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How to note an interested party and obtain CoC?

Step 1. Ensure you are in the ‘My policies’ tab.

Step 2. Under the ‘More actions’ tab select ‘Note Interested Party CoC’.
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How to note an interested party and obtain CoC

Step 4. Once all details have been completed select ‘Continue’.
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Step 3. Complete all fields before you can continue. 

Note: The effective date is the submission date. "From" and "to" dates are for the event. For cases not related to a Lease Agreement or Event, email VMIA at contact@vmia.vic.gov.au for manual approval.
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How to note an interested party and obtain CoC

Step 5. To include any supporting documents (lease agreements, contracts, email requests from interested party etc.) include by clicking ‘+Add new’.
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Step 6. Click ‘Continue’.
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How to note an interested party and obtain CoC

Test name org

Step 7. Once you have read the declaration, tick the bottom box.
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Step 8. Click ‘Finish’.
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How to note an interested party and obtain CoC
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Note: Once submitted, you will see a confirmation submission message and an email will be sent to your inbox. You will then be able to obtain the CoC from the VMIA portal (see next slide). 
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How to note an interested party and obtain CoC
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Step 9. Under the correct policy select ‘Download document’. 

Note: To obtain your CoC ensure you are on the ‘My policies’ tab, in ‘Current’ policy state. 

Step 10. Next to Certificate of currency two options to download the document are available. Select one of the two ‘Download’ or the Acrobat PDF link.
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