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1. Introduction

1.1 Document Purpose

The purpose of this document is to provide an overview to on how organisations can become a declared
community or charitable organisation and manage their applications.

This guide has been written from the perspective of an organisation applying to become a declared
organisation.

This user guide covers the following:

An overview of the options available on the Community and Charitable Gaming Home page.
How an organisation can apply to become a Community and Charitable organisation.

How an organisation can renew their Community and Charitable organisation licence.

How an organisation can track their application.

How an organisation can withdraw their application.

1.2 Audience

This user guide is designed to support applicants intending to apply to become a declared organisation.

USER GUIDE - VGCCC PORTAL - DCCO (EXTERNAL USERS) - USER GUIDE



OFFICIAL

2. The VGCCC Portal — Community and
Charitable Gaming

2.1 Community and Charitable Gaming Tile Home Page

This section will provide an overview of what a Community and Charitable organisation / applicant can see on
the VGCCC Portal.

Community and Charitable Gaming

Manage your Community and Charitable Gaming Applications

My Applications On this page:
o Conmanty o ot Gy

My Applications

Uitence Marogemert

Licence Management

Declaration as a Community or Charitable Organisation Application

8 out your Dockaration 02 0 LF‘“ or Charsable Crganisation

Application Withdrawal

Request 1o withdrow mvuva
Feature Description

1. My Applications This section wlil show all the individual applications the organisation has applied for.

2. Declaration as a This option will allow the organisation to apply for or renew a declared Community or Charitable
Community or Charitable Organisation.
Organisation Application
Tile

3. Application Withdrawal Tile | This option will allow the organisation to withdraw their application.

2.2 Declaration Application Request - New / Renewal

The following instructions and screenshots will show how an organisation becomes a declared Community or
Charitable Organisation.

Steps # Description
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1.  Click on the Complete
Request button on the
Declaration as a Community
or Charitable Organisation
Application tile.

Licence Management

Declaration as a Community or Charitable Organisation Application

il ot your n 050 C ¥ or Charitoble

2. Read the VGCCC
instructions before starting
your application.

3. Once read, click on the
Organisation Details button.

Declaration As A Community Or Charitable Organisation Application

Applying for a Declaration as a Community or Charitable Organisation o

i, 1t st be a communtty or charltatile org

253 Soelet

ety
ucn an organisation mast be estabilsned 25 a sporting or recreational D ar assoclation for the DeNeNt of SUEh a cuD or assoclation

iepen on your organisation's purpose.

0 years from thy of approval unless

fy the VGCCC In writing e status.

orlan Gambiing ana Casing Control Commisslon (the VECCC) to be genuine communky of cnarftale

eiigion, ecucation or charty, and Including the beneting of a fund certified to be a patriotic fund under section 24 of the

cessing of your appilcation. If you have any questions on thls matter, or If you are unsure which category best describes your organisation, please cantact the VGECE on 1300 499 759

< by the Commission or rencunced by your organisaticn

rrnation that Is false or misleading. 3t you glve false or misleading Information, you My be prosecuted and fined up to 60 penalty units. The current value of @ penalty unk can be

*supmitting tne aeciaration
‘You need to submit the application Immediate?y after completion. Trs

t 2000 ana ts oollgations under the G

falr hanasing of personal Informatian const:

Detals of Personal Loaging Appiication Organisation Type Ranking Detalls of Organksation

Decaration

4. Enter the following

information:

- Select New Application

- Enter Name of
organisation

- Enter ACN Number

- Enter ABN Number

- Enter your office
address

- Enter a postal address if
different. If not, check
the box

For a Renewal

The steps for a Renewal are the
same except you will need to enter
your Declaration Number as the
second step when you select
Renewal application from the
drop down in the first question.

This application is for a:

Renewal application

Declaration Number (Required)

DCCO26035659

Organisation Details

This application is for a:
New application
MName of organisation
EG: Incorporated name, name as appears on rules/constitution

Buck Events

123456789

Australian Business Number (ABN)

12345678901

100 8o Vielbourme VIC 3004, Australla
Street (Required) Stote (Required) Postcode (Required)
100 Bourke Street vic 3004
Suburb (Required) Country (Required)
Melbourne Australia
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5. Continue with the application e s e e A o
by entering: Contact Number (Required)
- Contact Number
- Email Address o412 345 678

- Website (if applicable)

Email Address (required)

6. Click on the New button to chuck@priniuat.comou
list members of the board /
committee Website
Buck Events

Ust members of board /committes

7. Start entering your first board —
/ committee member by - 7]
entering the following: PR
- First Name -

- Surname

- Middle Names(s)
- Date of Birth

- Street

- State

- Postcode

- Suburb

- Country m——
- Contact Number I
- Email Address i

8. Upload your board /
committee structure

9. Click Save when finished. 0.
10. Back on the app”cation’ List members of board /committes
repeat steps 7 to 9 for other FIRST NAM e
board / committee members. somn Jou v
Mary smith Jo -
11. Select the relevant types of ] E
community and charitable ]
gaming you are going to Type of community or charitable gaming you are intending to undertake:
undertake. Raffles
[¥] mingo @
12. Click Save for later button Lucky Envelopes
when finished. Fundraising Events
v

13. The Organisation Details
o ey T oo il

successful.

14. Next, click on the Details of
Personal Lodging Lo

Application betton - —
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15. Enter your details like the Detaits of Pe | Lodeing Anolicati -
foIIowing: etails of Personal Lodging Application @
- First Name
- Surname v e
i [First Marme (Hequared)
- Middle Name(s)
- Date of Birth Corine
- Contact Number
- Email Address Surname (Fequired)
- Position held in
s Duck
organisation
Middle Name(s) (Required)
16. Upload your evidence of .
. oy
authority.
. . . Date of Birth (iequercd)
17. Click Next when finished. o
O1-13-1065 B
Contact Number (Hequined)
ONZF3-A56-78
Contoct Number i incomplote.
Email Address (mequied)
conne buckfbevents com:
Position held in organisation (Required)
CEO
Evidence of Authority pdf a
L
18. The Details of Personal
Lodging Application button
RSO e |
19. Next, click on the
Organisation Type button. 19
20. Click the arrow to reveal the o
different Organisation Types. Organisation Type
X ) Select Organisation Type Category
21 - SeIeCt your Organlsatlon A A playgroup cannot be declared under this cotegory unless it holds a licence to operate a children's service issued by Department of Education. If the:
Type that matCheS yOUr playgroup is not licensed. it must meet the requirements of Part A Category 10. B. A religious body or orgonisation which has been declared as a recognised
. R denomination for the purposes of section 26 of the Marmoge ACt 1961, or C. which can that it operates for the public benefit and
organisation. has the purpose of advancing, ina direct and immediate sense, religion involving belief in a supernatural being, thing or principle and acceptance of canons
of conduct that give effect 1o that belief. m
| | ~
21 TEGORY 8- A d service club or Apex, Kiwanis, Lions, Rotary or Zonto club -
CATEGORY 9 - All other organisations hoving a philonthropic or benevolent purpose
CATEGORY 10 - The Organisation has the purpeses of a political party
CATEGORY 11 - Sporting club that has offiliated with a local, regional, state. national o international body l v
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22. A number of required
documents will need to be
uploaded. Upload all the
relevant documentation.

Organisation Type @

Select Organisation Type Category

A A playgroup connot be deckored under this cotegory undess it holds a | OpErate a ¢ vice issued by O of Edh o the
ploygroup is not licensed, it mast meet the requirements of Part A Category 10. B. A religious body or organisation which has been declaned os o recognised
denomination for the purposss of section 26 of the Marroge Act T, or C which can d trote that it tes for the public benefit and

has the purpose of advancing. in a direct and immediote sense, religion involving belief in o supematural being, thing or principle ond occeptonce of canons
of conduct that give effect to that belicf.

CATLCORY 9 - All other having a or L purpose v

ation, whilch must, amaong o

A list of members for the past two years (Required)

O dro fles

A copy of your statements of income and expenditure and the balance sheets for the past two financial years (Required)
O drop fles

A copy of the Minutes from the past two Annual General Meetings (Required)

==

A copy of your Certificate of Incorporation (if applicable)

& Upload Files Or drop files ‘

i of by the i ion Office as an income tax exempt charity, an income tax exempt fund or a deductible
gift recipient (if applicable).

‘ Or drop fles

Save for Iater

23. Once all the required
documentation has been
uploaded. Click the Save for
later button.

Evidence of endorsement by the Australian Taxation Office as an income tax exempt charity, an income tax exempt fund or a deductible
gift recipient (if applicable).

‘Ordmpﬁh-s ‘

23

Save for later

D

v
v

24. The Organisation Type
button will turn green.
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25. Next, click on the Banking

Details of Organisation 25
button. (=] T (e

26. Enter the required
information: Banking Details of Organisation @
- Full name of account

- Name of financial IMPORTANT INFORMATION
. . . Tne organlsation must malntaln an account &t an autnorised victorian deposit taking Institution (Anancial Instiwtion) ror ai nnanclal ransactions resating to any community or
institution enaritanie gaming.

- BSB Full name of (must be of or trading name) (Required)

- Account Number

Corine Events

27. Click Save for later when Name of financlal institution (Required)
finished.

Commanwealth Bank

BSB (itequired)

123456

Account Number (Required)

12345678
27
28. The Banking Details of
Organisation button will turn | csionosas | elsstFanona Logng sl | | cmrbsienis |
green.

29. Next, click on the
Declaration button.

30. Read the declaration.

Declaration @

31. Optiona| — choose if you want I deciare that I nave read and undersiood the questions In this appéication form and the directions for answering them. All statements contalned In or accompanying this application

to receive the VGCCC e- B

rowelotier 8
32. Click the Save for later if you @l
agree.

33. The Declaration button will [ommnous | e gt R
turn green. —
34
Note: All buttons must be green, ) [ - ]
before you can submit the
application.

34. Click Pay and Submit to
lodge application.

Note: The button Pay and Submit
will be renamed to Submit.
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35. You will receive and
confirmation that your
application has been
submitted. Submission @

Declaration As A Community Or Charitable Organisation Application

Go to Case record

36. Add email notification

2.3 Tracking your application

The following instructions and screenshots will show how you track your DCCO application.

Steps # Description

1. Log into the VGCCC Portal
and click on My
Applications from the Menu.

VGCCC Portal

Licensing, permits and inspections

Venue Operator Licence

By Vo Cprator Lisaris Applections

Gaming Industry Employee
Changes to approval requirements for Linked Jackpot Pay your Electronic Gaming Machine entitiement
ts Invoices on tine [ ————

Amangement

2 A LUt gk A 0 prah i ——————

Bookmaker Key Employee

B e —

2. You should see your
Application and the status. In
this example, the status is
listed as submitted.

My Appications

IndMoual appilations
B a1 individual Applications = [+

appilcation D « | nccount

3. To view further information
about your application, click
the Application link.

v | account v | o
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4.  Further information about
your application will appear.

DETAILS ELATEC

v Indlividual Application

Searcn for Appilcations, Licences and Cases

Wy Industry + My Appilcations.

2.4 Withdrawing your application (via My Applications)

The following instructions and screenshots will show you how to withdraw your application.

Steps # Description

1. Log into the VGCCC Portal
and click on My
Applications from the Menu.

1
Licensing, permits and inspections
Venue Operator Licence
Manoge ous Ver OpseotorLicence Acgbicalions
Gaming Industry Employee
Changes to approvel requirements for Linked Jackpot Pay your Electronic Gaming Machine entitiement.
e b oty [ —————
o et f ik ko Aonenents Lo ol o s o i s e
Bookmaker Key Employee
[FR T ————

2. Select the application you
want to withdraw.

Inciauat Agplarions
B A1 incividual Applications + '+

2

My Appilcations

v | account v | o
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3. Click the Withdraw this
Application button. o e

@ cccoaeasers

Witnaraw thls Applcation &
4. Enter the reason(s) of why Application Witnarawal
you want to withdraw your
application- Application Withdrawal Steps

Appication Number: 35615 O appilcation witnarawal

5. Click Submit Request when * Sumision
finished. 3
e
6. A confirmation message will Application Withdrawal
appear that your application
has been withdrawn. Submission o Steps
Your request nas been recelved and tne llcence appilcation nas been witnarawn. The Case feference NUMDber for the requiest s 00111552, ©  Appication Withdrawal
(".) Submission

2.5 Withdrawing your application (via Community and Charitable Gaming Tile)

The following instructions and screenshots will show you how to withdraw your application.

Steps # Description

1. On the Community and
Charitable Gaming page,
click on Complete Request
from the Menu on Withdrawal
tile.

Community and Charitable Gaming

Manage your Gommunity and Charitable Gaming Applications

©On this page:

Commity e Ch e s

My Applications

et

[E——

Licence Management

ionasa ity or

Application Withdrawal

st it vous coplc
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2. Enter your application Application Withdrawal
number.

Application Withdrawal Steps

O Application Withdrawal

3. Click the Search for
3

application button. |

4. The details of your Application Withdrawal
application will appear.

Application Withdrawal Steps

QO Application Withdrawal

reference number for the application you wish to withdraw

5. Click Next to proceed.

Search for application

App\ic& search results:

We found the following appllcation for: Corine Buck

S

6. Enter the reason why you Application Withdrawal
are cancelling your
application.

Application Withdrawal Steps

© Application Withdrawal

7. Click on the Submit Request Application Number: 035675
button.

® Submission

7
Cancel I Submit Request I

8. A confirmation message will Application Withdrawal

appear that your application

has been withdrawn. o
Submission

Steps

Your request has been recelved and the llcence application has been withdrawn. The Case reference number for the request Is 00111557, Application Withdrawal

]
©Q Submission

1y Go to Case record
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