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1 Glossary 
 
GC&A: RSL Qld Governance, Constitution & Awards Committee  

 

OFT: Office of Fair Trading 
 
OLGR: Office of Liquor and Gaming Regulation 
 
 

2 Note 
 

 
Steps with a check box (       ) are to be completed by the Sub-Branch 

 
 

3 Actions 

 

Step 1 

 

Prior to deciding to incorporate read the link below, this will take you to a document “Set 

up an incorporated association” on the Office of Fair Trading (OFT) website.  Also 

ensure that you have fully considered the tax implications and that you have received 

advice from your tax advisers prior to proceeding. 

Set up an incorporated association: 
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-

laws-and-regulations/associations-charities-and-non-for-profits/incorporated-

associations/set-up-an-incorporated-association   

 

A precis of the guide is at Appendix A. 

 

This process applies to either a Sub Branch or District.  In the case of a District Step 3 is 

redundant. 

 

When a decision is made to become an incorporated association, the matter is placed 

on the agenda for the next general meeting.  

 

For the decision, of whether to or not to become an incorporated association, the 

delegates/members of the Sub Branch or District must vote on a motion to incorporate, 

that is moved and seconded by financial members of the Sub Branch or District and 

approved by ¾ of those present and eligible to vote.  Motion: “That unincorporated Sub 

Branch become an incorporated association.”  

 

If a Sub Branch supports the motion to become an incorporated association three other 

special resolutions need to moved, seconded and carried, subject to RSL Qld approval.  

These motions are at Appendix B. 

 
Note: You must have more than 7 members in order to be an incorporated association. 

https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/set-up-an-incorporated-association
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/set-up-an-incorporated-association
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/set-up-an-incorporated-association
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Step 2 
 

Prepare a draft constitution using the template provided. Make changes as needed, 
note however aside from your name in rule 2.1 the only changes normally available to 
you are at rule 24 “Membership of the board”, not the number only the titles and 25 
“Transition to rotational system of elections” setting the correct years.  If any further 
changes are needed, a letter detailing the changes and reasons explaining why is to 
be included with the request in step 3. 
 
At the same Sub Branch or District meeting, an agenda item to adopt a new 
constitution OR the Model Rules (the draft of which has been created prior to the 
meeting and circulated to the members with the agenda) as stipulated by RSL QLD, is 
also voted on as per Step 1.  Use the template as provided.  Supply a copy of the rules 
with changes marked.   

 

The Sub Branch and District constitution templates can be found on the RSL Qld 

website under the tab “about us” Constitution and by-laws.  Click on RSL Sub Branch 

or District Model Constitution to open and download the document. 

 

Step 3 

After this general meeting the sub branch drafts a letter to the chairperson of 

Constitution and Awards Committee (C&A) requesting approval to incorporate. An 

example of this letter is at Appendix C. 

 

This Letter together with a copy of the general meeting minutes, draft constitution (step 

2) is sent to the district to be considered at the next district council or district board 

meeting.   

 

Step 4 

 
After being approved by the District Council the letter, supporting documents and copies 

of the district minutes are forwarded to the C & A for consideration at their next meeting. 

 

If the request to incorporate and the draft constitution are approved by the C & A, the 

request is sent for inclusion on the agenda of the next RSL Qld Board meeting. 

 

If not approved, it will be returned with a covering letter detailing reasons as why not 

and what remedial action is required. 

 

Step 5 
 

On approval by RSL Qld, of incorporation and constitution, the RSL Qld secretary will 
then advise the Sub Branch via the District, or the District of the decision.  This letter will 
form part of the supporting documentation required in Step 6. 
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Step 6 
 

When the letter of approval is received from RSL Qld, the Sub Branch or District then 

completes and submits to the OFT the “Associations Incorporation Form 1” together 

with the required fee, approved Constitution and copy of the approval letter.  This 

application can be lodged by mail or online.  (See Appendix D and E) 

 

To:  Registration Services 
  Office of Fair Trading 

GPO Box 3111 
Brisbane QLD 4001 

 

An information copy also needs to be sent to the C & A. 

 

 
For Info To: C&A Committee 

GPO Box 629 
Spring Hill QLD 4004 

Step 7 

 

On the acceptance of your application, you will receive a certificate of incorporation from 

OFT. 

 

Step 8 
 

On receipt of your certificate of Incorporation, please send a letter to the RSL Qld 
secretary via District and GC & A committee requesting a new charter.  Please include a 
copy of your Certificate of Incorporation.  A suggested draft for this letter is at Appendix 
F. 
 

Step 9 

 

If your Sub Branch owns land, or you are unsure whether your Sub Branch owns land, 

please contact the Compliance Team on 3634 9444 or compliance@rslqld.org for 

guidance with changing land registration. 

 

NOTE: This only applies to Sub Branches that hold a Liquor/Gaming licence: 
 

Complete cover letter for OLGR (See Appendix G) and include this letter when sending 

documents to OLGR. 

 

 

mailto:@rslqld.org
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Appendix A 
Set up an incorporated association 

 

https://www.qld.gov.au/law/laws-regulated-industries-and-
accountability/queensland-laws-and-regulations/associations-charities-and-non-
for-profits/incorporated-associations/set-up-an-incorporated-association: 

Set up an incorporated association 

Legal status 

An incorporated association is a legally separate body. It has the same powers, benefits and 
responsibilities as a person. 

These include: 

• owning land 
• signing a lease 
• appearing in court. 

An incorporated association is legally separate from its members. This means that: 

• the committee makes decisions 
• the association becomes legally liable for these decisions 
• individuals on the committee are not personally liable (as long as they acted in good 

faith). 

Duties outline 

Your incorporated association must: 

• comply with the Associations Incorporation Act 1981 and the Associations Incorporation 
Regulation 1999 

• review its financial affairs every year 
• lodge copies of your rules, annual returns and financial statements with us. 

The public can access copies of the documents that you lodge with us. 

Who can qualify? 

To incorporate an association in Queensland, you must: 

• have at least 7 members 
• be a not-for-profit association 
• have a physical address in Queensland. 

 
 
 

https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/set-up-an-incorporated-association
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/set-up-an-incorporated-association
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/set-up-an-incorporated-association
https://www.legislation.qld.gov.au/view/html/inforce/2017-05-19/act-1981-074
https://www.legislation.qld.gov.au/view/html/inforce/2018-07-01/sl-1999-0143
https://www.legislation.qld.gov.au/view/html/inforce/2018-07-01/sl-1999-0143
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Appendix B 

 

Special Resolutions to adopt constitution 

 
 

Special Resolution 1 

 

That all current rules of the association be repealed, effective from the coming into effect of the 
new rules of the association adopted at Special Resolution 2. 

 

Special Resolution 2 

 

That the proposed new rules of the association (as attached to the notice of this meeting) be 
adopted, subject to RSLQLD Approval, effective as soon as all relevant legislative requirements 
for registration and approval of the new rules have been met. 

 

Special Resolution 3 

 

That a member be appointed (the appointed person) to prepare and make an application for the 
association to be incorporated, and to do all things necessary and expedient to give effect to 
special resolutions 1 and 2 above including, if necessary, effecting minor or administrative 
changes to the rules approved under special resolution 2 which do not affect the substance or 
intent of the rules. 
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Appendix C 
Letter to RSL Qld 
 

 

[insert date] 

 
Chairperson 
C&A Committee 
Returned & Services League of Australia (Queensland Branch)  
PO Box 629 
Spring Hill Qld 4004 
 
 

Dear Sir/Madam 
 

Re: Proposed incorporation of and new constitution for [insert name of Sub Branch] 

ABN [insert ABN] 

 

[insert current name of Sub Branch] seeks the permission of Returned & Services League of 

Australia (Queensland Branch) to: 

• Incorporate as a branch of Returned & Services League of Australia (Queensland 

Branch); 

• Adopt the attached rules for the incorporated association; and 

• Use the name “Returned & Services League of Australia (Queensland Branch) 

[Sub Branch] Sub Branch Inc”. 

(Include wording as shown at Step 3) 

Please contact [insert name] on [insert telephone number] or at [insert email address] 

should you wish to discuss this matter. 

 
Yours sincerely 
 
 
 
 
 
 

[insert name of Secretary] 

Secretary 

[insert name of Sub-Branch] 
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Appendix D 
Template cover letter to OFT 
 

[insert date] 
 

 
Attention: Registration Unit 

Office of Fair Trading 

GPO Box 3111 

Brisbane Qld 4001 
 
 
Dear Sir/Madam 

 
Re: Incorporation of and new constitution for [insert name of District / Sub Branch] 

 
 
In accordance with the Associations Incorporation Act, I attach a completed Form 1 applying 

for incorporation, and a copy of the new constitution for [insert name of District / Sub Branch] 

along with a letter of approval signed by RSL Qld secretary. 

 
I would be grateful for your advice as soon as possible regarding incorporation and approval 

of the new constitution. 

 

Please contact [insert name] on [insert telephone number] or at [insert email address] should 

you wish to discuss this matter. 

 
Yours sincerely 

 
 
 
 
 
 

[insert name] 

Secretary 

[insert name of District / Sub-Branch] 

 



Procedure to incorporate and adopt new 

constitution by unincorporated Sub-Branches 

 

 

P a g e  10 of 17  C&A Committee June 2020  

 

Appendix E - Example Form 1 
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Appendix F 
Letter to RSL Qld 
 

 

[insert date] 

 
Chairperson 
C&A Committee 
Returned & Services League of Australia (Queensland Branch)  
PO Box 629 
Spring Hill Qld 4004 
 
 

Dear Sir/Madam 

 

Re: New Charter required as a result of a name change due to new constitution or 

incorporation for [insert name of Sub Branch] ABN [insert ABN] 

 

[insert current name of Sub Branch] seeks the Returned & Services League of Australia 

(Queensland Branch) issuance of a new charter for (insert Sub Branch Name) due to change 

of name as a result of incorporation or the reregistration of amended constitution. 

 

Please contact [insert name] on [insert telephone number] or at [insert email address] 

should you wish to discuss this matter. 

 
Yours sincerely 
 
 
 
 

[insert name of Secretary] 

Secretary 

[insert name of Sub-Branch] 
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Appendix G 
Template cover letter to OLGR 
 
 
NOTE: Only use this template letter if your Sub Branch holds a liquor/gaming licence 
 

 

[insert date] 
 
 

Office of Liquor and Gaming 

Regulation Locked Bag 180 

City East Qld 4002 

 

 
Dear Sir/Madam 
 

Re: New constitution for [insert name of Sub Branch] Liquor Licence No. [insert 

liquor licence number] [Gaming Licence No. insert gaming licence number] 

 

In accordance with section [if community club licence: 79(1)(b) / if community other licence: 

83(1)(b)] of the Liquor Act 1992, I attach a copy of the new constitution for [insert name of Sub 

Branch], which was adopted by special resolution of the association on [insert date of EGM]. 

 

Please contact [insert name] on [insert telephone number] or at [insert email address] 

should you wish to discuss this matter. 

 
Yours sincerely 
 
 
 
 
 
 

[insert name] 

Secretary 

[insert name of District / Sub Branch] 
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