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Annual Report Template
Commonwealth Company

Template Instructions
The purpose of this template is to support you to develop your Commonwealth company annual report efficiently.
Companies are subject to a number of reporting requirements under the Corporations Act 2001. The Public Governance, Performance and Accountability Act 2013 (PGPA Act) acknowledges these requirements, in particular, the need for companies to produce a financial report, directors’ report and auditor’s report. Together, these reports constitute the annual report.
The list of requirements to be included in a Commonwealth company annual report for a reporting period is set out in Schedule 2B of the Public Governance, Performance and Accountability Rule 2014 (PGPA Rule).
  
The use of this template is not mandatory. It is a guide only.

Refer to Resource Management Guide, RMG-137 Annual reports for Commonwealth companies, for additional information.

How to use this template
Black text provides example content you can use in the annual report.
Red text is instructional and should be replaced or removed before finalising your annual report.

For any questions, or to provide feedback on this template, contact PGPA@finance.gov.au. 
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[bookmark: _Toc203059604]Overview of [Company Name]
[bookmark: _Purposes][bookmark: _Toc203059605]Purposes
This information is required by section 28E(a) of the PGPA Rule. 
Companies must detail the purposes of the company, as included in their corporate plan.
Example text is below.  
The purpose(s) of [company name] is/are [as stated in the corporate plan].
[bookmark: _Toc202967311][bookmark: _Toc202970622][bookmark: _Toc203059606]Responsible Minister(s)
This information is required by sections 28E(b) of the PGPA Rule. 
The annual report must specify the name and title of the current responsible Minister(s) and any other responsible Minister(s) during the reporting period. 
Example text is below. 
[Name and title of Minister/s] is/are the current responsible Minister(s) for the reporting period.
Other responsible Ministers for the reporting period were:
· [Name and title of Minister/s and duration].
[bookmark: _Toc202967312][bookmark: _Toc202970623][bookmark: _Toc203059607]Ministerial directions and Government Policy Orders
This information is required by sections 28E(c)-(e) of the PGPA Rule. 
Companies must identify any directions given by the Minister under the company’s constitution, an Act or an instrument during the period and any government policy orders that applied to the company during the reporting period under section 93 of the PGPA Act. 
If the company has not complied with any of these directions or orders, the annual report must include an explanation of the non-compliance.
Example text is below.
(If applicable) The Minister issued the following directions under the [company’s constitution/name of the Act or instrument] and/or [company’s constitution/name of the Act or instrument].
Or:
(If applicable) The Minister did not issue a direction under [company’s constitution/name of the Act or instrument] during the reporting period.
Under section 93 of the PGPA Act, the Finance Minister may make a government policy order that specifies a policy of the government that is to apply to a company.
Either:
(If applicable) The following order(s) were made during the reporting period:
· [Include details on the order(s)].
If the company has not complied with any of these directions or orders, detail the particulars of the non-compliance.
(If applicable) The [name of company] did not comply with the following orders made during the reporting period: [insert details of the non-compliance].
Or:
(If applicable) No such orders were made that apply to [name of company] during 2024–25.
[bookmark: _Toc203059608]Company performance
This information is required by section 28E(aa) of the PGPA Rule. 
The annual report for a Commonwealth company must include information on the results of the measurement and assessment of the company’s performance during the reporting period, including against any performance measures and any targets included in the company’s corporate plan for the period. 
It is for each company to structure and present results in a manner that best demonstrates performance in its specific circumstances.
[bookmark: _Toc203059609]Corporate governance
This information is required by section 28E(i) of the PGPA Rule. 
The annual report must include information on the main corporate governance practices that the company had in place during the reporting period. The content of this statement is at the discretion of the directors. It could include: 
board committees of the company and their main responsibilities
education and performance review processes for directors
ethics and risk management policies
any legislation that specifically applies to the company, by name. 
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[bookmark: _Toc203059610]Company Directors
This information is required by subsection 28E(f) of the PGPA Rule. 
Companies must include information on each director of the company during the reporting period. For each director, the annual report must include:
their name 
their qualifications 
their experience 
the number of meetings of the board of the company attended by the director during the period, and
whether they are an executive director or non-executive director.
Example table is below.
[bookmark: _Toc1933687159][bookmark: _Toc203059611]Company Directors during the reporting period (202x-2x)
	
	
	Period as the Director

	Name 
	Qualifications of the Director
	Experience of the Director
	Position Title /
Position held
	Executive /
 Non-Executive
	Start Date 
(1 July 20XX or after) 
	End Date 
(30 June 20XX or before)
	Number of meetings of the board of the company attended 

	-
	-
	-
	-
	-
	-
	-
	-

	-
	-
	-
	-
	-
	-
	-
	-



[bookmark: _Toc203059612]Organisational structure and location
This information is required by section 28E(g) of the PGPA Rule. 
Companies must include an outline of the organisational structure of the company, including any subsidiaries of the company. 
Example text is below.
The structure of the company is: [describe the organisational structure or insert your organisational structure diagram].
[bookmark: _Toc203059613]Subsidiaries
If applicable, this information is required by section 28E(o) of the PGPA Rule. 
In addition to identifying any subsidiaries as part of the organisational structure, where information from subsidiaries was needed to meet any annual report requirement but not obtained, an explanation of this must be included. This includes an explanation of the effect of not having this information in the annual report.
[bookmark: _Toc203059614]Location of major activities and facilities
This information is required by section 28E(h) of the PGPA Rule. 
The annual report must include an outline of the location (whether in Australia or not) of major activities or facilities of the company.
[bookmark: _Toc203059615]Audit Committee
This information is required by section 28E(ob) of the PGPA Rule. 
Companies must provide details about the audit committee, including the name of each member, and the qualifications, knowledge, skills or experience of those members, and their remuneration. It must also include information about each member’s attendance at audit committee meetings. 
The direct electronic address of the audit committee charter must be included as required by section 28E(ob)(a) of the PGPA Rule.
Example table and text is below.
	Member name
	Qualifications, knowledge, skills or experience (include formal and informal as relevant)

	Number of meetings attended 
	Total number of meetings held
	Total 
annual remuneration (GST inc.)
	Additional Information (including role on committee)

	-
	-
	-
	-
	-
	-

	-
	-
	-
	-
	-
	-
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[bookmark: _Toc203059616]Executive remuneration
This information is required by section 28E(oa), in accordance with sections 28EA-28EC of the PGPA Rule.
The annual report must include remuneration details, calculated on an accrual basis, for key management personnel (KMP) as per the table below, unless the minister has exempted the company from one or more of these requirements by written instrument.
The details of any such exemption, including any requirement to give information to a person or body specified in the exemption, must be noted in the company’s annual report.
The policies and practices of the company regarding the remuneration of key management personnel must also be included setting out: 
the governance arrangements under which those policies and practices operate, and 
the basis on which the remuneration of the key management personnel of the company has been determined. 
This information must be included in the annual report in the form set out in clause 1 of Schedule 3 of the PGPA Rule and set out below.
[bookmark: _Toc5705949]RMG-139 Commonwealth companies executive remuneration reporting guide for annual reports provides additional guidance on reporting executive remuneration.
[bookmark: _Toc203059617]Information about remuneration for key management personnel
	
	
	Short-term benefits
	Postemployment benefits
	Other long-term benefits
	Termination benefits
	Total remuneration

	Name
	Position title
	Base salary
	Bonuses
	Other benefits and allowances
	Superannuation contributions
	Long service leave
	Other long-term benefits
	
	

	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	-
	-
	-
	-
	-
	-
	-
	-
	-
	-


Delete if not applicable. When completing table, do not leave rows blank but delete rows that do not have data.

[bookmark: _Toc203059618]Employee statistics
This information is required by section 28E(ga) of the PGPA Rule. Annual reports are required to include statistics on the company’s employees on an ongoing and non-ongoing basis, this includes statistics on full-time employees, part-time employees, gender and staff location.
All human resources statistics are to be calculated and reported on an actual head count basis (number of employees) as at the end of each reporting period. Full-time equivalent statistics (for example, 1.5 FTE) are not to be reported. 
The following example tables will satisfy the requirements of 28E(ga) of the PGPA Rule. These must be produced for the current reporting period and the previous reporting period. 
[bookmark: _Toc203059619]All Ongoing Employees [202x-2x]
	[bookmark: _Hlk132717974]
	Man/Male 
	Woman/Female 
	Non-binary
	Prefers not to answer
	Uses a different term
	Total 

	
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	

	NSW
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Qld
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	SA
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	Tas
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	Vic
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	WA
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	ACT
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	NT
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	External Territories
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Overseas
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	Total 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-


[bookmark: _Toc203059620]All Non-ongoing Employees [202x-2x]
	
	Man/Male 
	Woman/Female 
	Non-binary
	Prefers not to answer
	Uses a different term
	Total 

	
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	Full-time
	Part-time
	Total 
	

	NSW
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Qld
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	SA
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	Tas
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	Vic
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	WA
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	ACT
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	NT
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	External Territories
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Overseas
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	 -
	-
	-
	-
	-
	-
	-
	 -

	Total 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-



[bookmark: _Toc203059621]Related entity transactions
If applicable, this information is required by sections 28E(j) and 28E(k) of the PGPA Rule.
The annual report must include the decision-making process undertaken by the directors of the company for making a decision if:
the decision is to approve the company paying for a good or service from a Commonwealth entity or a company, or providing a grant to a Commonwealth entity or a company, and
the company, and the Commonwealth entity or the company, are related entities, and
the value of the transaction, or if there is more than one transaction, the aggregate value of those transactions, is more than $10,000 (GST inclusive).
If the annual report includes the above information, then the following must also be included:
if there is only one transaction - the value of the transaction, and
if there is more than one transaction - the number of transactions and the aggregate of value of the transactions.
Example text is below.

[Company name] transacts with Australian Government related entities consistent with normal day-to-day business operations provided under normal terms and conditions. In the 202[*]-202[*] financial year, these transactions came to [$x] (see Financial Table [y] for details).

The board reviews a schedule of contracts annually. Any officer who may have a perceived or real conflict of interest relating to any contract is required to declare the conflict and is not involved in the decision making.
[bookmark: _Toc203059622]Significant activities and changes affecting the company
If applicable, this information is required by section 28E(l) of the PGPA Rule. 
The annual report must detail any significant activities and changes that affected the operations or structure of the company during the period.
This may include:
forming or participating in the formation of a company, significant partnership, trust or unincorporated joint venture
acquiring or disposing of a significant business or shareholding in a company
amendments to the constitution of the company and to any relevant legislation
commencing or ceasing a significant business activity
changes to the membership structure of the company
amendments to legislation that specifically apply to the company, by name (if applicable).
Example text is below.
(If applicable) Significant activities and changes that affected the operations or structure of [Company name] during the reporting year included: 
[details on significant activities and changes].
[bookmark: _Toc203059623]Judicial decisions and reviews
If applicable, this information is required by sections 28E(m) and 28E(n) of the PGPA Rule. 
Annual reports must include details of judicial decisions or decisions of administrative tribunals that have had, or may have, a significant effect on the operations of the company.
Additionally, provide particulars of any reports on the Company’s operations during the reporting period by:
the Auditor-General,
a Committee of either or both Houses of the Parliament,
the Commonwealth Ombudsman,
the Office of the Australian Information Commissioner, or
the Australian Securities and Investments Commission.
[bookmark: _Toc1670566908][bookmark: _Toc340847638]

[bookmark: _Toc203059624]Corporations Act 1999 reporting
This information is required by sections 292, 298, 301 of the Corporations Act 2001 (Corporations Act).
Company must include in their annual report the financial report, directors’ report and auditor’s report produced under the Corporations Act.  
[bookmark: _Toc203059625]Financial Report
This information is required by section 292, 293, 294, 294A or 294B of the Corporations Act.
Provide the financial report you have compiled under the Corporations Act.
[bookmark: _Toc203059626]Directors’ Report
This information is required by section 298 of the Corporations Act.
Provide the directors’ report you have compiled under the Corporations Act.
[bookmark: _Toc203059627]Auditor’s Report
This information is required by sections 308 of the Corporations Act.
Provide the auditor’s report you have compiled under the Corporations Act.


[bookmark: _Toc1430240657][bookmark: _Toc1637465135][bookmark: _Toc203059628]Government business enterprise disclosures
The annual report for a government business enterprise that is a Commonwealth company must include the following information, as required by section 28F of the PGPA Rule.
Changes in financial conditions and community service obligations
Section 28F(1) of the PGPA Rule requires that a government business enterprise annual report include:
an assessment of significant changes in the company’s overall financial structure and financial condition during the period,
an assessment of any events or risks that could cause financial information that is reported not to be indicative of future operations or financial condition,
dividends paid or recommended in relation to the period, and
details of any community service obligations the government business enterprise has, including, an outline of actions the government business enterprise has taken to fulfil those obligations, and an assessment of the cost of fulfilling those obligations.
Note: Details on dividends are also required under section 300 of the Corporations Act.
Information that is commercially prejudicial
If applicable, and in accordance with section 28F(2) of the PGPA Rule, information may be excluded if the directors of the government business enterprise believe, on reasonable grounds, that the information is commercially sensitive and would be likely to result in unreasonable commercial prejudice to the government business enterprise. The annual report must state whether such information has been excluded.
Example text is below.
(If applicable) The directors have excluded from this Annual Report information that they considered to be commercially sensitive and would be likely to result in unreasonable commercial prejudice to [company name].

[bookmark: _Toc1757134888][bookmark: _Toc203059629]
Appendices
Information required by other Acts or instruments to be included in the annual report should be included in one or more appendices to the report.
Appendices may also be used to provide supplementary information or to present tables required in the annual report. This is at the discretion of the company directors.
[bookmark: _Toc203059630]Other legislative requirements
The operations that a Commonwealth company reports on in its annual report can be affected by other legislation or legislative instruments. Such legislation can either be general in nature or specific to the Commonwealth company.
Information required by other Acts or instruments to be included in the annual report should be included in one or more appendices to the report. Including the disclosures in an appendix for a Commonwealth company would align with the requirement for non-corporate Commonwealth entities under section 17AH(2) of the PGPA Rule which states that information required by another Act or instrument must be included in one or more appendices to a non-corporate Commonwealth entity's annual report.
Below provides an overview of the other legislative requirements applicable to many companies. It is the responsibility of Commonwealth companies to consider whether the following, or any other, legislation applies to them.
[bookmark: _Toc203059631]Environment Protection and Biodiversity Conservation Act 1999
This information is required by section 516A of the Environment Protection and Biodiversity Conservation Act 1999 (EPBC Act).
The annual report must:
include a report on how the activities of, and the administration (if any) of legislation by, the reporter during the period accorded with the principles of ecologically sustainable development, 
identify how the outcomes (if any) specified for the reporter in an Appropriations Act relating to the period contribute to ecologically sustainable development,
document the effect of the reporter’s activities on the environment, 
identify any measures the reporter is taking to minimise the impact of activities by the reporter on the environment, and
identify the mechanisms (if any) for reviewing and increasing the effectiveness of those measures.
Climate Action in Government Operations
In line with the Government’s Net Zero in Government Operations Strategy, Commonwealth companies are required to publicly report on the emissions from their operations. To ensure consistency across reporting, companies are required to use the emissions reporting tool provided by the Department of Finance to calculate their emissions. Australian Government Emissions Reporting provides further information on emissions reporting requirements and content to be included in annual reports.
For further advice on reporting requirements under the EPBC Act, refer to the Department of Climate Change, Energy, the Environment and Water, and on the Climate Action in Government Operations policies, refer to Climate Action in Government Operations.
[bookmark: _Toc203059632]Work Health and Safety Act 2011
[bookmark: _Hlk201937512]This information is required by schedule 2, section 4 of the Work, Health and Safety Act 2011.
Companies must report on the following matters:
initiatives taken during the year to ensure the health, safety and welfare of workers who carry out work for the company,
health and safety outcomes (including the impact on injury rates of workers) achieved as a result of initiatives mentioned under paragraph (a) or previous initiatives,
statistics of any notifiable incidents of which the company becomes aware during the year that arose out of the conduct of businesses or undertakings by the company,
any investigations conducted during the year that relate to businesses or undertakings conducted by the company, including details of all notices given to the company during the year under Part 10 of the Work Health and Safety Act 2011,
such other matters as are required by guidelines approved on behalf of the Parliament by the Joint Committee of Public Accounts and Audit.
[bookmark: _Toc2130082558][bookmark: _Toc1577842205]

[bookmark: _Toc203059633]List of requirements
This table is required by section 28E(p) of the PGPA Rule and is set out in Schedule 2B of the PGPA Rule.
The list of requirements must be included in the annual report and should be completed with relevant references to where each requirement can be found within the report.
	PGPA Rule Reference 
	Part of Report
	Description
	Requirement 

	28E
	Contents of annual report
	

	28E(a) 
	Purposes
	The purposes of the company as included in the company’s corporate plan for the reporting period 
	Mandatory 

	28E(aa) 
	
	The results of a measurement and assessment of the company’s performance during the reporting period, including the results of a measurement and assessment of the company’s performance against any performance measures and any targets included in the company’s corporate plan for the reporting period 
	Mandatory 

	28E(b) 
	
	The names of the persons holding the position of responsible Minister or responsible Ministers during the reporting period, and the titles of those responsible Ministers 
	Mandatory 

	28E(c) 
	
	Any directions given to the company by a Minister under the company’s constitution, an Act or an instrument during the reporting period 
	If applicable, mandatory 

	28E(d) 
	
	Any government policy order that applied in relation to the company during the reporting period under section 93 of the Act 
	If applicable, mandatory 

	28E(e) 
	
	Particulars of noncompliance with: 
(a) a direction given to the company by the Minister under the company’s constitution, an Act or instrument during the reporting period; or 
(b) a government policy order that applied in relation to the company during the reporting period under section 93 of the Act 
	If applicable, mandatory 

	28E(f) 
	
	Information on each director of the company during the reporting period 
	Mandatory 

	28E(g) 
	
	An outline of the organisational structure of the company (including any subsidiaries of the company) 
	Mandatory 

	28E(ga) 
	
	Statistics on the company’s employees on an ongoing and non-ongoing basis, including the following: 
(a) statistics on fulltime employees; 
(b) statistics on parttime employees; 
(c) statistics on gender; 
(d) statistics on staff location 
	Mandatory 

	28E(h) 
	
	An outline of the location (whether or not in Australia) of major activities or facilities of the company 
	Mandatory 

	28E(i) 
	
	Information in relation to the main corporate governance practices used by the company during the reporting period 
	Mandatory 

	28E(j), 28E(k) 
	
	For transactions with a related Commonwealth company or related company where the value of the transaction, or if there is more than one transaction, the aggregate of those transactions, is more than $10,000 (inclusive of GST): 
(a) the decision making process undertaken by the directors of the company for making a decision to approve the company paying for a good or service from, or providing a grant to, the related Commonwealth company or related company; and 
(b) the value of the transaction, or if there is more than one transaction, the number of transactions and the aggregate of value of the transactions 
	If applicable, mandatory 

	28E(l) 
	
	Any significant activities or changes that affected the operations or structure of the company during the reporting period 
	If applicable, mandatory 

	28E(m) 
	
	Particulars of judicial decisions or decisions of administrative tribunals that may have a significant effect on the operations of the company 
	If applicable, mandatory 

	28E(n) 
	
	Particulars of any reports on the company given by: 
(a) the Auditor-General, or 
(b) a Parliamentary Committee, or 
(c) the Commonwealth Ombudsman; or 
(d) the Office of the Australian Information Commissioner; or 
(e) the Australian Securities and Investments Commission 
	If applicable, mandatory 

	28E(o) 
	
	An explanation of information not obtained from a subsidiary of the company and the effect of not having the information on the annual report 
	If applicable, mandatory 

	28E(oa) 
	
	Information about executive remuneration 
	Mandatory 

	28E(ob) 
	
	The following information about the audit committee for the company: 
(a) a direct electronic address of the charter determining the functions of the audit committee; 
(b) the name of each member of the audit committee; 
(c) the qualifications, knowledge, skills or experience of each member of the audit committee; 
(d) information about each member’s attendance at meetings of the audit committee; 
(e) the remuneration of each member of the audit committee 
	Mandatory 

	28F 
	Disclosure requirements for government business enterprises 
	  

	28F(1)(a)(i) 
	
	An assessment of significant changes in the company’s overall financial structure and financial conditions 
	If applicable, mandatory 

	28F(1)(a)(ii) 
	
	An assessment of any events or risks that could cause financial information that is reported not to be indicative of future operations or financial condition 
	If applicable, Mandatory 

	28F(1)(b) 
	
	Information on dividends paid or recommended 
	If applicable, mandatory 

	28F(1)(c) 
	
	Details of any community service obligations the government business enterprise has including: 
(a) an outline of actions taken to fulfil those obligations; and 
(b) an assessment of the cost of fulfilling those obligations 
	If applicable, mandatory 

	28F(2) 
	
	A statement regarding the exclusion of information on the grounds that the information is commercially sensitive and would be likely to result in unreasonable commercial prejudice to the government business enterprise 
	If applicable, mandatory 
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