Estate agents – individual licence application
Estate Agents Act 1980
Before starting your application
This form should only be completed by individuals applying for an estate agent's licence. If you wish to be employed as an agent's representative, you must not complete this form. For information about the eligibility requirements for agents' representatives, visit the Agents’ representatives page on the Consumer Affairs Victoria website (consumer.vic.gov.au/agentsrepresentatives).
Eligibility
To be eligible for an estate agent's licence, you must meet one of the following criteria:

· satisfy the current academic and work experience requirements. For more information, visit the Apply for an estate agent’s licence page on the Consumer Affairs Victoria website (consumer.vic.gov.au/estateagentindividual); or
· previously held a Victorian estate agent's licence within the last five years; or
· currently hold or have previously held an equivalent licence/registration in another part of Australia, New Zealand or elsewhere overseas.

You are automatically ineligible to be licensed if you are:

· under 18 years of age; or

· a represented person under the Guardianship and Administration Act 1986 (where a guardian or administrator has been appointed); or

· as an individual or as a director or officer of a company, currently disqualified from holding an estate agent's licence (or equivalent) anywhere in Australia or elsewhere, or the subject of an order by any regulatory body disqualifying you or the company from acting as an estate agent or equivalent.

You may also be ineligible if:

· you are currently insolvent under administration (bankrupt, debt agreements under Part IX or Part X); or

· within the last 10 years, you have been convicted or found guilty (whether or not a conviction was recorded) of a disqualifying offence involving fraud, dishonesty, drug trafficking or violence which is punishable by imprisonment for three months or more (whether or not a sentence of imprisonment was imposed); or

· you have ever had a claim admitted from the Victorian Property Fund or Estate Agents' Guarantee Fund.

Permission

For bankruptcy, disqualifying criminal offences and claims against the Victorian Property Fund or Estate Agents' Guarantee Fund you can still apply for, and may be granted, a licence. Based on the result of background checks, you may be required to apply for permission to be licensed. The BLA will write to you. For more information, visit the Disqualification and permissions page on the Consumer Affairs Victoria website (consumer.vic.gov.au/estateagentpermissions).

Records checks

The BLA will conduct checks with the Australian Criminal Intelligence Commission (ACIC) and other agencies to verify the information provided in this application form.
Fees

The application fee for 1 July 2016 to 30 June 2017 is $424.20.

The application fee must be paid at the time of application. The fee is non-refundable.
Providing incorrect information

It is a serious offence for a person to knowingly make a false or misleading statement in relation to a licence application. Significant fines apply.

Unlicensed trading

Unlicensed estate agents are liable for significant fines.
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.
· Do not submit this form by email. We cannot accept forms with credit card numbers that are emailed to us. We will not process your application.

After you lodge your application
· To avoid delays, please complete the form correctly and attach all necessary documents. The average processing time last quarter was 21 days. You may be required to provide further information.

· If any change occurs in the information you have provided in your licence application, you must notify the BLA in writing within 14 days of becoming aware of the change.
· If your application is not successful, you will be notified in writing. You can appeal the decision by applying to the Victorian Civil and Administrative Tribunal within 28 days of the decision.
· If your application is successful, you will receive an estate agent's licence which is ongoing unless surrendered, suspended, disqualified or cancelled. Once you are licensed, you should familiarise yourself with your ongoing obligations and licensing requirements. For more information, visit the Estate agents section of the Consumer Affairs Victoria website (consumer.vic.gov.au/estateagents).
Application
	Applicant details

	1. Are you:

· under 18 years of age or

· a represented person under the Guardianship and Administration Act 1986 (where a guardian or administrator has been appointed); or

· as an individual or as a director or officer of a company, currently disqualified from holding an estate agent's licence (or equivalent) anywhere in Australia or elsewhere, or the subject of an order by any regulatory body disqualifying you or the company from acting as an estate agent or equivalent?

	Yes
	
	In accordance with the Estate Agents Act 1980, you are ineligible to be licensed. Please do not continue with this application. For more information, call 1300 135 452.

	No
	
	Go to question 2

	2. Name

	Title
Mr/Ms/Mrs/Other
	

	Family name
	

	Given names
	

	Date of birth
dd/mm/yyyy
	

	3. Residential address

	Street address line 1
PO Boxes cannot be accepted.
	

	Street address line 2
If applicable.
	

	City/Suburb/Town
	

	State
	

	Postcode
	

	Postal address

	Same as residential address?

	Yes
	
	Go to question 4

	No
	
	Provide the following details

	Street address line 1/PO Box
	

	Street address line 2
If applicable.
	

	City/Suburb/Town
	

	State
	

	Postcode
	

	4. Registered address
Every licensed estate agent must have a registered address in Victoria. PO Boxes cannot be accepted.

	Same as residential address?

	Yes
	
	Go to question 5

	No
	
	Provide the following details

	Street address line 1
	

	Street address line 2
If applicable.
	

	City/Suburb/Town
	

	State
	

	Postcode
	

	5. Daytime telephone number
Mobiles OK. If a landline, include area code.
	

	6. Email address
We will use this to notify you of when your annual statement renewal is due.
	

	7. How are you eligible to apply for a Victorian estate agent’s licence?
Choose one only.

	Have completed the Victorian academic requirements and within the last three years have been employed as an agent’s representative for the aggregate of 12 months full-time or more in Victoria – go to question 9
	

	Currently hold an estate agent’s licence or equivalent registration in another part of Australia or New Zealand (mutual recognition)
	

	Where are you currently licensed/registered?
Bold or circle all that apply.

	NZ
	ACT
	NSW
	NT
	QLD
	SA
	VIC
	WA

	Detail any special conditions on the licence to carry out real estate work in Australia or New Zealand – Then go to question 11

	

	Have previously held an estate agent’s licence in Victoria within the last five years? – go to question 11
	

	Have previously held an equivalent licence or registration in another part of Australia or overseas and can demonstrate you have adequate knowledge of Victorian estate agency law and practice – go to question 11
	

	8. What Victorian academic qualifications have you completed?
Choose one only.

	Certificate IV in Property Services (Real Estate)
	

	Certificate IV in Property (Real Estate Agency Practice)
	

	Certificate IV in Business (Estate Agency Practice)
	

	Bachelor of Business Property (Agency & Marketing Stream)
	

	Advanced Certificate in Estate Agency
	

	Advanced Certificate in Real Estate
	

	Certificate in Business Studies (Real Estate)
	

	Estate Agency Certificate
	

	Sixteen (16) prescribed units of the Certificate of Business Studies (Real Estate) started before 01/01/1987
	

	9. What agent’s representative employment experience do you have in Victoria within the last three years?
If more than 2 employers, attach a separate sheet.

	Name of estate agent employer 1
	

	Employer licence number
	

	Employment dates
	From
dd/mm/yyyy
	
	To
dd/mm/yyyy
	

	Average hours worked per week as an agent’s representative
	

	Name of estate agent employer 2
	

	Employer licence number
	

	Employment dates
	From
dd/mm/yyyy
	
	To
dd/mm/yyyy
	

	Average hours worked per week as an agent’s representative
	

	10. On the grant of your licence, how do you intend to work in the Victorian real estate industry?
Select only one.

	Will continue working with my current employer – go to question 12
	

	Commence with another licensed estate agent(s) – go to question 12
	

	For a company applying for an estate agent’s licence – go to question 12
	

	Carry on my own business as a sole trader or in partnership with another individual licensed estate agent – go to question 15
	

	Will hold licence but not yet work in the Victorian real estate industry – go to question 23
	

	11. What is the name of the estate agent who will employ you?
Sole trader or company.
	

	12. Employer licence number
If applicable.
	

	13. How will you be employed? 
Select all that apply. If you are intending to be the branch manager or officer in effective control of an existing licensed estate agent, your employer must notify the BLA online to confirm this information.

	As an employee only – go to question 22
	

	As a working director – go to question 22
	

	As a non-working director – go to question 22
	

	As an officer in effective control – go to question 22
	

	As a branch manager – go to question 22
	

	Business details – sole trader or partnership

	14. ABN of estate agency business
	

	15. Business names to be used by estate agency business
List all names. If more than 2 names, attach a separate sheet. If you are using a business name(s) other than your personal name, it must be registered with ASIC. For more information about business name registration requirements, visit the ASIC website (asic.gov.au).

	Business name 1
	

	Business name 2
	

	16. Do you or will you maintain a website address for the purpose of the estate agency business?

	No
	
	Go to question 17

	Yes
	
	Provide the following details

	List all website addresses
If more than 2 website addresses, attach a separate sheet.

	Website address 1
	

	Website address 2
	

	17. Principal office from which the estate agency business will trade.
The principal office is the main office from where estate agency business will be conducted. It must be in Victoria or within 48km of the Victorian border.

	Street address line 1
PO Boxes cannot be accepted.
	

	Street address line 2
If applicable.
	

	City/Suburb/Town
	

	State
	

	Postcode
	

	Daytime telephone number
Mobiles OK. If a landline, include area code.
	

	18. Besides the principal office, will the estate agency business trade from any other branch offices in Victoria?

	No
	
	Go to question 19

	Yes
	
	Provide branch contact details and manager.
If more than 2 branch offices, attach a separate sheet

	Branch office 1

	Street address line 1
PO Boxes cannot be accepted.
	

	Street address line 2
If applicable.
	

	City/Suburb/Town
	

	State
	

	Postcode
	

	Name of branch manager
	

	Branch manager’s licence number
	

	Branch office 2

	Street address line 1
PO Boxes cannot be accepted.
	

	Street address line 2
If applicable.
	

	City/Suburb/Town
	

	State
	

	Postcode
	

	Name of branch manager
	

	Branch manager’s licence number
	

	19. Do you intend to carry on the estate agency business in partnership with any other individual estate agents?

	No
	
	Go to question 20

	Yes
	
	Provide the following details.
If more than 2 business partners, attach a separate sheet.

	Business partner 1

	Full name
	

	Estate agent’s licence number
	

	Business partner 2

	Full name
	

	Estate agent’s licence number
	

	20. Do you intend to operate the estate agency business under a franchising agreement?

	No
	
	Go to question 21

	Yes
	
	Provide the following details.

	Full name of franchisor
	

	ACN or ABN of franchisor
	

	Date agreement started/will start
dd/mm/yyyy
	

	21. Will the estate agency business receive or hold any trust money?
Trust money is any money received by the estate agency business from clients or other persons on account for carrying out any estate agent transactions in accordance with the Estate Agents Act 1980

	No
	
	Go to question 22

	Yes
	
	The Act also requires you to notify Consumer Affairs Victoria of opening any trust accounts. This is a separate process to the licence application. For more information, visit the Consumer Affairs Victoria website (consumer.vic.gov.au). Then go to question 22

	22. Have you ever as an individual person or as a director of any company either as an estate agent or agent’s representative (or equivalent):

· had any licence, permit or registration cancelled, suspended or disqualified; or

· made an application for an estate agent’s licence which was refused; or

· had any disciplinary action taken against you; or
· been fined, reprimanded or cautioned for any breach of rules of professional conduct or any codes of ethics in relation to estate agents or estate agency business?

	No
	
	Go to Acknowledgement

	Yes
	
	Provide the following details.

	Who made the cancellation / disqualification / suspension / refusal / disciplinary action / fine / reprimand?
If more than 1 event, attach a separate sheet.

	Name of organisation
	

	Where it occurred
Country or Australian state/territory
	

	Date/s of cancellation / disqualification / suspension / refusal / disciplinary action / fine / reprimand
	From
dd/mm/yyyy
	
	To
dd/mm/yyyy
	


Acknowledgement
I declare that the information I have provided in this application and any attachments is true and correct and I also acknowledge that it is a serious offence to supply the Business Licensing Authority with false or misleading information. 
I acknowledge that the Business Licensing Authority may conduct checks of publicly available information held by the Australian Securities and Investments Commission (ASIC) and the Australian Financial Security Authority (AFSA) or other relevant agencies relating to the information contained in this application concerning me.
By lodging this form I acknowledge that I consent to give and receive information and notifications in respect of this application by electronic means.
	Signature
	

	Full name of applicant
	

	Date
dd/mm/yyyy
	


Documents required as part of this application
Place an ‘X’ in the fields once you have attached the forms.
Forms are available from the Estate agents section of the Consumer Affairs Victoria website (consumer.vic.gov.au/estateagents).
Note: the documents required are dependent on how you are eligible to apply.
	 Eligibility: Experience and qualification

	A completed and signed application form. All questions must be answered.
	

	A completed Consent to criminal history and other records check (Word, 517KB)
	

	Certified copies of 100 points of identification documents including evidence of your current residential address. Details on the Consent to criminal history and other records check form.
	

	A copy of Victorian academic qualifications
	

	· For the Certificate IV in Property Services (Real Estate) – the certificate and/or a letter of completion from the registered training provider. This documentation must state the name of the course, the 24 units completed and the completion date; or 
· For all other courses completed – the certificate and/or a letter of the completion from the registered training provider that states the name of the course and the completion date.

	Eligibility: Mutual recognition

	A completed and signed application form. All questions must be answered
	

	Copies of one of the following identification documents (does not need to be certified): Birth certificate, current passport, or passport that expired in the past two years, drivers licence.
	

	A copy of your current real estate licence certificate issued by the relevant interstate or New Zealand licensing body.
	

	Eligibility: Previously held licence

	A completed and signed application form. All questions must be answered
	

	A completed Consent to criminal history and other records check (Word, 517KB)
	

	Certified copies of 100 points of identification documents, including evidence of your current residential address. For acceptable documents, refer to the Consent to criminal history and other records check (Word, 517KB) form
	

	Eligibility: Overseas applicant

	A completed and signed application form. All questions must be answered
	

	A completed Consent to criminal history and other records check (Word, 517KB)
	

	Certified copies of 100 points of identification documents, including evidence of your current residential address. For acceptable documents, refer to the Consent to criminal history and other records check (Word, 517KB) form
	

	Copies of your equivalent licence or registration documents
	

	Detailed submissions outlining the duties you performed, and how you are able to satisfy the BLA that you have adequate knowledge of Victorian estate agency law, practice and procedure, including accounting
	


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

Payment
The application fee for 1 July 2016 to 30 June 2017 is $424.20. There is no GST payable on this fee. The fee can be paid by cheque, money order or credit card. Cheques and money orders are to be made payable to ‘Business Licensing Authority’.

If paying by credit card fill in your credit card details below.
Credit card details
	Credit card type
	Visa
	
	MasterCard
	

	Amount
	$424.20

	Card number
	

	Expiry date
mm/yy
	

	CCV number
	

	Name of card holder
	

	Signature of card holder
	

	Date
dd/mm/yyyy
	


(07/2016)
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