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1 Confirm Main Menu  Confirm Main Menu 
  

A VIC Property Certificate order is a request for information on a property. VIC 
Property Certificate searches are conducted by experienced search agents to ensure 
a timely and thorough response to your request.   

A VIC Property Certificate order is a request for information on a property. VIC 
Property Certificate searches are conducted by experienced search agents to ensure 
a timely and thorough response to your request.   
  

 
 

or from a customised menu:  
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or from the Victorian Lands menu: 
 

 

Date: 08/03/2010  

 



CITEC Confirm ANSTAT VIC Conveyancing
 Client Reference Guide

 
 

Version: 2.1  

Page 6 of 17   

2 Accessing Victorian Property Certificates  Accessing Victorian Property Certificates 
  
a) Select your preferred Delivery Method (DX, Email, Fax or Post) and Delivery Profile 

from the drop down menus. Click Next. 
a) Select your preferred Delivery Method (DX, Email, Fax or Post) and Delivery Profile 

from the drop down menus. Click Next. 

 

Select a valid Delivery Profile from the 
drop down list or use the input fields 
below to manually enter delivery details 
for your order. 
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b) Enter Your Reference, Vendor Details and Property Details (Title and Plan 
Information). Click Next 
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Tip: It is essential that you enter as much information as possible to ensure that you receive 
the result you are looking for. Each additional piece of information you supply helps to 
refine and focus the investigation by the search agent, thus producing better results for 
you. Registered Proprietor details and Volume/Folio numbers are particularly valuable for 
all orders. If you have multiple items to enter, please use the buttons to create extra fields 
to allow entry of all proprietors, vendors and purchasers. If you have any other additional 
information about a property, proprietor or sale that is not covered by the standard search 
fields, please enter that information in the Comments field. 

 
 
 
 
 
 
 
 
 
c) If one property is found the screen displays that the available certificates are being 

loaded for this property. 
 

 
 
 
d) If more than one property is found, a list will be displayed. Select the property address 

and click OK. 
 

 
 
 
 
 
 
 

Date: 08/03/2010  

 



CITEC Confirm ANSTAT VIC Conveyancing
 Client Reference Guide

 
 

Version: 2.1  

Page 9 of 17   

e) Choose the Certificates (See Appendix A for a full list) you wish ordered and click 
$OK$. 

 

 

Check this box so you can 
send a cover sheet to the 
Search Agent which will 
allow them to better track 
your order. 

When selecting a Special 
Meter Reading, enter the 
Reading Date required. 

When selecting a Land 
Tax Certificate, you must 
click the Additional 
Details link to enter name 
and address details, etc. 

Click the Info link next to 
each search to find out any 
extra information (including 
the turnaround times) for 
each certificate. 
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In order to progress your 
order, check the box 
acknowledging that you 
have read and accept 
these warnings. 

Click the Warning link to 
view the relevant details 
for each certificate. 
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 Tip: A list of available certificates for a given property will be displayed based on the search 
criteria you have entered. In the event of a certificate being available from multiple 
authorities, each option will be displayed for your selection.

 
 
 
 
 
 
 
 
  
f) The automatically generated cover sheet can be faxed to the Search Agent. 
 

 

Tip: The search agents conducting your request may require a copy of the Plan and/or Title 
to ensure the accuracy of subsequent searches.  Plan/s and/or title/s can be ordered at 
the same time as you place your property certificate request and a copy of each plan 
and/or title will be sent to you along with your certificates. 
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f) A receipt is displayed with the details of your order. We suggest that you print this 
receipt and save it for your records.  
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3 Retrieving Victorian Property Certificate Orders  Retrieving Victorian Property Certificate Orders 
  
a) To view Victorian Property Certificate orders, select View Property Certificatesa) To view Victorian Property Certificate orders, select View Property Certificates from 

the VIC Land Searches Menu or View Documents hyperlink on the order receipt. 
 

 
 
 
b) Enter the Order Number, or Date Ordered and click Next.  Alternatively use the 

Last 50 Documents button to get a quick view. 
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c) A list of ordered Certificates and Documents are displayed. Check the ones you 

wish to view and click Next.   
 

 
 
 

d) Click the Display Result link to view the Certificate or Document. 
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4 Appendix A – Available Certificates 
 

Copy of Plan 
This search will return either an Imaged Plan or a Title Diagram for the land parcel you 
have specified. 
 
Planning Certificate 
All Planning Certificates include zoning, overlay controls, abuttal information and other 
planning scheme information. 
 
Premium Planning Certificate 
Premium Planning Certificates include the information from a standard Planning 
Certificate and: 

• Additional Planning Scheme Proposed Amendment information  
• Specific Site and Specific Area Provisions from the text of the Planning 

Scheme 
• Any inclusions from the Victorian Heritage Register, the National Trust of 

Australia (Victoria) Register or the Register of the National Estate 
 

Roads Certificate 
Roads Certificates describe Vicroads approved proposals affecting the subject land.  
 
Land Tax Certificate 
A Section 97 Land Tax Certificate from the State Revenue Office identifies any 
outstanding land tax on the subject property. 
 
House Contracts Guarantee Certificate 
A House Contracts Guarantee Act (1987) Certificate contains information regarding 
guarantees related to building permits issued before 1 May 1996. 
 
Heritage Victoria Certificate 
The Heritage Victoria Certificate describes the registration status of a given property, 
including current and proposed listings and Archaeological Sites Heritage Inventory 
listings. 
 
Australian Heritage Commission Certificate 
The Australian Heritage Commission Certificate details the property’s status on the 
Register of the National Estate which identifies places of natural and cultural heritage 
significance. 
 
National Trust Certificate 
The National Trust Certificate identifies the classification of a given property. 
 
Environment Protection Authority Certificate 
An EPA Certificate will either confirm that the subject land is not included on the EPA 
Priority Sites Register or will provide full details of the applicable listing. 
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Natural Resources & Environment (NRE) Catchment and Land Protection 
Certificate 
This Certificate identifies the Catchment Management Authority (CMA) to which the 
subject land belongs and details the relevant regional catchment strategy, special area 
plans, land management notices and land use conditions. 
 
Natural Resources & Environment (NRE) Mines Subsidence Certificate 
This Certificate (Natural Resources & Environment) notes any advice on Mine 
Subsidence Hazard for the subject property. 
 
Natural Resources & Environment (NRE) Agricultural Licenses Certificate 
Crown Land Management (CLM) issues agricultural licenses over crown land classified 
as Unused Roads or Water Frontage. Licenses are generally issued to the owner of the 
adjoining freehold land and can be assigned (transferred) on sale for a fee. In some 
cases licenses must be transferred with the sale of the freehold property. A licence 
provides permission to enter and use land for a specific purpose, such as grazing, 
horticulture or aquaculture, but does not confer exclusive use to the licensee. This 
search produces a Certificate detailing any agricultural licenses relating to the subject 
property. 
 
Council Land Information Certificate 
A Land Information Certificate from the relevant Municipal Council details Council 
rates, levies and general information. 
 
Water Information Certificate 
A Water Information Statement from the relevant Water Authority may include: 

• water service charges or other charges 
• orders, notices, agreements and outstanding matters 
• parks charges 
• water rights/entitlements 
• water authority encumbrances 
• sewerage and water asset location 
• water licenses 
• whether any rights have been transferred 

 
Water Authority Property Services Plan 
This search returns a plan showing the detail and location of the internal house 
sewerage drain connecting the subject property to the sewerage main. 
 
Special Water Meter Reading 
This search initiates a special reading of the water meter by the Water Authority. 
 
Council Building Certificate 
There are three available certificate options for Council Building Certificates (Previously 
provided in a single certificate) 
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Regulation 326 (1) - This Certificate will provide details of any permit or certificate of 
final inspection issued in the preceding 10 years; details of any current statement issued 
under regulation 502 or 503 of these Regulations; and details of any current notice or 
order issued by the relevant building surveyor under the Act. 
 
Regulation 326 (2) Details as to whether the building or land is in an area that is liable 
to flooding within the meaning of regulation 802; or that is designated under regulation 
803 as an area in which buildings are likely to be subject to attack by termites; or that is 
determined under regulation 804 to be a designated bush fire prone area; or that is an 
area determined under regulation 805 to be likely to be subject to significant snowfalls; 
or designated land or works within the meaning of regulation 806 
 
Regulation 326 (3) states that: An owner or mortgagee of a building or land, or a 
prescribed building practitioner under section 137B of the Act, may request the relevant 
council to provide inspection approval dates of the mandatory notification stages for 
building work carried out on that building or land. Information under Regulation 326(3), if 
required, may be ordered directly from the Council. 
 
Yarra Ranges Shire Only - Flood Certificate  
The Yarra Ranges Shire has used geological, historical and field information to identify 
the potential flood risk of all land within the shire. This search produces a Certificate 
identifying the flood risk of a given parcel of land. 
 
Yarra Ranges Shire Only - Landslip Certificate 
The Yarra Ranges Shire has used geological, historical and field information to classify 
all land within the shire according to one of six landslip risk categories. This search 
produces a Certificate identifying the potential landslip risk of a given parcel of land. 
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