
How to Create an ABN for Your Club 

Introduction
This guide has been developed to help clubs create an ABN (Australian Business Number). Firstly, an ABN is a unique 11-digit number that identifies a business to the government. For clubs, the importance of an ABN is so that invoices can be sent to other businesses instead of filling out other forms.
This guide is broken up into two parts: 
1. Creation of ABN for clubs
2. Changing over of ABN details for incoming executive team
An ABN for a club only needs to be created once. Each year it is the responsibility of the outgoing and incoming executive team to handover and change the details to suit the new team.

Creation of ABN
Firstly, head to the ABR (Australian Business Registry) website and hit the “apply or reapply for an ABN”. This will open you up into a new window. It is important to read the privacy statement before moving onto the next step.
[image: ]You will now see this on the screen. For this step, all clubs falls under the “company, partnership, trust or other organisation”.

The next step is important. If you are an unincorporated club, select the “other unincorporated entity” in the drop-down box then keep following these instructions. 






Select the following prompts from the options. 
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The next part is about the club. If the club does not have an ABN, follow the below steps.
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Again, complete the following responses.
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Include your clubs name here.
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In the next step, the date you are applying on will already be automatically as the first answer which you can leave there. The second question should be left blank, unless the club intends to be disaffiliated within 3 months (hope not). Third question is “no”, as clubs are not owned or controlled by the government. Fourth question, type into the box “university”, which will prompt the fifth box to find all answers with that involved. The category to choose in this question is “university club operation”. 
[image: ]

Following this, the step is asking for address details. In the address box, insert the below address for business.
Level 4 Building 21 A UQ Union Complex 
University of Queensland 
St Lucia, QLD 
4072
Keep the box ticked of different postal address if you would like anything to be sent to elsewhere, this will be in the next step. Add in your clubs email address as this will be the main point of contact. Add in a phone number of an executive, and then repeat the email address.
In the next step, this is where you can add in a different postal address.
Next stage is to include the personal details of your executive. It is recommended that at least two people are included, but no more than three. Add in all the relevant details for the authorised people. 

Following on, the people that have been added in as authorised contacts, now must be added in as associates. Follow the prompts to add at least one person in, as for unincorporated clubs will only need a minimum of one person. NOTE: the person applying will need their tax file number handy, or else the application will be rejected. The person should tick the “office bearer” box and complete with their details. 
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OR
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The last step is to declare that everything is correct. If you think everything is correct, someone needs to input their details and declare. Then hopefully the next stage will be a nice green tick with an approval and your clubs new ABN number.











Thank you to Sam McMah and the Thongs society for creating and sharing this guide. 
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Application detail

Please use the Previous, Next and other buttons at the bottom of every screen to navigate. Please minimise use of browser navigation buttons (back and
forward) as it may cause problems with the application

For taxation purposes which type of entity s the O Individual (Sole trader)
ant? ® Company, Parinership, Trust or otner organisation
O Superannuation entiy

Does the applicant currently have an Australian OYes ®No
Business Number (ABN) or previously had an ABN?

I you answored yes tothe question above, whatis the [
‘Australian Business Number (ABN) currently or
Dreviously eld by he appheantz

© ot auoting your ABN may delay the registration process. You can search fo your curent or pevious AN using ABN fookupe.

Does the applicant wish to apply or reapply for an ®Yes ONo
Australian Business Number (ABN)?

Does the applicant have a Tax File Number? OYes @ No

Does the applicant wish to apply for a Tax File Number? O Yes @ No
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Taxation information

What type of organisation is the applicant?” Other unincorporated entity v
Selct he additonal erganisation description ¢t [ ]

applicable):
Is the applicant an Australian resident for tax ®Yes ONo
purposes?

Is the applicant a type of organisation that fits within an @ Yes. ONo

income tax exempt category? (Select Help icon for
more information)

Is the applicant a charity or another type of not-for- ®Yes ONo
profit organisation? (See Help icon for more.
information)

Ifthe appicant uses, o Itends to use he services ofa [
L agont, what s he tox agents regisration numbor?

© You may find this number on the applicants last tax return. I you can not find this number, Ieave this blank
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Applicant information
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From what date does the Other Unincorporated Entity
require its ABN?"

© Fora new ABN registation, this date cannot be more than 6 montns n the fuure. I the date provided is  date n the fuure, the ABN will ot be issued

unti that date.

[

For the reapplication of a cancelled ABN, this date cannot be in the future.

If you intend for this business activity to be less than 3
months, on what date do you expect to cease
business?

(8] [mm] s s}

© 1fyou register for GST, you wil be required to complete business activty statements monthly.

Is the Other Unincorporated Entity owned or controlled
by Commonwealth, State, Territory or Local
Government?

Main business activity

Describe the Other Unincorporated Entity's main
business activity:*

OYes  @No

University

© Government agencies may contact you regarding important information relevant to your business activity.

Select the category which best matches the Other
Unincorporated Entity's main business activity:

[University club operation

Does the Other Unincorporated Entity operate an
agricultural property?

OYes  @No
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Reason for application

© Select thereason that best descries why the Other Unincorparated Enty is appying for an ABN.

Why is the Other Unincorporated Entity applying for an [ To receive payment for services v

ABN?*

s this the Other Unincorporated Entity's first time self @ Yes. ONo
employed providing personal services in Australia?
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Reason for application

© Select thereason that best descries why the Other Unincorparated Enty is appying for an ABN.

Why is the Other Unincorporated Entity applying foran [New Business in Australia v

ABN?*

Is this the Other Unincorporated Entity's first time in @ Yes. ONo
business in Australia?
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Apply for Australian Business Number

ABN entitlement  Application detail  Business information  Associate details Reason for application ~ Declaration
o

ABN entitlement

ABN Entitlement

‘The following questions will assist in determining enitiement to an ABN. It is important you select the most accurate response that reflects your current

circumstances. If you are unsure how to answer a question, select the help icon o the right of the question. Compulsory questions are marked with an
asterisk (°).

For taxation purposes which type of entity is the O Individual (Sole trader)

applicant? O Company, Partnersni
O Superannuation entiy

Cancel Next

Trust or other organisation
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Other unincorporated entity

Itis important to know that applying for an ABN does not automatically mean that you are carrying on an enterprise as a Other unincorporated entity. There
are a range of tests that are used to determine whether you are a Other unincorporated entity carrying on an enterprise.

‘The following questions will assist in determining whether you are considered to be a Other unincorporated entity carrying on an enterprise.

Are you an unincorporated association?” ®Yes ONo

Will your activities be carried out in Australia?” @ Yes ONo

Have you started or are you taking steps to startyour ~ @ Yes. ONo
activity?*

What s the nature of your activity?" [In the form of a business
Are you doing things that are consistent with runninga @ Yes ONo
business (use the help icon to see the list of what we

look for)?*




