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Applications for replacement certificates of title: new proof of identity
requirements

From Monday 12 March 2007 legal practitioners and licensed conveyancers preparing an
Application for Replacement Certificate of Title on behalf of clients will be required to
collect documentary evidence verifying the identity of the applicant(s) and lodge that
evidence with the application. Other evidence already required in any application for a
replacement certificate of title, such as rates notices and statutory declarations setting out
the circumstances of the loss, theft or damage must also be lodged with the application.

The new procedures are part of an ongoing program by LPI to maintain security of title in
response to the increasing incidence of identity theft and related fraud.

New proof of identity requirements

The table on page 2 shows what identity verification documents are required. One
document from each category must be supplied, except in the case of New Zealand
nationals, who must provide a total of three documents from categories 2 and 3. The
same document cannot be used to satisfy the requirements of more than one category.
For example a personal reference cannot be used to meet the requirements of both
categories 2 and 3.

Personal References must be in the form of a statutory declaration provided by an
Australian citizen certifying that they have known the person being referenced for at least
12 months. Personal References must be in an approved form (form 10 - 1210) and be
supported by other documentation (excluding a personal reference) that identifies the
referee as an Australian citizen.

Practitioners should sight original documents produced by their clients, then obtain and
certify copies of those documents for lodgment. The evidentiary documents lodged with
applications will be validated with the appropriate authorities. Copies of these documents
will be retained by LPI, but will not be placed on the public record or made available for
public inspection.




Proof of Identity documents accepted by LPI

Australian New Zealand Foreign Nationals
Citizens Nationals
Category 1 e Standard birth e Not applicable | e Current entry
certificate visa
¢ Citizenship o Current
certificate resident visa
Category 2 e Current e Current e Currrent
Australian passport passport
passport e Current e Current
e Current Australian Australian
Australian driver’s licence driver’s licence
driver’s licence
e Personal
reference (only
acceptable if
the applicant
does not
possess either
of the above)
Category 3 e Current rate e Personal o Personal
NB: documents in notice reference reference
this category must | ¢  Current bank e Current rate
show the statement notice
applicant’'s current | ¢ Personal
address) reference

The provisions outlined above have been in place since late 2004 for private individuals or
companies acting on their own behalf to make an application for a replacement certificate
of title using Form 12PV-B.

New Form and Instructions for Completion

With the extension of identity verification requirements, Form 12PV-B will be withdrawn
and replaced by a single new Form 12PV which is to be used by any lodging party making
an application for a replacement certificate of title (but note exceptions below). The new
form lists five categories of applicant and requires that one category be selected.
Instructions for completion of the form vary according to the category of applicant.
Relevant instructions are noted alongside each category. Copies of the new form 12PV
and Instructions for Completion 12PV-2 are attached.

Practitioners should note that provision of documents proving the identity of clients is not
required for every applicant category. When the applicant is a legal practitioner, licensed
conveyancer, trustee institution, or lending institution having had custody of the certificate
of title at the time that it was mislaid, destroyed, stolen, damaged or defaced, then proof of
identity of the person representing the applicant is not required.
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Exceptions

Form 12PV should not be used in the following cases. Request Form 11R should be used

instead to apply for:

e Creation of a consolidated title

Creation of separate titles for parcels in an Auto Consol folio

Creation of share titles

Creation of titles for leasehold estates, life estates or estates in remainder

Creation of certificates of title that have not been issued despite the existence of a

folio of the register

Creation of a certificate of title by Court Order under s138 of the Real Property Act

e Issue of a certificate of title with enhanced security features to replace a current
computerised edition issued before January 2004

o Issue of a certificate of title to replace a certificate lost between settlement and
lodgment

e Issue of a certificate of title to replace a certificate mailed to a lodging party by LPI but
not received within three months.

Proof of identity and other evidence required for the forms of request listed above vary
according to circumstances. Practitioners should seek detailed advice from LPI as the
need arises.

Replacement of damaged or defaced Certificates of Title

From 1 March 2007, Request Form 11R should no longer be used to apply for a
replacement when a certificate of title has been damaged or defaced. In such
circumstances, Form 12PV must be used, and the damaged or defaced certificate of title
lodged with the application.

Further Information
Inquiries can be directed to John Fitzgerald, Document Registration Services by
telephone on 9228 6986 or by email to john.fitzgerald@lands.nsw.gov.au.

An updated fact sheet ‘Application for a replacement certificate of title’ will be published
soon on the Lands website www.lands.nsw.gov.au. Practitioners may wish to provide
copies of this fact sheet to clients to explain why they are required to produce evidence of
their identity.

Des Mooney
Deputy Director General, Department of Lands and
General Manager, Land and Property Information
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(A)

(B)

©

(D)

(E)

F

©

Form: 12PV APPLICATION Leave this space clear. Affix additional
Licence: 98M111 FOR REPLACEMENT pages to the top left-hand corner.

Edition: 0612 CERTIFICATE OF TITLE

New South Wales
s111 Real Property Act 1900

PRIVACY NOTE: Section 31B of the Real Property Act 1900 (RP Act) authorises the Registrar General to collect the information required
by this form for the establishment and maintenance of the Real Property Act Register. Section 96B RP Act requires that
the Register is made available to any person for search upon payment of a fee, if any.

CERTIFICATEOF || nsert the number only
TITLE
LODGED BY Document | Name, Address or DX, Telephone, and LLPN if any CODE
Collection
Box
Reference (optional): P V
REGISTERED Insert the names of all the registered proprietors
PROPRIETOR
APPLICANT

The certificate of title referred to above has been [tick one] —

O midaid

[ destroyed

[ stolen

] damaged or defaced

The applicant is[tick one]—

a private person who is aregistered proprietor of the land in the certificate of title (seeinstructions 1-9, 11-13, 16-21)

a corporation which isaregistered proprietor of the land in the certificate of title (seeinstructions 1-10, 13, 16-21)

alending institution having aregistered 1% mortgage over the land in the certificate of title (seeinstructions 1-8, 14, 16-17, 19-21)

alending institution not having a registered 1% mortgage over the land in the certificate of title / a trustee institution / a legal
practitioner / alicensed conveyancer having had custody of the certificate of title at the time it was mislaid, destroyed, stolen
damaged or defaced (seeinstructions 1-8, 15, 16-21)

L OtNEr [ SOOIy . oo

OoOood

The applicant hereby consents to the Department of Lands, Land and Property Information Division (LPI), contacting the relevant
authorities to validate any supporting evidence lodged with this application and applies for replacement of the certificate of title
referred to above.

DATE ... [ [
dd mm yyyy
| certify that the applicant, with whom | am personally acquainted or asto Certified correct for the purposes of the Real
whose identity | am otherwise satisfied, signed this application in my presence. Property Act 1900 by the applicant.
Signature of witness: Signature of applicant:

Name of witness:
Address of witness:

Daytime telephone number of witness: *

PLEASE NOTE: Failure to comply with any relevant instruction contained in Application for Replacement Certificate Title:
Instructions for Completion (12PV-2), available from LPI, will lead to rejection of this application.

WARNING! SEVERE PENALTIES MAY BE IMPOSED FOR LODGING A FALSE APPLICATION.
All handwriting must be in block capitals.
*  Thewitness may be contacted by LPI to verify the signing.
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Department of Lands, Land and Property Information Division (LPI) 12PV-2 (0612)

Application for a Replacement Certificate of Title, form 12PV:
Instructions for Completion

GENERAL INSTRUCTIONS

1.

For the purposes of these instructions, a “private person” is a natural person (i.e. not a corporation) who is not the holder
of a document collection box at LPI.

For current fees call LPI or visit the Department of Lands website (see instruction 21 below).

A replacement certificate of title will not be issued until LPI fully investigates the application. If LPI considers the
evidence furnished insufficient to support the application it will exercise its discretionary power under section 111(2) of the
Real Property Act 1900 to require the applicant to provide further evidence, and this may delay the issue of a replacement
certificate of title.

INSTRUCTIONS FOR COMPLETING THE APPLICATION FORM

Complete the form in dense black or dark blue ink. If handwriting, use block capitals only.
Do not use an eraser or correction fluid to make alterations: rule through rejected material and initial the left-hand margin.

If the space provided at any point is insufficient, insert “See Annexure” at that point and include the required material on
white A4 paper at least 80gsm (ordinary copier paper satisfies these requirements) using one side only. Insert a heading
beginning “Annexure to ...” and specifying the type of form, the date and the parties to the transaction. Identify the
material included, where possible by referring to the relevant marginal heading on the form. In the case of signatures
which could not be fitted in the space provided, reproduce the text and layout used on the form. Number all pages in
sequence with the form using the format “Page ... of ...”, the number to be placed at the foot of the form in the centre.
The first and last pages must be signed by the parties and any witness. Securely attach the additional pages to the upper
left-hand corner of the form: a Nalclip is preferred; stapling should be avoided.

Insert the total number of pages, including any additional pages (see instruction 6 above), in the space provided at the
foot of the form.

The following instructions relate to the marginal letters on the form.
(A) Certificate of title
Insert the identifier or Volume and Folio number of the certificate of title for which a replacement is required.

More than one certificate of title may be included in the application provided that all the certificates of title:
i show the same registered proprietors; and
ii.  were lost, destroyed, stolen, damaged or defaced in the same circumstances.

(B) Lodged by
This section must be completed by the person or firm lodging the form at LPI (“the lodging party”). If the lodging
party does not have a LPI document collection box, leave the relevant panel blank. If the lodging party has a Listed
Lodging Party Number (“LLPN”) insert it as the first item of the first line in the relevant panel; use the following
format: “LLPN: 123456. Provision of a reference is optional.

(C) Registered Proprietor

Insert the full names of all the registered proprietors appearing on the certificate of title. Address and occupation
are not required. In the case of a private company, include the ACN or ARBN. If the name of a registered
proprietor has changed since the certificate of title was issued, refer to instruction 9(c)i below.

(D) Applicant

Insert the full name. Address and occupation are not required. In the case of a private company, include the ACN
or ARBN.

The applicant may be—

e aregistered proprietor shown on the certificate of title,

¢ a lending institution holding a registered first mortgage over the land in the certificate of title, or

e aparty who had custody of the certificate of title at the time of it was lost, stolen, destroyed, damaged or defaced.

See instruction 8(F) below and letter (F) on the form.
(E) Mislaid, destroyed, stolen, damaged, or defaced
Tick one only.
(F) The applicantis ...
Tick one only. If “other” is selected, fully specify the basis on which the applicant claims to be entitled to apply.

Page 1 of 4



Application for a Replacement Certificate of Title: 12PV-2 (0612)

(G) Execution

The completed form must be executed by or on behalf of the applicant. Any witness must be an adult who knows
the person executing and is not an applicant. Where the form is executed:

By an individual on his/her own behalf The signature must be witnessed.

By an attorney The power of attorney must be registered at LPI. In addition to the attorney’s signature, a
statement in the following format must be added: “John Smith by his attorney Jane Smith pursuant to power of
attorney Book 1234 No. 567”. The signature must be witnessed. (See also instruction 9(c)v below).

Under authority Disclose the nature of the authority. The signature must be witnessed.

By a solicitor, licensed conveyancer or barrister on behalf of the applicant ~ Add the signatory’s full name and
capacity in block capitals. It is not necessary for the signature to be witnessed.

By a corporation The form of execution must include reference to the power or authority relied on by the
signatories. Where an authorised officer signs, the signature must be witnessed.

ADDITIONAL DOCUMENTATION WHICH MUST ACCOMPANY THE APPLICATION
< except in the cases referred to in instructions 14-15 below)

Evidence relating to the loss or destruction of the certificate of title

9.  The following evidence must accompany the application when lodged at LPI:

(2)

(b)

(©)

Current Local Council rate notice for the land in the certificate of title
A copy certified by a prescribed functionary (see instruction 17 below) to be a true copy is also acceptable.

If the address for service of notice shown on the rate notice has changed since the rate notice was issued, refer to
instruction 9(b)ix below.

Statutory declaration by all the registered proprietors
The statutory declaration must:

i. give all the relevant facts in as much detail as possible; simply stating that the certificate of title “is lost” or
“cannot be found” is insufficient;

ii.  trace the chain of custody of the certificate of title from the time it last left LPI after registration of a
transaction (e.g. a discharge of mortgage) to the last person known to have had possession of it;

iii.  fully describe the circumstances of the loss of the certificate of title;

iv. in the case of theft, specify the police station at which the theft was reported and the “event number”
assigned to the matter by the police;

v.  state that the certificate of title is not held by any person or corporation as security for a loan or for any other purpose;
vi.  state that no registered proprietor has been bankrupt or insolvent;

vii. state that no registered proprietor’s estate has been assigned for the benefit of creditors; and

viii. state that the land in the rate notice is identical with the land in the certificate of title.

ix. give the applicant’s current address if the address for service of notice shown on the rate notice lodged as
evidence with the application has changed (see instruction 20(b) below).

Additional evidence required in the circumstances specified

Where—

i The name of a registered proprietor has changed since the issue of the certificate of title or of any document
to be lodged with the application as evidence or as proof of identity (see instructions 9—13):
The applicant must do one of the following—
either lodge with the application a completed change of name (form 10CN) and notice of sale: in that case,
an additional lodgment fee will be charged and the replacement certificate of title will be issued in the new
name;
or lodge with the application a statutory declaration setting out the circumstances of the change of name: in
that case, no additional lodgment fee will be charged and the replacement certificate of title will not be issued
in the new name.

il.  The last person known to have had possession of the certificate of title is someone other than a registered proprietor:
A statutory declaration by that person giving full details of how it came into that person’s possession and
how it was lost or damaged; and, in the case of loss, what steps have been taken to locate it.

iii.  The certificate of title is thought to have been lost in the post or at a Document Exchange:
A written reply to enquiries directed to the relevant organisation, and the result of searches conducted.
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Application for a Replacement Certificate of Title: 12PV-2 (0612)

iv.  The certificate of title has been destroyed in a fire:
The Fire Brigade’s report of the fire.

v.  The applicant’s attorney has signed the application:
The original power of attorney document.
Company as applicant
10. In addition, where the applicant is a company—

(a) An Australian Securities and Investment Commission search certificate less than 28 days old showing the
company’s current registered address must be provided; and

(b) The authorised officer who makes the required statutory declarations on behalf of the company must provide proof
of identity in the form of a driver’s licence or a passport.

Proof of the applicant’s identity

11. Documents required

Where the applicant is an Australian citizen or a foreign national, documentary proof of identity from each of categories 1-3
below must be provided. Where the applicant is a New Zealand national, a total of three documents from categories 2 and 3
must be provided. Note: The same document may not be used in more than one category; for example, a personal reference
used to satisfy the requirement for a category 2 document may not also be used to satisfy the requirement for a category 3 document.

Australian Citizens New Zealand Foreign Nationals
Nationals
Category 1 e Standard birth certificate Not applicable e Current entry visa
¢ Citizenship certificate e Current resident
visa
Category 2 o Current Australian passport e Current Passport | e Current passport
e Current Australian driver’s licence e Current Australian |e Current Australian
driver’s licence driver’s licence

o Personal reference (only acceptable if the
applicant does not possess either of the above)

Category 3 e Current rate notice e Personal reference | Personal reference
(NB: the document e C
urrent bank statement ;
from this category o Current rate notice
must show the o Personal reference
applicant’s current
address)

12.  Where a personal reference is proffered
Any personal reference provided as proof of identity must be:

(a) on form 10-1210 Personal Reference included with this kit and also available from the Department of Lands
website; or

(b) drawn in the same terms as form 10-1210 and be formatted in a similar way; and
(c) given by an Australian citizen; and
(d) given as a statutory declaration; and

(e) accompanied by evidence of the referee’s identity consisting of one item from each of categories 1, 2 and 3
referred to in instruction 11 above, excluding a personal preference.

Proof of lodging party’s identity

13. Any private person (see instruction 1 above) lodging the application at LPI on behalf of the applicant must provide
identification in the form of a driver’s licence or a passport.

ADDITIONAL DOCUMENTATION WHICH MUST ACCOMPANY THE APPLICATION
where the applicant is a lending institution holding a registered 15t mortgage over the land in the certificate of title

14. The applicant must provide a statutory declaration by an authorised officer giving details of the loss, destruction or
damaging of the certificate of title and, in the case of loss, the steps taken to locate it.
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Application for a Replacement Certificate of Title: 12PV-2 (0612)

15.

where the applicant is a lending institution (other than one referred to in instruction 14), trustee institution, solicitor or licensed
conveyancer having had custody of the certificate of title at the time it was mislaid, destroyed, stolen, damaged or defaced.

The following must be provided:

(a) A statutory declaration made on behalf of the lending institution by a solicitor or authorised officer who has the
requisite knowledge giving details of the loss, destruction or damaging of the certificate of title and, in the case of
loss, the steps taken to locate it;

(b) A statutory declaration by the registered proprietor(s) confirming that the certificate of title was held by the
applicant; and

(c) A current Local Council rate notice for the land in the certificate of title (see instruction 9(a) above).

GENERAL MATTERS RELATING TO ADDITIONAL DOCUMENTATION

16.

17.

18.

Every statutory declaration lodged with the application must be witnessed by a prescribed functionary before lodgment
at LPIL. In New South Wales the prescribed functionaries are:

a practising solicitor,

a justice of the peace,

a notary public,

a commissioner of the court for taking affidavits, or
e a person otherwise authorised to administer an oath.

Norte: LPI does not provide the services of a prescribed functionary.

Every copy of an original document lodged with the application as evidence or proof of identity (see instruction 9—15
above) must be certified to be a true copy by a prescribed functionary (see instruction 16 above) before lodgment at LPI.

Official documents lodged with the application as evidence or proof of identity, e.g. a birth certificate:
(a) will be validated with the relevant authority;
(b) if an original document, will be photocopied and returned,

(c) if a copy, must be certified to be a true copy by a prescribed functionary (see instruction 16 above).

LODGMENT OF THE APPLICATION

19.

The completed form together with the necessary evidence (see instruction 9—18 above) must be lodged by hand at LPI,
Queens Square, 1 Prince Albert Road, Sydney (adjacent to Hyde Park Barracks). It will not be accepted through the
post.

DELIVERY OF THE REPLACEMENT CERTIFICATE OF TITLE

20.

The replacement certificate of title will be delivered as follows—

(a) Where the lodging party is the holder of a LPl document collection box:
It will be delivered through the lodging party’s document collection box.

(b) Where the lodging party is not the holder of a LPI document collection box and the applicant is a private person:
It will be posted by registered mail to the address for service of notice shown on the rate notice lodged as evidence
with the application (see instruction 9(a) above) or, if that address has changed since the rate notice was issued, to
the address given in the applicant’s statutory declaration (see instruction 9(b)ix above). The person accepting
delivery from Australia Post will be required to sign a receipt.

(c) Where the lodging party is not the holder of a LPI document collection box and the applicant is a corporation:

It will be posted by registered mail to the address shown on the Australian Securities and Investment Commission
search certificate (see instruction 10(a) above).

If you have any questions about this form or privacy matters, please call Department of Lands, Land and Property
Information Division, Client Services on 02 9228 6713 or visit our website at www.lands.nsw.gov.au.
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