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Accessibility

For enquiries in languages other than English, contact the Translating and Interpreting Service on 131
450. Say the name of your language in English and ask the interpreter to call 1300 815 127.

If you have difficulties with hearing or speech, you can contact the Building and Plumbing Commission
via the National Relay Service. Simply enter 1300 067 088 as the number you want to call.

Users of TTY services can also contact the BPC via our direct TTY line: 133 677.

Acknowledgment of Country

The Building and Plumbing Commission (BPC) respectfully acknowledges the Traditional Owners and
custodians of the land and water upon which we rely. We pay our respects to their Elders past and
present. We recognise and value the ongoing contributions of Aboriginal and Torres Strait Islander
peoples and communities to Victorian life.

We embrace the spirit of reconciliation, working towards equality of outcomes and an equal voice.
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New method for calculating the cost of the building work
required from 26 November 2025

From 26 November 2025, a new method for calculating the cost of the building work (CoW) will be required
for building permit applications.

The Building Act 1993 (the Building Act) has been amended to clarify and provide certainty on how the
building permit levy (BPL) is calculated.

What’s changing?
From 26 November 2025 — Calculating CoW

The building permit applicant will be required to calculate and provide the required values for each
component of the CoW formula as part of the building permit application. The RBS will then use this
information to calculate the CoW to ensure the correct BPL is paid.

The RBS will be able to refuse a building permit application if they reasonably believe the information
provided is materially incorrect.

Prior to 26 November 2026 — Estimating CoW

Prior to 26 November 2025, building permit applications were required to specify the contract price or provide
sufficient information for the relevant building surveyor (RBS) to estimate the CoW.

Additionally, the old laws will continue to apply for a reassessment by the BPC of permit applications
accepted by RBS prior to 26 November 2025. Read the FAQ to learn more.

Calculating CoW - The new formula

The formulas below must be used for calculating CoW from 26 November 2025. GST must be included in all
amounts.

In their simplest form, the formulas can be expressed as:

Types of contracts Formula for calculation (all amounts include GST)

Contract price Calculated cost of the building work = (equals)
Contract(s) amount (including labour + materials)
- (minus)

Chattels

Cost plus contract Calculated cost of the building work = (equals)
Cost plus contract (s) (estimate amount that the builder will receive)
- (minus)

Chattels
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Estimated cost of the building work = (equals)
Owner-builder (work
carried out by owner  |[Estimated labour (by owner)
without subcontractors)
+ (plus)

Materials
- (minus)

Chattels

Owner-builder (works |Calculated cost of the building work = (equals)
carried out by
subcontractors) Aggregate contract amounts including (labour + materials)
- (minus)

Chattels

Owner-builder (work  [Estimated cost of the building work = (equals)
carried out by owner
and subcontractors) Estimate labour (by owner)

+ (plus)

Materials

+ (plus)

Contract price and/or cost plus contract

- (minus)

Chattels

Excluded items
Prescribed excluded items

The regulations do not currently prescribe any excluded items.

Chattels
The cost of a chattel can be excluded from the CoW only if it meets both following criteria:
e amoveable item

e not required for compliance with standards, National Construction Code (NCC) and the relevant
regulations.

Refer to the BPC website for more guidance on chattels, including examples.
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Changes to the Form 1 — Application for a building permit

A revised Form 1 template has been published and must be used from 26 November so the applicant can
accurately provide the information required for the RBS to calculate the CoW.

The updated Form 1 now requires specific information relating to the calculating of CoW. Visit the BP
website to learn more about the changes to the Form 1.

Getting Started
How to access BAMS

To obtain access to BAMS, new users will need to register with BPC and submit a BAMS access form.

Register with BPC

All building surveyors and administration staff will first need to register with the BPC and set up their user
account details with Service Victoria.

The following steps describe how to Register with BPC:

1. Navigate to the landing page: https://bams.vba.vic.gov.au/bams/s/login-landing.

2. Select ‘Create an account’.

3. Enter in your personal details and click ‘Continue’ to create an account.
Create an account

o make it simpler and faster for you, BPC has panmered with Service Victoria to provide log in

ails o create an account with BPC, and an account

Email oddress

need to confirm your email and mabile phone by
we will send to them.
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4. You will be required to enter a one-time password sent to the email address and mobile number you
entered.

B Enter email security Uenter sMs security
code

We've sent a seo

urity code to GTT@GTT.com. It lasts 10 _—
make sufe its really

Iy you.

256993

5. Create a password.

-

Create password

6. Once you have registered and logged in, you will be directed to the BPC portal.

Hello Ben

the VBA

Submit a BAMS access form

Once registered, the new user is then required to submit the appropriate BAMS access form, so that the user
can be associated with the relevant building surveyor reporting accounts.

Forms can be found here: https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams ,
and once completed can be sent to bams@bpc.vic.gov.au for action.

Updating your details

The BPC Portal offers users the ability to update their basic information direct from the My Profile page, which
can be found via the dropdown at the top right of the page:
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Subsequent Log Ins

Once a user has registered and submitted an access form, they can then simply click ‘Log in to BPC’ from the
landing page,

Apeee

Log in to BPC

and enter in the email and password they setup at registration:

Login

This is also your Service Victoria accour

Forgot your password?

BAMS provides a ‘Forgot my password’ link that enables you to reset your password. You will be asked to
provide your email address and the reset password process will be sent to your email address. Follow the
links on the email to reset your password. Once you have changed your password, you can return to the login

screen to log in.

Where to go for help
Additional Information

You have access to the following information on the BPC BAMS website;
e BAMS website page

e Frequency asked questions about BAMS
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BPC BAMS Support

For support from our dedicated BAMS team , please make contact via the below email address.

e Email: bams@bpc.vic.gov.au

Basic Navigation of BAMS

After logging into BAMS you will be taken to the manage applications page, one of many pages in BAMS. The
top line of buttons includes; Manage Applications, apply via Online Form, Apply or Amend CSV Upload,
Report Prescribed Events, Manage Permits. These buttons allow you to navigate to different pages of the
BAMS to do certain activities.

Following selection of one of these headers, you will be prompted to select the relevant reporting organisation
you wish to report under:

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload ~ Report Prescribed Events  Manage Permits  Transfer of Functions My Cases

Manage Applications

The Manage Applications page is where you can continue previously drafted applications and pay levy for
previously submitted applications. At the manage applications stage these are considered applications for
building permit number and do not have a building permit number associated with the application. Only when
payment of levy is made will the building permit number be issued.

1. Draft applications — applications that have not been submitted for validation. These applications
have been saved during the application process.

2. Pending RBS Payment — these are applications that have been validated by BAMS. These
applications have not been paid by the relevant building surveyor. This page will enable relevant
building surveyor to pay for 1 or more of the applications in the list. You can also choose to withdraw
your application at this point.

3. Pending Applicant Payment — this page shows applications where the levy has not been paid by the
nominated payer. It will show all applications that are pending the nominated payer payment, this will
be updated automatically as payment is made by the nominated payer.

4. BPAY Pending Receipt — shows all building permit applications paid with BPAY without supplying a
receipt number.

5. Validation Results — Applications/Amendments — this page shows the validation results for any
applications or amendment CSV uploads.

6. Validation Results — Prescribed Events — this page shows the validation results for any prescribed
events reported via CSV file upload.
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Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applications pply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Manage Permits Transfer of Functions My Cases

Manage Applications

Draft Applications
This view lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow to the left of a respective row will display the menu options for that application. You
can either click ‘Continue’ to resume the application or ‘Cancel' to delete it

Pending RBS Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by the RBS. For each application you wish to pay the levy for, tick the appropriate checkbox
Once all applications have been selected click the ‘Pay Selected’ button

Also, clicking the arrow next to the checkbox will display the menu options for that application. To assign someone else to pay the levy click Nominate a Payer’ and complete the form. To withdraw
the application, click 'Withdraw'

Pending Applicant Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by a nominated payer. If necessary, the RBS can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected’ button

Also, clicking the arrow next to the checkbox will give you the option to withdraw the application.

BPAY Pending Receipt
This view lists BPN applications that have been successfully submitted and are awaiting the input of a BPAY receipt

Validation Results - Applications/Amendments
This view lists validation results for building permit number (BPN) applications and amendments to a BPN that were submitted via CSV upload. Click the View' button to go to the summary for the
respective application/amendment.

Validation Results - Prescribed Events

This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation results for any submitted CSV file, click the ‘View' button. Note that all valid rows are
automatically submitted.

* Select Account

[ L09999999 Test Surveyors A4

Draft Appl

Apply Via Online Form

s  Pending RBS Payment  Pending Applicant Payment ~ BPAY Pending Receipt ~ Validation - Applications/Amendments  Validation - PrescribeD

This page is where you can apply for a single building permit number online. You will land on the instructions
page for applying online that describes how to use the online form application form. When you select ‘Next’
you will be taken to the first page where you can enter the required information for the building permit number

application.

Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applicatighs Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Manage Permits Transfer of Functions My Cases

*Select Account:

l L 09999999 Test Surveyors - l

Surveyor, Owner & Levy Builder & Practitioner Site Information

Apply via Online Form

Use this online form to apply for a single building permit number (BPN) application. The fields marked with * denotes fields required for the BPN application. Once the BPN application contains all
of the required fields it can be validated. Once the application has passed validation it can be submitted
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Apply or Amend via CSV Upload

This page will enable you to upload a CSV upload for one or more building permit number applications and an
amendment to one or more building permit number record on BAMS. You will have the option to select upload
and choose a CSV upload from your computer or drag a CSV upload into the upload box from your computer.

Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applications  Apply via Online Fffm  Apply or Amend via CSV Upload ~ Réport Prescribed Events ~ Manage Permits  Transfer of Functions My Cases

Apply or Amend via CSV Upload

You can apply for BPN applications and/or amend building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the BAMS User Guide.
You can include both applications and amendments in the same CSV file. The file can alsc contain applications and amendments from multiple RBSs within the same reporting entity
To amend a single permit using an online form, go to the Manage Permit page, click the "View” button for the respective building permit then click the *Amend Permit’ button

As per the Regulation 47 once a building permit is issued, all applicable building permit data is due to be reported to the VBA by the 7th day of the following month

* Select Account:

L09999999 Test Surveyors -

BPN applications and/or amendments CSV file

&, Upload Files | Ordrop files

Report Prescribed Events

This page enables you to upload a CSV upload with prescribed events information to update a building permit
number record on BAMS. You will have the option to select upload and choose a CSV upload from your
computer or drag a CSV upload into the upload box from your computer.

Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applications  Apply via Online Form Apply or Amend via CSV Upfbad Report Prescribed Events nnage Permits Transfer of Functions My Cases
e ——————

" Select Account:

LO9999999 Test Surveyors v

Prescribed events CSV file

1, Upload Files | Or drop files
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Manage Permits

This page will enable you to update building permit records including amendments and reporting prescribed
events. The following pages can be found under the Manage Permits page.

1. Active BAMS Permits — all active building permit records can be seen on this page including the
building permit number, the status of the building permit number (e.g. pending building permit
issuance), the date of Building Permit Issue, and the Primary Site Full Address. From this page you
can amend a building permit record, report prescribed events for a building permit record, and cancel
a building permit record if the building permit levy has not yet been paid. This section also allows you
to attach any document like an Inspection Report if needed.

Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Efgpts  Manage Permits  Trghsfer of Functions My Cases

Manage Permits

Active BAMS Permits
This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the “Export Table’ button. To view the details of a
permit and any related information click the ‘View' button. You will also be available to perform other activities such as altaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reparted to the VBA via the previous the levy return process and (3) have been amended and/or had a
presciibed event reported in BAMS.

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed

*Select Account:

109999999 Test Surveyors v

Active BAMS Permits ~ RBY Issued BPN  Completed Permits ~ Suspended Permits

2. RBS Issued BPN — shows all active building permits from before 1 Jul 2019, that have been
amended or reported prescribed events on BAMS. This is a transition page to enable RBS issued
building permit records before 1 Jul 2019 to be managed in BAMS.

Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed EdEnts  Manage Permits  Trdinsfer of Functions My Cases

Manage Permits

Active BAMS Permits
This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View’ bution. You will alse be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder

permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended and/or had a
prescribed event reported in BAMS

If you do not see the permit you wish ta amend or report a prescribed event for, click the ‘Add Permit’ bution and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

*Select Account

109999999 Test Surveyors -

Active BAMS Rgrmits RBS Issued BPN Congpleted Permits ~ Suspended Permits.

3. Completed Permits — all completed building permit records can be viewed here. A building permit
record on BAMS will automatically move from the ‘Active BAMS Permits’ or ‘RBS Issued BPN’ tab to
the ‘Completed Permits’ when it's completed.
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Home  Building permits (BAMS) v

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload ~ Report Prescribed Evel

Building permits (BAMS)

Manage Permits ]

nsfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file. click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View’ button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy retum process and (3) have been amended and/or had a
prescribed event reported in BAMS

If you do not see the permit you wish to amend or report a prescribed event for. click the ‘Add Permit’ button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

* Select Account:

109999999 Test Surveyors

Active BAMS Permits RBS Issué spended Permits

4. Suspended Permits — shows all building permit records that have been suspended as a result of a
builder associated with the permit becoming ‘unregistered’ with the BPC.

Home  Building permits (BAMS) v

Manage Applications Apply via Online Form Apply or Amend via €SV Upload Report Prescribed Ever

Building permits (BAMS)

Wansfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View’ button. You will also be available to perform ather activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended andfor had a
prescribed event reported in BAMS

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit' button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

* Select Account

L0O9999999 Test Surveyors -

Active BAMS Permits RBS Issued BPN  Completed Pen

Suspended Permits
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The Building Permit Number Application Process

(request a Building permit number under section 18AA)
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Information required for a building permit number application

The BPC requires certain information at the time of building permit number application. The application will
not validate and progress to payment of levy unless this information is provided. There is further information
required to ensure the building permit is up to date at the issuance of building permit (from relevant building
surveyor to owner) via the amendment process. This information is optional at the time of building permit
number application and is indicated by (optional) in the appendix, Table 1.

Data for BPN is validated by BAMS

The BAMS will validate all fields provided during the application, amendment and prescribed events stages of
the building permit. The validation will provide a data check of the information provided against what
information is required, for example, the ‘Building Permit Application Date’ requires a date to in the format of
YYYY-MM-DD and will check if that is true, it also requires the Building Permit Application Date to be equal to
or later than Date of Appointment of Building Surveyor.

Payment of Levy

Once the application for a BPN is validated, levy payment can be made by either the owner/applicant or agent
of the owner/applicant. If the building surveyor acts as the agent and pays for the levy on behalf of the
owner/applicant, they will be required to indicate this at the time of application. Similarly, if the owner/applicant
will be paying the levy, the application must provide their details including an email address. Levy payment
can be made using credit card or BPAY, both payment options will populate the levy payable field so that
there are no over- or under-payments of levy.

Building Permit Number is issued to Building Surveyor and
Council

Once the BPC have received the levy payment, the BAMS will automatically provide the BPN in the ‘Manage
Permits’ section of BAMS as seen in the screen shot below. In addition, the relevant Municipal Council will be
sent the application information including the BPN via a Secure File Transfer Protocol (SFTP). The automatic
email Notification will also go out to the property owner if the owner’s email address is provided.

Staged Building Permits Application Process

Building surveyors will be required to apply for a unique building permit number for each stage. BAMS
requires building surveyors to input their own Project ID/ Name during the building permit number application
process for staged permits. This Project ID/Name will group all the unique building permit number for the
specific project enabling building surveyors to link the different stages of a project.

An example of this is when a building surveyor applies for a building permit number for stage 1 of a multi-
stage project, they would enter in a project ID / Name e.g. ‘Skyscraper 34’. The unique building permit
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number would then be linked to the project name ‘Skyscraper 34’. When the building surveyor applies for
stage 2 of the project they would enter ‘Skyscraper 34’ in the Project ID / Name field so that both stages 1 and
2 will be linked automatically in BAMS enabling all stages under the ‘Skyscraper 34’ project can be viewed.

Home  Building permits (BAMS)

Building permits (BAMS)

Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Manage Permits Transfer of Functions My Cases

* Select Account:

L09999999 Test Surveyors v
Surveyor, Owner & Levy Builder & Practitioner Site Information

Surveyor, Owner and Levy Details

The fields marked with * denotes fields required for the building permit number application

Building Surveyor Details

*Reporting Entity o

109999999 * Building Permit Application Date (dd/mmiyyyy)

&

@ *EBuilding Surveyor's Regisiration Number *Building Permit Stage Number

Please Select
Internal Reference *Is this the final stage?

Please Select

i ]

* Date of Appointment (dd/mm/yyyy)
=]

Applying for a building permit number (BPN)

The BAMS provides two options to apply for a building permit number. This was designed to cater for all
building surveyors and their current methods of levy returns. This can be through the online portal for single
applications or through a csv file upload for single or multiple building permit number applications.

Apply or Amend via CSV Upload

BAMS will allow these methods to continue if they can produce the CSV file format required by BAMS for
validation. The CSV file used to apply for a building permit number is the same CSV file that will be used to
amend a building permit record. A separate CSV file will be required to report prescribed events information.

Steps to apply via CSV upload

1.

o kw0 D

Page 16 of 82 OFFICIAL

Check you have all the required information populated in a CSV format according to the BAMS
Technical Specification Spreadsheet, found on the BPC website.

Select ‘Apply or Amend via CSV Upload’ as indicated by the blue circle
Select the account you wish to report under.
Select ‘Upload Files’ as indicated by the blue circle

Select the CSV you want to upload and select ‘open’
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Home  Building permits (BAMS)

Building permits (BAMS)

Manage Applications  Apply via OnliflgForm  Apply or Amend via CSV Upload  Repght Prescribed Events  Manage Permits  Transfer of Functions My Cases

Apply or Amend via CSV Upload

Yfou can apply for BPN applications and/or amend building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the BAMS User Guide.
Yfou can include both applications and amendments in the same CSV file. The file can also contain applications and amendments from multiple RBSs within the same reporting entity
To amend a single permit using an online form, go to the Manage Permit page, dlick the “View’ button for the respective building permit then click the ‘Amend Permit’ button

As per the Regulation 47 once a building permit is issued, all applicable building permit data is due to be reported to the VBA by the 7th day of the fallawing month

Recount:

109999999 Test Surveyors

BPN SppieStrons-swircramenaments CSV file

&, Upload Files | Or drop files

6. Select ‘Done’ once the application has processed.

7. You will receive an email with a link to check on your results of the validation.

Commission

Dear Ben C,

Your bulk upload file has

To see the results please browse to https:/bams.vba.vic.gov.au/bams/s/file-
validation?id=e

For any queries or issues with the above, please contact the BPN Industry Support
Team on 1300 241 104 or at bams@bpc.vic.gov.au.

Regards,
Building and Plumbing Commission

BUILDING ACTIVITY
MANAGEMENT
SYSTEM

bpc.vic.gov.au

Next step is Validation of building permit number application.

8. If you do not receive an email or would like to view the validation results.
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Manage Applications  Bpply via Online Form  Apply or Amend via CSV Upload ~ Report Prescribed Events ~ Manage Permits ~ Transfer of Function

If you are applying for a Building Permit number where the nominated builder is a DB-M or CDB-M please find additional instructions here

Manage Applications

Draft Applications
This view lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow to the left of a respective row will display the menu options for that application. You
can either click ‘Continue’ to resume the application or ‘Cancel to delete it.

Pending RBS Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by the RBS. For each application you wish to pay the levy for, tick the appropriate checkbox
Once all applications have been selected click the ‘Pay Selected’ button.

Also, clicking the arrow next to the checkbox will display the menu options for that application. To assign somecne else to pay the levy click ‘Neminate a Payer and complete the form. To
withdraw the application, click “Withdraw'

Pending Applicant Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by a nominated payer. If necessary, the RBS can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected’ button

Also, clicking the arrow next o the checkbox will give you the option to withdraw the application.

BPAY Pending Receipt
This view lists BPN applications that have been successfully submitted and are awaiting the input of a BPAY receipt

Results - Applicati mendments
This view lists validafion results for building permit number {BPN) applications and amendments to a BPN that were submitted via CSV upload. Click fhe “View’ button to go to the summary for
the respective application/amendment

Validation Results - Prescribed Events
This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation results for any submitted CSV file, click the ‘View' button. Mote that all valid rows
are automatically submitted

CBSU999999 UAT Surveyor -

Drafi Applications Pending RBS Paymeni Pending Applicant Payment BPAY Pending iceipt

Validation - Applications/Amendments  Valiiiition - Prescribed Events

Validation Results

Staging File Processing File Processing
Name v | Status v Row Count ~ Complete Count ~ Complete

SF-00368038 Invalid 1 1 v Test User 29/10/2021

BAMS CSV Upload Requirements
Application (CSV upload)

The upload of an application, amendment or reporting of prescribed event must be in a CSV file format. The
CSYV file must capture the data outlined in table 1 in the Appendix.

Full Name v Created Date | View

Third Party Software Providers

Building surveyors using third party software providers to capture their building permit information can
continue to do so. Software Providers regularly adjust their systems to enable building surveyors to capture
the required information and generate CSV files that will upload to BAMS for validation. The BPC advise that
you check directly with your software provider if you require support with generating csv files.

In-house Software

Building surveyors using in-house software for building permit information can continue to do so if their
system captures the required information and generates the required CSYV files for application of a building
permit number and prescribed events. These are required to be in CSV file format with required fields
populated to validate.

CSV Template

The BPC have provided a template that can create a CSV file upload for BAMS. This option is not
recommended as the maintenance of the document will fall on the building surveyor.
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CSV File Application —
. Application /

(bulk & single) Amendment

1. 3 Party Software

2. In-house Software Prescribed csv |
BUILDING ACTIVITY

Events m MANAGEMENT

SYSTEM

Online Application

(single) Applicaifion / Amendment

/ Prescribed Events
3. Online BPN Application

Apply via Online Form

BAMS enables you to apply online for a single application. Building surveyors can choose to use the Online
Form to apply for a single building permit number at a time. The top of the online form shows the grouping of
information you are required to provide before you can submit your application.

The online form presents different fields that you can enter information, some of these fields can be chosen
using a drop-down box selection, entering the details by typing, or selecting a date for example. The fields
with the red asterisk are the required fields, these must be populated before you can progress to the next
screen.

Steps to apply via online form

1. Check you have all the required information.

2. Select ‘Apply via Online Form’, you will see the instructions page.
3. Select the account you wish to report under.
4

Select ‘Next’ as indicated by the blue circle in the screen shot below to start your application.

Home  Building permits (BAMS)

Building permits (BAMS)

Manage Applicatiol Apply via Online Form  Apdly or Amend via CSV Upload ~ Report Prescribed Events ~ Manage Permits  Transfer of Functions My Cases

*Select Account

ILW v]

Surveyor, Owner & Levy Builder & Practitioner Site Information

Apply via Online Form

Use this online form to apply for a single building permit number (BPN) application. The fields marked with * denotes fields required for the BPN application. Once the BPN application contains all
of the required fields it can be validated. Once the application has passed validation it can be submitted

5. Fill out the online form, you can see where you are up to by looking at the chevrons. The chevrons are
groupings of information you are required to provide.

a. Green means you have passed that stage.
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b. Blue is the chevron you are currently working on.

c. Grey are the chevrons you haven’t completed yet.

6. Fill out the form with as much information as you have available, you are required to provide
information in the fields indicated with red Asterix to progress to the next chevron.

Manage Applicati€ns Apply via Online Form Afply or Amend via CSV Upload Report Prescribed Events Manage Permits Transfer of Functions My Cases

* Select Account

109999999 Test Surveyors -
Instructions 7 Surveyor, Owner & Levy ) Builder & Practitioner Site Information
N —

Surveyor, Owner and Levy Details
The fields marked with * denotes fields required for the building permit number application.

Building Surveyor Details

* Reporting Entity o
L09999399 * Building Permit Application Date (dd/mm/yyyy)
=]
© *Building Surveyor's Regisiration Number * Building Permit Stage Number
Please Selsct .
Internal Reference *|s this the final stage?
Please Select b
[ ] Project ID/Name

* Date of Appointment (dd/mmiyyyy)

8

7. If you try and progress to the next stage without filling in the required fields, you will be presented with
red boxes around the required fields you have not provided or input the wrong information as seen
below in the screen shot.

- 1 s e

* Date of Appointment (dd/mmiyyyy;
’ e of Appeintment (aemmiyiy) A Please check that all required fields have been completed

Complete this field.

Owner Details

First Name =Last Name

[ |

Complete this field

*Shreet Address *Town/Suburb
Complete this field Complete this field
* Slate *Postcode
Complete this field Complete this field
*Email *Telephone
Complete this field Complete this field
Country *Is the Owner also the Builder?
’ Please Select . I

Flease select a value

8. Atany point during the application, you select to ‘Save’ and continue, using the save button or, ‘Save
and Exit’ using the save and exit button to exit the application.
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Other Practitioner Details

Regisfration Number

First Name Last Name

Email Telephone

Company Name

9. The next step is to submit the application to progress to the levy payment. Further information
regarding the validation of applications is provided in the next section — Validation of building permit

number application.
Levy Payment Details

*1s RBS Paying Levy on the Applicant’s Eehalf? Social Housing Exemption

Please Select.. Please Select...

*General Levy Exempfion *DBDRV Levy Exemption

Please Select... Please Select...

Total Levy Payable: $§158.16

Reporting a Cost of Work breakdown by BCA Class

A cost breakdown by BCA code is to be included for all multi-class building permit applications, with the
following exemption allowed:

Should all the corresponding fields be related to BCA classification 1, 9 or 10 (and not associated with BCA 2-
8) then the total Cost of Work of this building permit can be reported in the ‘Cost of Works for 1st reported
BCA Class’ field with the remaining fields recording the amount $0.

Example:

Building and
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Levy Details

* Municipality Code
43 - City of Melbourne
" BCA Classification 1
1a(a) - A detached house
BCA Classification 2
10a - Garage, carport, shed or the like

BCA Classification 3

* Ownership Sector

- P - Private v
" Estimated Cost of Works For BCA Class 1

. 500,000
Estimated Cost of Works For BCA Class 2

. 0

Estimated Cost of Works For BCA Class 3

10b - Fence, mast, antenna, retaining or free-standing wall, swimming pool, or the like 5 0

BCA Classification 4
Please Select
BCA Classification 5
Please Select
*Total Estimated Cost of Works
500,000
*Total Estimated Cost of Works - Class 1, 9 or 10
500,000
" Estimated Cost of Works for This Permit

500,000

* Estimated Cost of Works For BCA Class 4

* Estimated Cost of Works For BCA Class 5

* Total Estimated Cost of Works - Class 2 1o 8

0

*Primary BCA Classification

ar

1a(a) - A detached house

Should you be reporting building work related to a multiuse building, you will still be required to provide the
breakdown between BCA classification 1, 9 or 10 & BCA classification 2-8.

Example:

Levy Details

*Municipality Code
43 - City of Melbourne
*BCA Classification 1
9a - Ahealth-care building, including one used as a residential care building
BCA Classification 2
7a - Carpark
BCA Classificafion 3
6a - Cafe, Restaurant etc - 2016
BCA Classification 4
Please Select
BCA Classification 5
Please Select
*Total Estimated Cost of Works
35,350,000
= Total Estimated Cast of Works - Class 1, 8 or 10
34,000,000
= Estimated Cost of Works for This Permit

35,350,000

RBS Issued BPN

* Ownership Sector
P - Private -
*Eslimated Cost of Works For BCA Class 1
34,000,000
Estimated Cost of Works For BCA Class 2
1,000,000
Estimated Cost of Works For BCA Class 3
350,000

*Esftimated Cost of Works For BCA Class 4

* Estimated Cost of Works For BCA Class 5

*Total Estimated Cost of Works - Class 210 &
1,350,000
*Primary BCA Classification

9a - A health-care building, including one used as a residential care building v

Building Permits Accepted or Issued under the reporting arrangements that were in place pre 1 Jul 2019, will
be required to provide amendments and prescribed events for that building permit via BAMS

Building Surveyors can amend a building permit and report prescribed events from 1 Jul on BAMS-
Steps to amend an RBS issued BPN on BAMS:

1. Go to Manage Permits page, select the relevant account and select ‘RBS Issued BPN'.

2. Select ‘Add Permit’ as seen in the screenshot below:
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Home  Building permits (BAMS) v

Building permits (BAMS)

Manage Applications Apply via Online Form Apply or Amend via C5V Upload Report Prescribed Evel

Manage Permits

sfer of Functions My Cases
Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yst been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View” button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended and/or had a
prescribed event reported in BAMS

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit’ button and complete the form.

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed

=BT ACCount:

L0O9999999 Test Surveyors v

—
s RBSIssued BPN R
RBS Issued BPN Add Permit

3. Fill out all the details of the building permit to find the existing building permit.

Active BAMS Pen pleted Permits ~ Suspended Permits

RBS Issued BPN Search

Please complete all of the below details o search for records under the reporting entity: BS U-29378

* Building Permit Number

* Building Surveyor Registration Number

* Date of Buikding Pemit Issue

* Building Permit Stage Number

4. If an error occurs (see below) it means the building permit cannot be found, please check the details
and try again. If this error continues contact the BPC by logging a case (see log a case section to find
out how).

RBS Issued BPN Search

Community Portal Case

An unhandled fault has occurred in this flow
Anunhandled fault has occurred while processing the fiow. Please contact your system administrator for more information

Cancel

5. When the building permit details have been found they will appear in the list under the ‘RBS issued
BPN'’ section as seen below.

6. To amend the building permit, select ‘Amend’ for the specific permit.
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Manage Applications

Manage Permits

Active BAMS Permits

Apply via Online Form  Apply or Amend via CSV Upload

Report Prescribed Events

Manage Permits  Transfer of Functions My Cases

This view lists all Permits with & BN that was issued by the VBA/BAMS and have not yet been completed. To export ths ist as a JSON file, click the ‘Export Table' button. To view the details of a
permit and any related information click the ‘View button. You will also be available to perform other activities such as atiaching a file, reporting an event, amending the pemit, terminating a builder

permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with 2 BPN that was issued by the RES, (2) were reported to the VBA via the previous the levy return process and (3) have been amended and/or had a

prescribed event reported in BAMS.

Ifyou do not see the perit you wish to amend or report a prescribed event o, ciick the ‘Add Pemnit button and complete the form

Completed Permits

Tis view lists all permits with @ BPN that was issued by the VBA/BAMS and have been completed.

*Select Account

109999999 Test Surveyors

Active BAMS Permits

RBS Issued BPN

Buikding Permit
Number

Building Surveyor
Registration Number

Building Permit Number

20190055

Suspended Permils

Date of Buikding
Pemmit Issue

Buiding Permit Stage
Number

29/01/2019

Add Permit

search

search

Date of Building Permi... v | Building Permit Stage ... ~

7. Next, select the amendment type using the drop-down box.

8. You are required upload supporting files for this amendment before selecting ‘Next'.

Please attach details of the Permit Amendment

Euilding Permit NumBeQ 20100522

* Amendment Typels @
Buider
Estimated Cost of Work

Additional Information

Upload Supporting Files

1, Upload Files | pfarop files

Amend Permit

Steps to reporting prescribed events for RBS Issued BPN:
1. Once you have found the RBS issued BPN record and it has appeared in the list, select ‘Report

Event'.
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Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Manage Permits Transfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view [ists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View' button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt

RBS Issued BPN

This view [ists all building permits (1) with 8 BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended and/or had a
prescribed event reported in BAMS.

Ifyou do not see the permit you wish to amend or report a prescrived event for, click the *Add Permit’ button and complete the form.

Completed Permits
Thig view [ists all permits with a BPN that was issued by the VBA/BAMS and have been complated.

* Select Account

L09999999 Test Surveyors v

Active BAMS Permits  RBS Issued BPN  Completed Permits  Suspended Permits

RBS Issued BPN

Building Permit search Date of Building search &
Number Permit Issue

Building Surveyor search Building Permit Stage search

Registration Mumber MNumber

Building Permit Number | Building Surveyor Reg... ~ | Date of Building Permi... »~ | Building Permit Sfage ... ~

20190055 B51999999 29/01/2019 0 I Amend [ Report Event ]

2. Select from the drop-down box the prescribed event you would like to report.

Report Event

Prescribed Event Processor - Single

Building Permit Number: 20190522
Stage Number: 0
Site Address:

Please choose the Prescribed Event from the list below.

pre<tibed Eveni Code

Issuance of Building Permit

3. Based on the event you have selected to report; you will be required to provide other information. In
the example below, an inspection requires the date of inspection, the inspector’s registration number,
the inspection status, and the first and last name of the inspector.
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Report Event

Prescribed Event Processor - Single
Building Permit Number: 20190522

Stage Number: 0

Site Address;

Please complete the fields belovr

* Event Date

*Inspection Status

Pass

" Inspectors Registration Number

Previous Next

4. Provide all the required information.

Report Event

Prescribed Event Processor - Single

Building Permit Number: 20190522

Stage Number: 0

Site Address:

Unfortunately we couldn't find details for 343565454. Please complete the fields below

* First Hame of Registered Person Involved

* Last Name of Registered Person Invoived

5. Once you have provided all the required information, select ‘Finish’ and the event will be reported.

Report Event

Prescribed Event Processor - Single

Thank you for reporting event code 11 for Building Permit Number 20190522.
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Apply for BPN exempt from a particular form of levy

Certain projects are exempt from the paying either DBDRV, General, Cladding or Building Reform
Rectification Levy.

Steps to applying for an exempt BPN via the BAMS Portal:

Follow the same steps outlined above to begin applying via the online form as normal, with the following
difference:

1. On the ‘Site Information’ page of the online form, select ‘Yes’ under the appropriate exemption field. In
the below example the application is exempt due to the works relating to Social Housing. A notice will
be shown advising not to make payment, and a case will be created for the BPC to determine
eligibility.

Levy Payment Details

*|z RBS Paying Levy on the Applicant's Eehalf? * Social Housing Exemphio

Yes es :

General Levy Exempfion *DBDRV Levy Exempfion

N
No A o .

Total Levy Payable: $10,575.32

Building Reform Levy Payable: $7,857.16

The Total Levy Payable amount for this BPM application includes the full amount of levy without exemption.

After you submit this application, a case will be created, and BPC will contact you/the nominated payer to determine this building permit's eligibility for levy exemption. The BPN will be
issued once the updated Total Levy Payable amount is paid.

If you have any guestions, please call the BPN Industry Support Line on 1300 241 104 or email BAMS@bpc.vic.gov.au.

2. The case can be viewed by navigating to the ‘My Cases’ screen on the BAMS Portal.

Home  Building permits (BAMS) ~

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Events  Manage Permits  Transfer of Fukgtions My Cases

Cases

ﬂ Open Portal Cases v A&

i >
12 items * Sorted by Case Record Type * Filtered by All cases - Closed, Case Record Type * Updated a few seconds ago Q. levy exemption o @ - ¢ ¢\v
Case Number “ | Reporting Entity | Account Name ~ | First Name ~ | Last Name ~ | Case Record Type + * | Status v
1 00163779 LO9999999 Test Surveyors Ben C Levy Exemption New

3. The BPN application will not be shown under the Pending RBS Payment or Pending Applicant
Payment screens until eligibility is confirmed by the BPC.

Draft Applications ~ Pending RBS Payment  Pending Applicant Payment  BPAY Pending Receipt  Validation - Applications/Amendments  Validation - Prescribed Events

Pending Applicant Payment

4 Primary Site Full Address v Ez:'r?i?md Cost of Works For This v | Type v | Total Amount v

Steps to applying for an exempt BPN via CSV file:
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If applying for an exempt BPN via CSV file, standard procedure is to be followed with the following difference:

1. A “Y” will need to be included in the appropriate exemption field(s), which will trigger the creation of a
case for the BPC to determine eligibility.
The below example is for an application that is exempt from all levy:

General Levy Exemption  DBDRV Levy Exemption  Social Housing Exemption
Y Y Y

2. The case can be viewed by navigating to the ‘My Cases’ screen on the BAMS Portal:

Home  Building permits (BAMS) ~

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Events  Manage Permits  Transfer of Fufictions My Cases

Cases

G Open Portal Cases v A&

i >
12 items * Sorted by Case Record Type * Filtered by All cases - Closed, Case Record Type * Updated a few seconds ago Q. levy exemplion o4 L ¢ ¢v
Case Number ~ | Reporting Entity *~ | Account Name ~ | First Name ~ | Last Name ~ | Case Record Type + * | Status W
1 00163779 LO9999999 Test Surveyors Ben C Levy Exemption New

3. The BPN application will not be shown under the Pending RBS Payment or Pending Applicant
Payment screens until eligibility is confirmed by the BPC.

Draft Applications ~ Pending RBS Payment  Pending Applicant Payment  BPAY Pending Receipt ~ Validation - Applications/Amendments  Validation - Prescribed Events

Pending Applicant Payment

4 Primary Site Full Address v Ez:a‘i?wd Cost.of Works For Jhis v | Type v | Total Amount v

Validation of building permit number application
Validation Process

BAMS validates all information provided, for example, the ‘builders registration number’, which will check the
status of the builder’s registration whether it is current, suspended or expired. If there are validation errors,
they will appear on the final screen and show the specific field that the error has occurred, if there are no
errors the screen will show the application is valid and you will be able to submit. These errors can be
exported in an error report, if repeated unsuccessful attempts to validate the application, a case can be
created via the log a case button. The following validation occurs;

e Allfields (whether they are mandatory or optional) are subject to validation in BAMS.

e BAMS will not allow a user to upload information that fails validation (whether the information is
mandatory or optional).

o Validation relates to data quality (e.g. data provided in the required format) not the accuracy of
information.

e BAMS also does not allow a user to upload information that is incomplete. i.e. No mandatory field may
be left blank.
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e BAMS will advise the user of incomplete or invalid information within BAMS.

e For multiple applications uploaded via CSV, the file will be validated, and the relevant building
surveyor will be notified by email once the process is completed.

Online Form Validation & Errors

If you have used the online form application process, the validation will stop you progressing if you haven’t
provided the information required.

*Date of Appointment (dd/mmJyyyy)

1 I s

\ A\ Please check that all required fields have been completed

Complete this field

Owner Details

First Name * Last Name

Complete this field.

* Sireet Address * Town/Suburb

Complete this field. Complete this field.

" State " Postcode

Complete this field. Complete this field.

*Email * Telephone

Complete this field. Complete this field.

Country *Is the Owner also the Builder?

I Please Select...

ar

Please selecl a value

It will also show you an error message below the field when you have entered incorrect format of information
as can be seen below.

Owner Details

First Name *Last Name
Benjamin Bates

* Street Address *Town/Suburb
29 Mossvale Street Ashgrove

* State *Postcode
aLb 4060

Email *Telephone

benbates@brooke global yhtt

Please enter a valid phone number. This cannot include special characters other than '+'

Country s the Owner also the Builder?

Australia No

Validation via CSV Upload

If you have used the CSV application process, the validation results will be sent to you via email. The email
will provide a link to select which will take you to the validation results on BAMS. If the file is valid, you will be
able to submit your applications. If the file is invalid an error report can be exported. You will see the screen
below after you have uploaded your CSYV file for validation.
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File Validation In Progress

Thank you, the file is currently being validated. You will be notified by email once the validation process is complete

Validation Errors via CSV Upload

If the application has been sent through via an CSV upload an error report will be generated that will highlight

the row and field that the errors can be found. This is an example of an error for multiple applications. An error
report can be exported via csv.

Steps to check CSV Upload Validation Errors

1. You can either click the link to see the validation errors on the email you have received, or you can
navigate to ‘Manage Applications’, and select ‘Validation Results — Application/Amendment’.

woly gl or Upload - My Cases

Manage Applications
Building and

Plumbing
Commission

Dear Ben C,

Your bulk upload file has been processed.

To see the results please browse to https:/bams.vba.vic.gov.au/bams/s/file-
validation?id=¢

For any queries or issues with the above, please contact the BPN Industry Support
Team on 1300 241 104 or at bams@bpc vic gov.au

Regards,
Building and Plumbing Commission

BUILDING ACTIVITY Vaidabon Resulls

MANAGEM(NT

SYSTEM foor i “3_" File v | s [ . vz;.p_.;:qm ﬂ:ﬁ?:.m,., e b v
bpe.vic.gov.au r— — ' [ B - w

2. You will see the building permit applications that have errors, to see the errors select ‘View'.
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Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Manage Permits Transfer of Functions My Cases

Manage Applications

Draft Applications
This view lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow to the left of a respective row will display the menu options for that application. You
can either click ‘Continue’ to resume the application or ‘Cancel to delete it

Pending RBS Payment

This view lists all BPN applications that have been lly submitted and are awaiting payment by the RBS. Fer each application you wish to pay the levy for, tick the appropriate checkbox.
Once all applications have been selected click the ‘Pay Selected” button.

Also, clicking the arrow next to the checkbox will display the menu options for that application. To assign someone else to pay the levy click Nominate a Payer' and complete the form. To withdraw
the application, click Withdraw’

Pending Applicant Payment

This view lists all BPN i that have been successfull and are awaiting payment by a nominated payer. If necessary. the RES can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected’ button.

Also, clicking the arrow next to the checkbox will give you the eption to withdraw the application.

BPAY Pending Receipt
This view lists BPN applications that have been successfully submitted and are awaiting the input of a BPAY receipt

Validation Results - Applications/Amendments
This view lists validation results for building permit number (BPN) applications and amendments to a BPN that were submitted via CSV upload. Click the "View” button to go to the summary for the
respective application/amendment.

Validation Results - Prescribed Events

This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation results for any submitted CSV file, click the ‘View’ button. Note that all valid rows are
automatically submitted

~ Select Account

L09999999 Test Surveyors v

Draft Applications Pending RBS Payment  Pending Applicant Payment BPAY Pending Receipt ~ Validation - Applications/Amendments ~ Validation - Prescribed Events

Validation Results

Staging File Processing File Processing
Name v | Status | Row Count ~ Complete Count ™ Complete

SF-00469843 Invalid 1 1 BenC 23/06/2022 -

Full Name v | Created Date v | View

the error message, select the arrow ‘v’ and choose ‘Wrap Text'.

File Validation Summary Cancel || Export ‘

Status: Invalid €3
Total Rows: 1

The validation process has found errors. The File Validation Errors can be viewed by either expanding each row in the table below or an error report can be exported. Errors will need to be fixed
before submission can be completed. Once the errors have boeen resolved please validate the data again until the File Validation Summary Indication becomes “Valid', then submit

If you continue 1o exp difficuttion with dota or you can request for VBA's assistance by clicking the 'Log a Case’ button, This will notify the VBA.
Recor Bullding Surveyor Owner Estimated
Row d Type V' Rafersncs Number. ¥ Stage v Site Address V' Name v oW ~ Error Fleld v _Enov Y
v JOSEPH iNop d
1 1 1
N 201900051 0 €0 Oudrd NABILZAKI g, 478,950.00 Cip text
NEWPORT 3015 ABDELSHAHI
D

The Building Surveyor Regis-
tration Number is not valid
Please enter a valid value.

Building Surveyor Registration
Number
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3. You can choose to ‘Export’ the errors which will download a TXT file with the errors. If you cannot see
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Log a Case for Errors

Relevant building surveyors can log a case (as seen in the screenshot below) if they are having difficulty in
fixing the errors and this will notify the BPC. The BPC will then assist to fix the errors or contact the user.

File Validation Summary ‘ Cancel '\! Export @

Status: Invalid €
Total Rows: 1

The validation process has found errors, The File Valdation Emmors can be viewed by ether expanding each row in the table beiow or an error report can be exported. Errors will need to be fixed

before submission can be completed. Once the errors have been resolved please validate the data again unti the File Summary Valid', then submit
If you continue to with data or . you can request for VBA's assistance by clicking the "Log a Case’ button. This will notify the VBA.
Row v Reocor v Sullding Surveyor v Stage v Site Address v Owne v Eolimated ~ Error Field v Error Message v

d Type Reference Number Name CowW

v
60 Ondord St

1900051
N % g 2 NEWPORT 3015

The Bullding Surveyor Regis-
tration Number is not valid
Please enter a valid value.

Building Surveyor Registration
Number

Once you have selected ‘Log a Case’ the following screen will appear to log your case.

Log a Case

* Case Reason

[ Gatling Unexpectad Vilidalion Errors

Description

Validation Successful

The screenshot shows if the application passes validation with no errors, a ‘Submit’ button will appear and the
application can be submitted. You can also select the ‘Export’ button to export your application in a TXT file.

B - )

Once submitted a message will appear in the screenshot below. The building permit application(s) that has
been submitted successfully will be able to pay the levy for the building permit application(s).
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Applications Submitted Successfully

Thank you for your submission

Levy payments

- For any new application where the cost of work is more than $10,000, a levy amount will be due.

- For amendments where the increase in cost of work is $15,625 or more, a levy amount will be due.

- For any records you have nominated a payer other than yourself an email will be sent to them with a payment link
- For levies you will be paying, from the home screen choose to ‘Pay Levies’ and select the levies you wish to pay.

For new applications when payment has been received you will be sent a notification advising the respective BPN has been generated

Payment of building permit number levy

The relevant building surveyor can allocate levy payment to the applicant, homeowner or payer on behalf of
homeowner. During the application process the relevant building surveyor will be able to choose who will be
paying the levy payment. These will appear within the manage applications screen.

Entering Levy Payer Details via Online Form
Payer details will be required to be entered during the building permit number application process.
Steps to enter payer details
1. Select from a drop-down box and choose for either
a. the RBS to pay levy by selecting ‘Yes/, or,

b. nominate a payer by selecting ‘No’

Sustainability
BAL Rating Ralrwater Tank Indicator
Plaasa Salact... . Please Select... H
Enengy Efficiency Rating Solar Hot YWater Indicator
Please Seloct.. H
Levy Payment Datails
[ "1s RBS Paying Lovy on the Applicant's Behalf? Cladding Levy Exemgtion
 Plesse Salect... Piaase Select... =

Yes
No

Total Levy Payable: $640,00

(e (o)

2. If you select ‘No’, you are required to enter the details of the nominated levy payer as seen below in
the screenshot.
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Levy Payment Details

( Nominated Levy Payer Details

* First Name
* Street Address
* State

* Email

Save and Exit ] Save

When ‘No’ is selected, the relevant building surveyor won’t be paying
levy, therefore the information below will become mandatory.

Frevious m

Entering Levy Payer Details via CSV Upload
If you have applied using the CSV upload, payer details will be required to be entered in the CSV upload.

1. If you choose the RBS to pay on behalf of the owner or applicant, you will be required to enter ‘Yes'’ in
the field ‘Is the relevant building surveyor paying on behalf of the owner’.

2. If you allocate the payment to a nominated payer other than the relevant building surveyor, you will be
required to enter ‘N’ in the field ‘Is the relevant building surveyor paying on behalf of the owner’.

a) If you select this option, you will be required to enter the nominated payer details

Nominated Payer Paying Levy

If you have selected to nominate a payer to pay the levy you will find the application in the ‘Pending Applicant
Payment’ section of BAMS. Once the application has been validated and submitted an email with an invoice
will be sent directly to the nominated payer, see screen shot below.
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Dear

An application for a Building Permit Number for the following site address has been
submitted fo the Building and Plumbing Commission:

Site address:

Stage:

Building Surveyor's Registration Number:
Building Surveyor's Buginess name:

You have been selected as the nominated payer for this application. Please submit
the levy payment of 553 465.00 by clicking the following

link, https:/bams viba.vic.gov.awbams/s/payment?
ref=c4 46!

What are my payment options?
*You can either pay by credit card or BPAY. The payments by credit card are only
allowed up to 100K

If using BPAY, do not close or exit the payment screens until you have made the
BEPAY payment, entered the receipt number, and clicked ‘Submit’ {on the next
screemn).

Once the payment is made, return to the same ‘Process Payment’ screen, enter the
BPAY Receipt Numier and click “Submif’. This will generate the Building Permit Num-
ber immediately. If you are unable to provide the Receipt Mumber, please allow time
for the payment to be processed before the Building Permit Mumber is generated.

What if the payment link doesn’t work?

If the payment link doesn't work, this may be caused by your organisation’s internet
secunty regulations. Try accessing the link from a device that is on a separate (stand-
alone) infernet connection, and also open the link in either Chrome or Firefox (the
preferred internet browsers).

Do | have to pay the whole amount at once?

Please note under Building Act 1993 (Vic) 5 25BA(1), the whole amount of the building
permit levy determined under Building Act 1993 (Vic) = 2051 in relation to the proposed
building work must be paid before BPC can make the decision fo issue the Building
Permit Mumier.

For any queries or issues with the above, please contact the BPN Industry Support
Team on 1300 241 104 or at bams@@bpe.vic.gov.au.

Regards,
Building and Plumbing Commission
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You will be able to see which building permit applications are pending payment from the nominated payer. If
the nominated payer has made payment, you will receive an email notifying you and the nominated payer of
payment being made. You will find the building permit application in the Manage Permits section of BAMS.

Please note where an application is paid by BPAY, it will remain in the ‘Pending RBS Payment’ or ‘Pending
Applicant Payment’ until either the BPAY receipt number or reconciliation that includes the relevant payment
is completed (one to two business days).
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Manage Applications Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Events  Manage Permits  Transfer of Functions My Cases

Manage Applications

Draft Applications
This view lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow to the left of a respective row will display the menu options for that application. You
can either click ‘Continue’ to resume the application or ‘Cancel to delete it

Pending RBS Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by the RBS. For each application you wish to pay the levy for, tick the appropriate checkbox
Once all applications have been selected click the ‘Pay Selected’ button

Also, clicking the arrow next to the checkbox will display the menu options for that application. To assign scmeone else to pay the levy click ‘Nominate a Payer’ and complete the ferm. To withdraw
the application, click ‘Withdraw”

Pending Applicant Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by a nominated payer. If necessary, the RBS can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected’ button

Also, clicking the arrow next to the checkbox will give you the option te withdraw the application.

BPAY Pending Receipt
This view lists BPN applications that have been successfully submitied and are awaiting the input of a BPAY receipt.

Results - Applicati it
This view lists validation results for building permit number (BPN) applications and amendments to a BPN that were submitted via CSV uplead. Click the “Wiew' button to go to the summary for the
respective application/amendment.

Validation Results - Prescribed Events

This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation results for any submitted CSV file, click the "View’ button. Note that all valid rows are
automatically submitted

* Select Account:

LO$999399 Test Surveyors v
Draft Applications Pending RBS Payme Pending Applicant Payment BPAY Pending Receipt Validation - Applications/Amendments Validation - Prescribed Events
—~— —

Pending Applicant Payment

RBS can choose to pay on behalf of the owner/applicant even if it was nominated to a payer. Selecting a
building permit, you wish to pay levy for and selecting pay selected will enable you to pay.

RBS Paying Levy on Behalf of Owner/Applicant

If you have selected the RBS to pay on behalf of the owner or applicant, you will need to navigate to the
‘Manage Applications’ section and select the ‘Pending RBS Payment’ section to select 1 or more building
permit number levy due as seen in the screenshot below. Multiple or single BPN Applications can be paid
using the tick box to the left of the address. Once selected you can pay for the levy payments. Payment can
be made via BPAY or credit card.

Steps for RBS to make levy payment
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1. Select the multiple or single boxes for the building permit applications you would like to pay.
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Manage Applications Apply via Online Form  Apply or Amend via CSV Upload Report Prescribed Events Manage Permits  Transfer of Functions My Cases

Manage Applications

Draft Applications
This view lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow fo the left of a respective row will display the menu options for that application. You
can either click ‘Continue’ to resume the application or ‘Cancel to delete it

Pending RBS Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by the RBS. For each application you wish to pay the levy for, tick the appropriate checkbox
Once all applications have been selected click the ‘Pay Selected’ button

Also, clicking the arrow next to the checkbox will display the menu options for that application. To assign someone else to pay the levy click ‘Nominate a Payer’ and complete the form. To withdraw
ihe application, click ‘Withdraw"

Pending Applicant Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by a nominated payer. If necessary, the RBS can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected’ button

Also. clicking the arrow next te the checkbox will give you the option to withdraw the application.

BPAY Pending Receipt
This view lists BPN applications that have been successfully submitted and are awaiting the input of a BPAY receipt

Validation Results - Applications/Ar t:
This view lists validation results for building permit number (BPN) applications and amendments to a BPN that were submitted via CSV upload. Click the View' button to go to the summary for the
respective applicationfamendment

Validation Results - Prescribed Events

This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation results for any submitted CSV file, click the "View' button. Note that all valid rows are
automatically submitted

" Select Account:

LO9999999 Test Surveyors A4

Draft Application: Pending RBS Payment pending Applicant Payment BPAY Pending Receipt Validation - Applications/Amendments Validation - Prescribed Events

Pending RBS Payment

2. You then have 2 options of payment for levy detailed in the following page.

Credit Card Levy Payment

1. Once you have selected the building permit number application(s) you would like to pay for with credit
card, select Credit Card under ‘Select Payment Method’

2. Enter the credit card details and submit as seen in the screenshot below.

C Process Payment >

Primary Site Full Address \  Estimated Cost of Works For This Permit v Type v Amount v
Shop 1B 27 28 29a Suite 10 1191-1197 A Fitzg $40,000.00 Permit Application $51.20
17 Lyell Street SOUTH MELBOURNE 3205 $60,000.00 Permit Application $76.80

Subtotal: $128.00

Cardholder name

Credit card number Q

Expiry date CVN

Month v / Year v

Cancel

3. If payment is successful, the following screen will appear:
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Payment Complete

Thank you. Your payment was successful

BPAY Levy Payment

1. Once you have selected the building permit number application(s) you would like to pay for with
BPAY, select BPAY under ‘Select Payment Method'.

2. Select ‘Generate Reference Number’ to create the unique BPAY reference number.

Process Payment

Primary Site Full Address v | Estimated Cost of work for this permit v | Type v | Total Amount v

1A 100 Malvern Court Altona 3000 20000.0 Permit Application $25.60

Subtotal: $25.60

Select Payment Method

Credit Card BPAY

Payment Due: $25.60

IMPORTANT
DO NOT exit this screen before entering the BPAY receipt number and clicking "Submit" (on next screen)

For BAMS Portal Users
Click "Generate Reference Number" to obtain the BPAY reference number. Then make the payment immediately or
later (at which point you can obtain the reciept number)

For Nominated Payers

Only click "Generate Reference Number" if you are ready to make the payment and provide the receipt number at
that time. Do not exit that screen before finalising the payment. If you exit the screen before that point, you will need
assistance from your Building Surveyor to either obtain the reference number for making the payment or entering the
receipt number to finalise the payment

NOTE
Once the reference number is generated, the payment method cannot be altered via BAMS portal. Please contact
BPN Industry Support Team on 1300 241 104 or email bams@vba.vic.gov.au for any queries

Generate Reference Number

-

3. Use the Biller Code and Reference Number provided in your online banking to pay as seen below in
the screenshot.
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Process Payment

Primary Site Full Address v | Estimated Cost of work for this permit v | Type v | Total Amount v

1A 100 Malvern Court Altona 3000 20000.0 Permit Application $25.60

Select Payment od
CreditCofd  EIING

Payment Due: 52566

B
Telephone & Internet Banking - BPAY®

Contact your bank or financial institution to make this payment from your cheque, savings, debit, credit card or
transaction account. More info: www.bpay.com.au

Any payment must be for the exact amount of this invoice and be made by the due date. Otherwise, any amount
paid will not be accepted and will be retumed

Subtotal: $25.60

Biller Code: 301754
Ref: 14866665739996818048

Once payment has been made, enter your receipt number below and click Submit to generate your Building Permit
Number. If you are unable to provide the receipt number, please allow time for the payment to be processed before
your Building Permit Number is generated

© " BPAY Receipt Number

4. Once you have paid on your online banking portal, copy the receipt number and paste it in the BPAY
Receipt Number field as seen below in the screen shot.

5. If you don’t enter the receipt number in the BPAY receipt number field, the permit records will be listed
in the ‘BPAY Pending Receipt’ tab in the ‘Manage Permits’ section of BAMS. Here you can enter the
receipt number at any point in time.

6. The records that have been processed and reconciled will automatically be transitioned into the
‘Manage Permits’ section with the BPN available.

Draft Applications ~ Pending RBS Payment  Pending Applicant Payment ~ BPAY Pending Receipt  Validation - Applications/Amendments  Validation - Prescribed Events
BPAY Pending Receipt

Search
iICRN v Created Date ~  Total Amount 4
17866665134824611087 19/07/2019 $51.20 Submit Receipt
(02866665896514595902 19/07/2019 $102.40 Submit Receipt
64866665161313112013 19/07/2019 $54.00 Submit Receipt
64866665872441367728 18/07/2019 $0.00 Submit Receipt

Levy Payment Receipts

BAMS provides a tax receipt immediately following payment.

Once a payment has been made successfully using credit card or BPAY, the nominated payer or RBS will be
shown a payment confirmation message and sent an email with the receipt in an attached PDF file.

Confirmation of payment made successfully

If payment is successfully made by the nominated payer, the following screen will appear:
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[ Process Payment

Estimated Cost of work for this
Primary Site Full Address: v | et

v Type

1000000.0 Permic Application

If payment is successfully made by the RBS via the BAMS portal, the following screen will appear:

Payment Complete

Thank you. Your payment wes successul
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Email to nominated payer or RBS following payment

The following email with be sent to the nominated payer or RBS with PDF attachment.

@ Mo Reply <bams-noreply@bpc.vic.gov.aus=
To

Levy Receipt.pdf -
e | 43 KE

BP

Building and
Plumbing
Commission

Dear
Please find attached your receipt for the payment of a building permit levy to the Building
and Plumbing Commission (BPC)
Payment Receipt Number:
Customer Reference Number:
Amount Paid:
Building Permit Number:
Project ID/Name:
Stage Number:
Site Address:
For more information, please refer to the BPC Website. For information about how the BPC

collects and uses personal information, please refer to our Privacy Data Collection Notice.

Please contact BPC staff at bams@bpc.vic.gov.au or call 1300 241 104 for any queries.

Regards,

Building and Plumhing Commission

BUILDING ACTIVITY
MANAGEMENT
SYSTEM

bpc.vic.gov.au
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BPC

Badldingond
Flumksirg
Commrission

ABM: 7B T80 711 833

Lewvel 18, 242 Exhibition Street, Melboume VIC 3000

GPO Box 538 Melboumne 3001

TAX RECEIPT

Building Permit Levy

Ta:

Receipt Mumber:

Receipt Date:

Customer Reference Number:
Payment Type:

Payment Method:

Building Permit Number (BPN):
Project Id/iName:

Stage Number:

Site Address:

Building Surveyor's Registration Number:
Building Surveyor's Business Name:

Cost of Work
(CoW) Levy Rates

Levy Amounts

#1 oa
e General Rate - 00004

Eullding Feiorm Lewy Rabe - OLDO370

Levy Rake v Cotv: $320.00
Levy Rake x Cov: $320.00
Levy Rake x SOt BCA Class Zioe #5,520.00

Total Levy Amount: $6.560.00

Total Building Permit Levy Paid{GST exempt?) : $5,560.00

"Building Pemmnit Levy is exempt from GST under Division 81 of A New Tax System (Goods and

Senvices Tax) Act 1939 [Cih).'

** CoW refers to the cost of building works (ncluding the cost of materials, labour. and GST).

This receipt may be considered a tax invoice for fax purposes.

If you have any queries, please contact the BPN Industry Support Team on 1300 241 104 or email

BAMS@bpc.vic.gov.au
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Sample of the tax receipt that will be sent as a PDF attachment
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Accessing Payment Receipts at any time

Users with login details to BAMS can access payment receipts at any point in time for building permit records.

Steps to find the

payment receipts are below:

1. Log in to BAMS and navigate to ‘Manage Permits’.

2. Select ‘View’ for the building permit record you would like to view the payment receipt.

3. Select the down arrow and select ‘View Receipt'.

Permit
9058831511557

Account
Jason Test Surveyor

Details Related

s Permit Details

Permit Name

P-00000091

Building Permit Number
9058831511557

Building Permit Application Date
15/02/2015

Manage Applications ~ Apply Via Online Form  Apply or Amend via CSV Upload ~ Report Prescribed Events

Report Event Amend Permit View Receipt

Project ID/Name

Status

Pending Permit Issue

Building Surveyor Intemal Reference
Irenhub Project

Final Stage Indicator

Yes

Manage Permits

Transfer of Function

4. The payment receipt will appear as per below. You can print or download the PDF receipt.
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ABN: 78 790 711 883
Level 19, 242 Exhibition Street, Melbourne VIC 3000
GPO Box 536 Melbourne 3001

Building Permit Levy

Receipt Number:

Receipt Date:

Customer Reference Number:
Payment Type:

Payment Method:

Building Permit Number
(BPN):

Project Id/Name:

Stage Number:

Site Address:

Building Surveyor's
Registration Number:

Building Surveyor's Business
Name:

OFFICIAL

TAX RECEIPT
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Receiving the Building Permit Number

Once payment is complete the building permit number will appear in the manage permits section of BAMS.

Payment Complete

Thank you. Your payment was successful

Once payment is received by the BPC, the building permit number will appear in the manage permits section
of BAMS.

e For credit card payments, once the payment is complete, the building permit number will be issued
immediately.

e For BPAY payments, if the BPAY payment receipt number is provided as per above, the building
permit number will be issued immediately. If the receipt number is not provided, the building permit
number will be issued within normal banking timeframes.

Notification of Building Permit Number

The building permit number notification occurs at the stage of payment receipt. There will be a few
stakeholders who receive this information;

1. The RBS can access the BPN and the information associated with it on the BAMS Portal in the
‘Manage Permits’ section. The RBS will also be sent an email at the end of each day with all the
building permit numbers issued on that day.

2. The relevant municipal council where the property address is located will be sent the BPN and the
information provided in the application for BPN via a secure file transfer protocol.

3. The BPN will be sent to the owner or applicant of the building permit via email, this email will include
information about the owner or applicants new responsibilities such as advising the BPC of final cost
of works in addition to stating the BPN is not a building permit and cannot be used to commence
works.
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Manage Applications  Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Eveff Manage Permits gnsfer of Functions My Cases
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Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the 'View' button. You will also be available to parform other activities such as attaching a file, reporting an event, amending the permit, terminating a buildar
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RES, (2) were reported to the VBA via the previous the levy retun process and (3) have been amended and/or had a
prescribed event reported in BAMS

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit’ butten and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

*Select Account

LO9999999 Test Surveyors -

Active BAMS Permits J

S Issued BPN ~ Completed Permits ~ Suspended Permits

Active BAMS Permits

Building search Primary Site search

Permit Full Address

Number

Froject search

ID/Name

Building Per... » | Created Date ~ | ProjectID/N... v | Building Per... ~ | Status ~ | Date of Buil... v | Primary Site ... v | View
RSN 28/06/2022 0 Building Permitls... 28/06/2022 1 Bourke St Melb
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Amending a building permit record

RBS reports
prescribed events P’W‘P‘-’a‘: events
(e.g. issuance of SN NURCiten Sex

building permit) record is updated

Redevant
Building
Surveyor
Issues Building
Permit

Building Permit
is up to date

« Building % FIBS updates the e & « Building surveyors
surveyors are are velidated and are required to report
required to record is updsted updates, amendments
nofify the VBA of Building Permit fo the building permit
prescribed and prescribed e/ents
evenfsfe.g. * Once the building permit « Al data reported via throughout the fife of
building permit issuance has been BAMS will be validated the building pgnpn fo
issued). reported, the RBS should to ensure the information ensur"e the tl))undlng 4

provide remaining fields required has been supplied, AGEVIRE PRt FarOn
that relate to the BPN and is in the correct format. is kept up fo date
application via an

amendment.

This page enables you to use the online form to update building permit records (including amendments) and
reporting prescribed events. The following pages can be found under the Manage Permits page.

1. Active BAMS Permits — all active building permit records can be seen on this page including the
building permit number, the status of the building permit (e.g. pending building permit issuance), the
date of Building Permit Issue, and the Primary Site Full Address. From this page you can amend a
building permit record, report prescribed events for a building permit record, attach a file/document
and cancel a building permit record.

2. RBS Issued BPN — shows all active building permits from before 1 Jul 2019, that have been
amended or reported prescribed events on BAMS.

3. Completed Permits — all completed building permit records can be viewed here. A building permit
record on BAMS will automatically move from the ‘Active BAMS Permits’ or ‘RBS Issued BPN’ tab to
the ‘Completed Permits’ when it's completed.

Amendment (CSV file)

e The upload of an application for building permit number(s), amendment or reporting of prescribed
events must be in a CSV file format.

e The upload of amendments to building permit record(s) is required to be in the same format as the
‘application for building permit number’ with the updated or added data fields.

A building permit record will need to be updated with the details outlined in the Appendix table 2. This
information is required by the 7t of the following month after building permit number issuance.

Amend via CSV Upload

This page enables you to upload a CSV file to update building permit record(s) (including amendments) on
BAMS. You will have the option to select upload and choose a CSV file from your computer or drag a CSV file
into the upload box from your computer.
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Home  Building permits (BAMS) v

Building permits (BAMS

Apply or Amend via CSV Upload

Manage Applications  Apply via Online Regbrt Prescribed Events  Manage Permits  Transfer of Functions My Cases

Apply or Amend via CSV Upload

‘You can apply for BPN applications and/er amend building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the BAMS User Guide

You can include both applications and amendments in the same CSV file. The file can alsa contain applications and amendments from muliple RBSs within the same reporting entity.

To amend a single permit using an online form, go to the Manage Permit page, click the "View button for the respective building permit then click the ‘Amend Permit’ button

As per the Regulation 47 once a building permit is issued, all applicable building permit data is due to be reported to the VBA by the Tth day of the following month

*Select Account:

L09999999 Test Surveyors - ]

BFN icati and/or CSV file

Or drop fils

The results can be found in the ‘Validation — Applications/Amendments tab. Selecting ‘View’ will provide
access to submit the records or view invalid fields for fixing.

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Preseribed Events  Manage Permits  Transfer of Functions My Cases

Manage Applications

Draft Applications
This view lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow to he left of a respective row will display the menu options for that application. You
can either click ‘Continue to resume the application o ‘Cancel to delete it

Pending RBS Payment
This view lists all BPN applications that have been successfully submitted and are awalting payment by the RBS. For each application you wish to pay the levy for. tick the appropriate checkbox
Once all applications have been selected click the ‘Pay Selected’ button.

Also, clicking the arfow next to the checkbox will display the menu options for that application. To assign someone else to pay the levy click ‘Nominate a Payer’ and complete the form. To withdraw
the application, click ‘Withdraw’.

Pending Applicant Payment
This view lists all BPN applications that have been successfully submitted and are awalting payment by a nominated payer. If necessary, the RBS can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected button

Also, clicking the arrow next to the checkbox will give you the option to withdraw the application.

BPAY Pending Receipt
This view lists BPN applications that have been successfully submitted and are awaiting the input of a BRAY receipt

Validation Results - Applications/Amendments
This view lists validation results for building permit number (BPN) applications and amendments to a BPN that were submitted via CSV upload. Click the "View' button to go to the summary for the
respective application/amendment

validation Results - Prescribed Events

This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation resuits for any submitted CSV file, click the “View’ button. Note that all valid rows are
automatically submitted

*Select Account:

09999999 Test Surveyors v

Draft Applications ~ Pending RBS Payment  Pending Applicant Payment  BPAY Pending Reffipt  Valigation - Applications/Amendments  Valid3Jpn - Prescribed Events

Validation Results

Staging File Processing File Processing
v Status v | Row Count hd Complete Count v Complete Full Name v | Created Date v | View
SF-00469843 Invalid 1 1 v BenC 23/06/2022
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Amend via Online Form

If you applied for a building permit number using the online form, you can use the online form to amend a
building permit record.

Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Event:

5.
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Select ‘Manage Permits’.
Select the relevant account.
Select ‘Active BAMS Permits’.

Select ‘View’ on the building permit record you are amending.

Caromrem)

irransfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table” button. To view the details of a
permit and any related infermation click the 'View' button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy retum process and (3) have been amended and/or had a
prescribed event reported in BAMS

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit’ button and complete the form.

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completad

L09999999 Test Surveyors

A BAMS Permits

RES Issued BPN Completed Permits ~ Suspended Permits

Active BAMS Permits

Building search Primary Site search

Permit Full Address

Number

Project search

ID/Name
Building Per... v | Created Date ~ | ProjectID/N... » | Building Per... | Status ~ | Date of Buil... “ | Primary Site... ™ | View
] 28/06/2022 0 Building Permit Is._.  28/06/2022 1 Bourke St Melb

Select ‘Amend Permit’ to amend the information on the building permit record.
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Permit
IE 9058831511557 Report Event View Receipt v

Account Project ID/Name

Jason Test Surveyor

Details Related

v Permit Details

Permit Name Status

P-00000091 Pending Permit Issue

Building Permit Number Building Surveyor Internal Reference
9058831511557 Ironhub Project

Building Permit Application Date Final Stage Indicator

15/02/2015 Yes

6. By selecting the amend permit button, this will take you back to the online portal and allow you to fill in
information or edit information on the building permit.

* Select Account:

CBSU999999 UAT Surveyor b

Surveyor, Owner & Levy Builder & Practiioner Site Information

Building Permit Amendment
Use this online form to amend a single building permit. Once the amendment has passed validation it can be submitted.

The amendment process can be used to complete the following types of changes:
» Provide the required building permit data after the issuance of a building permit {data not previously provided during the building permit number application process). This is required by the

Tih of the month following the issuance of a building permit.
» Change/Update data previcusly provided, including changes as a result of issuance of an amended building pemmit.

Reporting prescribed events (reg 47)

Please refer to the ‘Reporting Prescribed Events’ fact sheet under the ‘Fact Sheets’ section of the BAMS
website for the details needed to report Prescribed Events in BAMS.

Report Prescribed Events via CSV Upload

This web page enables you to upload a CSV file with prescribed events information relating to one or more
building permit number records on BAMS. You will have the option to choose a CSV file from your computer
or drag a CSYV file into the upload box from your computer.

Steps to report prescribed events via CSV upload
1. Select ‘Report Prescribed Events’.
2. Select the relevant account.
3. Select 'Upload Files'.
4. Select the CSV you wish to upload from your computer or drag a CSV file into the upload box.
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https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams
https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams

Manage Applications Apply via Online Form Apply or Amend via CSV Uplogld Report Prescribed Events anage Permits Transfer of Functions My Cases
e ————

Report Prescribed Events

You can report prescribed events for building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the BAMS User Guide.

Some examples of these events are Issuance of the Building Permits, Mandatory Motifications and Performance Solutions. The C3V file can contain muliiple events for muliiple permits from
multiple RBSs within the reporting entity

To report prescribed events for a single permit using an online form, go fo the Manage Permit page. click the ‘View' button for the respective permit then click the ‘Report Event button.

As per Regulation 47 once a building permit is issued, all applicable building permit data is due to be reporied to the VBA by the Tth day of the following month.

Account.

CBSU999999 UAT Surveyor

X, Upload Files Or drop files

5. After uploading a CSV file, BAMS will display an ‘Upload Files’ message that shows progress of that
upload. Once the progress upload completes, click ‘Done’.

6. A ‘File Validation In Progress’ message will appear to confirm that the uploaded data has been placed
in the queue. Click ‘OK’.

Upload Files

a PE Upload.csv
983 B

1 of 1 file uploaded

€ File Upload Successful

File Validation In Progress

Your file has been placed in a queue for uploading and will take some time to process, subject to the length of the queue. If there are any errors in the file you will receive an email. If you
require any assistance please contact the BPN Industry Support Team on 1300 241 104 or email BAMS@vba vic.gov.au

Your CSV file can contain multiple events for multiple building permit records. The BAMS will perform
validation on these events to check if the information has been reported in the correct format. For example,
dates are required to be reported in the CSV as ‘YYYY-MM-DD’.

An error will be shown if your CSV file has exceeded the maximum allowable number of rows, which is 1,500
prescribed events.
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Manage Appiications  Apply via Online Form  Apply or Amend via CSV Upload  Report Proscribod Evonts  Manage Permits  Transfer of Function

Report Prescribed Events
You can report prescribed events for bulding permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detalled in the BAMS User Guids.

Some examples of thesa events ar Issuance of the Bulding Parmits, Mandatory Notifcations and Parformance Solutions. The CSV e can contain mulple events for mulile parmits from
multiple RBSs within the reporting entlty

To report peescribed events for a single permit using an oaline form. 9o 1o the Manage Permit page, click the View button for the respective permit then cick the Report Event buttan

s per Regulation 47 once a bullding permk s ssued, al applicable building permit data is due 1o be regorted to the VBA by the Tth day of the follwing month

Proscribed events CSV file

&, Upload Fies | Or drop fles

If many users are uploading data at the same time, then BAMS will display a message indicating that your file

upload may take a longer time than usual.

Report Prescribed Events

You can report prescribed events for building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the
BAMS User Guide

Some examples of these events are Issuance of the Building Permits, Mandatory Notifications and Performance Solutions. The CSV file can contain multiple
events for muliiple permits from multiple RBSs within the reporting entity

To report prescribed evenis for a single permit using an online form, go to the Manage Permit page, click the View' button for the respective permit then click
the ‘Report Event’ button

As per Regulation 47 once a building permil is issued, all applicable building permil data is due fo be reported to the VBA by the Tth day of the following
manth

Preacribed events CSV file

&, Upload Files | Or drop files

7. You will receive an email with a link to view the validation results if one or more invalid rows have
been identified in the CSV file. If all rows in the file are valid, then you will not receive an email.
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Deal -

Thank you for uploading your Prescribed Events CSV file. Unfortunately, one or
more invalid rows have been detected

The upload process may not yet have completed. To review the progress
and results of the file validation, please

go to httns://bams.vba.vic.gov.au/bams/s/prescribed-event-file-validation?
id=a0n

Please note that all valid rows are automatically submitted.

If you continue to experience difficulties with erroneous data, you can request the
VBA's assistance by clicking the 'Log a Case’ button. This will notify the VBA.

If you need any assistance, please contact the BPN Industry Support Team on
1300 241 104 or at bams@vba.vic.gov.au.

Regards,
Victorian Building Authority

vbawvic.gov.au V

8. Alternatively, you can view the validation results of the CSV file upload under the ‘Manage
Applications’ and ‘Validation Results - Prescribed Events’. Upon clicking the ‘View’ button of a CSV
file uploaded, a Progress Bar, File Progress information, valid row count and invalid row count are
shown. Please note that the validation results screen will only display validation errors related to the
invalid records, if any.

The ‘Full Name’ column also appears on both the ‘Validation — Applications/Amendments’ and ‘Validation —
Prescribed Events’ tabs. This column shows the name of the person who uploaded the CSV file.

All valid rows in the CSV file will be submitted automatically once processing has completed.

If you uploaded a CSV file for prescribed events that have been previously submitted, BAMS will delete such
duplicate records the following day.
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Manage Applications

Manage Applications

Draft Applications
This vie
can either click ‘Continue’ to resume the application or 'Cancel to delete it.

Pending RBS Payment

Apply via Online Form  Apply or Amend via CSV Upload

Report Prescribed Events ~ Manage Permits ~ Transfer of Functions My Cases

lists all BPN applications that have commenced but have not yet been submitted. Clicking the arrow to the left of a respective row will display the menu options for that application. You

This view lists all BPN applications that have been successfully submitted and are awaiting payment by the RBS. For each application you wish to pay the levy for, tick the appropriate checkbox.

Once all applications have been selacted click the 'Pay Selected button

Also, clicking the arrow next to the checkbox will display the menu options for that application. To assign someone else to pay the levy click ‘Nominate a Payer' and complete the form. To withdraw

the application, click ‘Withdraw’

Pending Applicant Payment

This view lists all BPN applications that have been successfully submitted and are awaiting payment by a nominated payer. If necessary, the RBS can pay the levy on behalf of the applicant. For
each application you wish to pay the levy for, tick the appropriate checkbox. Once all applications have been selected click the ‘Pay Selected’ button
Also, clicking the arrow next to the checkbox will give you the option to withdraw the application.

BPAY Pending Receipt

This view lists BPN applications that have been successfully submitted and are awaiting the input of a BPAY receipt

Validation Results - Applications/Amendments

This view lists validation results fer building permit number (EPN) applications and amendments to a BPN that were submitted via CSV upload. Click the 'View' button to go to the summary for the

respective application/amendment.

Validation Results - Prescribed Events

This view lists all valid and invalid Prescribed Events CSV files that have been uploaded. To view the validation results for any submitted CSV file, click the “View button. Note that all valid rows are

automatically submitied

*Select Account:

L0O9999999 Test Surveyors v

Draft Applications Pending RBS Payment Pending Applicant Payment

Prescribed Event Staging Event

| Row Count
Name

BPAY Pending Receipt  Validation - Appli

~ | Full Name

:: lidation - Prescribed Events ,

v | Created Date v | View

File Validation Summary

File Progress : 532/1000
Valid Row Count : 0
Invalid Row Count - 532

Row * Permit Number v Ege;ecnhed Event v Event Date
v 1 6820068827658 10 11/08/2019
v 2 6820068627658 1 11/08/2019
v 3 6820068327658 30 11/08/2019

~  Error Field

Date_of_Building_Permit_|ssue__c

Event_Date__c

Date of Building Permit_Issus_ ¢

Event_Date_ c

The validation process has found errors that are displayed below. The File Validation Errors can be viewed by either expanding each row in the table below or an error report can be exported
Once the errors have been resolved please re-upload the file. Note that all valid rows will be automatically submitted.

If you continue to experience difficulties with erroneous data or submission, you can request the VBA's assistance by clicking the ‘Log a Case’ button. This will notify the VBA.

~ Error Message v

Invalid date format. Correct format is "YYYY-MM-DD
inclusive of leading single quote

Invalid date format. Correct format is "YYYY-MM-DD
inclusive of leading single quote

Invalid date format. Correct format is "YYYY-MM-DD
inclusive of leading single quote

Invalid date format. Correct format is "YYYY-MM-DD
inclusive of leading single quote

Reporting Prescribed Events via Online Portal

If you applied for a building permit number using the online form, you can use the online form to amend a

building permit record.

Steps to Report Prescribed Events using Online Form

1. Select ‘Manage Permits’.
2. Select the relevant account.
3. Select ‘Active BAMS Permits’.
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4. Select ‘View’ on the building permit record you are reporting the prescribed event(s).

Manage Permits

Manage Applications

Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Transfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the ‘View' button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder

permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended andfor had a

prescribed event reported in BAMS.
If you de not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit’ button and complete the form.

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed

* Select Account:

L09999999 Test Surveyors v

RBS Issued BPN Completed Permits ~ Suspended Permits

Active BAMS Permits

Export All

Building search Primary Site search

Permit Full Address

Number

Project search

ID/IName

Building Per... » | Created Date | ProjectID/N... » | Building Per... v | Status ~ | Date of Buil... ~ | Primary Site... v | View
el 25062022 0 Building Permitls...  28/06/2022 1 Bourke St Melb...

5. To report an event, select ‘Report Event’ button.

Permit
G 9058831511557

Account
Jason Test Surveyor

Details Related

v Permit Details
Permit Name
P-00000091

Building Permit Number
9058831511557

Building Permit Application Date

15/02/2015

Amend Permit View Receipt v

Report Event

Project ID/Name

Status

Pending Permit Issue

Building Surveyor Internal Reference
Ironhub Project

Final Stage Indicator
Yes

6. Select the event you would like to report from the drop-down list.

7. You can report 1 event at a time using the online portal.
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Report Event

Building Permit Number: 2467481860419
Stage Number: 2
Site Address: Shop 18 27 28 20a Suite 10 1191-1197 A Fitzgerald Road Malvern 3144

Please choose the Prescribed Event from the list below

" Prescribed Event Code
Issuance of Building Permit

By selecting the down arrow, it will show the list of events you can report.

Final Inspection

Project/Permit Lapsed

Project/Permit Abandoned

Protection Work

Exemption

Extension to Gompletion Date

Mandatory Notification: Before placing a footing

Mandatory Notification: Before pouring specified concrete member
Mandatory Notification: Completion of framewerk

Mandatory Notification: Fire and Smoke resistance inspection

Mandatory Notification: Protection of Public before building

Mandatory Notification: Completion of

Issuance of Building Permit

Manage Your Account
Manage your Profile

At the top right-hand side of the page, you will see your name and an image of a person. When you select
this, you will be provided a drop-down selection of options you can choose to manage your BAMS profile
including; Home, My Profile, Logout.

1. Home - selecting this will return you to the ‘BPC Portal’ homepage

2. My Profile — select this will enable you to edit your personal and login information:

BPC

Building and
r Plumbing
Commission

Page 55 of 82 OFFICIAL



Home Building permits (BAMS) v

Your Profile.

Please ensure the following details are kept up to date. When you make changes, the changes will apply to all existing registrations, the public

practitioner register, and any current applications.

Building practitioners are obligated under the Building Act 1993 to advise the VBA within 14 days of any changes to their contact details.

Publicly available details

If you are a registered practitioner, these details are available to members of the public by searching the practitioner register

Full name BenC

Business phone

Business address

Private details

These details are for use by the VBA only

Date of birth
Residential Address

Mailing address

Security details

These details are held by Service Victoria and shared with the VBA To edit these details you will be redirected to the Service Victoria website
By editing these details, you will be changing your security details for both the VBA and Service Victoria.

After the change is completed, you'll need to re-login to your VBA account.

3. My Cases — create, monitor, respond and manage your cases.

Cases

Open Portal Cases v %

27 items + Sorted by Case Number + Filtered by all cases - Closed, Case Record Type + Updated a few seconds ago

Case Number 4 Vv First Name “  LastName

1 00001118 Jason Test Surveyor
2 00001117 Jason Test Surveyar
3 00001111 Ben Test

4 00001089 Jason Test Surveyar
5 00001088 Jason Test Surveyor
6 00001087 Jason Test Surveyor
7 00001086 Jason Test Surveyar
8 00001085 Jason Test Surveyor

“  Case Record Type

Request for Information - External

Request for Information - External

BAMS General Enquiries

BAMS General Enquiries

BAMS General Enquiries

BAMS General Enquiries

BAMS General Enquiries

BAMS General Enquiries

Search this list

Status

Response Received

Pending Response

4. Logout - selecting this will log you out of BAMS.
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Transfer of Function

This section is designed to transfer building permits from one building surveyor to another. You can transfer

one building permit at a time using this functionality and you are required to complete the required fields to
request the transfer.

Steps to transfer the building surveyor function

1. Go to https://www.bpc.vic.gov.au/surveyors/registration-and-renewals/transfer-of-functions and follow

the instructions.

Select ‘Transfer of Function’.

Select the ‘Transfer of Function’ button.

Building permits (BAMS)

Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Events Manage Permit: Transfer of Functions y Cases

\-_._/
Transfer of Functions

To report a Transfer of Functions, first go to the Transfer of function webpage, select either ‘Single-Site Transfers or ‘Bulk Transfers / Multiple-Site Transfers’ and follow the instructions
Once the above steps are taken and you have gathered all supporting documents click the Transfer of Function” button below and complete the form

Mote: The maximum allowed file size is 4MB per file. Also, if uploading multiple files, they should all be uploaded simuftanzously.

‘ Transfer of Function '

4. Fill out all the details in the below online form and attach the necessary documents by selecting all the
necessary documents in the one upload. Then selecting ‘Next'.

Transfer of Function

Community Portal Case

* Start Date of Transer

End Date of Transfer (i appiicable) @

Is this @ temporary transfer?

Buiding Permit Number

“New Responsible Bikding Surveyor

Please Select

* Registration Number of Transferring Responsibie Building Surveyor

Supporing Documentation

A UploadFiles | Or drop files

Cancal

5. Once all the information has been populated and you have selected ‘Next’ a case will be created and

assigned to a BPC staff member. The BPC staff member will complete the transfer of function and
you can see how that is progressing in the ‘My Profile’ section of BAMS.
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https://www.bpc.vic.gov.au/surveyors/registration-and-renewals/transfer-of-functions

Transfer of Function

Community Portal Case

Thank you for submitting your transfer of functions. When your request has been processed VBA will send a confirmation message o your nominated email address

Case 00001191 has been raised for your reference.

Exporting Information from BAMS

The BAMS has an export functionality that enables building surveyors and administration staff to download
the information on BAMS in a TXT format. This can be used to populate other software (if compatible). There
is different information that can be exported on various pages of BAMS, below shows you the different pages
you can export information from BAMS.

Export Manage Permits Table

This button allows you to export all active BAMS building permits including the BPN, Project ID/Name, Status,
Date of Building Permit Issuance and Site Address.

Home ' Building permits (BAMS) %  Registration and licensing

Building permits (BAMS)
Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Everffs ~ Manage Permits  Trnsfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To expert this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View’ button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RES, (2) were reporied to the VBA via the previous the levy retumn process and (3) have been amended and/or had a
prescribed event reported in BAMS.

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit button and complete the form.

Completed Permits.
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

*Select Account:

109999998 Test Surveyors v

Active BAMS Permits RS Issued BPN Completed Permits Suspended Permits

Active BAMS Permits Export All
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Export Building Permit Application Errors Table

This button allows you to export the errors for a building permit application including the record type (n or a),
building surveyor reference number, stage, site address, owner name, COW, error field, and error message.

Home Building permits (BAMS) Registration and licensing v

Building permits (BAMS)

Manage Ap| Ipply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Events  Manage Permits  Transfer of Functions My Cases

File Validation Summary || mEEs

Status® Invalid €
Total Rows: 1

The validation process has found errors. The File Validation Errors can be viewed by either expanding each row in the table below or an error report can be exported. Errors will need to be fixed
before submission can be completed Once the errors have been resolved please validate the data again until the File Validation Summary indication becomes 'Valid', then submit

If you continue to experience difficulties with emeneous data or submission, you can request fer VBA's assistance by clicking the 'Log a Case' button This will notify the VBA

RECy

Row v rd si;;fgﬁée v srag v | Site Address v g;"’:sr v ESC";C\?IQ | Error Field ~ | Error Message v
Type Number
» 1 N 0 17 Nantes St Newtown  Test $900.000.00

3220 Fitzgerald

Export Building Permit Application Valid table

This button allows you to export the application for a building permit number when it has passed validation.

Home  Building permits (BAMS) »  Registration and licensing v

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Events  Manage Permits  Transfer of Functions My Cases

File Validation Summary

Status: Valid @
Total Rows® 1

The validation process has completed successfully. Please click the "Submit’ bution to submit. Once submitted, you will be refurned to the Manage Applications page.
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Suspended Building Permits

The currency of practitioners’ registration is validated for building permits in BAMS against the BPC licence
and registration system. This validation occurs continuously from an application to the closing of a building
permit.

If a Responsible Builders Registration Number becomes ‘Not
Current’

A builder’s registration number is a required field at the time of application for BPN, this number will be
continuously checked over the life of the building permit. At any point, if the responsible builder’s registration
number returns a not current status, all building permit applications, building permits, and any pending
payments will be suspended until a current builder is nominated. If the responsible builder whose registration
returned a ‘Not Current’ status becomes ‘Current’ in the BPC Licence and Registration system, all building
permits will become valid immediately.

If a builder’s registration is not current the RBS for those building permits will be notified that the building
permit has been suspended via email (see screenshot below).

BP
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Dear

Building Act 1993 (Vic) s.23AE(1)(a) states that a building permit becomes suspended when
the builder named in the building permit has their repistration suspended or cancelled A
cancelled registration will include where a practitioner's registration has expired or 1s
surrenderad.

According to the records of the Building and Plumbing Commission (BPC) the registration
of a building practitioner named on a building permit issued by vou has recently become
suspended or cancelled.

Practitioner Details:
Suspended/Cancelled Building Practitioner Name: .
Suzpended/Cancelled Building Practitioner Accreditation Number: |

The building permit(z) listed in the link below have been suspended due to the registration of
the builder named in the building permit being suspended or cancelled.
https:victorianbuildinganthority my site.com bams/s/manape-permitsMtabset-23268=61bda

Please note, the penalties for carrving out building work without a building permit in force
are serious, as set out by Building Act 1993 (Vic) 5.16B, a builder may be imprisoned for a
maximum of 5 vears and be subject to large fines.

To ensure compliance with the Act, work relating to all the attached building permit numbers
should cease from the start date of the builder’s suspension or cancellation. You should take
appropriate action where work continues to be carried out in circumstances where the builder
does not hold a current registration. Failure to comply with the Act may result in:

* The issue of directions to require vou to issue orders to the builder to cease all work under
the Act.

* An investigation by the BPC to determine if your actions amount to professional
misconduct.

The building permit{s) will no longer be suspended upon a builder with a current registration
being named on the building permit. This may occur where a new builder is engaged or
where the suspension or cancellation of the builder’s registration 1s revoked. According to
Building Act 1993 (Vic) s.25AD(1) and Building Regulation 2018 (Vic) reg 47A{1)(b), you
must notify the BPC of the new builder details by amending the permit. if you haven’t
provided one already.

If you have submitted an amendment that provides the new builder details or if the
registration of the builder is no longer suspended prior to the date of this letter, please
disregard this notice.

For any queries or issues with the above, please contact the BFN Industry Support Team on
1300 241 104 or at bams@bpe vic.zov.an.
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Visibility of Suspended Permits

All building permit records that have been suspended due to the builder associated with that building permit
can be found in the ‘Manage Permits’ section under ‘Suspended Permits’.

Home  Building permits (BAMS) Registration and licensing v

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Evenfs

Manage Permits  Jiransfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the ‘View’ button. You will also be available to perform other activities such as attaching a file. reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reporied to the VBA via the previous the levy return process and (3) have been amended and/or had a
prescribed event reported in BAMS.

I you do not see the permit you wish to amend or repori a prescribed event for, click the ‘Add Permit’ bution and complete the form.

Completed Permits
This view lists all permits with a BPN that was issued by the VEA/BAMS and have been completed.

*Select Account

LO9999999 Test Surveyors -

Mz Suspended Permits

Suspended Permits
Data required to locate historical building permits

Amendments and prescribed events for building permits issued under the reporting arrangements in place pre
1 Jul 2019 and that were lodged with the BPC under the monthly levy return process, must be submitted via
BAMS.

Building Surveyors are required to supply the following fields (either via the online BAMS portal or in the
relevant CSV file).

1. Building permit number (Pre 1 Jul BPN)

2. Building Surveyor Registration Number

Active BAMS Permits ~ RBS Issued BPN Completed Per

3. Date of Building Permit Issue
4. Building Permit Stage Number
These four fields will be used to locate the permit that you have previously reported to the BPC.

Important Note: For users with multiple BAMS accounts; users are required to be logged into BAMS with the
relevant account to find historical building permits associated with the building surveyor registration number.

For example: If a building surveyor issued a building permit using their private building registration number
under their own private company, they need to log in with those account details to find that specific historical
permit. If the same building surveyor works for a lodging organisation and issued a building permit under that
lodging organisation, they will need to login using the lodging organisation account details to find that specific
building permit.

Field Notes
Building Permit Supply the exact data that you reported to the BPC as part of the monthly levy
Number return process.

For example, some building surveyors may have reported the Permit Number
field in the PLSPER file as “20180001”. To locate this permit in BAMS, the RBS
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must enter this exact value in the Building Permit Number field, e.g.
“20180001”.

In another example, a building surveyor may have reported the Permit Number
in the PLSPER file as “BSU1234520180001/1”, i.e. including the RBS
Registration Number and Stage Number in the field. Again, to locate this permit
in BAMS, the RBS must enter this exact value in the Building Permit Number
field, e.g. “BSU1234520180001/1”.

Building Surveyor This can be entered with or without spaces and dashes, i.e. as either “BS-U
Registration Number 12345”, “BS-U12345”, “BSU 1234” or “BSU12345".

Date of Building Permit  This must be the date of issue of the original permit, regardless of whether the

Issue

permit has been re-issued on any subsequent date.

This practice is referenced on Page 58 of the Levy Reference Guide (July
2018).

Building Permit Stage Supply the exact data that you reported to the BPC as part of the monthly levy

Number

return process.

Reporting Amendments for historical building permits

There are two (2) methods to report amendments for historical permits.

Reporting Amendments via Online Portal

Building Surveyors can amend a building permit and report prescribed events from 1 Jul on BAMS using the
online portal functionality.

Steps to amend historical BPN on BAMS:

1. Go to Manage Permits page, select the relevant account and select ‘RBS Issued BPN'.

2. Select ‘Add Permit’ as seen in the screen shot below.

Manage Applications  Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Evefits Manage Permits Trapsfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the ‘View’ button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended andfor had a
prescribed event reported in BAMS

f you do not see the permit you wish to amend or report a prescribed event for, click the *Add Permit’ button and complete the form

Completed Permits
This view lists all penmits with a BPN that was issued by the VBA/BAMS and have been completed

*Select Account

LO9999999 Test Surveyors v

Active BAMS Permgfts RBS Issued BPN Cdmnpleted Permits Suspended Permits
RBS Issued BPN Add Permit

3. Fill out all the details of the building permit to find the existing building permit.
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RBS Issued BPN Search

Please complete all of the below details to search for records under the reporting entity: BS U-20378

* Building Permit Number

* Building Surveyor Registration Number
* Date of Buiking Permit lssue

* Building Permit Stage Number

Cancel

4. If an error occurs (see below) it means the building permit cannot be found, please check the details
and try again. If this error continues contact the BPC by logging a case (see log a case section to find
out how).

RBS Issued BPN Search

Community Portal Case

An unhandled fault has occurred in this flow
An unhandled fault has occurred while processing the flow. Please contact your system administrator for more information.

5. When the building permit details have been found they will appear in the list under the ‘RBS issued
BPN’ section as seen below.

6. To amend the building permit, select ‘Amend’ for the specific permit.

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Even Manage Permits  T)ansfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View” button_ You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported fo the VBA via the previous the levy return process and (3) have been amended andior had a
prescribed event reported in BAMS.

If you do not see the permit you wish to amend or report a prescribed event for, dlick the ‘Add Permit’ bution and complete the form.

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BANS and have been completed.

* Select Account

L09999999 Test Surveyors v

Active BAMS Permitf RBS Issued BPN Yompleted Permits Suspended Permits

RBS Issued BPN

Building Permit search Date of Building search &
HNumber Permit Issue

Building Surveyer search Building Permil Stage search

Registration Number Mumber

Building Permit Number ~ | Building Surveyor Reg... ~ | Date of Building Permi... ~ | Building Permit Stage ... | ‘ |

20190055 BSL999999 29/01/2019
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7. Next, select the amendment type using the drop-down box.

8. Upload supporting files (e.g. a copy of the amended building permit) for this amendment before
selecting ‘Next'.

Amend Permit

Building Permit Number Q190522

nnnnnnnnnnnnnnnnnnnnn

Tpload Supporting Fies
2, Upload Files | Or arcp fles

H‘

Reporting Amendments via CSV Upload

To report amendments or prescribed events for scenarios 2, 3 or 4 above, you will be required to have the
information in the new application/amendment format specified in the Technical Specifications Spreadsheet
and the Sample Application and Amendment CSV file.

Building Surveyors are required to populate the following fields in the CSV file upload and as many of the
other fields available. Refer to the notes, above, under the heading “Data required to locate historical
permits”.

1. Building permit number (Pre 1 Jul BPN)
2. Building Surveyor Registration Number
3. Date of Building Permit Issue

4. Building Permit Stage Number

Important Note: If users are experiencing a large number of errors when reporting amendments for historical
permits using a CSV file upload, if possible, they may choose to group these historical permits in one file (and
any errors can be raised as a case). Users reporting amendments for building permit applications from 1 Jul
2019 onwards should be grouped in a separate amendments file. The same suggestion applies for prescribed
events reporting.

Once this information is in the CSV file upload according to the Technical Specifications Spreadsheet you can
login to BAMS and upload the CSV file.
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https://www.bpc.vic.gov.au/resource-hub/forms/bams-technical-specifications-spreadsheet
https://www.bpc.vic.gov.au/resource-hub/forms/bams-sample-application-and-amendments-csv-file
https://www.bpc.vic.gov.au/resource-hub/forms/bams-technical-specifications-spreadsheet

Building permits (BAMS) v  Registration and licensing v

Building permits (BAMS)

Manage Applications Apply via Online m Apply or Amend via CSV Upload Rep; Prescribed Events Manage Permits Transfer of Functions My Cases

Apply or Amend via CSV Upload
You can apply for BPN applications andfor amend building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the BAMS User Guide
You can include both applications and amendments in the same CSV file. The file can alse contain applications and amendments from multiple RBSs within the same reporting entity.
To amend a single permit using an online form, go to the Manage Permit page, click the ‘View' button for the respective building permit then click the ‘Amend Permit’ button
As per the Regulation 47 once a building permit is issued. all applicable building permit data is due to be reported to the VBA by the 7th day of the following month
* Select Account:
109999999 Test Surveyors -

BPN icati and/or CSYV file

& Upload Files | Or drop file;

You will then be able to view the building permit record in the Manage Permits section of the system in the
Historical Permits Tab (see screenshot below).

Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Event:

ransfer of Functions My Cases

9 Manage Permits i

Manage Permits

Active BAMS Permits.

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table' button. To view the details of a
permit and any related information click the “View button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RES, (2) were reported to the VBA via the previous the levy return process and (3) have been amended andior had a
prescribed event reported in BAMS.

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Pemmit' button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been complated

* Select Account:

L0O9999999 Test Surveyors v

1 RBS Issued BPN )

RBS Issued BPN

Active BAMS Pearmit: ompleted Permits ~ Suspended Parmits

Building Permit search Date of Building search &
Number Permit Issue

Building Surveyor search Building Permit Stage search

Registration Number Number

Q, Clear Search
Building Permit Number ~ | Building Surveyor Reg...

BSL999999 29/01/2019 0 Amend Report Event

20190055

How to report prescribed events for historical building
permits

There are 2 methods to report prescribed events for scenarios 2, 3 or 4 historical permits.
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Reporting Prescribed Events via Online Portal

Steps to reporting prescribed events for historical BPN:

1. Once you have found the RBS issued BPN record and it has appeared in the list, select ‘Report
Event'.

Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Event§ Manage Permits ) Transfer of Functions My Cases

Manage Permits

Active BAMS Permits

This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View” button. You will also be available to perform other activities such as attaching a file, reporting an event, amending the permit, terminating a builder
permit and viewing the payment receipt.

RBS Issued BPN
This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended and/or had a
prescribed event reported in BAMS.

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit’ button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been complated

*Select Account

L0O9999999 Test Surveyors v

Active BAMS Permitd RBS Issued BPN ompleted Permits ~ Suspended Permits

RBS Issued BPN

Building Permit search Date of Building search

&
Number Permit Issue
Building Surveyor search Building Permit Stage search
Registration Number Number

Q, Clear Search

Building Permit Number “ | Building Surveyor Reg... v | Date of Building Permi... ~ | Building Permit Stage ...

20190055 B5L999999 29/01/2019 0 l Amend l l Report Event ]

2. Select from the drop-down box the prescribed event you would like to report.

Report Event

Prescribed Event Processor - Single

Building Permit Number: 20190522
Stage Number: 0
Site Address:

lease choose the PrEZtwed Event from the list below.
“Prescribed Event Code
Issuance of Buildin i -

Cancel

3. Based on the event you have selected to report; you will be required to provide other information. In
the example below, an inspection requires, the date of inspection, registration number of inspectors,
the inspection status, and the first and last name of the inspector.

BPC

Building and
r Plumbing
Commission

Page 66 of 82 OFFICIAL



Report Event

Prescribed Event Processor - Single

Building Permit Number: 20190522
stage Number: 0
Site Address:

Please complete the fields beiow.

*Event Date

Pass

*Inspectors Registration Number

Previous Next

Cancel

4. Provide all the required information.

Report Event

Prescribed Event Processor - Single

Building Permit Number: 20190522

Stage Number: 0

Site Address:

Unfortunately we couldn't find details for 343565454, Please complete the fields below.
*First Name of Registered Person Involved

* Last Name of Registered Person Involved
|

Previous Next

Cancel

5. Once you have provided all the required information, select ‘Finish’ and the event will be reported.

Report Event

Prescribed Event Processor - Single

Thank you for reporting event code 11 for Buiiding Permit Number 20190522

Reporting Prescribed Events via CSV upload

To report amendments or prescribed events for scenarios 2, 3 or 4 above, you will be required to have the
information in the new prescribed events format specified in the Technical Specifications Spreadsheet and the
Sample Prescribed Events.

Once you have found the historical BPN and it is in the list on the ‘Historical Permits’ tab (see below), you can
use a CSV file upload to report prescribed events against one or many of the historical permits in the list.

You can report all prescribed events in a CSV file upload that will update the building permit record.
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https://www.bpc.vic.gov.au/resource-hub/forms/bams-technical-specifications-spreadsheet
https://www.bpc.vic.gov.au/resource-hub/forms/bams-sample-prescribed-events-csv-file

Home  Building permits (BAMS) »  Registration and licensing

Building permits (BAMS)

Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload Report Prescribed Events Manage Permits  Transfer of Functions My Cases

Apply or Amend via CSV Upload
You can apply for BPN applications and/or amend building permits by uploading a CSV file on this page. The CSV file must adhere to the requirements detailed in the BAMS User Guide.
You can include both applications and amendments in the same CSV file. The file can also contain applications and amendments from multiple RBSs within the same reporting entity.
To amend a single permit using an online form, go to the Manage Permit page, click the “View’ button for the respactive building parmit then click the ‘Amend Permit’ button
As per the Regulation 47 once a building permit is issued. all applicable building permit data is due to be reported to the VBA by the Tth day of the following month.
*Select Account:
L09999999 Test Surveyors -

BPN applicati: and/or i ts CSV file

&, Upload Files [ Or drop files

Five-day Reporting Requirements (Regulation 47A)

Regulation 47A requires RBSs to report to the BPC within five business days of occurrence.

Terminating Builder Contract

Permits issued before 1 Jul 2019 (RBS Issued Permits) - if builder named on permit ceases to be
engaged to carry out the building work to which the permit relates. Existing arrangements for notification
remain in place through email to BPC using the form available on BPC website.

Permits applied on BAMS (Active BAMS Permits) - if builder named on permit ceases to be engaged to
carry out the building work to which the permit relates. Use BAMS to ‘Terminate the Builder Contract’. Steps
to terminate builder contract on BAMS;

1. Log in to BAMS and navigate to ‘Manage Permits’ section on the ‘Active BAMS Permits’ tab.
2. Select ‘View’ on the building permit records that require termination of builder contract.

3. Select the down arrow and choose ‘Terminate Builder Contract’.

Permit [
IE 9058831511557 Report Event Amend Permit View Receipt L 4

Attach File

Account Project ID/Name
Terminate Builder Contract
Jason Test Surveyor

Permit Refused

Details Related

v Permit Details

Permit Name Status

P-00000091 Pending Permit Issue

Building Permit Number Building Surveyor Internal Reference
9058831511557 Ironhub Project

Building Permit Application Date Final Stage Indicator

15/02/2015 Yes

4. Enter the required details on the online form and select ‘Next’.
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Terminate Builder Contract

Complete this page if the contract between the owner and builder has been Terminated. Where a new builder has been named, please submit a Permit Amendment.
Building Permit Number: 7126360904022

Builder for Termination: Adam Rouse

* Current Builder Registration Number

" Date builder ceased to be engaged to cany out building work

Upload Supporting Files

&, Upload Files | Or drop files

=1 nnnnnnn

Changing Builder on BAMS

If builder named on a building permit changes, the building surveyor will be required to amend the building
permit record via BAMS using the amend building permit process outlined in the above sections. The builder
can be amended using either the CSYV file upload or the online portal.

Suspended Building Permits

BAMS will automatically suspend a building permit record if the Responsible Builder registration becomes
‘Not current’ with BPC licence and registration system. The building permit records will automatically reinstate
when the registration becomes ‘current’ in the BPC licence and registration system.

The relevant building surveyor will be notified if this occurs via email and can view the building permit records
that have been suspended under the ‘Manage Permits’ — ‘Suspended Permits’ section of BAMS, refer the
image below.

Manage Applications Apply via Online Form Apply or Amend via CSV Upload Report Prescribed Event: Manage Permits Transfer of Functions My Cases
—~———

Manage Permits

Active BAMS Permits
This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this list as a JSON file, click the ‘Export Table’ button. To view the details of a
permit and any related information click the “View’ button. You will also be available to perform other activities such as attaching a file. reparting an event, amending the permit, terminating a builder

permit and viewing the payment receipt.

RBS Issued BPN

This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy return process and (3) have been amended andlor had a
prescribed event reported in BAMS.

If you do not see the permit you wish to amend or report a prescribed event for, click the ‘Add Permit’ button and complete the form.

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

* Select Account:

L09995999 Test Surveyors v

Active BAMS Permits RBS Issued BPN Completed Permits(  Suspended Permits

Suspended Permits

Refusing / Withdraw Permits

Users can report to the BPC via BAMS a withdraw or refusal of building permits and building permit
applications at different points in time. The following instructions and screen shots will provide how users can
use these functions.
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Cancelling a draft building permit application

Users can decide to cancel a draft application by selecting the drop-down arrow and selecting ‘cancel’.

Dr@ft Applications  Pgnding RBS Payment  Pending Applicant Payment ~ BPAY Pending Receipt ~ Validation - Applications/Amendments  Validation - Prescribed Events

Draft Applications

Search

Application Type ~  Site Full Address v ﬁt"'r'r‘]jl')"gs““'e‘r’orREQ'S”E‘"‘]” ~ Building Permit Stage Number  ~ Project ID/Name v

A New Application

Continue lication

€D
ication

You will then be asked to confirm your decisions to cancel and remove the permit.

Cancel Permit Application

Are you sure you'd like to cancel this application?

Yes
No

Refusing or withdrawing a building permit application

Users can choose to report a refusal or withdrawal of a building permit application on BAMS, before levy has
been paid. Users can refuse or withdraw the application when the application is in either the ‘Pending
Applicant Payment’ or ‘Pending RBS Payment’ status.

Refer to the screenshot below to for both refusal and withdrawal of an application at the ‘Pending Applicant
Payment’ stage.

Draft Applications ~ Pending RBS Payment C_Pending Applicant Payment_DBPAY Pending Receipt  Validation - Applications/Amendments  Validation - Prescribed Events
Pending Applicant Payment Pay Selected

Primary Site Full Address ~ Estimated Cost of Works For This Permit ~ Type ~  Amount ~
v 29 Mossvale Street ASHGROVE 4060 $50,00000 AdHoc $1,000.00
@ rale Street ASHGROVE 4060 $50,00000 Permit Application $64.00

Permit
Refused

Refer to the screenshot below to for both refusal and withdrawal of an application at the ‘Pending RBS
Payment’ stage.
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Draft Applications (CPending RBS Payment’) Pending Applicant Payment  BPAY Pending Receipt  Validation - Applications/Amendments  Validation - Prescribed Events
Pending RBS Payment Pay Selected

Primary Site Full Address v Estimated Cost of Works For This Permit ~ Type ~  Amount pvg

v 16 Bundamba Street Bundamb 4125 $40,000.00 Permit Application $51.20

Nominate 8 \mba Street Bundamb 4125 $40,000.00 Permit Application $51.20

Payer

@ imba Street Bundamb 4125 $40,000.00 Permit Application $51.20

Permit imba Street Bundamb 4125 $40,000.00 Permit Application $51.20
Refused

mba Street Bundamb 4125 §40,000.00 Permit Application $51.20

v 14 Bundamba Street Bundamb 4125 $40,000.00 Permit Application $51.20

You will then be asked to confirm the withdraw if you selected withdraw:

Manage Applications ~ Apply Via Online Form  Apply or Amend via CSV Upload = Report Prescribed Events ~ Manage Permits ~ Transfer of Function

Withdraw Permit Application

By choosing to withdraw your application for Building Permit Number (BPN) any levy payment links will no longer be available and the application cannot be retrieved for re-
submission. To re-apply, please submit a new application request

Are you sure you'd like to withdraw this application?

Yes
No

If the building surveyor decides to refuse the permit you will be asked for a reason and a date:

Refused Permit

By choosing to refuse your application for Building Permit Number (BPN) any levy payment links will no longer be available and the application cannot be retrieved for re-submission. To re-apply, please submit
a new application request

Date of permit refusal

* Reasons for refusal

“ Are you sure you'd like to refuse this application?

Yes
No

Cancel

Refusing a building permit record

Building surveyors may report a refusal of a building permit after payment and before issuing the building

permit, this will generate a refund case internally at the BPC if the case is deemed refundable.
Users can refuse the building permit record using the following instructions;

1. Select the ‘Manage Permits’ and select ‘view’ on the building permit record.
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Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload  Report Prescribed Evéts  Manage Permits  Jansfer of Functions My Cases

Manage Permits

Active BAMS Permits
This view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yat been completed. To export this list as a JSON file, click the ‘Export Table’ bution. To view the details of a
permit and any related information click the ‘View’ button. You will also be available to perform other activities such as attaching a fils, reporting an event, amending the permit, terminating a builder

permit and viewing the payment receipt

RBS Issued BPN
This view lists all building permits (1) with a BPN that was issued by the RBS, (2) were reported to the VBAia the previous the levy retum process and (3) have been amended and/or had a

prescribed event reported in BAMS.
If you do not ses the permit you wish ta amend or report a prescribed event for, click the ‘Add Permit’ button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been complated

" Select Account.

L09999999 Test Surveyors A

JAMS Permits WEBS Issued BPN  Completed Permits Suspended Permits

Active BAMS Permits

Building search Primary Site search
Permit Full Address
Number
Project search
ID/Name

Q Clear Search
Building Per... ~ | Created Date “ | ProjectIDIN... * | Building Per... ~ | Status ~ | Date of Buil... “ | Primary Site ... v | View
3402702526250 2111072022 0 Pending Permit Is. 1 Bourke St Melb. |

2. Select the down arrow and select ‘Permit Refused’.

Permit
IE 9058831511557 Report Event Amend Permit View Receipt

Attach File

Account Project ID/Name
Terminate Builder Contract

Permit Refused

Jason Test Surveyor

Details Related

v Permit Details

Permit Name Status

P-00000091 Pending Permit Issue

Building Permit Number Building Surveyor Internal Reference
9058831511557 Ironhub Project

Building Permit Application Date Final Stage Indicator

15/02/2015 Yes

3. Upon selecting the Permit Refused button, you will be prompted to enter the date of permit refusal
and the reason for the refusal before selecting ‘Next’ to complete the notification.
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Permit Refused

Please provide the refusal information below:
If you proceed the BPN will no longer be visible in BAMS. Select Cancel if you do not wish to proceed.

Date of permit refusal

" Reasons for refusal

Cancel

Refusing or cancelling a building permit record after building permit issued cannot be completed via this
process. As indicated in this error message, you will be required to log a case.

i UUNSAS IO TINNT BsS

e —— ——

Permit Refused

The Date of Building Permit Issue has already been provided for this record

If the circumstances have changed please log a case through the ‘My Cases’ option in your user management menu.

Viewing Building Permit Records

Building Surveyors can view all the information that users have provided the BPC via BAMS for all active

BAMS permits. As users amend, update and report prescribed events for building permit records on BAMS,
you can see all those updates on BAMS.

1. To view all information about a building permit record on BAMS from the home screen select ‘Manage
Permits’, then select ‘Active BAMS Permits’ tab and finally select ‘View’ on the building permit record.

Buildin_g and
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Manage Applications  Apply via Online Form  Apply or Amend via CSV Upload ~ Report Prescribed Evegfits ~ Manage Permits pnsfer of Functions My Cases

Manage Permits

Active BAMS Permits.
Thi:

permit and viewing the payment receipt

RBS Issued BPN

view lists all Permits with a BPN that was issued by the VBA/BAMS and have not yet been completed. To export this
permit and any related information click the “View” button. You will also be available to perform other activities such as atta

as a JSON file, click the ‘Export Table' button. To view the details of a
iing a file, reporting an event, amending the permit, terminating a builder

This view lists all building permits (1) with  BPN that was issued by the RBS, (2) were reported to the VBA via the previous the levy retum process and (3) have been amended andior had a

prescribed event reported in BAMS

If you do not see the permit you wish to amend or report a prescribed event for, click the *Add Permit' button and complete the form

Completed Permits
This view lists all permits with a BPN that was issued by the VBA/BAMS and have been completed.

*Select Account:

109999999 Test Surveyors v

Active BAMS Permits ~ RBg)Issued BPN ~ Completed Permits ~ Suspended Permits

Active BAMS Permits

Building search Primary Site search
Permit Full Address

Number

Project search

ID/Name

Building Per... v | Created Date v | ProjectID/N... v | Building Per... ~v

3402702526250 2111012022 0 Pending Permit Is

2. You will see the permit details you provided during the application including permit details.

Export All

Date of Buil... v | Primary Site ... v | View

1 Bourke 5t Mell

B Srtazratez ccoonEvt | AmenaPori | ViewReceot |

Jason Test Surveyc

ails > Related

~ Permit Detalls

el Narme Stalus

000110 Pending Permi Issue

g Permit Numbe

Building Surveyor infemal Reference
6248321242612 [

ub Project
Builkaing P

15102/2

Yes

ment of Buiding Surveyor Building Pexmit Slage Numbe

Estimaled Cost of Works For This Permit

Is Certificate of Consent Required BCA Cle
Mo 3 - Residential part of a detention centre (Not
Class 1 or 2) - 2

50

3. You can select the down arrows to minimise and maximise different sections of information.
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262'?5;321 242612 Report Event Amend Permit View Receipt v

Account Project ID/Name
Jason Test Surveyor

Details Related

>\ Permit Details

> Property Details

> Building Work

> Rerformance Solution
> Builder Details

> Draftperson Details

> Pustainability

> [Planning Permit

4. To view ‘related’ information including Prescribed Events, Cohorts (people/roles associated with the

permit), Sites (property address), and Amendments (any amendments provided).

gezlzié321 242612 Report Event Amend Permit View Receipt v

Account Project ID/Name
Jason Test Surveyor

Details Related

(] Prescribed Events (0)

CONTACT NAME COHORT TYPE
Jason Test Surveyor Surveyor
Ben Bates Responsible Builder

View All
Q s D
SITE FULL ADDRESS
Shop New Shop 2222Lot 1 2222 Richmond county Richmond 3122
View All

7] Amendments (0)
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Appendix

Table 1: Required information for a building permit number

application

Surveyor, Owner & Levy

Building Surveyors Details

Reporting Entity
(automatically populated in
portal entry)

Building Surveyors
Registration number (drop
down select)

Date of appointment

Building permit application
date

Building permit stage number

Is this the final stage?

Internal reference (optional)

Project ID/Name (optional)

Owner Details

First Name (optional) Last name Email

Telephone Is the Owner also the Street Address
Builder?

Town/Suburb Postcode Country (optional)

State

Levy Details

Municipality Code

Ownership Sector (drop down
select)

Small Single Dwelling
(required if Class 1 included

in works)
BCA Classification 1 BCA Classification 2 BCA Classification 3
(optional) (optional)

BCA Classification 4

BCA Classification 5

Cost of Works for 1st

(optional) (optional) reported BCA Class
Cost of Works for 2nd Cost of Works for 3rd Cost of Works for 4th
reported BCA Class (if reported BCA Class (if reported BCA Class (if
applicable) applicable) applicable)

Cost of Works for 5th
reported BCA Class (if
applicable)

Total Project Cost of Works

(automatically populated in
portal entry)

Total Project Cost of Works -
Class 2 to 8 (required for
staged permits)

Total Project Cost of Works -
Class 1, 9 or 10 (required for
staged permits)

Primary BCA Classification
(automatically populated in
portal entry)

Cost of Works for this Permit
(automatically populated in
portal entry)
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Builder & Practitioner Details

Builder Details

Registration Number First Name (optional) Last name
conditionally required

Company Name (optional) Telephone Street Address
Town/Suburb State Postcode

Does Regulation 268
Exemption Apply?

Is the Builder an Architect

Builder Email (optional)

Other Practitioner Details

Registration Number
(optional)

First name (optional)

Last Name (optional)

Company Name (optional)

Email (optional)

Telephone (optional)

Site Information

Property Details

Street Number (optional)

Street Name

Town/Suburb

Lot Number (optional)

Standard Parcel identifier
(optional)

Postcode

Shop Number (optional)

Nature of Building Work

Primary Nature of Building

Building Use

Combined Allotment Indicator

Work (optional)
Nature of Building Work 2 Nature of Building Work 3 Nature of Building Work 4
(optional) (optional) (optional)

Nature of Building Work 5
(optional)

Description of Building Work

Allotment Area (optional)

Total Floor Area (optional)

Rise in Storeys

Number of Existing Dwellings
(optional)

Number of Dwellings
Demolished (optional)

Number of New Dwellings
(optional)

Is certificate of consent
required?

Storeys Contained (optional)

Small Second Dwelling

Building Materials

Floor Material (optional)

External Wall Material
(optional)

Roof Cladding Material
(optional)

Frame Material (optional)

Performance Solution

Page 77 of 82

OFFICIAL

Building and
r Plumbing
Commission



NCC Vol 1 Performance Sol -
Part BGHIJ (optional)

NCC Vol 1 Performance Sol -
Part C (optional)

NCC Vol 1 Performance Sol -
Part D (optional)

NCC Vol 1 Performance Sol -
Part E (optional)

NCC Vol 1 Performance Sol -
Part F (optional)

Protection Work Indicator
(optional)

Planning Permit

Planning Permit Number

Date of Issue (dd/mm/yyyy)

Sustainability

BAL Rating (optional)

Rainwater Tank Indicator
(optional)

Energy Efficiency Rating
(optional)

Solar Hot Water Indicator
(optional)

Levy Payment Details

Is RBS Paying Levy on the
Applicant’s Behalf?

Social Housing Exemption

General Levy Exemption

DBDRYV Levy Exemption

Nominated Levy Payer Detail

s (if applicable)

First Name Last Name Street Address
Town/Suburb State Postcode
Email Telephone Country
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Table 2: Information required by the 7t of the following month
after building permit number issuance

Surveyor, Owner & Levy

Building Surveyor Details

Internal reference

Project ID/Name

Owner Details

First Name

Country

Levy Details

Builder & Practitioner Details

Builder Details

Registration
Number

First Name

Company Name

Other Practitioner Details

Registration First name Last Name
Number
Company Name Email Telephone
Site Information
Nature of Building Work
Building Use Nature of Nature of Nature of Nature of Building
Building Work | Building Work 3 | Building Work 4 | Work 5
2
Number of existing | Number of Number of New Allotment Area | Total Floor Area
dwellings Dwellings Dwellings
Demolished
Number of Storeys | Combined
Allotment
Indicator

Building Materials

Floor Material

External Wall Material

Roof Cladding Material

Frame Material

Performance Solution

NCC Vol 1 NCC Vol 1 NCC Vol 1 Performance | NCC Vol 1
Performance Sol - Performance Sol - Part | Sol - Part D Performance Sol -
Part BGHIJ C Part E

NCC Vol 1 Protection Work

Performance Sol -
Part F

Indicator

Planning Permit
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Planning Permit Number Date of Issue

Sustainability

BAL Rating Energy Rainwater Tank Solar Hot
Efficiency Indicator Water Indicator
Rating

Levy Payment Details

Information required to be reported by 7t of the following month
the event occurred — Prescribed events

Please refer to the ‘Reporting Prescribed Events’ fact sheet under the ‘Fact Sheets’ section of the BAMS
website for the details needed to report Prescribed Events in BAMS.

Technical specifications (for Software Provider use)

Please refer to the ‘BAMS Technical Specifications Spreadsheet’ under the ‘Resources’ section of BAMS
website for the specific details of all BAMS CSV Upload files.

Document version

BAMS Date

Document Content e
Version # Release Document Author Description of Change
# Released
Updated links
5.1 50 717/2026 Ben Screenshot updates

Cameron | Reflected updated application/amendment fields
Minor wording changes

Updated to include Cost of Work calculation legislative
changes, and updated cost of work references

Ben throughout.
413 4.0 5/12/2025
Cameron | Removed legacy legislative changes.
BPC rebranding
Updated template.
4.12 40 16/5/2024 ;ﬁ:’t‘on Updated instructions about Prescribed Events.
Added SSD Field to required fields
Added ‘Register with VBA’ and updated steps for
accessing BAMS following Service Victoria integration.
4.11 40 24/11/2022 Ben Updated CSV Act wording in line with revised CRL

Cameron | trigger.

Screenshots and minor updates associated with the new
VBA portal look and feel.

BPC

Building and
r Plumbing
Commission
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https://www.bpc.vic.gov.au/resource-hub/fact-sheets/reporting-prescribed-events
https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams
https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams
https://www.bpc.vic.gov.au/resource-hub/forms/bams-technical-specifications-spreadsheet
https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams
https://www.bpc.vic.gov.au/surveyors/building-activity-management-system-bams

4.10

4.0

01/11/2021

Ben
Cameron

Added legislative changes regarding levy exemption for
dwelling destroyed in an emergency and amended
process for applications that are exempt.

Added additional step to all BAMS functions for
selecting the relevant reporting organisation in line with
update 31 Oct 2021.

Updated screenshots throughout the guide to match the
new portal view following update 31 Oct 2021.

49

4.0

01/02/2021

Ben
Cameron

Made changes in line with changes made to how
Cladding Rectification Levy (CRL).

- Included legislative changes

- Updated process for applying for permit that is
exempt from CRL.

- Updated appendix table 1: required information
for application

- Updated appendix table 2: information required
by 7 of the month

- Included appendix for interim contingency csv
upload procedure.

- Minor formatting, contents & screenshot
changes

- Cost of Work breakdown by BCA Class
guidance

4.8

4.0

01/10/2020

Ben
Cameron

Made changes to include social housing exemption from
Cladding Rectification Levy.

- Included social housing exemption under Legislative
Changes.

- Included process for applying for BPN that is exempt
from Cladding Rectification Levy.

4.7

4.0

31/08/2020

Ben
Cameron

Updated Levy Payment Receipts section with new
payment process and screenshots and moved to
underneath payment section.

Updated BPAY screenshots.

Updated contents table.

4.6

4.0

23/01/2020

William
Yap

Updated the section Building Amendment (Cladding
Rectification) Act 2019, Legislative Changes.

4.5

4.0

24/12/19

William
Yap

Added details about Building Amendment (Cladding
Rectification) Act 2019, updated relevant BAMS
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screenshots and Appendix Table 1 relating to cladding
levy changes.

4.4 30 111119 Hinal Added details about ‘Prescribed Events’ updates with
Sheth relevant screenshots.
Added details for the below set of changes which were
implemented into BAMS as part of the 12 Oct 2019
BAMS upgrade (the remaining changes for that upgrade
will be added to the document shortly, expected to be by
26 Oct 2019)
- Updated content in ‘Refusing or withdrawing a
building permit application’ and ‘Refusing a
4.3 20 12/10/2019 ?;evl:/:;t building permit record’ sections.
q - Updated content in ‘My Cases’ section O
Logged Cases and Cases Received from VBA.
- Added new screenshot to reflect detailed
payment instructions on the ‘Process Payment’
screen for BPAY payments.
- Added details for ‘Full Name’ column appearing
on both Validation tabs
Added ‘Document Version History’ table to start of
document.
Stewart Removed reference to ‘Close building permit button’ in
4.2 1.1 18/09/2019 the “Basic Navigation of BAMS 00 Managed Permits”
Jaques :
section.
Replaced Table 3 and Table 4 in the Appendix section,
with a link to that information on the BAMS website.
4.1 11 19/07/2019 Stewart f\dde_d Two-fact”or Au_thentlcatlon instructions to
Jaques Getting Started” section.
Brenton ‘BAMS go-live’ release of document, including various
=l e LD Perry updates to content to reflect post 1 Jul 2019 position.
Brenton Updates for new BAMS screens / information, and
3.0 N/A 28/06/2019 Perry inclusion of BPN Industry Support Team contact details.
2.0 N/A 03/06/2019 E;erp;on Updates for new BAMS screens / information.
1.0 N/A 30/05/2019 E:‘;:‘;O” Initial document creation.
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