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Proof of Identity Verification Checklist
For full details of the Tax Practitioners Board requirements, check TPB – Proof of identity requirements for client verification.
Also refer to ATO – Proof of identity checks for practice administration information.
	BAS Agent Details

	Agent name:
	     

	Business name:
	     

	ABN:
	     

	Registered BAS agent #:
	     


	Verification Process

	Date:
	

	Time:
	

	Meeting type:
	

	People present at meeting:
	


	Client Personal Details
	Verification Document

	Full name:
	
	E.g., VIC driver licence sighted

	Date of birth:
	
	

	Residential address:
	
	E.g., utilities bill 

	Notes:
	


	Client Representative Details
	Verification Document

	Full name:
	
	E.g., VIC drivers licence sighted

	Date of birth:
	
	

	Relationship to client:
	
	

	Business name (if applicable):
	
	

	Business ABN (if applicable):
	
	

	Residential or business address:
	
	

	Authority to act on client’s behalf:
	
	E.g., signed letter of authority.

	Notes:
	


NOTES: 

· Do not keep copies of documents that contain personally identifying information.

· Note the type of identification provided and whether it is original or a certified copy.

· Identifying documents must be clear and legible.

· You must be satisfied the documents prove the identity of the individual.
Acceptable Types of Verification Documents
	Primary photographic identification document

	· A driver licence or permit from Australia or overseas, including a digital driver licence.

· An Australian passport.

· A government proof of age card issued in Australia.

· A foreign passport issued by a foreign government or the United Nations.

· International travel documents issued by a foreign government or the United Nations.

· A national identity card issued by a foreign government or the United Nations.

· An ImmiCard provided by the Department of Home Affairs. 



	Primary non-photographic identification document

	· An Australian birth certificate, birth extract or citizenship certificate.

· A foreign birth certificate or citizenship certificate.

· A government issued concession card, such as a pensioner concession card, a health care card, or a senior’s health care card.



	Secondary identification document

	· A notice from the ATO or other government agency, such as Centrelink, that contains the individual’s name and residential address, issued in the past 12 months.

· A municipal council rates notice or a utilities bill (such as a water, gas or electricity bill) that contains the individual’s name and residential address, issued in the past three months.

· A Medicare card.

· For an individual aged under 18, a letter from a school principal issued in the past three months that details the individual’s name, residential address and when they attended the school, or a student card if available.

· Electoral roll details (checked against www.aec.gov.au).



	Documentation or data that verifies the existence of non-individual clients

	· Extracts issued by the Australian Securities and Investments Commission (ASIC) or other Australian Government body.

· Constituting or governing documentation (for example, trust deed or partnership agreement). 

· Proof of the non-individual client’s business address. 

· Invoices issued/received in the non-individual client’s name.



	Legal document demonstrating the authority of an individual representative to engage a registered tax practitioner on behalf of an individual client



	· Official or legal documents demonstrating parental, guardianship or power of attorney representation, for example: 

· enduring power of attorney or similar document

· birth certificate

· adoption paper

· court order

· letter of authority

· signed doctor’s letter with explanation of circumstances. 



	Legal document demonstrating the authority of an individual representative to engage a registered tax practitioner on behalf of a non-individual client



	· A certificate of incorporation of a company or current company extract from ASIC, identifying the individual as a public officer. 

· A trust deed.

· A partnership agreement. 

· The constitution and/or certificate of incorporation for an incorporated association. 

· The constitution of a registered cooperative.




Note that at the time of publication (July 2021), this information is based on Exposure Draft TPB Practice Note TPB(PN) D45/2021.

