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Guide to applying for a Victorian tobacco licence
This guide helps businesses apply for a tobacco licence in Victoria. It explains what information is needed and how to complete the online form. We recommend reading it before starting your application.
You can apply for a Victorian tobacco licence online using the Service Victoria website - service.vic.gov.au/tobacco
This guide provides general information only. If you’re unsure about anything, you should get independent legal or professional advice.
Before you start an application
· The Applicant is the person or business that will hold the licence. This might not be the same person who fills out the application form. The type of Applicant you select on the form must be correct and match the legal structure of the business. You can check the legal structure of your business on the Australian Business Register website.
· [bookmark: _Int_lbaluPcq]A Primary Contact Person can fill out most of the form on behalf of a business but only a natural person, partner, director or executive committee member Applicant can review and submit the application. See ‘Applicant’ section of this guide.
· If you are a natural person, partner, director or executive committee member but didn’t start the licence application, you’ll get an email asking for your personal information and documents. You might also be asked to review the application before it’s submitted. 
· You must submit your application within 3 months of starting it or the draft will be deleted.
· Unless you’re a sole trader, you probably won’t be able to submit an application the same day you start it. This is because all partners, directors or executive committee members need to share personal documents and information to support the application. 
· Applying doesn’t guarantee you’ll get a licence.
· If you’re not sure how to complete the form or what information to include, you should get independent legal or professional advice. 
· Tobacco Licensing Victoria may contact you for more information during the assessment process.
· Make sure your application is true and complete. If you leave out requested information, your application could be delayed or refused. Making a false or misleading statement in your application is an offence and may lead to a fine.
· If you’re sharing someone else’s personal information, make sure you have their consent.
· The online form changes depending on your role in the business and your business structure. If you can’t see a section listed in this guide, it may not apply to you or someone else may have already shared that information.
Further information
If you have questions about the application process after reading this guide, you should visit the Tobacco Licensing Victoria website. The website has:
· resources and information about applying for a licence 
· a list of what documentation needs to be provided
· information about Tobacco Licensing Victoria
· details of license holder obligations.
If you can’t find the information you need, you can email Tobacco Licensing Victoria at contacttobacco@justice.vic.gov.au 
Or call 1300 194 739 from 9am to 5pm on weekdays (except public holidays)
Completing the application form
The following pages summarise what each section of the online application form asks for and anything you should pay careful attention to. We suggest referring to this guide while you complete your application form.

	[bookmark: _Applicant][bookmark: Applicant]Applicant
This section can be completed by an Applicant (who may be a natural person, partner, director or executive committee member), or by a Primary Contact Person (another person representing the Applicant).

	Applicant details
[bookmark: _Int_WJqtJmXD]You’ll need to give information about the Applicant (body corporate, natural person or partnership) applying for the licence including business structure, ABN or ACN numbers.
It is important to know the type of Applicant before you start as the form asks for different information for different business types.
Please read the guidance in the form carefully before completing this section.
The Applicant is the person or business that will hold the licence. This might not be the same person who fills out the application form. The type of Applicant you select on the form must be correct and match the legal structure of the business. You can check the legal structure of your business on the Australian Business Register website.
There are 3 Applicant types:
· Body corporate – A company, incorporated association, or co-operative. An applicant is likely to be a body corporate (company) if it has a sole director or a name ending in 'Pty Ltd'. A registered company has an Australian Company Number (ACN).
· Natural person – An individual or sole trader. One person who owns and runs the business.
· Partnership – Two or more people who own and run the business together. Also known as a general, limited, family or other partnership. These people may share ownership and decision-making. They may or may not have a partnership agreement.
If you don’t know what type of Applicant you are, you can check our website for more information, use the ABN look up, or get independent professional or legal advice.
If you’re helping with the application but are not the Applicant who will hold the licence, you should list yourself as a Primary Contact Person instead.

	Primary contact person (if needed, having one is optional)
This step is optional.
You can choose someone else (like a lawyer or licensing manager) to help fill out the application form. This is called a Primary Contact Person. 
Primary contacts must:
· know detailed information about the business and its history
· have permission to start the application
· have access to all the information outlined in this guide. 
An Applicant and a Primary Contact Person cannot be the same person, so don’t add yourself twice.



	[bookmark: Businessinfo]Business information (body corporate ONLY)
This section is only for body corporate applicants. If you’re applying as a natural person (sole trader) or partnership, you won’t see this part.
This section can be completed by an Applicant (who may be a natural person, partner, director or executive committee member), or by a Primary Contact Person (another person representing the applicant).

	Associates
You’ll need to give contact details of any Associates of the business who are NOT directors or executive committee members. Directors or executive committee members should be entered in the ‘Key business personnel’ section.
Please read the instructions in the form carefully and make sure you understand who you need to declare. 
You should get legal or business advice if you’re unsure.

	Business history
You’ll need to tell us about the history of the business including:
· any criminal matters or pending charges
· history of insolvency
· tobacco licence history or tobacco offences in other Australian states or territories. 
If the business has anything to declare, you must include dates and details. It’s a good idea to get this information before you start.

	Uploads
You’ll need to upload documents based on the type of business. These may include:
· [bookmark: _Int_tsuIrGc9]A current and historical company extract from the Australian Securities and Investments Commission (ASIC) that is less than 90 days old.
· A Certificate of Incorporation (if your business is incorporated).
· A Trust Deed (if your business will operate under a trust).


	[bookmark: KBP]Key business personnel
This section can be completed by an Applicant (who may be a natural person, partner, director or executive committee member), or by a Primary Contact Person (another person representing the applicant).

	Key business personnel
You’ll need to give the names and contact details of all partners, directors or executive committee members (if any). 
Applying as a natural person:
· If a natural person Applicant started the application, they don’t need to enter their own details again.
· If a Primary Contact Person started the application, they need to add the Applicant’s details here. 
Other people associated with the business who are not partners, directors or executive committee members should be declared in the ‘Associates’ section of the application form.
It’s a good idea to do this part of the form early so people have more time to provide their personal information and documents.
Everyone listed in this section will get an email from Service Victoria asking for their personal information and documents. 
Everyone listed in this section need to share documents including ID and a recent National Police Check from Service Victoria. See ‘National Police Check’ in this guide.



	[bookmark: Premises]Premises
This section can be completed by an Applicant (who may be a natural person, partner, director or executive committee member), or by a Primary Contact Person (another person representing the applicant).

	Premises and licence details
There are 2 types of tobacco licence:
· Retail licence: For selling tobacco to the public, including online or from vending machines.
· Wholesale licence: For selling tobacco to another retail or wholesale business.
A business that does both types of sales needs both licenses.
You’ll need to select the licence type you need for each business location (premises).
Provide the address and requested details for each location needing a tobacco licence. You can add as many locations as you need. 
Each premises and licence type will have a separate licence number and you’ll need to pay a separate application fee for each one. You can pay these fees in bulk if you’re a business with multiple locations. 
If you rent or lease the premises, you must provide the landlord’s contact details. This must be a person who can be contacted to verify the tenancy arrangement.





	[bookmark: PersonalDocuments]Personal documents
Each natural person, partner, director or executive committee member must complete this part separately.
If they started the application in Service Victoria, this information will be asked for with all other business information.
If a Primary Contact Person or other Applicant started the application, each natural person, partner, director or executive committee member will get an email with a link to fill out this section. 
The information in this section is private and won’t be shared with others doing the form. 

	Personal information
You’ll need to give personal information such as:
· any former names
· date of birth
· address
· contact information 
· Director ID (if they have one).

	Identity verification
You can’t see this step until the ‘Personal information’ section is complete.
You’ll need to prove who you are by using Service Victoria’s identity verification system. 
To do this you need:
· two identity documents, one must have a photo
· a camera phone to take a photo of your documents and a video of your face
· an Australian or New Zealand mobile phone number, if you’re using a computer to apply. 
You can watch a short video from Service Victoria on how to complete an identity verification check. 
[bookmark: _Int_ghRLB6ES]If we can’t verify your identity online, you’ll need to submit a separate form called “Verification of identity documents for a tobacco licence” which you can find on the Tobacco Licensing Victoria website. This may delay the application.

	[bookmark: _National_Police_Check]National Police Check
You must upload a National Police Check from Service Victoria. 
· Choose the ‘Tobacco Licence’ option under check purpose. 
· The check must be less than 90 days old. 
· No fingerprints are needed.
You can follow the link in the application form to apply for a National Police Check, but this will delay the application as you must upload a copy of the check before the form can be submitted.
Each person must upload their own National Police Check to keep their information private.
Can’t apply through Service Victoria?
· If you live in Australia but are missing identity documents, you can apply to Victoria Police by post. Under ‘Section E: Purpose of Check’, choose the ‘Tobacco Licence’ option. 
· If you live overseas, you must apply to the Australian Federal Police for a Police Check and choose ‘Code 40 - Other purposes’. 

	Personal history
[bookmark: _Int_ZnPMkJcB]You’ll need to share any criminal proceedings, financial and professional history, bankruptcy and their history of holding a tobacco licence. 
[bookmark: _Int_Qjp4Xsik]If you have any criminal offences, infringements, bankruptcies or other matters to declare, you must provide dates and details.  
Be honest, making false declarations is an offence.

	Declaration of associates
[bookmark: _Int_kyf1rDCm]You’ll need to list names and contact details of any close relatives connected to the business and any personal Associates with significant influence over the business.
Please read the instructions in the form carefully. You should get legal or business advice if you’re unsure.
You don’t need to list any business partners, directors or executive committee members again (if you have any) - they’re already included.

	[bookmark: Submitting]Submitting the application
Only an Applicant (who may be a natural person, partner, director or executive committee member) can do this step.
The Applicant must review, sign and submit the application, even if a Primary Contact Person helped with the form.

	Review and submit
This step cannot be completed by a Primary Contact Person. If used, a Primary Contact Person must nominate an Applicant to send the form to for signing.
In this section an Applicant will sign their name in a box. Signing this form means you:
· have reviewed the application
· checked that all details are correct. 
You should check that you’ve given as much information as possible for each question. The application may be delayed or refused if there isn’t enough information.
You must make sure the information in the application is true. Including false information in your application is an offence.
You won’t be able to see other people’s personal documents, only whether those people have done their part of the application. 

	Make a payment
You can pay the licence application fee using Visa, Mastercard or BPAY. 
If you want to pay by Visa or Mastercard, you must give the card details when submitting the application. 
If you want to pay using BPAY, you can do this later but the application won’t be assessed until you pay. 
Make sure the application is correct before paying - you may need to pay a variation fee to fix mistakes later. 
Licence application fees are not refunded if a license application is refused.
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