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Acknowledgement of Country

We pay respect to Victoria's traditional owners and their elders past, present and emerging
who have been custodians of this country for many thousands of years. We acknowledge
their living culture and their role in the life of Victoria.



Disclaimer

The information in this user guide is specific to Victorian funding and disclosure laws and
does not consider the laws of other Australian jurisdictions. Victoria’s funding and disclosure
laws are set out in the Electoral Act 2002 (the Act).

This information is general in nature and does not consider your individual circumstances. If
you are unsure about how the laws apply to you, seek professional advice.

Contact us

The Funding, Disclosure and Parties team is here to support you with your funding and
disclosure obligations. Please get in touch with us if you have questions or concerns.

Phone: 03 8620 1100 or 131 832
Email: disclosures@vec.vic.gov.au

You can also contact us at rppregistration@vec.vic.gov.au with any questions about
registered political parties and their agents.

Version control

Version Date effective | Approved by Amendment

1.0 15/10/2019 Director, Electoral Integrity and N/A
Regulation

1.1 22/12/2020 Program Manager, Funding and * Updates to system
Disclosure screenshots

* Updated formatting

1.2 20/01/2022 Program Manager, Funding and * Updates to system
Disclosure screenshots

* Updated formatting

2.0 19/07/2022 Director, Electoral Integrity and * Process updates
Regulation and corrections
* Updates to system
screenshots

* Updated formatting
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VEC Disclosures

VEC Disclosures is our purpose-built portal that allows users to disclose political donations

and submit required annual returns. Political donations are money, services (including paid
labour), loans, guarantees or property (including a loan of assets).

A political donation is any gift made to:

e political parties registered in Victoria

e candidates at a Victorian State election

e a group of Legislative Council (upper house) candidates at a Victorian State election
e an elected member of the Victorian Parliament

e an associated entity operating in Victoria

e a nominated entity of a political party registered in Victoria

a third-party campaigner operating in Victoria.

This guide is for associated entities and third-party campaigners. It explains how to register
for VEC Disclosures and how to appoint deputy agents.

Web browser capability

VEC Disclosures works on multiple web browsers.

You can access VEC Disclosures on a mobile device, however, the best user experience is on

your desktop or laptop computer.

Definitions

For an explanation of terms used in this user guide, please visit the Funding glossary on our
website.

More information

For more information on funding and disclosures obligations or for more VEC Disclosures

user guides please visit our website.

Political donations | Victorian Electoral Commission (vec.vic.gov.au)
Annual returns | Victorian Electoral Commission (vec.vic.gov.au)
VEC Disclosures — Portal guide

VEC Disclosures — Registered political party functions guide

VEC Disclosures — Guide for associated entities, third-party campaigners, independent candidates, and independent elected members


https://disclosures.vec.vic.gov.au/
https://disclosures.vec.vic.gov.au/
https://disclosures.vec.vic.gov.au/
https://disclosures.vec.vic.gov.au/
https://www.vec.vic.gov.au/candidates-and-parties/funding/funding-glossary
https://disclosures.vec.vic.gov.au/
https://www.vec.vic.gov.au/candidates-and-parties/political-donations
https://www.vec.vic.gov.au/candidates-and-parties/annual-returns
https://www.vec.vic.gov.au/-/media/6176ec5db9894cc6bde94262d3a91408.ashx
https://www.vec.vic.gov.au/-/media/5025bc0e0c344b0dbea66c5967c3bcd8.ashx

Introduction

This guide is to help all independent individual and organisational recipients to use VEC
Disclosures to fulfil their funding and disclosure obligations under Part 12 of the Act.
Independent, individual, and organisational recipients are independent candidates,
independent elected members, third-party campaigners, and associated entities.

For organisational recipients (third-party campaigners and associated entities), the
financial controller is the default agent and will act on the organisation’s behalf regarding
all funding and disclosure obligations. The financial controller can appoint a registered
agent to act on their behalf if they wish.

All individual recipients (independent candidates and independent elected members) are
their own default agent. They can also appoint a registered agent to act on their behalf for
all funding and disclosure obligations.

A deputy registered agent can be nominated to act as the registered agent if the registered
agent is unavailable. Any task a deputy registered agent performs on behalf of the
registered agent will remain the responsibility of the registered agent. As such, registered
agents should make sure there is strong internal governance, including the appropriate
delegations, when appointing a deputy registered agent.

As deputy registered agents are nominated by the registered agent on VEC Disclosures, if
the registered agent is de-registered on VEC Disclosures, any deputy registered agents they
appointed will also be de-registered. If the same deputy registered agents are nominated by
the incoming registered agent, they will need to contact us at disclosures@vec.vic.gov.au.

If you have any questions or need further clarification about your funding and disclosure
obligations, contact us at disclosures@vec.vic.gov.au or call 131 832.
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Registered agents

As a recipient of political donations, you may elect to nominate a registered agent to
manage your funding and disclosure obligations. This includes disclosing all your donations
on VEC Disclosures, managing your state campaign account, submitting your annual
returns, and managing payments of any applicable public funding.

You must be at least 18 years old to be appointed as a registered agent of a recipient. You
must not have had any convictions against the funding and disclosure provisions (Part 12) of
the Act, or the funding and disclosure provisions at Part XX of the Commonwealth Electoral
Act 1918 (Cth).

Nominate a registered agent

1. Onthe VEC Disclosures home page click ‘Sign in’ from the top menu.

@Victor'mnElectorulCommiss'\on Donctions Nominated entiiies Annual retur Rogister

2. Sign in with your email and password.

Sign in to VEC Disclosures

Forgot your password?

Not registered?

3. From the dashboard, click ‘Manage entity’ on the left-hand menu.

Victoriar h

Electoral Dashboard

Commission You on rontly loggad in os: Fi
ExampleFC

ExampleTPCO

ey 1o EXQMPIETPCO

ExampleFC of ExampleTPCQ regsiared os arocpors

personat cetoss updoted EXampleFC
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4. Click ‘Nominate an agent’.

‘éfg;?;‘r"url' Manage Third Party Campaigner Organisation details
Commission
ExampleFC
Financial Gontrotor
ExampleTPCO

530 Collins street
Melbourne Victoria 3000

Australio sama Role Contact number Email
Switch . 2 -
+ Mexampierpco  Third Party Campaigner Grganisation ExamphkEmail@gmail.com
12 Dashboard

+  ExampleFc  Financial Controlior

## Donations

Shawing 110 2 ol 2 rows
B Annual returns

1% Manage entity
& My account

0 Enquiries & support

 Log out

© Public Information
# Donations
B Nominoted Frtities

B Annual Returns

5. Enter the details of your nominated registered agent and click °

with a red asterisk (*) are compulsory.

Nominate a Registered Agent @ Home
How do we collect, manage and disclose your personal infarmation? See our Privacy staterment.
To be eligible to be an agent, the person you are nominating must
- be 18 years or older

- not have been convicted of an offence against Part 12 of the Electoral Act 2002 (Vic) or Part XX of the Electoral Act 1918 (Cwith)
- be an Australian citizen or resident

Home | Manage entity

Electorate silent alector Action
@ can

@ et

Send nomination’. Fields

Manage entity | Nominate a Registered Agent

Registered Agent contact information

First name *
Last name *

Phone number (Praferred) * Phona number (Alternative)

Email address *

We will send all VEC Disclosuras notifications to this email addrass. An email address can only be registered with one VEC Disclosures account.
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6. Select ‘OK’ to accept and continue, or ‘Cancel’ to cancel the nomination.

We will email your nominated agent to confirm their eligibility and accept the nomination.
Their nomination does not come into effect until they accept on VEC Disclosures.

{7 Submit

The person you have nominated as Registered Agent will receive an email asking
them to formally accept the nomination. They may need to complete an
attestation form, sign, and upload it as part of their acceptance.

Please note, this person will not be the Registered Agent until they have formally

accepted the nomination.

7. You will see a submission confirmation screen. Your nominated registered agent has
30 days to accept before the nomination expires.

Registered Agent nomination successful Manage entity | Neminate on Agent | Registered Agent nomination successful

© You have nominated Example RA to be your agent

Back to manage entity
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Accept nomination

1 We will email you when someone nominates you to be their registered agent.

Click the link to accept or reject the nomination.

VEC Disclosures — Registered Agent nomination
Dear ExampleRA

ipl hasr i you to be the Regi Agent for ExampleTPCO, Under the Electoral Act 2002, recipients of political donatiens can nominate a person to act as their Registered Agent.

A Registered Agent is responsible for managing an entity’s funding and disclosure obligations, including:
« disclosing donations,
« managing the State campaign account, and

= submitting annual returns

YYou can accept or reject this nomination now. I

You have 10 days to accept this nomination. After this time the nomination will expire and Registered Agent will need to nominate another Agent.
To learn more about the obligations of a Registered Agent, visit the Victorian Electoral Commission (VEC) website.

For further information, please contact the VEC Funding and Disclosure Unit at disclosures @vec.vic.gov.au, or on 131 832.

2. Download the Registered agent nomination form. This form must be completed
and signed before you can proceed to the next step.

Registered Agent Acceptance

You have been nominated to be the registered agent of Examplera

Please review your details and accept or reject this nomination.

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

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.
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3. Complete the Registered agent nomination form, scan it and save to your computer.

Note: You must keep the original version to supply to us if we request it.

Registered Agent Nomination

0z0¥vad

Registered Agent Nomination

0zodvad

gl Agent and
Once complete, please return this form to the person/organisation that nominated you to be their (please use BLOCK LETTERS)
Registered Agent.

Nominated Registered Agent details (please use BLOCK LETTERS)
(To be campletad by e nomines)

Nominated
Registered
Agent

Tite Frst name Wiade name attestation
Name and consent

agree to be the Registered Agent for

| certify that to the best of my knowledge the information contained in this Registered
Agent Nomination form s true and complete. D

| declare | am eligible to be appointed as the Registered Agent, to have my name
Address Stest entered on the Register of Agents as set out under Division 1A, section 207A of the
Electoral Act 2002 and declare as follows

{post office boxes wil
acosptsa)

ot be .
‘Suburt/Town | am over 18 years of age

I have not been convicted of an offence 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
(Ctn)

* |am Australian citizen or resident.

‘Country

1 give my consent to the appointment as the Registered Agent and acknowiedge that D
by accepting the appointment | take responsibility, on behalf of the recipient, for the
Telephane ‘ Mobse funding and disclosure obligations, as a Registered Agent.

Contact details

Emat | have completed and signed this Registered Agent Nomination form to certify my
consent to the appointment as the Registered Agent. D

| understand that the appointment as the Registered Agent will take effect when the
VEC enters my name on the Register of Agents. D

Day Morth

Date of birth

| understand that the VEC may remove my name from the Register of Agents if one
of the following occurs:

«  the VEC receives written notice from the recipient of a change in my eligibility

I resign as the Registered Agent

«  myappointment is revoked by the recipient

I'have been convicted of an offence 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).

Agent Date
“Please provide the original signed document (a scanned copy is o M vvvy

acceptable provided the original document is retained for records).

Page 1of2 Victoran Electoral Commission () Page 2 of 2 Victorian Eectoral Commission ()

4. Click ‘Browse’ to upload your completed Registered agent nomination form.

Registered Agent Acceptance

You have been nominated to be the registered agent of ExampleTPco

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

[Browse... | No file chosen
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5. Inthe dialog box, choose your document and select ‘Open’.

(2 Open E3
(€ * 1 L » ThisPC » Documents » Nominated Agent Appointment v & h No . o
Organize v New folder w
' Favorites Mere Type 4e
- i i Agent ion and Conse... Adobe Acrobat D 156 K8
/M This PC
€l Network
File name: R Agent and Consent Form.pdf v |AllFiles v

—

Once the document has been uploaded you can continue with the nomination process.

Registered Agent Acceptance

You have been nominated to be the registered agent of Examplera

Please review your details and accept or reject this nomination.

How do we collect, manage and disclose personal infermation? See our Privacy staterment.

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 ueloud your sisned consent form

[ Browse... | agent-attestation-consent.pdf

6. Confirm you are eligible by selecting each check box.

You cannot be a registered agent if you do not meet all 3 criteria. You must reject this
nomination if you do not meet all criteria.

| confirm that I
[J 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 Commonwealth Electoral Act 1918 (Cth) *
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7. Enter your details and answer the silent elector question. Check that any pre-filled
information is correct.

Your contact information

First name *

‘ Prefilled - Can be edited now ‘

Last name *

‘ Prefilled - Can be edited now ‘

Phone number (Preferred) * Phone number (Alternative)

| area

‘ Prefilled - Can be edited now ‘ ‘ nclude |

Email address =

We will send all VEC Disclosures notifications to this email address. An email address can only be
registered with one VEC Disclosures account.

‘ Prefilled - Can be edited now ‘

Your residential address *

Australian street address only, post office boxes will not be accepted

‘ Start typing

[ Enter my residential address manually

Are you a silent elector? *

A silent elector is someone who has formally registered with the Victorian Electoral Commission to
have their address suppressed on the electoral roll. You will need to enter your address to register
on VEC Disclosures, but this information will not be published if we verify you are a silent elector.

Plecse select v

8. Click ‘Accept’ when you have read and understood the acknowledgement.

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

« disclosing all donations for ExampleTPCO

« managing ExampleTPCO's State campaign account

+ submitting ExampleTPCO"s annual returns, and

« managing payments of administrative expenditure and public funding (where
applicable) to ExampleTPCO.

I acknowledge that | may be held liable for any breaches of the funding and disclosure
igations under the El Act 2002; including financial penalties and impriscnment.

9. You will see confirmation that you have successfully accepted your nomination.

@Victoriﬂn[lac(mlCcmmissiﬂn Donations Nominated entities  Annual retums

Registered Agent acceptance

successful
we wil mplefC that you have accepted the Registered Agent nominction for ExampleTPCO
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10. We will email you to confirm you have successfully registered. Click the ‘Complete
registration’ link to open VEC Disclosures and set your password. This link will expire in 14
days.

11. Choose your password and click ‘Complete registration’. Your password must be at least 8
characters and contain at least 3 of the following: uppercase, lowercase, number and
symbol (for example: | @ # S % &).

Complete your VEC Disclosures registration

Email *

Your email will be your username

Prefilled  ExampleEmail@gmail.com

Create your password *

Your password must:

* pbe a minimum of 8 characters
* include atleast three of the following:
* uppercase characters
* |owercase characters
* numbers
* special characters (e.g. |@#$%NE™)

Confirm your password *

Complete registration

You are now registered on VEC Disclosures. You can access any of the menu options on the
left-hand panel on the dashboard.

Victorian D
ashboard o
@ Electoral Home | Dashboard
Commission ., currently logged in os: Registered Agent on behall of ExampleTPCO.
ExampleRA
Registeracl Agent

Need to link another entity to your VEC Disclosures account? You can do that here
ExampleTPCO
530 Collins street
Melbaume Victoria 3000
Australia

ter an entity

) Switch entities Activity
Switch
The entities and roles linkad to your eceaunt are listed balow. Recant aetivity (or ExampleTPCO
12 Dashboard
# Donations Switchto = ExampleTPCO - nomination of registered agent : ExampleRA is approved by VEC 27 minutes age

ExamplsTPCO - Registerad Agent
B Annual ratums. 9 & ExampleTPGO - nomination of registered agent - ExampleRA is accepted by the registerac ogent 7 Minutes age

12 Manage entity

ExamplsTPCO - nomination of agent : ExampleRA is awaiting agent opproval anhour ogo
& My account
ExamplefC of ExampleTPCO registera os o reciplent 2hours oge
0 Enquiries & support
personal details updated ExampleFC 2hours age
@ Log out
@ Public Information Pendlng nominations
# Donations It someone has nominated you to act on behalf of an entity, the details will be available below. Click on 'view' ta aceapt or reject a nomination.
B Nominated Entities Learn more about role types
B Annual Returns Entity name 4+ Entity type Role type

There are no recards to display.

VEC Disclosures — Guide for associated entities, third-party campaigners, independent candidates, and independent elected members 10


https://disclosures.vec.vic.gov.au/
https://disclosures.vec.vic.gov.au/

Reject nomination

1. We will email you when someone has nominated you to be a registered agent
link to accept or reject the nomination.

VEC Disclosures — Registered Agent nomination
Dear ExampleRA

pl hasr i you to be the Reg Agent for ExampleTPCO , Under the Electoral Act 2002, recipients of political donations can nominate a person to act as their Registered Agent.

A Registered Agent is responsible for managing an entity’s funding and disclosure obligations, includling:
+ disclosing donations,
« managing the State campaign account, and

= submitting annual returns

You can accept or reject this nomination now. I

You have 10 days to accept this nomination. After this time the nomination will expire and Registered Agent will need to nominate another Agent.
To learn more about the obligations of a Registered Agent, visit the Victorian Electoral Commission [VEC] website.

For further information, please contact the VEC Funding and Disclosura Unit at disclosures@vec.vic.gov.au, or on 131 832

2. Click ‘Reject’ to reject the nomination.

| acknowledge that by accepting this nomination, | am responsible for:

« disclosing all donations for ExampleTPCO

« managing ExampleTPCO's State campaign account

» submitting ExampleTPCO's annual returns, and

« managing payments of administrative expenditure and public funding (where
applicable) to ExampleTPCO.

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

3. You will see confirmation that you have rejected this nomination.

We will email the person who nominated you to let them know.

. Click the

Registered Agent rejection successful

Ty —

e will acivise ExampleFC that you have rejected the Registered Agent namination for ExampleTPCO

VEC Disclosures — Guide for associated entities, third-party campaigners, independent candidates, and independent elected members 1



Deputy registered agents

Registered agents can appoint a deputy registered agent to help them manage their
recipients funding and disclosure obligations. This includes disclosing all donations using
VEC Disclosures, managing the state campaign account, submitting annual returns, and
managing any applicable public funding.

You are responsible for any task your deputy registered agent performs on your behalf. You
should make sure there is strong internal governance, including the appropriate delegations
when appointing deputy registered agents.

Nominate a deputy registered agent

1. Onthe VEC Disclosures home page click ‘Sign in” from the top menu.

@Vil:tw'mnElectorulCummis&'\vn bonctions Naminated entities  Annual

2. Sign in with your email and password.

Donations Nominated entities Annual returns

Sign in to VEC Disclosures

Email

Password *

Forgot your password?

Not registered?

Register Learn more

3. On the dashboard, click ‘Manage entity’ on the left-hand menu.

@ Hewroe  Dashboard =
G You

¥ legged In e Agent on behaif

Mewd to fink anather entity ta your VEC Disclosures account? You can do that here

Ragistar an entity

_ Switch entities Activity
Switch
The antities and roles inked ta your account are stad below Recant actuity for ExampleTPCO

& pashboard
# Donations switeh 10+ ExampleTPOO - nomination of registered agent : ExampleRl Is opproved by VEC E——

N ExamphTPCO - Aeglsterer agent .
B Annual retumns atio gent - Exampleth pted by tha registered ogent 27 MAUes 530
& Manage entit; P "

Suitch entity ExampleTPCO - nomination of agent - ExampleRA is awaiting ogent opprovol onnourogo

& wy account

ExampleFC of ExampleTPCO ragi t 2howsage

edos

© Fquiries & support

porsonal details updated Examplef G 2hows age
© Log out
P Pending

# Danations 1 someane hos neminaled you 1o et on bahall of en entiy, the detads willbe ovalcbie below, Click on 'view 10 GCoept or reject a normination

B Nominated Entities

B annual Returns Entity name 1 Entity type Role type

Thare are no racords to oisplay.
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L4. Click ‘Nominate a deputy agent’.

Victorian

Electoral Manage Third Party Campaigner Organisation details Home | Manage entity
Commission
ExampleRa
Registered Agent
ExampleTPCO
630 Collins straet S
Melbourn Victoria 3000
Australia Nama Role Contact number Email Eectorate silent slector Action
Switch
+ I - Third Party Campaigner pleEmangqmalLcom e
88 Dashboard
+ ExampleFC Financial Controller
& ponati
= ons +  Examplera  Registored Agent c - Yes & i
B Annual retums: )
+  ExampleRA Registered Agent 4555555555 Yes Deregistered

ExamplcEmail@gmail.com on 16 May 2022
& Manage entity

£ by account Showing 110 4 of 4 rows

© Enquiries & support

© Log out

@ Pubiic Information
# Donations
B Nominated Entities

B Annual Returns

5. Enter the details of your chosen person. Fields marked with a red asterisk (*) are
mandatory.

Nominate a Deputy Registered Agent @ Home | Manage entity / Nominate a Deputy Registered Agent

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

The following information is required to provide your nominated deputy registered agent with access to VEC Disclosures,

Deputy Registered Agent contact information

First name *

Last name *

Phone number (Preferred) * Phone number (Alternative)

ocal @

e

ocal ar

‘ Incl code ‘ ‘ Incl ode ‘

Email address *
We will send all VEC Disclosures notifications to this email address. An email address can only be registered with one VEC Disclosures account.

‘ Email address ‘

6. Click ‘Submit’.

Nominate a Deputy Registered Agent @ Home | Manage entity / Nominate a Deputy Registered Agent

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

The following information is required to provide your nominated deputy registered agent with access to VEG Disclosures,

Deputy Registered Agent contact information

First name *

Last name *
[cstrome \

Phone number (Preferred) * Phone number (Alternative)

‘ Include local area code ‘ ‘ Include local area code ‘

Email address *
‘We will send all VEC Disclosures notifications to this email address. An email address can only be registered with one VEC Disclosures account.

‘ Email ad
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7. You will see confirmation that your nomination was successful.

Deputy Registered Agent nomination successful Home | Manage entity | Nominate a Deputy Reg.. | Deputy Registered Agent nomination successful

'ou have nominated ExampleDRA to be the Deputy Registered Agent

The person you have nominated will receive an email asking them to accept the appaintment. This person is not your agent until they have formally accepted the nomination via VEC Disclosures,

We will notify you when they accept of reject the nomination,

Back to manage entity

The deputy registered agent will receive 2 emails — one about their responsibilities as an agent
and one with a link to accept or reject this nomination.

VEC Disclosures — Deputy Registered Agent nomination
Dear ExampleDRA
ExampleRA as a Registerad Agent has nominated you as a Deputy Registered Agent to assist them in managing the political donations for ExampleTPCO

A Registered Agent may appoint a Deputy Registered Agent to assist them in their VEC Disclosures obligations.

IYuu can accept or reject this nomination now. I

For further information, please contact the VEC Funding and Disclosure Unit at disclosures@vec.vic.gov.au, or on 131 832,

8. You will receive notification in VEC Disclosures when the deputy agent has accepted
the nomination.

We will also email you to confirm they are now registered as your deputy.
VEC Disclosures — Deputy Registered Agent nomination acceptance
Dear ExampleRA
The person you nominated to be a Deputy Registered Agent on VEC Disclosures, ExampleDRA, has accepted your nomination.
Their appointment as a Deputy Registerad Agent will come into effect once they have completed their registration on the VEC online disclosure system.
Login to VEC Disclosures to review the status of the registration.

For further information, please contact the VEC Funding and Disclosure Unit at disclosures@vec.vic.gov.au, or on 131 832,
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Edit my details

You must make sure your contact details are always up to date. If you give false or
misleading information when disclosing a donation, you may be fined or imprisoned or both.
This includes your address and other contact details. The fine for this offence is 300 penalty
units (currently more than $54,000). The prison term is two years.

1. On the VEC Disclosures home page select ‘sign in’ from the top menu.
2. Sign in with your email and password.

3. From the dashboard select ‘My account’ from the left-hand menu.

Dashboard

Victorian
Electoral
Commission You are currently logged in as: Individual Donor on behalf of ExampleDonor

ExampleDonor

Individual Donor ' . ]
Need to link another entity to your VEC Disclosures account? You can do that here

Register an entity

Switch entities

ExampleDonor
530 Collins street
Melbourne Victoria 3000
Australia

Switch
The entities and roles linked to your account are listed below.

22 Dashboard

£ Donations Switch to *
& Manage entity ExampleDonor - Individual Donor "

@ Enquiries & support

Switch entity

® Log out

4. Select ‘Edit my account’.

Victorian
Electoral My account Home
Commission

ExampleDonor
Indlividual Donor

Contact details

_ExampleDonor First name ExampleDonor
5630 Collins street
Me\bn,r:\n \‘; ;nn 3000 Last name ExampleDonor
Australic

switch Email address
Residential address
52 Dashboord
Phone number (Preferred)

ExampleEmail@gmail.com
530 Collins streat Malbourna Victoria 3000 Australia

4555665556

## Donations
Phone number (Alternative) -

12 Manage entity

& My account
@ Enquiries & support

& Log out

5. Select the fields you want to edit.

Note: your first name, last name and email address cannot be changed.
To change these details please contact us at disclosures@vec.vic.gov.au.

6. You will receive confirmation when your details are saved.

My account

Edit account confirmation Home | Myaccount | Editmy account |/ Edit account confirmation

Your details have been successfully updated

You have successfully updated your account information.
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Register as a deputy registered agent

Registered agents are responsible for managing a recipient’s funding and disclosure
obligations. This includes disclosing all donations on VEC Disclosures, managing the state
campaign account, submitting the annual returns, and, if applicable, managing funding. They
can appoint a deputy registered agent to help them with these tasks.

The registered agent is responsible for any task you perform on their behalf. You should make
sure to follow any internal governance protocols you have been given by your registered agent.

1. We will email you when the registered agent has nominated you in VEC Disclosures.

Click ‘complete your registration’ to complete your registration on VEC Disclosures.

Your registration on VEC Disclosures is almost complete.

I Please click the following link to complete your registration. I

The link is only valid for 14 days.
Please note, only you can use this registration link; it must not be given to another person.
To learn more about your funding and disclosure ebligations, visit the VEC website,

If you have received this email in error, or have any queries as to why you are receiving this email, please contact the VEC Funding and Disclosure Unit at disclosures@vecvic.gov.au or on 131 832,

2. Click ‘Register’ and create your password.
Your password must be at least 8 characters and contain at least 3 of the following:
uppercase, lowercase, number and symbol (for example: ! @ # S % &).

Complete your VEC Disclosures registration

Ernail *

Your email will be your username

Prefiled  ExampleEmail@gmail.com ‘

Create your password *

Your password must:

* be a minimum of 8 characters
* include at least three of the following:
* uppercase characters
* lowercase characters
* numbers
* special characters (e.g. |@#$%A&*)

Confirm your password *

Complete registration

3. You are now registered on VEC Disclosures. You can access any of the menu options on
the left-hand panel of the dashboard.
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Victorian
@ Electorgl  D@shboard Hore | Dashboor

of ExompleTPGO.

Switch entities Activity
Switch
The atiise et reles linkest to your aceoUnt are ieted balous Recant actity for ExamehTPGO
B2 Boshboard
£ ponations Switchto* ExampleTPCO - riomination of deputy registersd OgEnt . EvampleDRA = approva by VEC

ExampleTRCO _ (apuny reg atares Aoe
B Annuol returns Lo Deputy Registerea Agent

ExamplTPCO - rarmination: of dap ExamolaDfn is sy rogistarad
ogent
42 Monage entity

ExompleTRCO - normination of deputy ragisterad agert - ExampleDRA. |5 ciwaiting deputy registered agent

2 My account approvel.

© Enquiries & support
ExampTPCO - nomination of registered agent - ExomplaRA. 2 approves by VEC

o ng out
EwamphTPCO - norninoion of egisleroc Ogent:EsamplaRh is accaptas Ey tha rogistorsd cgant "
© Public nformation Pending nominations
# Danations  somacne hos nominated you to act on bahal of on antity, the details wil be availobla below, ©ick on viaw to Gocent o eject a ramination.

B Nominated Entities

B Annuct Returns Fntity name 4 Entity type Role type

There ara narecords to dispéay.

Edit recipient details

All recipients of political donations must make sure their details are always up to date.

Organisation details can only be edited by the financial controller, registered officers or

agents, or deputy registered officers or agents.

1. On the VEC Disclosures home page click ‘sign in’ from the top menu.
2. Sign in with your email and password
3. From the dashboard click ‘Manage entity’ on the left-hand menu.

Victorian Dashboard
Electoral

Commission You are currently logged in as: Organisation Donor on behalf of ExampleORG

ExampleORG

Organisation Donor
gan Need to link another entity to your VEC Disclosures account? You can do that here

ExampleORG
Thompsons Register an entity
Victoria 3105 Australia
Switch Switch entities
E= Dashboard The entities and roles linked to your account are listed below.

£2 Donations

Switch to *
‘& Manage entity ExampleORG - Organisation Donor hd
= My account
@ Enquiries & support
™ Log out
4. Click ‘Edit’ to make changes to the organisation entity information.
All entity types can be edited.
Manage Organisation Donor details Home | Manage entity
Name Role Contact number Email Electorate Silent elector Action
+ ExampleOrg Organisation Donor ExampleEmali@gmall.com &
Showing 1ta 1 of 1rows
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Click the plus button ( )to expand the address details.

Manage Organisation Donor details Home | Manage entity
Name Role Contact number Email Electorate Silent alector Action
ExampleOrg Organisation Donor e & Edit
Address
530 Collins street Malbourne Victoria 3000 Australia

Showing 1101011 rows
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