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1 Getting Started 

NSW Office of State Revenue (NSW OSR) Land Tax and Valuation certificates are available on the CITEC Confirm 
Main Menu under Land Searches. 

 
 
From the NSW Land Tax and Valuation Certificates menu you can request Land Tax Clearance and Valuation 
Certificates from NSW OSR as well as reissue/reprint your certificates, check the status of orders and download 
your results via intelli-Doc. 
 

 

1.1 Request for Access  

Access to NSW OSR Land Tax and Valuation certificates must be enabled for your CITEC Confirm account before 
you can use the system. 
 
To request access, please download and complete our Request for Access Form (PDF, 210KB), the form is also 
available on the NSW Land Tax and Clearance and Valuation Certificates menu under Account Services. 

Once you have completed the application form, click the ‘Submit via Email’ button at the base of the form to 
submit your request. 
 

http://www.confirm.citec.com.au/citecConfirm/help/forms/settlement-services-access.pdf
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If your account is already set-up to access any of the following services then you do not need to complete 
another Request for Access form: 

 NSW Electronic Contract of Sale (eCOS) 
 National Manual Services 
 National Settlement Services 
 NSW OSR Electronic Duties Return (EDR) 
 NSW OSR Land Tax and Valuation Certificates 
 QLD Settlement Notice Lodgement 
 Verification of Identity - ‘VOI Your Clients’ 
 Court Filing – Manual Services 

 

Note: An Invoiced account with CITEC Confirm is a requirement to be granted access to these services. 

If you are unsure whether your CITEC Confirm account is Invoiced or Pre-Pay, or you would like to 
set up an invoiced account, please contact the Confirm Service Centre on 1800 773 773 or 
confirm@citec.com.au 

 

1.2 Create User Profile ID – 3 tier logins only 

Note: This section only applies to users with 3 tier CITEC Confirm logins 
If you log in to the Confirm website with an account code, userid and password then you will need 
to create a User Profile. 
 
All other users - skip to section 2: Land Tax Clearance Certificates 

 

 

If you have a Confirm User ID then the Create User Profile Screen will display the first time you select any of the 
menu items under the NSW Land Tax and Valuation Certificates menu. 

Your User Profile details will be stored against a Profile ID which will be a combination of the prefix ‘CNF’ and 
your CITEC Confirm User ID. 

To Create a User Profile, complete the mandatory fields marked with an * asterisk as a minimum. 

 

mailto:confirm@citec.com.au
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The Email Results checkbox is selected by default. Any search results and documents uploaded to intelli-Doc will 
be emailed to the email address provided in your User Profile. 

Once you have entered your details click Submit; the Confirm Profile Details screen will display. 

To go back and amend any details click Edit, otherwise click Yes, these details are correct to complete your 
User Profile. 
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Once your User Profile has been set-up you will progress to the service that you selected. 

Whenever you log in to CITEC Confirm and select a service under the NSW Land Tax and Valuation Certificates 
the Confirm Details screen will display once for the session, so that you can check your Profile details 
are still current. 

 

If the details are current and accurate, click Yes, these details are correct to proceed. 

To update any information on your Profile contact the Confirm Service Centre on 1800 773 773, so the details 
can be updated immediately.  

Once the update has been made, you will need to close this window and go back to the NSW Land Tax and 
Valuation Certificates menu to ensure that your updated details are applied as you pass through to the selected 
service. 

  



NSW OSR Certificates – Client Reference Guide 

Version: 2.0 

CITEC Confirm 

 

 

8  of  21  

 

2 Land Tax Clearance Certificates 

On 1 July 2016, a number of changes were introduced for NSW OSR Land Tax Clearance certificates.  
 
An amendment to Conveyancing (Sale of Land) Regulation 2010 requires the vendor under a contract for sale of 
land to provide a current Land Tax Certificate to the purchaser. This applies to all contracts entered into on or 
after 1 July 2016. 
 
The Vendor Land Tax certificate must be provided to the purchaser as follows: 

 For contracts completing in 14 days or less, the vendor must provide the certificate on the day of 
exchange 

 For contracts completing in more than 14 days or with no completion date, the vendor must serve a 
Land Tax Certificate at least 14 days before completion. 

The Land Tax certificate does not have to be clear when provided to the purchaser. 
 
When ordering a Vendor Land Tax Clearance Certificate, extra information is required to be provided about the 
Vendor.  
 
Further information about these changes is provided on the CITEC Confirm Help menu in the NSW Land Tax 
Clearance & Land Valuation Certificates FAQ.  The Land Tax Clearance FAQ page also includes a link to the NSW 
OSR’s factsheet OSR Land Tax Certificate Changes. 
 

2.1 Ordering a Land Tax Clearance Certificate 

From the Confirm Main Menu go to NSW Land Tax and Valuation Certificates and select Land Tax Clearance 
Certificate.  
 

 
  

The Land Tax Clearance Certificate input screen will display. Mandatory fields are marked with an * asterisk. 

 

http://www.confirm.com.au/citecConfirm/product_faqs/land/nosr/land_tax.shtml
http://www.confirm.com.au/citecConfirm/product_faqs/land/nosr/land_tax.shtml
http://osr.nsw.gov.au/sites/default/files/file_manager/land_tax_certificate_changes.pdf
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Enter your reference in the Matter/File Reference field – this reference will be recorded in your CITEC Confirm 
usage report for this transaction. 
 
Details from your profile will be auto-filled in the Applicant Details section; you can overtype the information in 
these fields, if required. 
 
The information required to complete your transaction will change depending on the selections made as you 
complete the fields.  In this example, the Enquiry Type ‘Vendor’ has been selected.  Select Vendor as your 
Enquiry Type if you require a Vendor Land Tax Certificate. 
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Enter your Intended Settlement Date in the format dd/mm/yyyy or use the date picker button to select the date. 
 
Next, enter either the Property ID in the Valuer General Data section, or enter the Title Reference in the Land  
Descriptions section; by selecting Add to display the Title Reference Field. 
 
Enter the address details for the property under the Address section. To enter Subdivision details, select Add, 
the fields required to be completed will be displayed. 
 

 
 
In the Parties section, select a Party Type from the droplist, then select Add Party. Up to 20 parties can be 
included. In this example the Party Type of ‘Individual’ has been selected for the Vendor. The following screens 
provide examples of the information required for this party type, for a Vendor Land tax Certificate.  
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Note: Less information is required to be completed for Enquiry types other than Vendor, and different 
information will be required for Party Types other than Individual. 

 

 
 
Enter the Party Details. The fields displayed will depend on the information provided.  For Vendors with 
overseas citizenship enter either passport number, an overseas identifier or visa number in the fields. 
 
When entering contact details for a Vendor living overseas, you can easily find the County Code by starting to 
type the Country name. For example, start typing ‘Australia’ and the County Code of +61 will be selected from 
the droplist. Tick the checkbox if the same address applies for Vendor at time of Transfer, and for Future 
Notices, then complete the Address fields displayed. 
 



NSW OSR Certificates – Client Reference Guide 

Version: 2.0 

CITEC Confirm 

 

 

12  of  21  

 

 
 
Once you have entered all the details required, select Purchase to complete the order. An Order Summary will 
display.  
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2.2 Retrieve Certificates via Intelli-Doc 

Your Land Tax Clearance Certificate will be available from intelli-Doc. Close the Order Summary window, and on 
the NSW Land Tax Clearance and Valuation Certificates Menu, select Check Status of Orders (intelli-Doc).  
 

 
 



NSW OSR Certificates – Client Reference Guide 

Version: 2.0 

CITEC Confirm 

 

 

14  of  21  

 

From this screen you will be able to view your most recent orders, search through orders, track their status, 
review errors and retrieve certificates for completed orders. For orders not displayed on the intelli-Doc landing 
screen, you can search using the date range, Keyword and File Reference search fields. 
Documents in intelli-Doc can be emailed or saved to another location using the Email and Save buttons. 
 

If you have Email Results selected for your account profile, you will also receive the Land Tax Certificate via 
email. 

 

Excerpt of Land Tax Clearance Certificate (page 1): 
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2.3 Reissue/Reprint Certificates 

Reissue /Reprint Certificate allows you to: 

 reprint an exact  copy of a previously issued NSW OSR Land Tax Clearance or Valuation Certificate, and 
 issue a new certificate for a previously issued enquiry with up to date information on the property. 

From the NSW Land Tax Clearance and Valuation Certificates Menu, select Reissue/Reprint Certificates.  

 

The Reprint/Reissue screen will display. 

 

Enter your reference in the Matter/File Reference field. To reprint a certificate you will need the 
Correspondence ID which can be found on the top right of the previously issued certificate.  
To Reissue a certificate you will need the Enquiry ID which is also found on the top right of the certificate. 
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Once you have entered all the details required, select Purchase to complete your request.  
An Order Summary will display. 
 

 
 
Your certificate will be available from intelli-Doc. Refer to section 2.2 of this guide for detailed instructions.  
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3 Valuation Certificates 

A Valuation Certificate will provide the following details for a property: 

 the applicants 
 land description 
 land address 
 tax year 
 taxable land value 
 value type 
 customer information, including the scale of rates for the current tax year. 

 

From the NSW Land Tax Clearance and Valuation Certificates Menu, select Valuation Certificate. 
 

The Valuation Certificate input screen will display. Mandatory fields are marked with an * asterisk. 
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Enter your reference in the Matter/File Reference field – this reference will be recorded in your CITEC Confirm 
usage report for this transaction.  

Details from your profile will be auto-filled in the Applicant Details section; you can overtype the information in 
these fields, if required.  

Enter the Address details for the property in the Address section, and enter the Title Reference in the Land 
Descriptions section. Use the Add button to include additional Title References. 
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Select the financial years required. The current year is selected by default. To select another year, double click 
on each year required in the available years’ droplist. Each year selected will incur a fee.  

To enter Subdivision details, select Add, the fields required will be displayed.  
 
A District code can be entered in the Valuer General Data section.  
 
Once you have entered all the details required, select Purchase to complete the order. An Order Summary will 
display.  
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Your Valuation Certificate will be available from intelli-Doc. Close the Order Summary window, and on the NSW 
Land Tax Clearance and Valuation Certificates Menu, select Check Status of Orders (intelli-Doc).  
Refer to section 2.2 of this guide for detailed instructions. 
 
If you have Email Results selected for your account profile, you will also receive the Valuation Certificate via 
email. 
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You can also request a Reprint/Reissue of a Valuation Certificate. Refer to section 2.3 of this guide for detailed 
instructions. 
 
Excerpt of Valuation certificate (page 1): 

 
 


