	COMMERCIAL ACTIVITY REGISTRATION FORM

	The purpose of this form is to record details of commercial activities in which units or staff of the University are involved.  This information is

required for compliance with Division 3 of the University of New South Wales Act 1989.  Details will be held in the University's Register of

Commercial Activities.  This Register may be inspected by Government Authorities.  Information from the Register may be used for internal

University purposes including the assessment of insurance needs or business risk exposure…Please return completed forms to the
Compliance Unit, UNSW Legal office, Chancellery Building. For further information contact: UNSW Compliance Officer, (02) 9385 2497

	PART A — ACTIVITY DETAILS

	Faculty / Division School / Unit / Centre (Managing Unit)
	School / Unit / Centre (Managing Unit)

	
	
	

	Contact Person Name
	   Person completing form (if different)

	
	
	

	
	Contact Person Position
Contact Person email
	   Contact Person email

	
	
	

	Contact Person mail address
	
Contact Person phone
  Contact Person fax

	
	
	

	







   Activity Start Date
    Activity End Date (if applicable)
	Activity Start Date Activity End Date (if applicable)
	Activity End Date (if applicable)

	
	
	
	

	Activity Category (Tick all applicable)

	· Retail Activity (not publication)

· Continuing Education – Conference

· Continuing Education – short Course

· Continuing Education – Tailored Program

· Continuing Education – Other

· Hire/Lease of Facility

· Hire/Lease of Equipment

· Publication (Sale of)

· Consultancy
	· Contract Research (Non Government)

· 
Contract Research (Government)

· 
Off-shore Program Delivery

· 
Off-shore Project – Research

· 
Off-shore Project – Consultancy

· 
Australian Public Company*

· 
Australian Private Company*

· 
Overseas Company*

· 
Other

*Companies and Registered Businesses – Also complete part C

	Activity Name (e.g. "Radiology Services", "2003 Recitals")

	

	Description of Activity

	

	

	

	

	

	

	Activity Frequency (i.e. One-off, Continuous, Recurrent):
Date Activity Last Reviewed:
Next Scheduled Review Date

	
	
	

	UNSW Parties Involved — list All (e.g. School, Facility Dept., UNSWGlobal, Professor J Citizen)

	

	

	

	

	

	

	External Parties Involved — List All (e.g. Macquarie Bank, CSIRO, University of Sydney)
Nature of Involvement

	
	
	

	
	

	
	

	
	

	
	

	
	

	Is income from this activity deposited into a University account?

Account Number

	· Yes
	· No
	· Unknown
	· Not Applicable
	

	COMPLETE BOTH SIDES OF FORM -- ATTACH ADDITIONAL PAGES IF NECESSARY
1


	COMMERCIAL ACTIVITY REGISTRATION FORM
	

	PART B — EVALUATION, APPROVAL AND RECORDS
	

	Information on Part B – Evaluation, Approval and Records.  The University is required to keep a record of the details of the evaluation and approval process for any commercial activity.  This will vary for different types of activity, and may include information on business planning, risk assessment, legal advice obtained, and details of meetings.  The Approval Authority is the body or person responsible for authorization of the activity.  Documentation of evaluation and approval processes must be held on a registered file.  Please attach additional pages if needed.  For further information contact:  UNSW Compliance Officer, (02) 9385 2497

	Is information on this Activity held in a Registered File/s?

	· Yes – List Registered File Number(s)
	

	· No – List location of other files
	

	Brief Description of Approval procedure for this Activity (including dates of relevant meetings)

	

	

	

	Meeting minutes held?
	Location of meeting minutes? (e.g. Science Faculty Office)

	· Y
	· N
	· Unknown
	· Not Applicable
	

	List sources of advice obtained:
	Advice contact officer:
	Advice date:

	· UNSW Legal Office
	
	

	· Risk management Unit
	
	

	· Financial Services Department
	
	

	· Unisearch
	
	

	· NewSouth Global
	
	

	· Research Office
	
	

	· Business Development Office
	
	

	· External Legal
	
	

	· None
	
	

	· Other
	
	

	Approval authority (e.g. Dean, Council, Faculty Committee, Centre Director)
	Date of approval

	
	

	If the Activity has a governing body (Board, Steering Committee, etc), list appointments on behalf of the University:

	Name
	Appointed by:
	Appointment date:

	
	
	

	
	
	

	
	
	

	
	
	

	PART C — COMPANIES AND REGISTERED BUSINESSES

	Registered Business Name/s
	Company ACN
	UNSW Ownership %

	
	
	

	Company Secretary
	Company Secretary email

	


	

	Registered Business Address
	Company Secretary phone
	Company Secretary fax

	
	
	

	
	Annual Report Attached?
	

	
	· Yes
	Unknown
	Annual Report Year? (if attached)

	
	· No
	Not Applicable
	

	PART D — DECLARATION AND SIGNATURE

	Declaration: I confirm that the details provided are complete and accurate to the best of my knowledge.

	Name: 
	Signature:
	Date:

	PLEASE RETURN COMPLETED FORM BY INTERNAL MAIL To: COMPLIANCE UNIT, UNSW LEGAL OFFICE COMPLETE BOTH SIDES OF FORM — ATTACH ADDITIONAL PAGES IF NECESSARY


