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REVIEWING YOUR ORGANISATION’S 

ENDORSEMENT AS AN INCOME TAX 

EXEMPT CHARITY
This worksheet will help you work out whether your organisation 
is still entitled to endorsement as an income tax exempt charity. 
Do not write on the original worksheet – keep it as a 
template so you can make copies whenever you carry out 
a self-review.

Charities that have been endorsed to access income tax charity 
concessions must tell the Tax Office if they stop being entitled to 
endorsement. Things that can affect your organisation’s 
entitlement are changes to its purpose and operations, physical 
presence in Australia, loss of endorsement as a deductible gift 
recipient (DGR) and where it incurs its expenditure. You should 
self-review each year and whenever there is a major change in 
your organisation’s structure or operations.

Keep it with your organisation’s records, as it will help future 
office bearers.
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WORKSHEET 2

WHO SHOULD USE THIS WORKSHEET
All charities that have been endorsed to access income tax 
charity concessions should use this worksheet.

What you will need
!"a copy of Income tax guide for non-profit organisations 

(NAT 7967)

!" the Tax Office notice that states you are endorsed to access 
income tax charity concessions, and

!"your organisation’s governing or constituent documents, and 
information about its activities and finances.

WORKSHEET 2

1 Full name of the organisation

2 Australian business number (ABN)

3 Tax file number (TFN)

4 Period of review

 / / to  / /

5 Reason for review (please tick)

Annual review

Change in circumstances

Other: please specify

6 Date of endorsement on Tax Office notice

 / /
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AUSTRALIAN BUSINESS NUMBER (ABN)
7 Is your organisation’s ABN still current? Your organisation must have a current ABN to be entitled 

to endorsement as an income tax exempt charity.

For an explanation of ABNs, refer to Tax basics for non-profit 

organisations (NAT 7966). The ABN is a single business 
identifier used for dealings with government departments and 
agencies.

Your organisation can check its ABN by searching the 
Australian Business Register (ABR) internet site at 
www.abn.business.gov.au or by phoning the Tax Office on 
1300 130 248. If your organisation’s ABN has been cancelled, 
you will have received written notification of this.

Yes Go to question 8.

No Your organisation is no longer entitled to be 
endorsed as an income tax exempt charity. 
The Tax Office will notify you that your 
endorsement has been revoked.

CHARITY
8 Is your organisation a charity? It is possible that an organisation can cease to be a charity. You 

must verify if your organisation is still a charity.

The meaning of ‘charity’ is explained in, chapter 3 – ‘Is your 
organisation a charity?’

A charity is an institution or fund established and operated for 
purposes that are charitable. Charity has a legal meaning for tax 
purposes that differs from how the term is used in everyday 
language.

Yes Go to question 9.

No Your organisation is no longer entitled to be 
endorsed as an income tax exempt charity. 
You must tell the Tax Office that you have 
ceased to be entitled to endorsement and 
give the date you ceased to be a charity.

Notes:

CHARITABLE INSTITUTION OR CHARITABLE FUND
9 Is your organisation a charitable institution or a 

charitable fund?
The distinction between charitable institutions and charitable 
funds is explained in, ‘Is your organisation a charitable institution 
or a charitable fund?’ on page 50.

To be a charitable fund your organisation must be established 
under an instrument of trust or a will for public charitable 
purposes. Charitable funds mainly manage trust property 
and/or hold trust property to make distributions to other entities 
or people.

Charitable institutions mainly carry out charitable activities rather 
than holding or managing property.

Charitable institution Go to question 10.

Charitable fund Go to question 11.

Notes:
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CHARITABLE INSTITUTIONS
10 Does your organisation meet at least one of the three 

tests – physical presence, deductible gift recipient, and 
prescribed by law?

Your organisation must meet at least one of the following tests:

Physical presence:

Your organisation has a physical presence in Australia, and to 
the extent of its Australian presence, it pursues its objectives 
and incurs its expenditure principally in Australia 

Deductible gift recipient:

Your organisation is a deductible gift recipient (DGR), or

Prescribed by law:

Your organisation is a prescribed institution listed by name in the 
income tax regulations, and

!" it is located outside Australia and is income tax exempt in its 
country of residence, or

!" it has a physical presence in Australia and incurs its 
expenditure and pursue its objectives principally outside 
Australia.

These tests are explained further in, ‘Charitable institution tests’ 
on page 51.

Yes Your organisation is eligible to retain its 
endorsement as an income tax exempt charity.

Go to the end of the worksheet.

No Your organisation is no longer entitled to be 
endorsed. You must tell the Tax Office in writing 
and give the date your organisation ceased to 
be entitled.

Notes:

CHARITABLE FUNDS
11 Is the charitable fund being applied for the purposes 

for which it was established?
Endorsed charities that are charitable funds must be applied for 
the purposes for which they were established.

If your organisation uses all its property and income only and 
fully for its charitable purposes it will meet this requirement.

This is explained further in ‘Applied for its purposes’ on 
page 54.

Yes Go to question 12.

No Your organisation is no longer entitled to 
endorsement. You must tell the Tax Office 
in writing and give the date it ceased to be 
entitled.

Notes:
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12 Which of these three best describes your organisation? Different conditions apply for different sorts of charitable funds.

If your organisation was established by will before 1 July 1997 
there are two different situations. You must decide whether the 
first or second box best describes your organisation. Do not 
choose the second box if the first box applies. If the first box 
applies, your organisation will be treated as two separate parts: 
an ‘old trust’ and a ‘new trust’. Your organisation will need to 
meet further requirements to be entitled to endorsement for the 
‘new trust’. The ‘new trust’ and the further requirements are 
explained in the instructions for question 13. The ‘old trust’ does 
not need to meet the further requirements.

If you are best described by the third box, you will have to meet 
further requirements to be entitled to endorsement. 

The instructions for question 14 explain this.

Established by will before 
1 July 1997 and after that 
date your organisation has 
received assets under a will 
or assets for which it did not 
give valuable consideration.

Go to question 13.

Established by will before 
1 July 1997.

You continue to be 
entitled to endorsement 
as an income tax 
exempt charity.

Go to the end of the 
worksheet.

Established in Australia and:

!"established by instrument 
of trust, or

!"established by will on 
or after 1 July 1997.

Go to question 14.

Notes:

13 Does the part of the charitable fund that is the ‘new 
trust’ meet at least one of the three tests: Australian 
purposes, deductible gift recipient and distributions?

The tests are explained in ‘Charitable funds: the three tests’ on 
page 57.

The ‘new trust’ must meet at least one of these tests to retain 
endorsement as an income tax exempt charity. You will need to 
work through the three tests.

The ‘new trust’ is the part of the charitable fund that comprises:

!"assets that become part of your organisation’s trust property 
under a will on or after 1 July 1997

!"assets your organisation received on or after 1 July 1997 for 
which it did not give valuable consideration (for example, 
distributions received from other trusts), and

!" income derived from these assets.

This is explained further in the section on the ‘new trust’.

The part of your organisation that is not the ‘new trust’ is the 
‘old trust’. Even if your organisation is no longer entitled to be 
endorsed for the ‘new trust’, its endorsement for the ‘old trust’ 
continues.

Yes Your organisation continues to be entitled to 
endorsement.

Go to the end of the worksheet.

No The ‘old trust’ continues to be entitled 
endorsement. However, the ‘new trust’ is not 
entitled. You must tell the Tax Office in writing 
that the ‘new trust’ is not entitled to 
endorsement and give the date it ceased to be 
entitled.

Notes:
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14 Does your organisation meet at least one of the 
three tests: Australian purposes, deductible gift 
recipient and distributions?

The tests are explained in ‘Charitable funds: the three tests’ on 
page 53. You will need to work through them to determine your 
organisation’s eligibility to endorsement as an income tax 
exempt charity.

Yes Your organisation is entitled to endorsement as 
an income tax exempt charity.

No Your organisation is not entitled to 
endorsement as an income tax exempt charity. 
Your organisation will need to tell the Tax Office 
in writing and give the date it ceased to be 
entitled.

Notes:

ONCE YOU HAVE COMPLETED THE WORKSHEET YOU SHOULD:

sign it and keep it with your organisation’s other records, and

make an entry in the ‘Log of status reviews’ on page 84.

Name of person conducting review Position held

Signature Date

 / /

Approval by Board/Committee/Trustee
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