Fair Work Australia (as it was) reminding the reporting unit of its
obligation to do so by letter dated 6 August 2012.

As you have previously been advised, section 268 of the Fair Work (Registered Organisations) Act
2009 (the RO Act) requires reporting units to lodge an audited financial report with the Fair Work
Commission within a maximum of 6 months and 14 days of the end of their financial year (that is,
no later than 14 January 2013).

Paragraph 7.4 of the FWC Regulatory Compliance Policy (a copy of which is attached) states as
follows:

7.4  Where the possible contravention involves failure by an organisation, branch or reporting
unit to lodge a matter with FWC in accordance with the timeframes specified in the
RO Act, RO Regulations or the rules of the organisation, branch or reporting unit:

a. The Regulatory Compliance Branch will contact the organisation, branch or reporting
unit, by telephone and/or in writing, within two weeks to advise that lodgement is
overdue;

b. Iflodgement has not occurred within one month of the timeframe specified in the
RO Act, RO Regulations or rules, the Regulatory Compliance Branch will advise the
organisation, branch or reporting unit that it is seeking voluntary compliance within a
specified timeframe and that, in the absence of such voluntary compliance without
cause, FWC will commence an inquiry or investigation or initiate court proceedings;
and

c. Iflodgement has not occurred within the timeframe specified in the correspondence
referred to in paragraph b and the organisation, branch or reporting unit has not been
able to show cause regarding why it should not do so, FWC will commence an inquiry
or investigation or initiate court proceedings in accordance with this policy as soon as
reasonably practicable.

11 Exhibition Street Telephone: (03) 8661 7777
Melbourne VIC 3000 Facsimile: (03) 9655 0410

GPO Box 1994 Email: orgs@fwc.gov.au
Melbourne VIC 3001



Section 331 of the RO Act empowers the General Manager of the Fair Work Commission to
investigate compliance by a reporting unit (such as the Tasmanian Hospitality Association of the
Australian Hotels Association), its officers, employees and auditor(s) with:

Part 3 of Chapter 8 of the RO Act;

the reporting guidelines made under that Part;

the regulations made for the purposes of that Part;

the Australian Hotels Association-Tasmanian Hospitality Association rules regarding
finances and financial administration; and

e civil penalty provisions of the RO Act (see s.305).

In accordance with the processes specified in paragraph 7.4(b) of the FWC Regulatory
Compliance Policy which are set out above, the reporting unit is required to lodge its outstanding
audited financial report with the Fair Work Commission by no later than 14 February 2013.

Should the reporting unit fail to do so without reasonable cause, the Fair Work Commission may
commence an investigation under s.331 of the RO Act without further notice.

Should you seek any clarification in relation to the above, please contact me on (03) 8661 7936 or
via email at robert.pfeiffer@fwc.gov.au.

Yours sincerely,

2.

Robert Pfeiffer
Senior Adviser
Regulatory Compliance Branch

11 Exhibition Street Telephone: (03) 8661 7777
Melbourne VIC 3000 Facsimile: (03) 9655 0410

GPO Box 1994 Email: orgs@fwc.gov.au
Melbourne VIC 3001



6 August 2012

Mr Steve Old
General Manager
Australian Hotels Association - Tasmanian Hospitality Association

aha@australianhotels.asn.au

Dear Mr Old,

Lodgement of Financial Documents for year ended 30 June 2012 [FR2012/451]
Fair Work (Registered Organisations) Act 2009 (the RO Act)

The financial year of the Australian Hotels Association-Tasmanian Hospitality Association (the
“reporting unit”) has recently ended. This is a courtesy letter to remind you of the obligation to
prepare and process the reporting unit’s financial documents. The full financial report must be
lodged with Fair Work Australia within a period of 6 months and 14 days of the end of the financial
year.

The RO Act sets out a particular chronological order in which financial documents and statements
must be prepared, audited, provided to members and presented to a meeting. The attached
Timeline/Planner summarises these requirements.

Failure to comply with these obligations is subject to a civil penalty provision - see s305 of the RO
Act.

In addition, financial reporting fact sheets and sample documents can be found on our Fair Work
Australia website. The information can be viewed at www.fwa.gov.au — under Registered
Organisations — Overview — Fact sheets. This site also contains the Financial Reporting
Guidelines.

This office encourages you to lodge all financial reports electronically (e.g. as pdf files) at
orgs@fwa.gov.au. Alternatively, you can forward the documents by fax to (03) 9655 0410.
Please do not hesitate to contact me on (03) 8661 7787 or by email at
Andrea.O'HALLORAN@fwa.gov.au if you wish to discuss the requirements outlined in this
correspondence.

Yours sincerely,

Andrea O'Halloran
Organisations, Research & Advice
Fair Work Australia

11 Exhibition Street Telephone: (03) 8661 7777
Melbourne VIC 3000 Email : orgs@fwa.gov.au
GPO Box 1994 Internet : www.fwa.gov.au

Melbourne VIC 3001



TIMELINE/PLANNER

Financial reporting period ending: / /

Prepare financial statements and Operating Report.

(a) A Committee of Management Meeting must

consider the financial statements, and if satisfied, — As soon as practicable after end of financial
pass a resolution declaring the various matters year

required to be included in the Committee of

Management Statement. / /

(b) A *designated officer must sign the Statement
which must then be forwarded to the auditor for
consideration as part of the General Purpose
Financial Report (GPFR).

Within a reasonable time of having received
the GPFR

(NB: Auditor’s report must be dated on or
after date of Committee of Management
Statement

Auditor's Report prepared and signed and given to / /
the Reporting Unit - s257

(a) if the report is to be presented to a
General Meeting (which must be held

Provide full report free of charge to members — s265 within 6 months after the end of the

financial year), the report must be

The full report includes:
P provided to members 21 days before the

e the General Purpose Financial Report (which General Meeting,

includes the Committee of Management

Statement); /o or
¢ the Auditor’s Report; and (b) in any other case including where the
e the Operating Report. report is presented to a Committee of

Management meeting*, the report must
be provided to members within 5 months
of end of financial year.

Present full report to:

Within 6 months of end of financial year

(a) General Meeting of Members - 266 (1),(2); OR I
(b) where the rules of organisation or branch allow* - i . ,

a Committee of Management meeting - s266 (3) / / Within 6 months of end of financial year
Lodge full report with Fair Work Australia, together / / Within 14 days of meeting

with the *Designated Officer’s certificate™ — 268

* the full report may only be presented to a committee of management meeting if the rules of the reporting unit provide that a percentage
of members (not exceeding 5%) are able to call a general meeting to consider the full report.

# The Committee of Management Statement and the Designated Officer’s certificate must be signed by the Secretary or another officer
who is an elected official and who is authorised under the rules (or by resolution of the organisation) to sign the statement or certificate
—5243.

++ The Designated Officer’s certificate must state that the documents lodged are copies of the documents provided to members and

presented to a meeting in accordance with s266 — dates of such events must be included in the certificate. The certificate cannot be
signed by a non-elected official.




