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1.1 Overview of the Act and Regulation

This user guide is intended for registered third parties (including those wanting to
register) participating in state government elections who are required to comply with
the financial disclosure provisions of the Electoral Act 1992 (the Act) and the Electoral
Regulation 2013 (the Regulation).

Users who are only acting as donors to political parties or candidates should refer to
the User Guide for Donors & Third Parties, which has more relevant information.

1.2 Disclaimer

Publications by the Electoral Commission of Queensland (ECQ) are not intended as a
substitute for the Act or Regulation. Registered third parties are advised to obtain a
copy of the Act and Regulation, and if necessary, seek independent legal advice. The
Act and Regulation are available online at www.legislation.gld.gov.au.

1.3 Contacting the ECQ

Please contact the ECQ’s Funding and Disclosure Unit for general enquiries and
assistance. Our details are set out below:

Postal address: GPO Box 1393
BRISBANE QLD 4001

Office location: Level 20, 1 Eagle Street, Brisbane, Queensland
Telephone: 1300 881 665

Email: fad@ecq.qgld.gov.au

Internet: www.ecqg.gld.gov.au
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Third parties who are required to register under the Electoral Act 1992 and lodge
disclosure returns will need to set up an account in the ECQ’s Self Service Portal to
access the Electronic Disclosure System (EDS).

Please use the following instructions to register an account.

2.1 Initial Setup

1. Go to the ECQ’s website at: www.ecq.qgld.gov.au.

2. Click on the ‘Self Service Portal’ button at the top of the page.

1if, Electoral Commission
QUEENSLAND

Education

@ somelocalg ios have boen rovi Find tho Locol Change Commission reports horo,

|am a Voter +

The ECQ is now recruiting
staff for the local
government clections

Looking to Check my enrolment «

Have you enrolled?

A
Y

e You can also access the ECQ’s Self Service Portal directly at
https://selfserv.elections.qld.gov.au.

3. Click on the ‘Login or Register’ button at the bottom of the page, which
will allow you to log in using QGov.

Electorol Commission
Queensiond

Welcome to the
Electoral Commission of Queensland's

Self Service Portal - -

The Soif Sorvice Portal ollows:

We use QGov to keep your account and personal information secure

= $m
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4. If you do not have an existing QGov_account, click ‘Register’, then
continue to Step 5.

If you do have an _existing QGov_account, enter your username (email
address) and password, click ‘Log in’, and go to Section 3.

-M'f
MQueensland Government

Login or register

j#& Login with QGov

Please only
login

through this
section

To access the

registration

page, please
click here

e Note: It is recommended that new users register using a username and
password to login, rather than with the Google or Microsoft options.
Whichever option is chosen will be the option that must be used every
time for future logins. Attempting to switch between two different options to
register or login will cause an error on the account.

5. To register a QGov account, choose an email that you will have access to
before, during and after elections as your username (personal email address)
and password, and tick the box confirming that you agree to the terms and
conditions. Then click ‘Continue’.
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Create your QGov account
Your QGov account is a key to your QGov identity.

Choose your username
Create a password
Confirm your password
Maobile phone

04

| agree to the Terms and condifions,

- -

¢ Note: Your password must have at least 10 characters containing a combination
of at least 3 of the following: an upper-case letter, a lower-case letter, a number,
or a special character (e.g. !, @, #, $, etc.).

6. You will receive an email with a confirmation code. Enter this code into the
field provided and click ‘Continue’.

QGov

Frequently asked questions Terms and conditions

Finalise registration

A confirmation code has been sent Lo your email account, Please enter this code

below to create your QGov account

Confirmation code

_ =

¢ Note: If you don’t receive an email, please contact SSQ on 13 74 68.
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7. After successfully creating or logging into your QGov account, you will be
redirected to the ECQ’s Self Service Portal to set up your profile.

Electoral Commission
Quanmlnna )

Identity

Arc youn on tho gid oloctoral rodl? @ ¥

8. Complete all mandatory fields, ensuring that you carefully follow the
instructions under each field, then click ‘Search the Roll’.

@
O

(o)
O

o @
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¢ Note: If you are on the Queensland electoral roll and receive an error message
stating that ‘No entry was found on the Queensland electoral roll matching these
details’, double check that all information has been typed in correctly.

* Locality:
Enter your lacalty, town, suburh or city exactly os it
oppeaars on the electoral roll

fyou are registared on the electoral roll without o

street namea than leave the value blank

COnly enter
the name of

* Streot Namo:

your street,
a9 "?'(II.' anrolled addrass s 200 Mary Streat” entar E'g' 'Mawl

Mary™ anby, Do not enter tha numbar and do not antear

Streeat’

Search the Roll

If you continue to get the error message, check the AEC’s website here to
check that your enrolment details are up to date.

If your enrolment details with the AEC are not up to date, you can continue to
create your profile in the ECQ’s Self Service Portal using your old details. Once
you have updated your information with the AEC, the ECQ will be automatically
notified of the change.

e Note: If you are not on the Queensland electoral roll (e.g. you are under 18, or
enrolled in another State), make sure you change the default response to the
first question (‘Are you on the QId electoral roll’) from ‘Yes’ to ‘NoO’.
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9. On the next page, you will need to provide a contact phone number. Click
‘Next’ when complete.

Contact Details

* OHumiber

* Porponal Bl Ao

* Primeary Phono Profornonco:

Homg Phaong Numcr

* obilo Phont Numbor

Enrolled Address

Postal Address

=D C «

¢ Note: Your address details are prefilled based on your enrolment information.
If you need to change these details, go to the AEC’s website to update your
information on the electoral roll.

10.0n the ‘Financial Disclosure Legislation’ page, complete the two questions
relating to the types of returns that you may need to lodge in the EDS, then
click ‘Next’.

Financial Disclosure Legislation

* Have you personally donated, or do you intend te donate, to a candidate or political party?

Y Y
/) Yes {_J No

* Are you required to lodge finoncial disclosure returns on behalf of an organisation?

Y Y
\_J Yes {_J No
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e Note: If you are setting up an account as an individual third party, answer
‘Yes’ to the first question.

Alternatively, if you are registering as an organisation third party, answer
‘Yes’ to the second question.

11. If you select ‘Yes’ to the first question, you will be required to enter your
occupation and industry.

Financial Disclosure Legislation

* Have you personally donated, or do you intend to donate, to a candidate or political party?

@ch () Mo

Occupation:

ur currcnt circumstan 5 0g.

Industry:

dustry inwhich You arc cmp loyed, carry on a business or arc otherwiso o ]';CI';L"CL Leave blank if not

* Are you required to lodge financial disclosure returns on behalf of an organisation?

s s
\_J) Yes |_) No

12.0n the ‘Verification’ page, tick the ‘'m not a robot’ tick box, then click
‘Submit’.

Verification

* verification Codg: oy

I'm not a nobot

Cancal Pravious m

13.If you selected ‘Yes’ to the second question, you will be directed to complete
the details of the organisation.
e |If you selected ‘No’ skip to Section 3, to submit your third party registration.
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14.Select the type of organisation and enter all relevant details:

Financial Disclosure Category:

Type of Organisation:

ACN:

ABN:

* Organisation Name:

* Type of business the corporation carries on:

What is your position title in this organisation:

Add New Organisation

D * lagree to the privacy policy and terms of use. Learn more.

D * lunderstand that the giving or receiving of political donations from prohibited donors, either directly or indirectly, is unlawful.

@ Corporation or Company
O Unincorporated Association

O Trust or Foundation

O otner

@ Donor or third party incurring expenditure for political activity

(O rublisher

O Associated Entity (to a Political Party)

Learn more.

Physical Address

" Street Number:
* Stroet Name:

* Street Type:

* Locality:

* state:

* Postcode:

* Country:

Google Address Scarch:

Building Name:

unit Number:

Clear
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If the organisation has a Holding Company additional details about the Holding
Company will be required:

Does this company have a holding company?

® vos () mo
* Nome of Holding Company:

| Overscos Addross

Google Address Soarch: Clear
Building Name:
Unit Number:
* Streot Number:
* streot Nam:
# stroot Type:
* Locaolity:
* State:
* Postcode:

* Country:

Clear Add

15. Once all relevant information has been entered, click ‘Save’.

Add additional director

Name Address Action

Ne matching records found

Does this company have a holding company?

\/: Yes @ No
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If a third party intends to spend more than $6,000 on electoral expenditure within the
expenditure cap period, a third party registration should be completed as early as
possible. Applications for registration must be submitted before election day for an
election. Note that donations of money to political parties or candidates are not
considered ‘electoral expenditure’.

A third party will need to register through their account in the ECQ’s Self Service Portal.
To register as an organisation, skip to section 3.2.

If you do not already have an account in the Self Service Portal, please refer to Section
2.

3.1 Registering an Individual as a Third Party

1. To submit a third party registration for an individual, click on ‘Disclosure’
and then click on ‘Register an Individual Third Party’

Electoral Commission

My Profile | Log out About us

Enrolment  Elections  Work atan Election  Canciidates and Groups [ Disclosure

Personal Disclosure Details

Represented Organisations

Lodge Disclosure Returns

er an Individual Third Party I

Organisatio

n Third Party

Expenditure Caps

——¢)
1]
1]

& |

Electoral Commission

Queensland _
SELF SERVICE PORTAL My Profile | Log out About us

Enrolment  Elections ~ Workatan Election  Candidates and Groups  Disclosure

# Home > Disclosure » Individual Third Party Registration

Individual Third Party Registration

* Which electoral event are you registering 2020 State Government Election o
for?

Election Day: e

* surname of Third Party: Third Part

* Given Name of Third Party:
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3. You can submit your bank details by clicking ‘here’.

Your application has been submitted. You will
be notified of the ECQ's decision on your
application as soon as possible.

Please note: You must provide the bank details
for your State campaign account within 5§
business days. C!ico provide those

details.

e Alternatively, you can submit your bank details at a later date (within 5
business days) by selecting ‘Disclosure’, ‘Maintain Registered Third Party’
and, ‘Add Bank Details’.

Electoral Commission
land

My Profile | Log out About us

Enrolmant Elections Work at an Election Candidates and Groups Disclosure

Personal Disclosure Detgils
Represented Organisations
Lodge Disclosure Returns
Register an Individual Third Party

Register an Organisation Third Party

I Maintain Registered Third Party I

Expenditure Caps

& |

——<e]
]
]

Registered Third Party

Registration Status: Submitted - Pending Bank datoils
Third Party Type: Indivichuc
Electoral Event: EDS SG 2020 State General Event

Election Day: /10§ 2020

View Registration Details Add Bank Details .
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4. Enter the bank details and click ‘Print’.

Bank Details

* Name of Financial Institution:
* Name of Account:
* BSB: _

* Account Number:

e Y Y X e

e A PDF will open in another tab, prefilled with the details you have entered.

28 Electoral i
Eectoral ~ State campaign account
mmpe QUEENSLAND details

For third parties

The Electaral Act 1992 requires a third party to keep a State account that is a bank account salely used

for all electoral expenditure, gifts, loans, and political donations.
If details of the State campaign account changes, the third party or its appointed agent MUST notify the ECQ of

the change.
Lodgement timeframe
(Changes to a State campaign account must be submitted within 5 business days.

Enquiries and lodgements
Please direct all enquiries and lodgements to the Funding and Disclosure Unit

by: Email: fad@ecq.qld.gov.au
Telephone: 1300 881 665

Post: GPO Box 1393
BRISBANE QLD 4001

This form Is to advise the ECQof: v a State campaign account

changes to an existing State campaign account

Part A: Details of the third party and appointed agent

Mame of third party  John Smith
Name of agent

Wapplicable)
Address 4 Eogle Sireet, Brishane, Queensland, 4001

roucoe
Email  iohnsmith(@email com au
phone 0400 000 000
PartB: Bank details
The bank account details below is the third party’s new State campaign account.
Name of financial institution CBA
Name of account Campaign Account
BSE and account number  0G2 - 400
PartC: Authorlsation
Signature Date
C i~ weein o
Print name
e
Office use only
Rcaivad ERCno. Date scanned
The Informatian Privacy Act 2cay protects the personal information you submit, ) X
Eictarai At 19z Cansi your applicaian may i ion 2nd if sa, details may be Form QSGAEC (o8-3020) paga
5117 disclased ta third parties. Your information will not be otherwise disclosed outside the safs

Electoral Commission of Queensland unless required or authorised by Law.
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5. Once printed, complete ‘Part C: Authorisation’. Then scan and save the
form to your computer.

6. To upload the form, click ‘Upload’ and ‘Browse’. Find the document from
where it is saved on your computer and select it, then click ‘Save’.

Bank Details

* Name of Financial Institution:

* Name of Account:

* Account Number.

m

Upload Signed Document X

Upload Signed Document

* Filo:
( Browse )

7. Once the document has been added, click ‘Submit’.

Upload Signed Document

File Name Form Type

Campaign Account Form - signed State Campaign account details - Third parties

o O O D
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3.2 Registering an Organisation as a Third Party

1. To submit a third party registration for an organisation, click on
‘Disclosure’ and then click on ‘Register an Organisation Third Party’.

Electoral Commission

My Profile | Log out About us

Enrolment Elections Work atan Election  Candidates and Groups [l Disclosure

Personal Disclosure Details
Repraesentad Organisations
Lodge Disclosure Returns

Register an Individual Third Party

I Register an Organisation Third Party I

Expenditure Caps

& | ﬂi:n '

2. Click ‘Register’ next to the organisation you would like to register as a
third party. If you are registering a new organisation, click ‘Register’ next

to ‘Add New Organisation’.

& Home > Disclosure > Register an Organisation Third Party

Are you registering this organisation for the first time, or have
you registered on behalf of this organisation previously?

Add New Organisation Register

ECQ » Register

If you have added your Organisation in Section 2, Step 13 above OR have
previously been lodging disclosure returns on behalf of an Organisation,
they will be listed under ‘Add New Organisation’.

3. Complete all mandatory fields in the form, then click ‘Print’.

When adding the agent details in this form, use the email address the agent
will be using to create their own QGov account, so the organisation will

automatically link.
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Electoral Commission
d

About us

Enrolment  Elections

& Home > Disclosure > Reg

to

r an Orgainisation Third Party > Register

Organisation Third Party Registration

Which clectoral cvent are you registering 2090 State General Election
for?

Election Day: 31/10/2020

* Name of the Organisation:

* Type of Organisction:

ion or Company
ited Asseciation
Trust or Fundl

Other

Work atanElection  Candidates and Groups  Disclosure

You must print, sign and upload the application form before it can be submitted.

e A PDF will open in another tab, prefilled with the details you have just entered.

Electoral _ Application to registera
Commisslon third party (organisation)

ibr a State Election

The Efectoraldct 1992 (the Act) requires that 2 third party must be registered if the clectoral expenditire incurred
during the capped expenditure pesiod for the election exceeds $6,000

The ECQ must maintain and publish a register of third parties on the ECQ's website.

The third party has 2n abligation to notify the ECQ of any change to detalls (Form QSGay) and must keep records
in accordance with the Act. The Act requires il recards ko be kept for 3 period of 5 years.

The Act requires 3 third party to keep 3 State campaign account that is 3 bank account solely used for all
clectoral o penditure. gifis, loans. and pelitical denations.

The ECQ MUST be informed of the detsils of the State campaign account using Form QSG16C
Lodgement timeframe
Ain application to register a third party for an eleclion must be submitted prior to polling day for that election.
Enguiries and lodgements

ire s all enguiries and to the Funding and Disclasure Unit by:
Email: fad@ecq.gid gov. su
Telephane: 1300 881 665

Post: GPO Bax 1393
BRISBANE QLD goo:

This form is for the registration of an organisation as a third party in the
. — electionto be heldon /7

= e e

Fare o 2elm s e

PPart A: Details of the third pany - the organisation
An agent MUSTbe sppointsd fora third party that is not an individual under s 208 ol the At
(camplete detalls overleall.
Name af the
organisation
wpmm'l:n' COorporation of Company
s, we B S in, T b | bt

Regisiered Thind Party Organisation Name:

BN/ BN
Buziness
address 1 E30E ST
Bnsbane, QLD 4001

Emal

Contact person

Signature of
Ccontact person Date

e
L

Electoral Appointment of an

Commission

.
GQUEENSLAND agent for a third party
for a State Flection
Part B: Details of the agent appointed to represent the third party
Mameofagent  Agent Name
e,
Mddreaz 4 Eagie 5T
Brisbane, QLD 4001
[
Emafl
Phane 0400000000
Part C: Agent declaration
L
e e
declare that | am over 18 years of age and hereby consent to becoming an
agent for the third party named in Part A.
In signing this document | affirm that | have not been convicted of an offence
against Part 11 of the Elecioral Act 1992,
Signature of Date

nominated agent

ccts e person Informosiony oy subml

v sl 3 2y el ]
forrariot wil o be oefonwise dlacioned ausse B P
5420 of Quennisiand enless requred f umorsed by (.

4. Once printed, the agent and the contact person will need to sign and date

the declarations. Then scan and save the form to your computer.

Electronic Disclosure System — User Guide
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5. To upload the form, click ‘Upload’ and ‘Browse’. Find and select the
document from where it is saved on your computer, then click ‘Save’.

Agent Contact Information

* Agent email:
* Agent phone number: 0400000000

You must print, sign and upload the application form before it can be submitted.

Lo X 0]

Upload Signed Document x

Upload Signed Document

* File:
Browse
Maximum file size: 5OMB.
Allowed file formats are: pdf, gif. jpg, jpeg. bmp, png, doc, docx, xls
Event: 2020 State Genercal Elections
Form type:

Registration Form

6. Once the document has been added, click ‘Submit’.

Upload Signed Document

File Name Form Type

Third Party Organisation - Registration Form.PDF Registration Form

You must print, sign and upload the application form before it can be submitted.

o O O
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7. You can submit your bank details by clicking ‘here’.

Your application has been submitted. You will
be notified of the ECQ's decision on your
application as soon as possible.

Please note: You must provide the bank details
for your State campaign account within 5
business days. Clicihere fo provide those

details.

e Alternatively, you can submit your bank details at a later date (within 5 business
days) by selecting ‘Disclosure’, ‘Maintain Registered Third Party’ and, ‘Add
Bank Details’.

Electoral Commission
Q

My Profile | Log out About us

Errolment  Elections  Work atan Election  Candidates and Groups || Disclosure

Personal Disclosure Details
Represented Organisations
Lodge Disclosure Returns
Regjister an Individual Third Pairty

Register an Organisation Third Party

I Maintain Registered Third Party I

Expenditure Caps

Registered Third Party

Registration Status: Submitted - Pending Bank datoils
Third Party Type: Indivichuc
Electoral Event: EDS SG 2020 State Geaneral Event

Elaction Day: /w0 [ 2020

View Registration Details Add Bank Details «
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8. Enter the bank details and click ‘Print’.

Bank Details

* Name of Financial Institution:
* Name of Account:
* BSB: B

* Account Number:

& €@ ¢ &D

e A PDF will open in another tab, prefilled with the details you have just entered.

ss Electoral i
p Hectoral on  Otate campaign account
EEP® QUEENSLAND details

For third parties

The Electoral Act 1992 requires a third party to keep a State campaign account that is a bank account solely used
for all electoral expenditure, gifts, loans, and political donations.
If details of the State campaign account changes, the third party or its appointed agent MUST notify the ECQ of

the change.
Lodgement timeframe
Changes to a State campaign account must be submitted within 5 business days.

Enquiries and lodgements

Please direct all enquiries and lodgements to the Funding and Disclosure Unit

by: Email: fad@ecq.qld.gov.au Post: GP0 Bax 1393
Telephane: 1300 881 665 BRISBANE QLD 4001

This form Isto advise the ECQof: v  a State campaign account

changes to an existing State campaign account

Part A: Details of the third party and appointed agent
Mame of third party  John Smith
Mame of agent

f applicabl
e

Address 4 Exle Street, Brishane, Queensland, 4001

Focods
Email  iohnsmith(@email com au
phone (0400 000 D00
PartB: Bank detalls
The bank account details below is the third party’s new State campaign account.
Name of financial institution CBA
Name of account Campaign Account
BS8 and account number 062 - 400
PartC: Authorisation
Signature Date
LLoL ooy e o
Print name
e, ety ey
Recwived EFCmo. Date scanned
) The Information Privacy Act zoay protects the personal information you submit, i )
Eivcruratids: sppz ¢ your application may and ifso, details may be Form 5G16C (08 2020} page
s isclosed outside the safs

disclosed to third parties. Your information will not be othewi
Electoral Commission of Queensland unless required or authorised by Law.
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9. Once printed, complete ‘Part C: Authorisation’ and scan and save the
form to your computer.

10. To upload the form, click ‘Upload’ and ‘Browse’. Find and select the
document from where it is saved on your computer, then click ‘Save’.

Bank Details

* Name of Financial Institution:

* Nome of Account:

* Account Numbaor:

m

Upload Signed Document x

Upload Signed Document

* File:
(' Browse )
\ il

SOME

Event:

Form typo:

11.0Once the document has been added, click ‘Submit’.

Upload Signed Document

File Name Form Type

Campaign Account Form - signed State Campaigh account details - Third partias

o O O
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3.3 Registering as an Agent of a Registered Third Party

To register as an agent of a registered third party, you will also need to log into your
account in the Self Service Portal.

If you do not already have an account in the Self Service Portal, please refer to Section
2.1.

Note: please ensure that the email address you select as the username for your
account is the same as the email address indicated in the third party registration.

If you create your account in the Self Service Portal with a different email address to
what is provided in the third party registration, your account will not link.

1. Once you have logged into your Self Service Portal account, you can view
the registered third party by selecting ‘Disclosure’ and ‘Maintain Registered
Third Party’.

Electoral Commission

My Profile | Log.out About us

Enrolment Elections ~ WorkatanElection  Candidates and Groups  Disclosure

Personal Disclosure Details
Representad Organisations

Lodge Disclosure Returns
Register an Individual Third Party
Register an Organisation Third Party

» Maintain Registered Third Party

Expenditure Caps

& |

2. If you need to add the third party’s State campaign account details, please
refer to Section 3.1 for Individuals and Section 3.2 for Organisations
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Once you have completed your registration in the ECQ’s Self Service Portal, you can
log back into the EDS at any time by using the following instructions.

1. Go to the ECQ’s Self Service Portal at https://selfserv.elections.gld.gov.au.

2. Click on the ‘Login or Register’ button on the
login to the Self Service Portal using QGov’.

Dlectorot Commisuion
Queensiand

Welcome to the
Electoral Commission of Queensland'’s

Self Service Portal -

The Soif Sorvice Portol cllows:

-~

j§ate

Wo uso QGov to keop your account and personal information secure

= <3

page, which will allow you to

3. Enter your QGov username (email address) and password.

‘M Queensland Government

QGov

Frequently asked questions  Terms and conditions

Login or register

Please login or register using one of the options below

'_Ky Login with QGov

Username
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https://selfserv.elections.qld.gov.au/

¢ |If you have forgotten your password, click the ‘Forgot your password’ button
underneath the ‘Log in’ button.

4. From the Self Service Portal, click the ‘Disclosure’ at the top right of the
screen, then click ‘Lodge Disclosure Returns’.

Electoral Commission

My Profile | Log out About us

Enrolment Elections Work at an Election Candidates and Groups Disclosure

Personal Disclosure Details

Represented Organisations

Lodge Disclosure Returns

—

Register an Individual Third Party
Register an Organisation Third Party

Expenditure Caps

& | ﬂﬁrrn '

5. You can also access the EDS directly at hitps://disclosures.ecqg.gld.gov.au.
e Click the ‘Login / Register’ button in the top right-hand corner.

Electronic Disclosure System

The (06 vl Gerfiadh 2 Raw MTrw (hungs e
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To lodge a return for a gift made to a registered political party or state government
candidate, please use the following instructions.

1. From the My Submissions page of the EDS, click ‘Lodge Return’.

John Smith
123.456.78.90

v Apply

Clear filters

MISSTIONS

Eion Status: all Status: all True Source: al

Status: all Gov Level: all

on periods: &

Calendar Based Reporting Period: a

2. Click ‘State Government’.

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION 2. LODGE AS 3. LODGE A RETURN

B m

=>

3. If you are lodging a return as an individual third party, click ‘Donor / Third
Party — Individual’.

Local Government

State Government

4. If you are lodging on behalf of an organisation third party, click ‘Donor/ Third
Party — Organisation’.

Lodge a return

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS 3. LODGE A RETURN

& a &

Donor/Third Party - Individual

Donor/Third Party - Organisation

Agent for an Unregistered
Donor/Third Party - Individual

Agent for a Registered
Donor/Third Party - Organisation

Agent for a Registered
Donor/Third Party - Individual

[

Agent for an Unregistered
Donor/Third Party - Organisation
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5. Click ‘Individual/Organisation — Reporting a gift (donation) made’

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS: DONOR/THIRD PARTY - INDIVIDUAL 3. LODGE A RETURN

Individual Individual
Reporting a gift (donation) made Reporting & gift (donation) received

= $m =
Learn mors

Learn mare

6. Select the gift type from the drop-down menu.

Individual
Reporting a gift (donation) made

Srate

Your details

Address™

HName®
123 Test St Brisbane, QLD, 4000, Australiz

John Smith

I am reporting + made to ~

3 gift
a gift-in-kind

a fundraising contribution

another type of gift

7. Select the recipient type from the drop-down menu.

Individual
Reporting a gift (donation) made

State

Your details
Address*

HName®
123 Test 5t  Brisbans, QLD, 4000, Australia

John Smith

a registered political party

a state candidate
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8. Complete all mandatory fields.

Reparting a Gift made to a registered political party
itica £
Strest” Suburb/T State"
1 Test St Brist Qo v | 40
‘9 Amount® @ Date made™
Manetan tion 1000 | | 01/01/2020
2
Did you receive a gift d ke all or part of this gift>* @
ves (®)No

9. If you received a gift that enabled you to make all or part of the gift, you will
need to select ‘Yes’ and enter the details of the individual who gave you the

gift.

Did you receive a gift that enabled you to make all or part of this gift?= @

@ Yes No

Passed on from Original amount Date made
Street Suburb State Postcode
Please select v

Is this entity the source of the enabling gift?

Yes No

Is the entity an unincorporated association or a trust fund / foundation?* @

Yas No

e You can disclose additional gifts in the same return by clicking the “+received
from’ button at the bottom of the page and repeating the steps above.

Did you receive a gift that enabled you to make all or part of this gift?* @

Yas (8) Mo

a gift-in-kind

a fundraising centribution

another type of gift

10.You can save a draft copy of your return at any time by clicking ‘Save draft’.

Current Total  $1000.00

e You can access your draft returns by clicking ‘Drafts’ from the left-hand menu.
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Returns.
Individual

Reporting a gift (donation) made

My Submissions

My Mentions

State
Periodic Returns
iz mmmmy Your details
Hame* Addre

John Smith 123
My Pending nn=m

Mentions
Dirafts

Heporting a Gift made to a registered political
B Reporis D g g p party

il Gift Map Recipient's Name *

11.To submit your return, click ‘Submit’.

Current Total $1000.00

12.Read the lodgement information and click ‘Submit’ to confirm lodgement of
your return.

@ Confirm lodgement of return

I confirm that the information provided in this return is true and
complete.

I acknowledge that I must keep all records related to this return for 5
years unless the record is transferred to someone elze.

I acknowledge that this submission will be published and available for
public viewing.
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13.Your return will appear in your My Donor Submissions page, as well as on
the public Gift Map and Reports pages within 24 hours of submission.

=3 ECQ John Smith_
£ 123.456.78.30
Donor Submissions i S ——

View or amend lodged retumns, lodge another return.

ource type: al " Enabling Gift: al | Late Status: al | Gov Level: al - Clear filters
] @ Election periods: all

Calendar Based Reporting Period: al

Status ¢ Date Gift Made & Types Donor ¢ Receiver & Amount ¢ Actions

|m s onoLaom o John Smith Folticl arty A $1,000.00 sctons -
Show 25 v Ap

e The status of your return will be unreconciled (‘'UNREC’) until the recipient
lodges a matching return.
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To lodge a return for a gift received, please use the following instructions.

1. From the My Submissions page of the EDS, click ‘Lodge Return’.

Lodge return

MISSIONS

Eion Status: all Status: all True Source: al

Apply

Status: all Clear filters

Gov Level: all

on periods: a Calendar Based Reporting Period: a

2. Click ‘State Government..

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION

2. LODGE AS

3. LODGE A RETURN

Local Government

m

State Government

=>

3.

If you are lodging areturn as an individual third party, click ‘Donor / Third
Party — Individual’.

If you are lodging on behalf of an organisation third party, click ‘Donor /
Third Party — Organisation’.

Lodge a return

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS

3. LODGE A RETURN

)

Donor/Third Party - Individual

Ey

Donor/Third Party - Organisation

&

Agent for an Unregistered
Donor/Third Party - Individual

ke

Agent for a Registered
Donor/Third Party - Organisation

&

Agent for a Registered
Donor/Third Party - Individual

ka

Agent for an Unregistered
Donor/Third Party - Organisation
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4. Click ‘Individual / Organisation — Reporting a gift (donation) received.

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION: STATE GOVERNMENT

Individual

Reporting a gift (donation) made

2. LODGE AS: DONOR/THIRD PARTY - INDIVIDUAL

3. LODGE A RETURN

Individual

Reporting a gift (donation) received

Lodge ‘ Lodge
5. Select the gift type from the drop-down menu.
Individual
Reporting a aift (donation) received
State
Your details
Mame® Address®

John Smith

123 Test 5t

I am reporting

+ received from ~

a gift

a gift-in-kind

ancther type of gift

a fundraizing contribution

Brishane, QLD, 4000, Austral

6. Select the donor type from the drop-down menu.

Individual
Reporting a gift (donation) received

Stare

Your details

Mame®

John Smith

1 am reporting a gife

Address®

123 Test 5t

T + received from ~

an Individual

a Corparation

an Unincorporated Association
a Trust Fund or Foundation

Ansther type of Entity

Brisbane, QLD, 4000, Austrzlia
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7. Complete all mandatory fields.

Reporting a Gift received from an individual

1000

Date made *

01/01/2020

e You can disclose additional gifts in the same return by clicking the “+received

from’ button at the bottom of the page and repeating the steps above.

Event™ @

State General 01/02/2021

I am reporting a gift

v + recerved from ~

an Individual
a Corporation
an Unincorporated Association

a Trust Fund or Foundation

Ancther type of Entity

8. You can save a draft copy of your return at any time by clicking ‘Save draft’.

Current Tota

$1000.00

mp [ e

e You can access your draft returns by clicking ‘Drafts’ from the left-hand

menu.

Electronic Disclosure System — User Guide Page 31




Individual

Reporting a gift (donation) received

My Submissions

My Mentions
State

Periodic Returns

i ey Your details

Name® Addreg

John Smith 122
My Pending nnem

Mentions

Drafts
% a Gift receivad from an individual

E Reports

0l Gift Map Hame * @

9. To submit your return, click ‘Submit’.

Current Total $1000.00

14.Read the lodgement information and click ‘Submit’ to confirm lodgement of
your return.

© Confirm lodgement of return

I confirm that the information provided in this return is true and
complete.

I acknowledge that T must keep all records related to this return for 5
yvears unless the record is transferred to someone else.

I acknowledge that this submizsion will be published and available for
public viewing.
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10.Your return will appear in your My Recipient Submissions page, as well as
on the public Gift Map and Reports pages.

Recipient Submissions - Lodge return
vi nd lo
Q| Complete Status: all v | Status: al v | True Seurce: a . Apply
type: v Gov Level: all v Clear filters
] B Election period: Calendar Based Reporting Period:
Date Gift Made ¢ Type s Donor ¢ Receiver & Amount ¢ Actions.
D102, 2020 Gift Donny Donor John Smith $1,000.00 Actions « I
a: B

e The status of your return will appear as ‘NCR’ (‘No Corresponding Return’)
to signify that a corresponding return from the donor is not required.
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If you have made an error or omission in a return that you have previously lodged in
the EDS, you can request for the ECQ to amend the return.

To request to amend a return in the EDS, please use the following instructions.

1. Locate the return that you wish to amend from the My Submissions page of
the EDS.

2. Click the ‘Actions’ button next to the return.

tatus: all v True Source: al v Apply

ov Level: all v Clear filters

v Calendar Based Reporting Period: a v

Receiver = Amount = Actions

John Smith $1,000.00 ‘

3. Click ‘Request to Amend’.

‘|
Status: all v True Source: al o Apply

Gov Level: all v Clear filters

Calendar Based Reporting Period: a
Receiver = Amount = Actions

John Smith %1,000.00 Actions ~
View
Mark gift as returned

I Reguest to amend I

Request to delete
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4. Enter a reason for the amendment, and a description of what needs to be
changed, then click ‘Request to Amend’.

@ Confirm request to amend

Once a return has been lodged it can only be amended by the Electora
Commission of Queensland. You can request to amend the submitted return
but wou are required to provide detailed reason for your request as well as
detailed description on what has to be changad so ECQ representatives
could make a decision on your request and perform the amend ment
correctly.

Reason

1 accidentally entered the wrong date that the gift was made.

Description

Date to be changed from 1-12-201% to 12-12-2015.

Attachments

Choose Files | No file chosen

Once your requast to amend is submitted there will be no eption for you to
cancel your request - you will have to contact ECQ to reject your request.

*I Request to amend

5. The status of the return will change to ‘PENDING’, and the return will be
temporarily removed from the public Gift Map and Reports pages.

Recipient Submissions

View or amend lodged retumns, lodge ancther return.

MY RECIPIENT SUBMISSIOMNS MY DONOR SUBMISSIONS MY LOAN SUBMISSIONS MY EXPENDITURE

Search Q Complete Status: all

Source type: a

ax a |4 j - t.
Status > Date Gift Made > Type =
| | o1;12-2019

Show 25 ¥ | Apply

6. You will receive an email once the amendment has been processed by the
ECQ.
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If you have lodged a return in the EDS for a gift that you received that has since been
returned to the donor, you can mark the gift as returned.

Note: This function can only be used by gift recipients. If you made a gift as a donor,
and the gift was then returned to you, only the recipient of the gift can mark it as
returned in the EDS.

To mark a gift as returned in the EDS, please use the following instructions.

1. Locate the return for the gift that you wish to mark as returned from the My
Submissions page of the EDS.

2. Click the ‘Actions’ button next to the return.

tatus: all v True Source: al o Apply

ov Level: all v Clear filters

v Calendar Based Reporting Period: a v

Receiver = Amount Actions

John Smith $1,000.00 ‘

3. Click ‘Mark gift as returned’.

‘|
True Source: al v Apply

:all v Clear filters

v Calendar Based Reporting Period: a v

Receiver = Amount = Actions

John Smith $1,000.00 Actions -

Wiew

Mark gift as returned

Reguest to amend

Request to delete
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4. Enter the date the gift was returned, a reason for returning the gift, and any
relevant attachments, then click ‘Mark gift as returned’.

O Confirm to mark gift as returned

Returned to*
Donny Donor
Date returmned™®

12/12/201%

Explanation for why the gift was returned®

X Upload Files

Cancel Mark gift as returned

5. A returned symbol (O) will appear next to the return in the My Submissions
page of the EDS and on the public Gift Map and Reports pages, indicating
that the gift has been returned.

Recipient Submissions

View or amend lodged retums, lodge ancther return,

MY RECIPIENT SUBMISSIONS MY DONOR SUBMISSIONS MY LOAN SUBMISS5IONS MY EXPENDITURE SUBMISST

Q Complete Status: all v Revision 5
Source type: a v Late Statu
i 5 Election pg
Status = Date Gift Made = Type =
as 01-12-2019 Gift-In-Kind
Show 25 ¥ | Apply

6. An email notification will be sent to you and the donor of the gift (if they are
registered in the EDS) confirming that the gift has been marked as returned.

Electronic Disclosure System — User Guide Page 37



