
Application for short-term manager approval – estate agents
Estate Agent’s Act 1980
Before starting your application

Section 30A of the Estate Agents Act 1980 provides that when a licensee, officer in effective control or branch manager will be absent from their office for a period of more than 30 days, the licensee must seek approval from the Business Licensing Authority to appoint a short-term manager. The licensee or officer in effective control must nominate a person employed full-time in their estate agency business (either a licensed estate agent or agent’s representative) to manage the office during the period the manager is away.
Section 30A does not apply if the manager has left permanently. In these cases, contact the Business Licensing Authority on 1300 13 54 52 for further information.
You cannot appoint a person to act as a short-term manager if they are currently employed by another licensed estate agent, operate their own estate agency business or act as the officer in effective control of a licensed company.

Privacy
For privacy information, please refer to the Information and privacy - Business Licensing Authority page on the Consumer Affairs Victoria website (consumer.vic.gov.au/blaprivacy).

How to complete this form
· Enter text in spaces provided only. The Business Licensing Authority (BLA) will not accept your form, nor consider it lodged, if you remove or change any questions or other text.

· Mark relevant fields with an ‘X’.

· If completing this form by hand, please complete details in block letters, using a black or blue pen.

· If you need additional space to answer the questions in this form, you can attach a separate page referencing your answer to the question number or photocopy the page as needed.

After you lodge your application

· If the form is completed correctly, processing time is on average 4 to 6 weeks. You may be required to provide further information.

· If any change occurs in the information you have provided in this application, you must notify the Business Licensing Authority in writing immediately.

· You will be notified of the decision in writing.

· If your application is not successful, you can appeal the decision by applying to the Victorian Civil and Administrative Tribunal within 28 days of the decision.

Application
	1. Full name of licensed estate agent or company
	

	2. Address from which manager will be absent
PO Boxes cannot be accepted.
	

	3. Is this the principal office or branch office?
Mark with an ‘X.
	Principal
	
	Branch
	

	4. Full name of manager who will be absent
	

	5. Dates absent from office
	From
dd/mm/yyyy
	
	To
dd/mm/yyyy
	

	6. Full name of proposed short-term manager
	

	7. Is the proposed short-term manager a licensed estate agent or an agent’s representative?
Mark with an ‘X.
	Licensed estate agent
	
	Agent’s representative
	

	If the proposed short-term manager is an agent’s representative, the BLA must have a record that this person has been employed as an agent’s representative. If you have not already provided written notice, you must also complete a ‘Notice of employment’ form as part of this application.

	


Declaration
Declaration and signature of licensed estate agent or officer in effective control.

I state that I am satisfied that the proposed short-term manager is capable of managing this estate agency office, including the management of any trust accounts maintained at this office.
I acknowledge that if I submit this form by email that the Business Licensing Authority will accept this communication as containing my signature for the purposes of the Electronic Transactions (Victoria.) Act 2000.
	Signature of licensed estate agent or officer in effective control
(required if submitting by post)
	

	Full name of licensed estate agent or officer in effective control (required) 
	

	Date (required)
dd/mm/yyyy
	


How to lodge your application
Attach all documents required as part of your application and send to:

Email:

information@bla.vic.gov.au
Post:

Business Licensing Authority
GPO Box 322B
Melbourne VIC 3001

Assistance:

Telephone: 1300 13 54 52
Web: consumer.vic.gov.au/estateagents
NRS: 133 677
ABN: 32 790 228 959
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