
Changing company
addresses

When a company or officer changes their address, they'll need to notify ASIC by completing a

CChhaannggee  aa  ccoommppaannyy''ss  ddeettaaiillss  448844  FFoorrmm.

To avoid any fees or penalties, this form should be lodged within 28 days of the change
occurring.

You can lodge Form 484 to make changes to the following address types:

• RReeggiisstteerreedd  ooffffiiccee—the address ASIC send your company correspondence to. This

address can be the same as company's principal place of business, but it can't be a PO box.

• PPrriinncciippaall  ppllaaccee  ooff  bbuussiinneessss—the main address where you conduct business. This

address can't be a PO box.

• OOffffiicceehhoollddeerr  oorr  MMeemmbbeerr  rreessiiddeennttiiaall  aaddddrreessss�When appointing a director, alternate

director, secretary or issuing shares to a member, you need to provide ASIC their residential
address. If this address changes, ASIC must also be notified. The address can't be a PO
box.

�� Open the form.

�� From the NNoottiiffiiccaattiioonn  ooff  ccoommppaannyy  cchhaannggeess  --  FFoorrmm  448844 page, select

CChhaannggee  ooff  aaddddrreessss. The CChhaannggee  ooff  aaddddrreessss options appear.

�� Type the new address in the NNeeww  aaddddrreessss field. A list of valid address
suggestions appear.

�� Select the correct address from the list of suggestions. The SSttrreeeett  aaddddrreessss,
CCoouunnttrryy, SSttaattee and SSuubbuurrbb fields populate.

UUssiinngg  aann  oovveerrsseeaass  aaddddrreessss??

If the new address is an overseas address, click  MMaannuuaallllyy  eenntteerr

aaddddrreessss. Type the new SSttrreeeett  aaddddrreessss, CCoouunnttrryy and LLooccaalliittyy (i.e.

suburb, province or region) in the relevant fields.

�� If the address is shared across multiple companies, officers or members, you'll be
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asked if you want to update the address for those entities. Select the clients you
also want to update to create a 484 form for each entity.

�� Select the type of address you want to apply changes to.

�� Optionally, select the effective date.

You can click PPrreevviieeww  FFoorrmm  448844 to check the form before you finish preparing it.

�� Click CCoonnttiinnuuee  aanndd  pprreeppaarree  ffoorrmmss.

�� Select the signatories.

You can select multiple signatories.

To edit the required signatories of a form, go to the Client lodgements page.

��� Enter the details of the meeting held for the change of address.

��� Click CCrreeaattee  ffoorrmmss.

��� Click the ellipsis button for the form you created and choose SSeenndd  ffoorr  ssiiggnniinngg
vviiaa  ppoorrttaall. The Create task page appears.

If you regularly send FFoorrmm  448844 with the same text, you can save time by using one of your
practice's task templates to automatically fill in the TTiittllee and DDeessccrriippttiioonn fields. Just click

AAppppllyy  aa  tteemmppllaattee ( ).

��� Complete the details on the page.

When you select the client, you can see the documents that will be sent as part of the
change you've made. Use the SSiiggnnaattuurree  rreeqquuiirreedd option to indicate if any documents
need signing.

��� Click CCrreeaattee  ttaasskk for the selected client.

To change the address of an officeholder or
member across multiple companies
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When you've edited the details of a client or contact who is also a company officeholder or
member, MYOB Practice detects that Corporate admin's data is different from ASIC's records. The
Client lodgements page will display the following warning message if there are any differences:

You can also begin a bulk update for an officeholder or member from two other areas:

• For your general contacts, go to  CCoonnttaaccttss > CCoonnttaaccttss  LLiisstt, select your
contact, scroll down to AASSIICC  iinnffoorrmmaattiioonn and click BBuullkk  uuppddaattee  (

).

• For your clients, select the relevant client from the client sidebar, click
CCoorrppoorraattee  aaddmmiinn from the top menu bar and click BBuullkk  uuppddaattee (

).

�� Go to CCoorrppoorraattee  aaddmmiinn > CClliieenntt  llooddggeemmeennttss.

�� In the warning message near the top of the page, click RReevviieeww  nnooww.

�� Under RReevviieeww  ccoonnttaaccttss, find your clients and contacts in the list.

�� Select the relevant client or contact records that require the bulk update.

�� Click  BBuullkk  uuppddaattee ( ).

�� In BBuullkk  uuppddaattee, read the information and click CCoonnttiinnuuee.

�� Select CChhaannggee  ooff  aaddddrreessss.

You can also bulk update a change of name at the same time. Learn more about bulk
updates for changing a name.

�� If the fields don't automatically fill in the correct address, type the address in the

NNeeww  aaddddrreessss field. A list of valid address suggestions appear.

�� Select the correct address from the list. The SSttrreeeett  aaddddrreessss, CCoouunnttrryy, SSttaattee
and SSuubbuurrbb fields will populate.

NNeeeedd  ttoo  eenntteerr  aann  oovveerrsseeaass  aaddddrreessss??

If the new address is an overseas address, click  MMaannuuaallllyy  eenntteerr

aaddddrreessss. Type the SSttrreeeett  aaddddrreessss, CCoouunnttrryy and LLooccaalliittyy (i.e. suburb,

province or region) in the relevant fields.
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��� Click CCoonnttiinnuuee. 

We'll automatically select the signatories for each company affected by the change.  You
can view and change the chosen signatories under SSiiggnnaattoorryy  sseelleeccttiioonnss.

��� If you want to change a company's signatory or change the companies that are
included in the change of address, click the relevant option in the SSiiggnnaattoorryy
sseelleeccttiioonnss section:

• EExxcclluuddee  ccoommppaannyy—exclude the company from the bulk update.

• IInncclluuddee  ccoommppaannyy—include the company in the bulk update.

• CChhaannggee  ssiiggnnaattoorryy—change the signatory for the bulk update.

When you select a signatory, you can tick UUssee  tthhee  sseelleecctteedd  ssiiggnnaattoorryy  ffoorr  aallll
ootthheerr  ccoommppaanniieess  wwhheerree  aapppplliiccaabbllee to re-use the selected signatory for other
companies. This will automatically update all applicable companies to the
selected signatory.

If you can't see CChhaannggee  ssiiggnnaattoorryy option, the company hasn't got any other possible
signatories.

��� Click CCoonnttiinnuuee.

��� On the  CCoonnffiirrmmaattiioonn page, under AAuutthhoorriissaattiioonn  ffoorrmm((ss))  section, click the

document name to download a PDF copy.

��� Check that all the details are correct.

��� On the CCoonnffiirrmmaattiioonn page, click SSuubbmmiitt.

To filter the Client lodgements page to bulk updates only, click the drop-down under FFoorrmm
ttyyppeess and select BBuullkk  uuppddaattee. Click the OOuuttssttaannddiinngg status to see any bulk updates
you've already started.

��� In CClliieenntt  llooddggeemmeennttss, find the bulk update you've just created and click the

ellipsis ( ).

��� Select VViieeww  ssuummmmaarryy.

��� Under AAuutthhoorriissaattiioonn  ffoorrmm((ss)), select SSeenndd  ffoorr  ssiiggnniinngg  vviiaa  ppoorrttaall. The Create
task page appears.

If you regularly send FFoorrmm  448844 with the same text, you can save time by using one of your
practice's task templates to automatically fill in the TTiittllee and DDeessccrriippttiioonn fields. Just click

AAppppllyy  aa  tteemmppllaattee ( ).

��� Complete the details on the page and click CCrreeaattee  ttaasskk.

Once all the forms have been signed, the bulk update's status will change to RReeaaddyy  ttoo
bbeeggiinn.

��� If you closed the bulk update, re-open it in Client lodgements by clicking the

ellipsis ( ) and selecting View summary.
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��� In BBuullkk  uuppddaattee, click BBeeggiinn  bbuullkk  uuppddaattee.

��� If the bulk update fails, you can download the validation report and check what
went wrong:

a� In CClliieenntt  llooddggeemmeennttss, find the rejected bulk update and click the ellipsis (

).

b� Select DDoowwnnllooaadd  vvaalliiddaattiioonn  rreeppoorrtt.

To manage your bulk update documents and so you've got proof of its lodgement, you can:

• add more profiles your documents to identify them as belonging to
multiple clients.

• check the ASIC document number:
�� Select the relevant company from AAllll  CClliieennttss and click CCoorrppoorraattee  AAddmmiinn.

�� Select the OOffffiicceerrss tab.

��  Look under OOffffiicceerrss  cchhaannggee  rreeggiisstteerr for the ASIC document number.

Once ASIC have accepted the form, you'll receive the following message on the  CClliieenntt
llooddggeemmeennttss page to let you know that ASIC have updated their records, so you might want

to update yours.

Click RReevviieeww  nnooww to view the changes, and choose whether you want to update the

contact's address in MYOB Practice.

If you choose to update the address in MYOB Practice, we’ll also update their contact details
in AE/AO. These changes can take up to 5 minutes to appear in AE/AO.
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