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How to use this template
Record the details of each of your charity’s related party transactions in the register as shown in the examples. 
You should also ensure that you keep records relating to the transactions, such as invoices, receipts, bank statements and meeting minutes.
This template is for internal use by the charity and should not be submitted to the ACNC with the charity’s Annual Information Statement. 

Examples
	Full name of related party
	Nature of relationship 
	Description of transaction
	Amount of transaction
	Date(s) of transaction
	Approval details (date and approval process)

	ABC Web Pty Ltd
	(Name), Vice President of the charity is a director of ABC Web Pty Ltd
	Charity entered into a contract with ABC Web Pty Ltd to update the charity’s website under normal commercial terms and conditions. 
	$2,000
	12 August 2022
	Approved by the committee 1 August 2022, after also reviewing two quotes from other web development companies. (Name) declared a conflict of interest and did not vote on this decision.

	(Name)
	(Name) was a member of the charity’s management committee for the entire financial year
	Charity rented office space owned by (Name) during the year. Rent charged was 80% of the applicable market rate.
	$9,000 total (monthly rental payments of $750)
	1 July 2022 to 30 June 2023.
	Approved by the committee 1 May 2022 after reviewing other potential office space rentals. (Name) declared a conflict of interest and did not vote on this decision.

	
	
	
	
	
	





Register of related party transactions (small charities)
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