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Quick guide—submitting a form for one licence
Steps
1.  Log into the ACMA’s online lodgement system.
2.  You will be directed to the Homepage pictured below.
3.  Select the form you want to submit from the ‘APSubmission Forms’ section.
4.  Instructions page  
5.  Select the Submission Purpose. 
6.  Complete the Application Details
7.  License Details
8.  Enter Station details
9.  Enter Transmitter& Receiver details
10. Legal Declaration
11. Save answers and Submit the application
1. 

Start

1. Log into the ACMA’s online lodgement system.
2. You will be directed to the Homepage pictured below.
3. Select the form you want to submit from the ‘APSubmission Forms’ section.

[image: ]
Click the form you want to submit

4. Once the form has been selected, you will be taken to the ‘Instructions’ page of the form. Here Instructions and Disclosure of Personal Details will be displayed. 
5. Select the Submission Purpose. 
[image: ]
Select I wish to apply new license
Click ‘Next’

6. Complete the Application Details:
Submission Identifier: Customer reference number entered by AP for their reference for the submission

1. Complete the application details, Help text is available with ? icon next to the field.




[image: ]2. Select the Service and Sub service details

[image: ]5. Click to add any supporting document to attach
Click ‘Next’
3. If AP is not a government employee, then please provide insurance details
4. Enter Accredited person ID, First name and Last name 


If you have any supporting documentation to include select “I have Supporting Information”
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5. Click on ADD to add multiple attachments
Click ‘Next’[image: ]
Click on UPLOAD NEW to browse and up load the document

7. License Details:  Enter License details: Enter License details

[image: ]To add Pre-defined special conditions click on ADD then enter special conditions details.
To add Pre-defined advisory notes click on ADD then enter advisory notes
To delete select the pre-defined advisory notes/special conditions then click on DELETE
Enter Call Sign details if applicable


Click ‘Next’

8. Enter Station details:
[image: ]To add special conditions/ advisory notes select the option
Select the type of equipment depending upon the requirement select Transmitter/Receiver or both
Simplex/Duplex
From drop down select Base or Supplementary 
Enter Site ID or Area ID information



9. Enter Transmitter details:
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Click ‘Next’



Enter Receiver details:

[image: ]











10. You will be taken to the legal declaration section. 
[image: ]Select the Legal declaration and click on Next button



11.  Save answers to re-use later and Submit application:
[image: ]Click to SUBMIT 
Navigates to previous page
Name the application
To save answers










Application has been successfully submitted: [image: ]
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Instructions SAVE NEXT>>

Incomplete application forms may delay processing.
Applicant’s details: provide the existing or proposed licensee’s details (not those of an agent).
A separate application form i required for each type of licence sought.

Note that the ACMA does ot issue a licence unless all relevant fees are paid.

‘Some organisations providing safety of lfe service may qualify for a licence fee concession or exemption. For further information, contact the Customer Service Centre at 1300 850 115.

Disclosure of Personal Details.

Information provided by the applicant or authorised representative in a field of this form that is marked with a caret () s required by section 147 of the Radiocommunications Act 1992 to be disclosed to the public by the ACMA i the
Register of Radiocommunications Licences. The ACMA will disclose the contents of the Register by making it available for inspection at any ACMA office and on its website.

Submis:

n Purpose
Please select one of the following options to indicate the purpose of this submission:

@ 1wish to apply for a new licence
O 1wish to vary an existing licence
O Iwish to surrender an existing licence

NEXT>>
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Legal Declaration SAVE <<BACK NEXT>>

declare that the information provided in this application and in accompanying document by me, as the applicant, or as a person authorised by the applicant, is true and correct n every detail and that the equipment to be employed
s of a type accepted by the ACMA for licensing purposes.

NEXT>>
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Your application has been successfully submitted.

Application reference number: ABE11DD4-FAFD-4B6D-8951-0566924DB69A




