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	Business Licensing Authority

	Tel: 1300 13 54 52    NRS 133 677    Website:  www.bla.vic.gov.au    Email: bla@dgs.vic.gov.au    ABN 32 790 228 959

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

Send your form to:

Business Licensing Authority

GPO Box 322B MELBOURNE  3001
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	Application for Permission – Introduction Agents
Fair Trading Act 1999
Important information

Certain individuals and corporations who are disqualified persons must apply for and be granted permission to act as an introduction agent. An introduction agent is a person who carries on a business of providing, or offering to provide, an introduction service.
An introduction service is defined by section 82(1) of the Australian Consumer Law and Fair trading Act 2012 to mean to perform any of the following:

· Giving a name (or other identifying details) to a person; or
· Giving a document containing names (or identifying details) to a person; or
· Arranging for a person to attend a meeting; or
· Doing anything else specified by the regulations in relation to a person 

For the purpose of introducing the person to one or more other persons who might be interested in having a personal relationship with the person, or in attending a social outing with the person.
Exemptions apply for activities with a community purpose, non-profit activities, publishing of advertisements, information service providers, organisers of dances and other social activities.

“You” and “Your” in this form means a:

· Person/Individual 

· Company 

· Company director
· Person concerned in the management of a company
You must apply for permission to act as an introduction agent if :

1. You are an insolvent under administration 

2. In the preceding 5 years you:

· have been found guilty of an offence involving fraud, dishonesty, drug trafficking or violence punishable by imprisonment of 3 months or more (even if a sentence of imprisonment was not imposed) whether the offence occurred in Australia or elsewhere
· have been found guilty of an offence under the Introduction Agents Act 1997 or an equivalent offence in another jurisdiction 
· have been found guilty of an offence under introduction agents provisions in Part 5AA of the Fair Trading Act 1999 or an equivalent offence in another jurisdiction while providing or offering to provide introduction services

· have been found guilty of an offence under the Australian Consumer Law and Fair Trading Act 2012 or an equivalent offence in another jurisdiction while providing or offering to provide  introduction services 

3. You are a company and:
· the company has been found guilty under one of the points in 2 above
· one or more of your directors is disqualified from acting as an introduction agent because of the points in 1 or 2 above
· you are currently under external administration
4. You are disqualified from acting as an introduction agent and cannot apply for permission to do so if you are:
· under 18 years of age

· a represented person within the meaning of the Guardianship and Administration Act 1986
· a licensee or an approved manager under the Sex Work Act 1994       

If you need extra space to answer any of the following questions please attach additional pages including a reference to the relevant question.
Privacy – The Business Licensing Authority (BLA) is committed to responsible and fair handling of personal information consistent with the Privacy and Data Protection Act 2014 and its obligations under the Business Licensing Authority Act 1998. For privacy information, please refer to our privacy statement available at www.bla.vic.gov.au or telephone 1300 13 54 52.                                                                                                             


	Section1: Who is seeking permission? (please tick)

	An individual/person
	 FORMCHECKBOX 

	A company
	 FORMCHECKBOX 


	A company director
	 FORMCHECKBOX 

	
	


	Section 2. What are you applying for permission to do? (please tick)

	 FORMCHECKBOX 

	To act as an introduction agent

	 FORMCHECKBOX 

	To be a director of a corporation that acts as an introduction agent


	Section 3 – Individual 


	
	Title (Mr/Ms/Mrs/etc)                   
	
	Surname
	Given names

	
	     
	
	     
	
	     
	

	
	Residential address
	
	Postal address (if different from residential address)

	
	     
	
	     
	

	
	     
	Postcode     
	
	     
	Postcode     
	

	
	Home telephone no.  
	
	Mobile telephone no.
	
	Fax number
	

	
	(  )     
	
	     
	
	(  )      
	

	
	Email address

	
	     
	

	
	Receive correspondence from the Business Licensing Authority via email?  No   FORMCHECKBOX 
  Yes  FORMCHECKBOX 

	


	Section 4 – Company

	Name of company
	ACN
	

	     
	
	
	           
	
	

	Registered address
	Postal address (if different from registered address)
	

	     
	
	     
	

	     
	Postcode       
	
	     
	Postcode      
	


	


	Section 5 – Company Director 


	
	Title (Mr/Ms/Mrs/etc)                   
	
	Surname
	Given names

	
	     
	
	     
	
	     
	

	
	Residential address
	
	Postal address (if different from residential address)

	
	     
	
	     
	

	
	     
	Postcode     
	
	     
	Postcode     
	

	
	Home telephone no.  
	
	Mobile telephone no.
	
	Fax number
	

	
	(  )     
	
	     
	
	(  )      
	

	
	Email address

	
	     
	

	
	Receive correspondence from the Business Licensing Authority via email?  No   FORMCHECKBOX 
  Yes  FORMCHECKBOX 

	


	
Section 6 – Why are you required to obtain permission? (please tick appropriate items)

	6a. Permission is required because the person named in section 3 or the person named in section 5:

 FORMCHECKBOX 

 FORMCHECKBOX 

Is an insolvent under administration 

In the preceding 5 years, has been found guilty of an offence involving fraud, dishonesty, drug trafficking or violence punishable by imprisonment of 3 months or more (even if a sentence of imprisonment was not imposed) whether the offence occurred in Australia or elsewhere; or
 FORMCHECKBOX 

In the preceding 5 years, has been found guilty of an offence under the Introduction Agents Act 1997 or an equivalent offence in another jurisdiction; or


	 FORMCHECKBOX 

In the preceding 5 years, has been found guilty of an offence under introduction agents provisions in the Australian Consumer Law and Fair Trading Act 2012, or an equivalent offence in another jurisdiction while providing or offering to provide introduction services; or
6b. Permission is required because the company named in section 4:

 FORMCHECKBOX 

Is currently under external administration

 FORMCHECKBOX 

Has a director who is required to obtain permission (as indicated under section 6a)
 FORMCHECKBOX 

In the preceding 5 years, has been found guilty of an offence involving fraud, dishonesty, drug trafficking or violence punishable by imprisonment of 3 months or more (even if a sentence of imprisonment was not imposed) whether the offence occurred in Australia or elsewhere; or
 FORMCHECKBOX 

In the preceding 5 years, has been found guilty of an offence under the Introduction Agents Act 1997 or an equivalent offence in another jurisdiction; or
 FORMCHECKBOX 

In the preceding 5 years, has been found guilty of an offence under introduction agents provisions inxxxxx or an equivalent offence in another jurisdiction while providing or offering to provide introduction services; or
 FORMCHECKBOX 

In the preceding 5 years, has been found guilty of an offence under the Australian Consumer Law and Fair Trading Act xxxx, or an equivalent offence in another jurisdiction while providing or offering to provide introduction services


	Section 7 – Information relating to offence(s) of individuals or company directors

	Provide a description of any offence(s) and the events that led up to the commission of the offence(s). Attach any relevant documents (e.g. court documents or documents from the Police or other relevant documents describing the conduct).  If not relevant go to the next section.




	Section 8 – Information relating to personal or company insolvency

	Provide a description of the events leading up to either your personal insolvency or that of the relevant company prior to you being declared insolvent or the company being placed into external administration. Provide the name of the trustee and a copy of your completed Statement of Affairs form under the Bankruptcy Act 1966. If not relevant go to the next section.


	

	Section 9 – Public interest considerations

	In considering whether granting permission would be contrary to the public interest the BLA must weigh the public interest in the maintenance of standards in the industry and the protection of the public in its dealing with introduction agents, against the factors relevant to the individual or company seeking permission.  Depending on the nature of the application, such factors could include an applicant's age, the nature and seriousness of an offence, the applicant's remorse in the case of an offence, the circumstances surrounding the reason why the applicant is disqualified and the applicant's conduct and behaviour since. 

Provide your submissions setting out the reasons you consider it would not be contrary to the public interest for the BLA to grant you permission, including any mitigating circumstances you consider were present at the time of the prohibiting event.  



	Declaration

	This section must be completed and signed by:
· the person applying for permission, or

· an authorised director of a company applying for permission.
I solemnly and sincerely declare that the contents of this application and any attachments are true and correct in every particular and I make this solemn declaration conscientiously believing the same to be true and by virtue of the provisions of an Act of Parliament of Victoria rendering persons making a false declaration punishable for wilful and corrupt perjury. I have made all necessary enquiries to ensure that the information given in this application is true and correct.

I understand if any change occurs in the information I have provided in this permission application I must notify the BLA in writing as soon as I become aware of the change.


	
	Signature
	
	Name
	
	Date

	
	X
	
	
	
	
	

	

	Document Checklist

	Please attach all the following documents

	
	 FORMCHECKBOX 

	Two written character references

	
	 FORMCHECKBOX 

	Any additional papers you wish to attach. 

	
	 FORMCHECKBOX 

	If you are a company director, provide a letter signed by all directors of the company confirming they are aware of your application for permission.

	
	 FORMCHECKBOX 

	Completed “Consent to National Criminal History and Other Record Checks” form.

	
	 FORMCHECKBOX 

	Certified copies of 100 points of identification



	
	 FORMCHECKBOX 

	If found guilty or convicted of a disqualifying offence, attach a copy of the Summary of Charge(s), or any other documents already held regarding the circumstances of the offence (such as charge sheets, witness statements, transcripts of police interview, transcript of sentence).


	Lodging this application

	
	By post: 

Business Licensing Authority
GPO Box 322B

Melbourne VIC 3001

	


What happens when 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.

Failure to provide full and details will delay the processing of the application.  If your application is not successful, you may apply to the Victorian Civil and Administrative Tribunal within 28 days of the decision for a review of the decision.  

What if permission is refused?

If the BLA refuses you permission to act as an introduction agent (and this decision is upheld at any subsequent appeal at VCAT) then you must not do so. It is an offence not to comply and penalties may apply.    
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	Business Licensing Authority
Consent to National Criminal History 
and Other Record Checks


All persons involved with an application must complete this form, sign the declaration on page two and provide 100 points of identification documents which must be certified as true and correct by an authorised person.

1. Title ( Ms. Mr. etc)
Family name
Given names

	     
	
	     
	
	     


2. Gender       Male  FORMCHECKBOX 
      Female  FORMCHECKBOX 

3. Date of birth
Place of birth (town and country)

	  /  /    
	
	     


4. Have you ever had/been known by a different name? 
No
 FORMCHECKBOX 
 (
Go to next question
Yes
 FORMCHECKBOX 
 (
List all other names (if more than 3 previous names, attach a separate sheet)

Title (Mr, Mrs, etc)
Family name
Given names

	     
	
	     
	
	     

	     
	
	     
	
	     

	     
	
	     
	
	     


5. Do you hold a current Australian Driver's licence? 

No
 FORMCHECKBOX 
 (
Go to next question
Yes
 FORMCHECKBOX 
 (
Licence number



       State or Territory licence issued
	     
	
	     


6. Do you have a passport? 

No
 FORMCHECKBOX 
 (
Go to next question 

Yes
 FORMCHECKBOX 
 (
Passport number


      
       Country passport issued

	     
	
	     


7. What is your current residential address?
Unit number
Street number
Street Name


	     
	
	     
	
	     


Suburb/Town
State
Postcode
Country (if not Australia)

	     
	
	     
	
	    
	
	     


Period of Residence

	  /     to   /  /    


8. Have you lived at your current residential address for fewer than five years?

No
 FORMCHECKBOX 
 (
Proceed to 9. Declaration, Acknowledgement and Consent
Yes
 FORMCHECKBOX 
 (
List all previous residential addresses within the last five years (if more than 3 addresses, attach a separate sheet)
	If full details of previous addresses are unavailable, details of 

town(s) and state(s) will suffice. 
	If actual dates are unavailable, details of year of residence will suffice

	
	Period of residence

	                                                                                       Postcode     
Postcode      
	    /    /     to     /    /      

	                                                                                       Postcode     
	    /    /     to     /    /      

	                                                                                       Postcode     
	    /    /     to     /    /      


	9. Declaration, Acknowledgement and Consent

I declare that the information provided in this licence/registration application relates to me, contains my full name and all names previously used by me, and is correct. 

I acknowledge that:

· it is a serious offence to supply the Business Licensing Authority (BLA) with false or misleading information or omit information. Significant fines may apply

· if any change occurs in the information provided, I must notify the BLA in writing as soon as becoming aware of the change or significant fines may apply

· the BLA may conduct checks of any publicly available information including information held by the Australian Investments and Securities Commission, the Insolvency Trustee Service of Australia or other relevant agencies relating to the information contained in the application concerning me;

· I have read the Spent Convictions Schemes information on this form and understand that Spent Convictions legislation (however described) in the Commonwealth and many States and Territories protects ‘spent convictions’ from disclosure

· the licence/registration for which I am applying is in a category for which NO exclusion has been granted from the application of the Spent Convictions legislation

· any information provided by me on this Form, or by the Australian police services, may be taken into account by the BLA in assessing my suitability for the licence/registration for which I am applying.

I consent to the BLA at the time of application and once licensed or registered, from time to time as deemed necessary by the BLA:

· checking the records of:

· Victoria Police or any other police force in Australia or overseas; 

· any federal, state or overseas occupation or business licensing or registration authorities or agencies

· any other credit, industry or other relevant private sector agency holding information about me

· any regulatory or government body or agency including the Legal Services Board and the Legal Services Commissioner.

· disclosing my personal details to the CrimTrac Agency, Australian and overseas police services and any other private sector credit or industry agency, regulatory or government body or agency, and to these agencies or bodies accessing their records, obtaining and reporting to the BLA on criminal history, credit and any other required information relating to me

· disclosing any credit or other information about, relating to, or involving me to any person or company named in this licence/registration application or otherwise notified to the BLA

· disclosing the existence of any relevant criminal history information to any person or company named in this licence/registration application or otherwise notified to the BLA.

I consent to:

· the CrimTrac Agency disclosing personal information about me to the Australian police services
· the Australian police services disclosing, from their records, details of convictions and outstanding charges, including findings of guilt or the acceptance of a plea of guilty by a court, that can be disclosed in accordance with the laws of the Commonwealth, States and Territories and, in the absence of any laws governing the disclosure of this information, disclosing in accordance with the policies of the police service concerned
· the CrimTrac Agency providing the information disclosed by the Australian police services to the BLA in accordance with the laws of the Commonwealth.
Signature

X
Date

  /  /    
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	Criminal history record check

Information extracted from this Form will be forwarded to the CrimTrac Agency and other Australian police  services
  for checking action.  By signing the Form you are providing your consent to these agencies: 

a) disclosing criminal history information that pertains to you from their own records to the BLA; and/or

b) accessing their records to obtain criminal history information that in turn will be disclosed to BLA. 

Such criminal history information may include outstanding charges, and criminal convictions/findings of guilt recorded against you that may be disclosed according to the laws of the relevant jurisdiction and, in the absence of any laws governing the release of that information, according to the relevant jurisdiction's information release policy.

It is usual practice for an applicant’s personal information to be disclosed to Australian police services for them to use for their respective law enforcement purposes including the investigation of any outstanding criminal offences.

Spent Convictions Schemes

Victoria Police 

For the purposes of employment, voluntary work or occupational licensing/registration, police may restrict the release of a person’s police record according to the police “Information Release Policy.” If you have a police record the “Information Release Policy” may take into account the age of the police record and the purpose for which the information is being released. If ten years have elapsed since you were last found guilty of an offence, police will, in most instances, advise that you have no disclosable court outcomes. However, a record over ten years may be released:

· if it includes a term of imprisonment longer than thirty months

· if it includes a serious, violent or sexual offence and the records check is for the purpose of working with children, elderly people or disabled people

· if it is in the interests of crime prevention or public safety.

Findings of guilt without conviction and good behaviour bonds may be released. Recent charges or outstanding matters under investigation that have not yet gone to court may also be released.

Other Australian police services

Where a criminal history record with another Australian police service has been obtained, any relevant legislation (and/or release policy) affecting that police service will be applied before that record is released.  Under various pieces of Commonwealth, State and Territory legislation a person has the right, in particular circumstances or for a particular purpose, to not disclose certain convictions/findings of guilt over a certain age.  Such convictions (widely referred to as “spent” or “rehabilitated” convictions) will not be released. Please contact individual police services directly for further information about their release policies and any legislation that affects them.

Privacy – The BLA is committed to responsible and fair handling of personal information consistent with the Privacy and Data Protection Act 2014 (Vic) and its obligations under the Business Licensing Authority Act 1998 (Vic). 
You can contact us to request access to the personal information we hold about you. For other privacy information, please refer to our privacy statement available at www.bla.vic.gov.au or telephone 1300 13 54 52.

Note: The information you provide on this form and which the CrimTrac Agency and other agencies provides to the BLA, will only be used for the purpose of licence or registration unless statutory obligations require otherwise.


Proof of Identification
In order to carry out checks, the Business Licensing Authority needs to establish the identity of each person. To prove your identity you are required to provide 100 points of identification by providing a certified copy of one Primary identification document and certified copies of one or more Secondary identification document(s) equal to, or more than, 100 points. A list of documents is provided below. All documents must be certified by an authorised person.

One of the identification documents must also include your current address

	Primary Identification (only one allowed - compulsory) 

· Birth Certificate (Change of name certificate if applicable)

· Current Passport

· Passport which has not been cancelled and was current within preceding two years

· Citizenship Certificate or Certificate of Australian Residence Status

· Diplomatic documents and official documents issued to refugees
	Points

70

	Secondary Identification 

· Identification Card issued by a Tertiary educational institution

· Authorised Deposit Taking Institutions statement (bank, building societies, credit unions, or registered corporations)

· Letter from acceptable referee who has known person for at least 12 months

· Public service ID

· Drivers licence or other licence issued under law

· Social security card

· Private Security Licence
	40

	Secondary Identification (cont) 

· Mortgage documents

· Land Title documents

· Letter from employer (within last two years) confirming name & address
	35

	Secondary Identification (cont) 

· Rates Notice

· Credit Card

· Medicare Card

· Telephone account

· Electoral Roll entry

· Records of Public Utility (gas, electricity, water etc)

· Statement from a primary, secondary or tertiary education institution that person attended in last 10 years

· Records from a professional or trade association (club, school, union or trade/professional body)

· Marriage Certificate

· Change of Name Certificate

· Taxation Assessment Notice

· Motor Vehicle Registration Certificate

· Letter from landlord or managing agent of person's rented accommodation or business premises
· Any other record held under a State or Commonwealth law verifying name and address
	25


Persons who are authorised to certify documents as true copies

	· Justice of the Peace or Bail Justice

· Public Notary

· Barrister and solicitor of the Supreme Court

· Clerk to a barrister and solicitor of the Supreme Court

· Prothonotary or a deputy prothonotary of the Supreme Court

· Registrar or Deputy Registrar of the County Court

· Registrar of the Magistrates’ Court

· Registrar or Assistant Registrar of Probates

· Associate of a judge of the Supreme Court or 
County Court

· Secretary of a Master of the Supreme Court or 
County Court

· Person registered as a patent attorney

· Member of the Police Force

· Sheriff or deputy sheriff
	· Member of Parliament of Victoria

· Member of Parliament of the Commonwealth

· Municipal Councillor

· Senior officer of a council as defined in Local Government Act

· Registered medical practitioner

· Registered dentist

· Veterinary practitioner

· Pharmacist

· School Principal

· Bank Manager

· Member of Institute of Chartered Accountants or CPA

· Secretary of building society

· Minister of religion authorised to celebrate marriages

· Person employed under the Public Administration Act 2004 at a classification level at or above that prescribed.


Examples of correctly certified documents

70 Points
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40 Points
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25 Points
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Failure to provide 100 points of correctly certified identification documents will result in a delay in processing your application. It is important to note that you must provide at least one identification document with your current residential address.

If you have any questions about acceptable identification documents please contact the Business Licensing Authority on 1300 135452
� Australian Federal Police, New South Wales Police Force, Victoria Police, Queensland Police Service, South Australia Police, Western Australia Police, Tasmania Police, Northern Territory Police Force.
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