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Completing an Owner Builder Application
Section: Introduction

Home = Budding = Owner Builder Applications > New Owner Budder Appication

Introduction

Applicant details

Useful information

on the Owner

Builder process
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Introduction

Welcome to the Owner-builder application

ATE yOU ready [0 Comme your application? Doing your fresearch and Deng prepared can assist with ine Imeiness of prec
applcation Please read through the foliowing checkst 1o make sure you are prepared and ready to subme your application

Betore flling In this fonm. you will have:
« Read ihe Owner-build [ormation on the VBA website
* Read the Owner-buiks

TEnngiiom Side navigation menu showing the form sections — Not

Important! Supporting docume! g = G =
o all of the sections will be visible as you start - sections of

You will be required 1o scan and uph

documents wherefif necessary. the form will appear depending on your answers to

particular questions.

1T you are eligivle to apply for an O
IndvIdual circumstances) might Incll You can click onto a link to go to another section, but if

Proaf of [dentty - Poto 1D & you have missed mandatory questions, you will be
Proof of Change of Name - e s z
Prool of your Victorian Works directed back to the page to review you answers
Proof of Ownership - A Reg
application If you need to obi|
If the land is prvately owned Save as draft — Save the form as draft at any time during
Statutery Declaration frof
date the appication is submr the application process. It is a good idea to regularly save
If the land is owned by a Col
of the date th
application and carrying ouf
If the land 15 owned by a Trus
the trust, the name of each Next button — Takes you to the next section of the form
writen ElﬂhDﬂY‘,’ of the
and carry aut the work. This

*wiFapppcadio SIc Pl DUdn Cancel — Will exit the form and take you back to t
4. an O‘f"luiw Buliger VBA360 home page

processing time.
Itis @ punishable offence under & Building Act 0 €rS0n 10 knowingly max alse or misleading statement or 10
provide any f3lse or miskeading Information to a person of body camying out any funciion under the Act

.

.

your form as you progress

.

Information Collection

Personal mformation provided by you in connection with this application is collected by the Victonan Butkéng Authonty ('Authonty') under
saction 25C of the Bullding Act 1993 for the purposes of determining whether a o @ of consent can be issued for you to carmy out
domestic buiiding work on your land. It is necessary to collect the personal information fof the Authority to fulfil s duties and obligaticns
under the Bullding Act 1933 If you fad to provide the personal information requested, your application may be refused

The Authority respects your privacy. Your personal information will be collected and used In accordance with the Privacy and Data
Protection Act 2014

You may gan access lo personal informaton collected fr
information to be submitied in accordance with procedur
Protection Act 2014 or other relevant legisiation

you by the Authority, provided that the Awthority may require requests for such
s2l ouk . and in a form required o permitied by, the Privacy and Data

The VBA will pubish cenain detalls of Owner Bullt projects on i2s webste Detzlls published will Include the address of the property whers
the number of the cerbficate, and details of the proposed

the owner-builder works will take place, the date of the issue of the certif
Duikling works

[ ves You MUST have read the information regarding the

process on the VBA web site in order to proceed to the

Next page
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Section: Applicant Details

The applicant details section will ask you a humber of questions to ensure that you are eligible or require an Owner
Builder Certificate of Consent for your intended project.

Home > Bullding > Owner Bullcer Applications > New Owner Sufider Application

SN Applicant details

Save as drafl Cancel

Applicant details

Name

John Jones

Phone / Mobile

03 0000 0000 / 0400 000 000

Proof of identity - (Photo ID) *

Dnver's Licence

Email

john jones@test local

Date of birth *

26/11/4973

Upload New

= |

Attach a copy of your photo ID * @

Passport

- a

Estimated cost of building work * @

According to your

answer, more

questions or Throughout the form, you must answer

advisory text will certain threshold questions in order to

appear

continue. The form will guide you as you

progress. The Next button will appear if you

are eligible to continue

Aspects:
A. Mandatory guestions — Mandatory questions are shown with a red asterisk*

B. Help — Additional help or explanatory text is available by clicking on the o icon. Once open, click
Close Help in the lower right-hand corner to close the pop-up.

QOther

Domestic bullding work must be £1o 001 or more in
order 10 require a certificate of consent. The Coe! of wWork
Estimated cost of building work * @ | mustincluda the costs of fabour - incuding your own
labour - matarials ang GST, and be the commercial value
of the project Cosi staled musl be the sams as thallo
be mcludad on the building permit applicalion - refer to a
bulding surveyor for assistance where required

Close Help

C. File Upload — You must upload files when requested in order to support your application. File names
should be unigue, meaning that you should not upload files with the same name as it will overwrite the
previously uploaded file.

Click Upload New and a pop-up will appear. Select Choose File, navigate to the location on your
computer or device where the file has been stored, select it and click Start Upload.

n |
Select Attachment file

Please ensure that all file names ars unique
| Choose File | No file chosen

Start Upload Close
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Once you have uploaded a file, the file name will appear:

Attach a copy of your photo ID * @

Clear content selection
(Proof of Identity_jpg) [Open]

To delete a file and select a new one, click Clear Content Selection. To open the file and make sure it is the
one you intended, click Open.

Please note: the maximum file size is 20MB. Accept file types can be found by clicking 0 next to the
question

Section: Applicant History

The Applicant History section will ask for more information regarding your online assessment outcomes.

Home > Buiding > Owner Bulkier Applications > New Owner Builder Application

Introduction - -

Applicant histo Y
3 W Have you completed the owner-builder online assessment? *

You must have completed the owner builder
online assessment in order to continue
Please enter your date of completion *
Enter your date of completion, your
assessment number and click Verify code

Please enter your Owner-builder eLeaming Certificate of Completion
Assessment number *

Verily code

The system will validate the details you have entered and sure they match the details that have been reported
by the assessment system.

Your online assessment will have advised if you are also required to complete the Construction Induction
Training, also known as the Victorian WorkSafe ‘White Card’.

If this is the case, you will also need to enter your White Card licence number and upload a scanned copy of
your card before you can continue.
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Section: Property Details Where the Work Will Take Place

You must now provide details of the property, where the work will take place.

Home > Bulldng > Owner Bulkier AQohcations > New Cwner Bullger Apphicaton
Introduction - .
Previous Cancel
R Property details where the work will take place
Applicant histocy

Please enter the address as it appears on your Certificate of Title or Registered Search Statement (RSS)

Property detalls whera the
work will tske placo
Enter a (full or partial) address and Validate *

15 Emu Rd. Wood Valdate address

Select address

15 EMU RD, WOOD VIC 3000 n & £nter adaress manuaky n
Your selected address: @ Relevant council (Municipality) * @
15 EMU RD WOOD VIC 3003

fume City

Type of ownership *

navICuE
Campany
Trust

Praof of ownership
Please attach a copy of your Certificate of Title or Registered Search Statement (RSS) " @
Uplcas New
Please enter the date that your Certificate of Title or Registered Search Statement (RSS) was produced. *

m

According to your answers, more questions or

Volume and folio number

Pleasa enter the volume and foio numder of the propeny. as it sppe advnsory text will HppEie The form will gmde

you as you progress. The Next button will
Some Tites/Regstered Sgarch Statement display two volurme and ¥
A RIS L EE e IRl appear if you are eligible to continue.

Qleer uues may nave a 10k0 NUTDEer of More man Iee s 1150, enter onty INE 1St Iree diges of e OIS numpbes

Volume * ! Folio*

Have you carried out domestic building work as an owner-builder (on different land than noted in this
application) in the past five years? *

(ie Previously oblained a certificate of consent and an awnes-buikder bulding pemil )
Nate' the flue year timeframe commencas from kssue date of the buliling permie, not the 1ssue date of the certificate of consent

Yes
No

Have you at any time entered into a contract to sell 3 building you constructed as an owner builder, without
obtaining the required insurance? *

Yes

Aspects:

A. Enter your address — Click Validate address once you have entered your address

B. Address results — The results will be displayed in this drop-down menu. Select your address from
the results as there may be more than one match. If no results are found, you will be asked to enter
your address manually.

C. Enter address manually — If you can’t find your address in the results list, select Enter address to
manually provide your details.

D. Typer ownership — Select the relevant type of ownership for the property. New sections of the form
will become available accordingly.
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Section: Co-Owner(s) Details

On the Property Details page, if your Type of Ownership is Individual and you have answered Yes to Do you
co-own the property with someone else? You will need to provide the details of all of your co-owners.

Home > Building > Owner Buldar Agplications > New Oanes Bulider Application

Co-owner(s) detils =3

Apglicant detals

ApplicanLIetey Please nclude the details of all other current owners who are listed on the Certificate of Title/Register
Property datalls whare tha work Search Staiement

Wil %3 placn &
4 ¥ & co-owner has nad @ change of nams snoe the Centificale of TRERSS was produced, peass provide he relevant supporing

Co-owner|s) detais documentation (maniage certificats. changs of name by daed poll)
- 3 (1) Co-omnen 1
D A A co.ownar autharisation slatament is requirad for aach co-owner, stating they autharise the Applicant o carry cul tha projact that ths
. l 2 (2) Coommer 2 & ¥

application relatas 10, Each co-owner naads 1o sgn thai authordsation statement

H0 porties &0 exemples
Daseaption of wark Signatures of the co-ownars must be dated within 26 days of 91 date of tha applcason

Confrmator To add the datalls of mors than one co-ownar, click the + icon at the bottom of the pege  Tha maximum you can add is 10

Title First name * Middle name Family name *
Date of birth Email address *

=
Phone number * Mobike number

Residential address

Enter a (full or partial) address and Validate
= Address

Austrdia

Postal address

Enter a (full or partial) address and Vahdate ~

Validste addreas

Please attach co-owner written authorisation * @

Upload Naw

You must ensure tha name you have entified the co-owner with maiches thesr name on the certificate of
fitle
Has their name changed?

Yas

No

Has this co-owner camied out domestic building work as an owner-builder (on different land than noted in
this application} In the past five years? -

(ie. Praviously obiained a cectificate of corsent and &1 ovmer-bullder bulding permit)?
Not= the five year limeframe commences from issue date of the bulding permil, nat the issue date of the cetdicate of cansent

Yes

No
8-

Aspects:

A.

B.

Address section — Use the address validation tool in the same way as from the Property Details
page

Address not in Australia — If your co-owner resides overseas, select this option to manually add an
international address

Add more than one — To add the details of another co-owner, click the @ icon.
Co-Owners — Multiple co-owners will appear in the side navigation menu.

BPC
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Section: Company Ownership

On the Property Details page, if your Type of Ownership is Company you will need to provide the details of all
of your company and co-directors (if any).

Home > Buildng > Owner Builder Applications > New Ovmer Builder Application

e Company ownership |
pphicant delais

Applicant hiclory

Are you a director of this company? * Are you the sole director of the company?
Property datails where the work
wil taka place » Yes Yes
Company ownership No % No

3rd parties and exemptions

Attach an ASIC Company Statement that s

address of the company's registered office According to your answers, different

questions or advisory text will appear. The
Upload New

form will guide you as you progress.
Do you have written authorisation from the o

Yes
No

Attach written authority of the body corporate to the application and the carrying out of the work signed by all
of the directors  This musl be signed within 28 days of the application submission date *

Upload New

ABN ° Validate

\alidate

Co-Director details

To add the details of more than one co-dirsctor. dlick the + icon at the bottom of the section. The maximum you can add is 10

a = Director 1

Title First name ~ Middle name Family name *

Has this co-director carried out domestic building work as an owner-builder (on different land than
noted in this application) in the past five years? *

(1.2. Praviously oblainzd a cedificate of consent and an owner-builder building parmit )
Note: the five year timeframe commences from issue data of the bullding permit. nat the issue date of the certificata of consent

Ves
No

ool

Aspects:

A. ABN — For a company you must validate your ABN. Enter the ABN and click Validate. The system will
check with the Australian Business Register and confirm the Organisation name belonging to that
ABN and the CAN (if any).

B. If the company has do-directors, you must provide their details here. To add more than one, click
the @ icon
C. If you accidentally added one to many co-director sections to the form, select the check box next to

the Director then click the @ icon

BPC

Building and
Page 6 of 12 PRS-HAN-010 V3.0 [ ] |zumsine

Commission



Section: Trust Ownership

On the Property Details page, if your Type of Ownership is Trust you will need to provide the details of all of
your Trust and co-trustees (if any).

Home = Buildng = Owner Builder Apphications = New Owner Builder Application

Trust ownership =3 £

Appllcant deszic

Aoplicant history . ) ) v
N . _ Areyoua beneficiary of the trust that the property is subject to? ©_ Are you the sole beneficiary of the trust? *
Progerty datss: where he work

will take place » Yes Yes

Trust ownership No @ No

Jrd parties and exemption:

Afttach a certified copy of the trust name of

(U RUERENEREEBISEE  According to your answers, different ore the date
of this application. *
questions or advisory text will appear. The

Upload New - =
form will guide you as you progress.

Do you have the written authonsaflon © OSTEe| o1 :
beneficiary of the trust 1o make the application and camry out the work? *
Yes
No

Name of Trust

Nole: if your trustee is & company and not an ididual a'so inglude company trusiee name here - &g ABC Trust ABC Ply Lid

Nature of business of Trust (If any)

Trustee(s) details
To add the details of more than one co-trustees, click the + icon at the bottom of the saction. The maximum you can addis 10

Title First name * Middle name Family name ~

Has this co-trustee carried out domestic building work as an owner-builder (on different land than
noted in this application) in the past five years? *

(i & Previously cbtained a centificate of consant and an owner-builder building permit )
Naots. the five year timeframs commences from issue date of the buikiing permit, not the issus date of the cerfificate of consenl

Yes

No

oo @

A. If the trust has co-trustees, you must provide their details here. To add more than one, click the

@ icon.

B. If you have accidentally added one too many co-trustee sections to the form, select the check box next to

Aspects:

the Trustee then click the @ icon.
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Section: Third Parties and Exemptions

The third parties and exemptions page is the final check for any history by you or someone associated with
the application who has carried out domestic building work as Owner Builder in the past five years.

Home > Building > Ovmer Builder Applications > New Owner Builder Application

oo 3rd parties and exemptions

Applicant details

Have you co-owned |land with a person who is not part of this application (different land than noted in this
Preperty detaiis where the work application)? *
will take place
Yes

No

| Jid parties and exemptions
Description of work

Confrmation

If you have answered Yes to this or any previous similar questions you have the opportunity to apply for an
exemption.

If not, you will be able to continue immediately.

Building and
r Plumbing
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Section: Description of Work

The Description of work page requires you to describe the type of work you are looking to complete as an

owner-builder.

Some answers may require you to provide copies of supporting documentation such as a floor plan or
accreditation papers for a bushfire shelter.

Home > Building > Owner Builder Applications > New Owner Builder Application

Introduction
Applicant details
Applicant history

Property details where the work
will take place

Co-owner(s) details

= (1) Co-owner 1

3rd parties and exemptions
‘ Description of work

Confirmation

Aspects:

Description of work

Is the proposed building work on vacant land? *
O Yes
@ No

Which best describes the work you intend to undertake? *
() Construction of new single dwelling (not relocatable home)

[ Construction of a Small Second Dwelling per part 5 of the Building Regulations 2018

] Conversion of an existing building into a home

I <

Completion of works to a new single dwelling

Building works to an existing home

Existing Homes

Building Works to an Existing Home

These projects relate to a single dwelling. Select as many combinations as apply.

Existing home @ Verandah

[0 Extension of () Construction of
[ Renovation of [ Extension of
() Alteration of

Deck Al fresco

() Construction of () Construction of
[ Extension of () Extension of
Balcony

() Construction of
() Extension of

I 2 1 N

According to your answers,
different questions or advisory
text will appear. The form will
guide you as you progress.

Non-habitable structures related to a single dwelling and/or Dependent Persons Unit or Bungalow or Studio

A. Description of work tabs — Depending on your answer to which best describes the work you intend
to undertake, you will be presented with tabs, where you can select specific types of work structures
that are a part of your planned works.

Page 9 of 12
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Section: Confirmation

When you are ready to submit your application, click Proceed. If any mandatory questions have been missed
or some validation has not been met, you will be advised.

Home > Bullding > Cvmer Bullder Applications > New Ovwnar Builder Application

Confirmation

Purpose of project: *

Intieduction
Apphican detalls

Appllcant history

Propary detais whers tha waec
yil 1z place | will continue to live in this homa upon complation of this project
3rd partt peons | ntend to five in this home upon complation of the project
Descriptl Intend to rent this home upon completion of the project
l Confi . |int2nd to s&ll this homs upon camplation of the project
Thin s & recquired fukd
| warrant to the Victorian Building Authority that the following statements are true and correct: *
@ | am the person who is registered as propristor of the land to which this application ralates.
oR
Where & hady corporate is or Is entitled to be the registered proprietar of tha land to which this application ralates, | am a director of the
body carporate and the body corporste has in writing suthorised me to make the application and carry out the vork
OR
Whara tha land [0 which this application relates is subject 1o a trest, | am a benaficiary of tha trust and the trustaes of tha trust have each
in wriling authorised me to make the apglication and carry out the work
@ |am the applicant named in this application and the persan who undertook and successfully complatad the Owner-builder el eaming
assessment
# | have reviewsd all of the information entered in this application and confirm that & is accurate, frus and correct
| am aware that it Is an affence under Saction 246 of the Building Act 1993 to knowingly make a false or misl=ading statement
Payment Terms and Conditions
1. Al application fees are non-refundable, regardiess of the outcoms of the application
2. Payment can be made by credit card and debit card
3. Plaase ensure your application is complate with all relevant supporting documents sttached bafore making the payment
4 The VBA will process the application only after it has received succesaful payment of the application fees
If you are ready to pay, please continuz you will be redirected to the payment scraen
IFyou encounter any problems in processing your payment, plegse contact your financial institution, and not the VBA
Froperty detaile whare the work wil taxe place pags contains mwalid answars. Pleases comrect tham before cortinuing
Aspects:

A. Required field — An answer is required here before you can continue.

B. Page contains invalid answers — The final validation will verify the information provided on previous
pages meets the criteria, and will notify you if you need to check something. You can go directly to the
page indicated in the side menu (C).

If everything checks out, your application will be submitted and you will be redirected to a page, where you
can pay your application fee.

%
o
.0

Processing

Please Wait

BPC
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Section: Paying Your Application Fee

After you have submitted the application, you will be required to pay the nominated fee.

Home > Bulding > Owner Builder Applications > Pay for Application

Application for an Owner-Builder Certificate of Consent

Application Details

Applicant Adrian Mckinty
Invoice Number INV-
Application Id RS
Application Fee $

GST $0.00

Total $

Payment Details

Use Existing Card

() Use New Card

Name on Card Card Number
Expiry Month Expiry Year cvC
MM
Store Cradit Card for Futura use? u
Pay
Aspects:

A. Card details — enter your credit card details, including the name on the card, the number, the expiry
month and year, and the CCV.

B. Store card — select this option if you wish to store the details of these cards to use again at another
time in the VBA360 Portal. Any card details stored in this way are securely stored by our payment
processing partner bank. No details are kept by, nor are they visible to BPC.
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Payment Receipt

If your payment is processed successfully, you will be presented with confirmation:

Home > Transaction Status
J The transaction was successful

Details
Your invoice number is Your receipt number is A payment of $ was received.

A copy of your receipt will be emailed to your email address. Thank you.

Owner Builder Applications List n Download Receipt n

Aspects:

A. Owner Builder Application list —to return to your Owner Builder Applications page, click this button.
B. Download receipt — whilst a copy of the receipt will be emailed to you, you can immediately
download a copy using this button.

If for some reason your payment is unsuccessful, the system will advise you and give you the opportunity to
retry your payment. If you are unable to immediately retry payment, a link will be available on your Owner
Builder Applications page to try again later.

Home > Building > Owner Builder Applications

Owner Builder Applications
Submitted Applications Draft Applications

Application ID Last Updated Status
TEMP0000098 14-07-2017 Submitted - Unpaid
Application Summary:

Site Address: 15 EMU RD WOOD VIC 3009
Cost of Work: $453453

This application is yet to be paid
for and will not be processed.
You can retry the payment here

NOTE: It may take a few minutes to process the payment and show the status as submitted

First Previous n Next Last

Remember: Applications will not be processed until payment has been received
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