
 

Action Point Checklist: Checklist for remote verification of identity 

(VOI)  

This checklist has been authored by the LexisNexis Legal Writer team. 

 

 

 

Introductory note: 

This checklist can be used by a legal practitioner who wants to remotely verify the identity 

of a client for an electronic conveyancing transaction (or to whom the legal practitioner 

wants to provide a paper or duplicate certificate of title). 

 

Under cl 6.5 of ARNECC’s Model Participation Rules, a legal practitioner (being a 

“subscriber”) must take reasonable steps to verify the identity of a client by either: 

 

▪ applying the “Verification of Identity Standard” (VOI Standard) (which requires a 

face-to-face in-person meeting); or  

▪ verifying the client’s identity in some other way which constitutes the taking of 

reasonable steps.  

 

A legal practitioner does not need to verify a client’s identity if the legal practitioner verified 

the client’s identity within the previous 2 years. 

 

VOI Standard 

The easiest way for a legal practitioner to satisfy his/her VOI obligations under cl 6.5 of 

ARNECC’s Model Participation Rules is to apply the VOI Standard (set out in Sch 8 of 

Model Participation Rules). If carried out properly, the legal practitioner will be deemed to 

have taken reasonable steps in verifying the identity of his/her client; however, it requires 

a face-to-face in-person meeting.  

 

A legal practitioner may also use an identity agent to carry out a VOI check on behalf of 

the legal practitioner using the VOI standard, eg Australia Post or ZipID. If this is the case, 

the legal practitioner should require from the identity agent the required identity agent 

certification and copies of the identity documents relied on by the identity agent (signed, 

dated and endorsed as true copies) so that the legal practitioner can make the required 

VOI certification when digitally signing the electronic land registry document. See the 

precedent Electronic conveyancing — Identity agent certification. 

 

For a checklist to use when applying the VOI Standard, see Checklist for face to face 

verification of identity (VOI). 

 

 

 

 

 

 

 

 

 

 

https://www.arnecc.gov.au/publications/model_participation_rules
https://www.arnecc.gov.au/publications/model_participation_rules
https://www.arnecc.gov.au/publications/model_participation_rules
https://auspost.com.au/business/identity/voi-solutions-for-conveyancing-practitioners-and-mortgagees
https://www.zipid.com.au/pexa
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=a71ea052-a42f-4cf4-afe0-b539ec051a4a&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RG-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=3&prid=5bcdf082-591b-42f2-8c4f-73503a287818
https://advance.lexis.com/document/lpadocument/?pdmfid=1516762&crid=a685ea83-55b3-4ec8-bf14-a42005dc7892&pddocfullpath=%2Fshared%2Fdocument%2Fpractical-guidance-au%2Furn%3AcontentItem%3A5Y4S-1KS1-F57G-S42T-00000-00&pdcomponentid=372570&pdcurrmodid=1201002&ecomp=ktpg&prid=1687d709-96f9-44e5-96e9-a1dc9c6605c1
https://advance.lexis.com/document/lpadocument/?pdmfid=1516762&crid=a685ea83-55b3-4ec8-bf14-a42005dc7892&pddocfullpath=%2Fshared%2Fdocument%2Fpractical-guidance-au%2Furn%3AcontentItem%3A5Y4S-1KS1-F57G-S42T-00000-00&pdcomponentid=372570&pdcurrmodid=1201002&ecomp=ktpg&prid=1687d709-96f9-44e5-96e9-a1dc9c6605c1
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Other means of taking reasonable steps to verify the identity of a client 

As noted above, a legal practitioner can also verify the identity of a client in some other 

way which constitutes the taking of reasonable steps and this was confirmed by ARNECC 

in its position statement on 19 March 2020. But ARNECC also stated that: 

 

• it is a matter for the legal practitioner to determine what constitutes reasonable 

steps specific to the circumstances (eg by using audio-visual technology during 

the COVID-19 pandemic when physical distancing is recommended by public 

health authorities and people are self-isolating); and 

• evidence supporting the reasonable steps taken to verify the client’s identity must 

still be retained by the legal practitioner (in accordance with cl 6.6(d) of 

ARNECC’s Model Participation Rules).     

 

In effect, what are “reasonable steps” is a question of fact depending on the 

circumstances of each case. It would be determined by a court on an objective basis. 

 

Legal practitioners should note that some of the approved information brokers are also 

offering remote VOI checks using online verification and facial recognition technology. 

 

This checklist – remote VOI using audio-visual technology  

This checklist sets out a possible method of verifying the identity of a client completely 

remotely using audio-visual video technology, eg by using platforms such as Skype, 

FaceTime, Microsoft Teams or Zoom. But, as with the VOI Standard, it is not exhaustive. 

A legal practitioner may still need to carry out additional verification or other steps if it 

would be reasonable do so in the circumstances (eg if the WIFI signal is weak and the 

legal practitioner cannot see the client’s face clearly or if an identification document does 

not appear to be genuine). As noted above, it is a matter for the legal practitioner to 

determine what constitutes “reasonable steps” specific to the circumstances. 

 

Client Authorisation 

A legal practitioner also requires a client to provide a signed Client Authorisation before 

the legal practitioner can digitally sign any electronic land registry document on behalf of 

the client and a legal practitioner is required to certify that he/she took reasonable steps to 

ensure that the Client Authorisation was signed by the client. Ideally, a legal practitioner 

should arrange for a client to sign a Client Authorisation at the same time as a VOI check 

is being carried out so that he/she can ensure that it is signed by the client. If this is not 

possible, then the legal practitioner must take reasonable steps to ensure that the Client 

Authorisation is signed by the client whose identity was verified. ARNECC also advised in 

its position statement on 19 March 2020 that a Client Authorisation may be signed 

electronically if it complies with the relevant Electronic Transactions Act in the jurisdiction 

in which the property is situated. See the precedent Electronic Conveyancing – Client 

Authorisation. 

 

Mortgagees  

This checklist also applies to legal practitioners representing mortgagees; however, in 

addition to verifying the identity of the mortgagee and any person to whom a paper 

certificate of title is provided (if relevant), a legal practitioner representing a mortgagee in 

a conveyancing transaction  must also verify the identity of the mortgagor unless the legal 

practitioner is reasonably satisfied that the mortgagee has taken reasonable steps to 

verify the identity of the mortgagor. 

 

 

 

 

 

 

https://www.arnecc.gov.au/__data/assets/pdf_file/0004/1477075/position-statement-covid19.pdf
https://www.arnecc.gov.au/publications/model_participation_rules
https://www.arnecc.gov.au/resources/links/information_broking
https://www.arnecc.gov.au/__data/assets/pdf_file/0004/1477075/position-statement-covid19.pdf
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=60b5ec7f-c2ed-42f4-9df6-09d3b3574c9a&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RD-00000-00&pdcomponentid=372569&pdcurrmodid=1201002&ecomp=-h9g&prid=b7e0c81a-039d-4379-be98-207802218bd8
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=60b5ec7f-c2ed-42f4-9df6-09d3b3574c9a&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RD-00000-00&pdcomponentid=372569&pdcurrmodid=1201002&ecomp=-h9g&prid=b7e0c81a-039d-4379-be98-207802218bd8
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Retain supporting evidence for 7 years 

A legal practitioner must retain: 

• any evidence supporting the VOI; 

• the Client Authorisation (and any evidence supporting the Client Authorisation); 

• any evidence supporting a client’s right to enter into the conveyancing 

transaction; and 

• any evidence required by a duty/revenue authority,  

for a period of at least 7 years from the date of lodgment of the relevant electronic land 

registry document. See Model Participation Rules Guidance Note #5 Retention of 

Evidence. 

 

Comply with privacy laws 

In carrying out a VOI check and retaining the supporting evidence, a legal practitioner 

should ensure that he/she complies with any applicable privacy legislation, principles or 

industry codes relating to the collection, use, disclosure, storage or granting of access 

rights to personal information for the jurisdiction in which the property is situated, including 

the Privacy Act 1988 (Cth) and any State or Territory privacy legislation. 

 

Proposed change to Model Participation Rules 

ARNECC stated in its position statement on 20 May 2020 that, given the impact of the 

COVID-19 pandemic, its proposed amendment to the Model Participation Rules requiring 

subscribers (eg legal practitioners) to apply the VOI standard before taking reasonable 

steps (which is not presently required) will no longer form part of proposed version 6 of 

the Model Participation Rules. This means that the current VOI regime under cl 6.5 (as set 

out above in the introductory note) will continue. 

 

Paper conveyancing transactions 
In most jurisdictions where e-conveyancing is operational, the VOI requirements for paper 

conveyancing transactions are similar to those in ARNECC’s Model Participation Rules. 

For example, for paper conveyancing transactions in New South Wales, cll 4.1 (VOI) and 

4.2 (Use of the VOI Standard) of the Conveyancing Rules more or less mirror cl 6.5 of 

ARNECC’s Model Participation Rules. Therefore, depending on the jurisdiction, a legal 

practitioner may also be able to use this checklist for a paper conveyancing transaction.  

 

Links to related content: 

1. See the legal update Does the COVID-19 outbreak affect e-conveyancing VOI 

checks?  

2. For further guidance on what legal practitioners need to do in e-conveyancing 

transactions, see What do practitioners need to do in order to use PEXA in the first 

instance? 

3. For the current version of the Participation Rules applicable to your jurisdiction, see 

the ARNECC website. 

4. For further guidance on VOI generally (eg what are “reasonable steps”?), see 

ARNECC Model Participation Rules Guidance Note #2 – Verification of Identity. 

5. See the current version of the NSW conveyancing rules. 

6. For a precedent identifier declaration, see Electronic conveyancing — Identifier 

declaration.  

7. For a precedent identity agent certification, see Electronic conveyancing — Identity 

agent certification. 

8. For a precedent Client Authorisation, see Electronic conveyancing — Client 

Authorisation. 

 

 

 

 

 

https://www.arnecc.gov.au/__data/assets/pdf_file/0005/698792/MPR-Guidance-Note5-Retention-of-Evidence.pdf
https://www.arnecc.gov.au/__data/assets/pdf_file/0005/698792/MPR-Guidance-Note5-Retention-of-Evidence.pdf
https://advance.lexis.com/document/?pdmfid=1230042&crid=745d190f-5034-413f-8aad-128293939c42&pddocfullpath=%2Fshared%2Fdocument%2Flegislation-au%2Furn%3AcontentItem%3A58X0-TN11-JS0R-2196-00000-00&pdcontentcomponentid=187701&pdteaserkey=sr0&pdicsfeatureid=1517127&pditab=allpods&pddocpracticeareas=urn%3Akrm%3A051EED9DF863485BB326C0159BD62D33%2Curn%3Akrm%3A119895DB2AFA4FDFA1F76B8E2FB205C8%2Curn%3Akrm%3A16D912D5D7B6495DAC73B93D27CD7535%2Curn%3Akrm%3A24E2C1A6F5D14077B78948330D2FA212%2Curn%3Akrm%3A256A3E98DAE84F2A9273D9A46A21879C%2Curn%3Akrm%3A382EE299731B4301B1EDEF062147FD85%2Curn%3Akrm%3A4A792B4443B04D38A91BDEA4246A764B%2Curn%3Akrm%3A4C08E98C1D264C54BA7C5948A7B0F31D%2Curn%3Akrm%3A4C8D5FE4313B439893041E850733CC0A%2Curn%3Akrm%3A546C9E01A06349A0A9DE9D40580AD809%2Curn%3Akrm%3A5ED411CCDAB34566AF339E90440E3C4B%2Curn%3Akrm%3A66E2785780B2443FB43BFFE7BF73E402%2Curn%3Akrm%3A84F77F713B754F36900FD908AAA7856E%2Curn%3Akrm%3A9B402960AAAA406387B36065D5D17A8D%2Curn%3Akrm%3AD9E05D1B3C8D4023BDD2A7258DAE00E3&ecomp=kzzwk&earg=sr0&prid=88850d3d-ef40-4897-a740-eceda4abae04
https://www.arnecc.gov.au/__data/assets/pdf_file/0009/1482165/arnecc-notice-stakeholders-may-2020.pdf
https://www.arnecc.gov.au/publications/model_participation_rules
https://www.arnecc.gov.au/publications/model_participation_rules
https://www.registrargeneral.nsw.gov.au/publications/conveyancing-rules
https://www.arnecc.gov.au/publications/model_participation_rules
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=9396dd4d-5fd7-4281-a258-106553675790&pddocfullpath=%2Fshared%2Fdocument%2Fanalytical-materials-au%2Furn%3AcontentItem%3A5YGP-P051-F8KH-X3Y5-00000-00&pdcomponentid=372510&pdcurrmodid=1201002&ecomp=-h9g&prid=32dc916c-149b-404e-a0f5-f94f2a404bc4
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=9396dd4d-5fd7-4281-a258-106553675790&pddocfullpath=%2Fshared%2Fdocument%2Fanalytical-materials-au%2Furn%3AcontentItem%3A5YGP-P051-F8KH-X3Y5-00000-00&pdcomponentid=372510&pdcurrmodid=1201002&ecomp=-h9g&prid=32dc916c-149b-404e-a0f5-f94f2a404bc4
https://advance.lexis.com/document/?pdmfid=1201009&crid=763c3517-2dee-49d5-96e4-9b6fe6941dbe&pddocfullpath=%2Fshared%2Fdocument%2Fpractical-guidance-au%2Furn%3AcontentItem%3A5G24-PC31-JJYN-B2TB-00000-00&pddocid=urn%3AcontentItem%3A5G24-PC31-JJYN-B2TB-00000-00&pdcontentcomponentid=372493&pdteaserkey=sr0&pditab=allpods&pddocpracticeareas=urn%3Akrm%3A382EE299731B4301B1EDEF062147FD85&ecomp=zhhhk&earg=sr0&prid=ca88807a-7e93-4c71-a6be-43a912762484
https://advance.lexis.com/document/?pdmfid=1201009&crid=763c3517-2dee-49d5-96e4-9b6fe6941dbe&pddocfullpath=%2Fshared%2Fdocument%2Fpractical-guidance-au%2Furn%3AcontentItem%3A5G24-PC31-JJYN-B2TB-00000-00&pddocid=urn%3AcontentItem%3A5G24-PC31-JJYN-B2TB-00000-00&pdcontentcomponentid=372493&pdteaserkey=sr0&pditab=allpods&pddocpracticeareas=urn%3Akrm%3A382EE299731B4301B1EDEF062147FD85&ecomp=zhhhk&earg=sr0&prid=ca88807a-7e93-4c71-a6be-43a912762484
https://www.arnecc.gov.au/regulation/participation_rules_by_jurisdiction
https://www.arnecc.gov.au/__data/assets/pdf_file/0011/698798/MPR-Guidance-Note2-Verification-of-Identity-Updated.pdf
https://www.registrargeneral.nsw.gov.au/publications/conveyancing-rules
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=932f48e6-fd9e-478d-86b7-f3a3140c04d0&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RF-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=4&prid=5bcdf082-591b-42f2-8c4f-73503a287818
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=932f48e6-fd9e-478d-86b7-f3a3140c04d0&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RF-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=4&prid=5bcdf082-591b-42f2-8c4f-73503a287818
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=a71ea052-a42f-4cf4-afe0-b539ec051a4a&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RG-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=3&prid=5bcdf082-591b-42f2-8c4f-73503a287818
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=a71ea052-a42f-4cf4-afe0-b539ec051a4a&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RG-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=3&prid=5bcdf082-591b-42f2-8c4f-73503a287818
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=9c061f8e-35de-48e2-900b-3e9213155e99&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RD-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=5&prid=5bcdf082-591b-42f2-8c4f-73503a287818
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=9c061f8e-35de-48e2-900b-3e9213155e99&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RD-00000-00&pdcontentcomponentid=372569&pdcurrmodid=1201002&ecomp=r22g&earg=5&prid=5bcdf082-591b-42f2-8c4f-73503a287818
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Action Point Checklist: Checklist for remote verification of identity 

(VOI)  

Before carrying out an electronic conveyancing transaction on behalf of a client, a legal practitioner 

must verify the identity of the client. The following is a possible method of verifying the identity of a 

client remotely (using audio-visual technology) if the VOI standard cannot be applied: 

 

E-conveyancing: remote verification of identity (VOI) checklist  

➢  Review and become familiar with the following documents:  

 
▪ The Participation Rules for your jurisdiction, in particular cll 6.5 and 

6.6. 
 

 
▪ ARNECC Model Participation Rules Guidance Note #2 — Verification 

of Identity.  
 

➢  
Arrange a virtual meeting with the client using audio-visual video technology, eg 

using a platform such as Skype, FaceTime, Microsoft Teams or Zoom. Before the 

virtual meeting: 

 

 
▪ Provide a copy of the “Minimum document requirements” table (at the 

end of this checklist) to the client. 
 

 

▪ Ask the client to bring to the meeting original and current documents 

from one of the categories in the “Minimum document requirements” 

table (at the end of this checklist), starting with Category 1. Advise the 

client that, if Category 1 cannot be satisfied, he/she should bring 

documents from Category 2. If Category 2 cannot be satisfied, he/she 

should bring documents from Category 3, and so on. 

 

 

▪ Ask the client if he/she has the technological means to be able to 

forward copies of the documents to you during the meeting, eg by 

scanning or photographing the documents and then emailing them to 

you. Alternatively, copies of the documents could be emailed to you 

before the meeting and, during the meeting, you could ask the client to 

hold up the documents in front of the camera so that you can sight 

them on the screen in real time. 

 

 ▪ Seek the permission of the client to record the virtual meeting.  

➢  
During the virtual meeting (which should be recorded, if permission is 

granted): 
 

 

▪ Ensure that the client shows you the original and current documents 

from one of the categories in the “Minimum document requirements” 

table (at the end of this checklist), starting with Category 1. 

 

 

▪ If the client is not able to produce the required documents from 

Category 1, you can accept the required documents from Category 2 

provided the client provides a genuine reason for not being able to 

provide the Category 1 documents. You must be reasonably satisfied 

that a prior category cannot be met before accepting a subsequent 

category. You should record the details of the reason.  

 

https://www.arnecc.gov.au/regulation/participation_rules_by_jurisdiction
https://www.arnecc.gov.au/__data/assets/pdf_file/0011/698798/MPR-Guidance-Note2-Verification-of-Identity-Updated.pdf
https://www.arnecc.gov.au/__data/assets/pdf_file/0011/698798/MPR-Guidance-Note2-Verification-of-Identity-Updated.pdf
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▪ If the client is not able to produce the required documents from 

Category 2, you can accept the required documents from Category 3 

provided the client provides a genuine reason for not being able to 

provide the Category 2 documents and so on. You must be 

reasonably satisfied that a prior category cannot be met before 

accepting a subsequent category. Again, you should record the details 

of the reason. You need to be satisfied that you have received the 

minimum required number of documents. 

 

 

▪ Request the client to send copies of the documents to you, eg by 

scanning or photographing them and then emailing them to you. 

Ensure that you clearly observe the client carrying out this process in 

real time. Alternatively, copies of the documents could be emailed to 

you before the meeting and, at the meeting, you could ask the client to 

hold up the documents in front of the camera so that you can sight 

them on the screen in real time. If copies of the documents cannot be 

sent to you electronically, you could ask the client to hold up the 

documents in front of the camera so that you can take screenshots of 

them or, if this is not possible, inspect them on the screen in real time. 

You need to be satisfied that the documents you receive/sight are 

provided by the client. 

 

 

▪ Request the client to take a photo of his/her face and to send it to you 

electronically. Ensure that you clearly observe the client carrying out 

this process in real time. Alternatively, if the audio-visual technology 

permits it, you could, with the client’s consent, ask him/her to stand/sit 

in front of the camera so that you can take a screenshot of his/her face 

(the client could also hold up his/her photo ID in the photo).  

 

 
▪ Upon receipt of the documents/photo or while sighting in real time (or 

after taking screenshots of) the documents/the client’s face: 
 

 o Carefully review the documents.   

 
o Ensure that all of the required documents have been provided 

from the relevant category. 
 

 

o Ensure that all of the documents are current (exception: an 

Australian passport can be expired provided that it has not 

been cancelled and was current within the preceding 2 years). 

 

 
o Ensure that there are no typos, that the copies of the 

documents are not of poor quality, etc. 
 

 

o If a document contains a photo, ensure that the client (as you 

observe on the video/screenshot or on the photo that he/she 

has sent to you) shows a reasonable likeness to the person 

depicted in the photo in the document (check the shape of 

his/her mouth, nose, eyes and the position of his/her cheek 

bones). If required, ask the client to move closer to the camera 

so that you have a clear, unobstructed view of the client’s 

face. You need to be satisfied that the person on camera 

is the person in the photo(s) in the document(s). 
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o Compare the client’s signature on any document 

provided/sighted to that on any document(s) signed at the 

meeting, eg Client Authorisation (ensure that you observe the 

client signing the document in real time). If there is no 

document to be signed at the meeting, you could ask the client 

to sign his/her name on a blank piece of paper in front of the 

camera and to email it to you (ensure that you observe the 

client doing this in real time) Alternatively, the client could hold 

it up in front of the camera (alongside the identification 

document containing his/her signature, if you don’t have a 

copy) and, if possible, you could take a screenshot. You need 

to be satisfied that the signature in the document(s) 

matches the signature in the document/piece of paper 

signed at the meeting.  

 

 

o If an Identifier Declaration is to be provided (under Categories 

5(a) or 5(b)), refer to Sch 8, Pt 4 of the Participation Rules: 

▪ The Identity Declarant must attend the same meeting. 

▪ The Identity Declarant must provide the required 

statutory declaration. See the precedent Electronic 

conveyancing — Identifier declaration. 

▪ The other documents in Categories 5(a) or 5(b) 

(whichever is applicable) must be provided. 

▪ The Identity Declarant’s identity must be verified (as 

above) by requiring the Identity Declarant to produce 

the required documents from one of the categories in 

the “Minimum document requirements” table (at the 

end of this checklist), starting with Category 1; 

however Category 5 cannot be used. 

 

 

▪ Retain the copies of the documents and the photo(s) (or the 

screenshots, if applicable) and the recording of virtual meeting (if 

recorded).  

 

➢  If the client is a body corporate or incorporated association:  

 

▪ Confirm the existence and identity of the corporation by conducting a 

search of the records of the Australian Securities and Investments 

Commission (ASIC) or other regulatory body with whom the 

corporation is required to be registered. See the ASIC Registers. 

 

 
▪ Take reasonable steps to establish who is authorised to sign or 

witness the affixing of the seal on behalf of the corporation. 
 

 

▪ Verify the identity of the individual(s) signing or witnessing the affixing 

of the seal on behalf of the corporation in accordance with the above 

steps. 

 

➢  If the client is an attorney:  

 

▪ Request a copy of the power of attorney. If the power of attorney is not 

registered, determine if it should be registered (eg in NSW, it is 

required if it is being used as an authority to sign any deed or dealing 

 

https://www.arnecc.gov.au/regulation/participation_rules_by_jurisdiction
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=789aab19-4dcb-4f30-a0ab-d52894ed9095&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RF-00000-00&pdcomponentid=372569&pdcurrmodid=1201002&ecomp=-h9g&prid=b7e0c81a-039d-4379-be98-207802218bd8
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=789aab19-4dcb-4f30-a0ab-d52894ed9095&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RF-00000-00&pdcomponentid=372569&pdcurrmodid=1201002&ecomp=-h9g&prid=b7e0c81a-039d-4379-be98-207802218bd8
https://connectonline.asic.gov.au/RegistrySearch/faces/landing/SearchRegisters.jspx?_adf.ctrl-state=t889kicuh_4
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affecting land: s 52, Power of Attorney Act 2003 (NSW)). 

 ▪ Confirm from the power of attorney — the details of the attorney and 

the principal. 
 

 

▪ Review the power of attorney to determine what the attorney is 

authorised to do and if there are any limitations on the attorney’s 

authority. 

 

 
▪ Take reasonable steps to establish that the conveyancing transaction 

is authorised by the power of attorney. 
 

 ▪ Verify the identity of the attorney in accordance with the steps above.  

➢  

Consider if further "reasonable steps” (ie further identity checks) are 

required. Further steps should be taken if there is doubt (or where doubt 

should reasonably have arisen) about the client’s identity. For example, if an 

identity document does not appear to be genuine, a photograph does not show 

a reasonable likeness of the client or the client does not appear to be the 

person in the identity documents. See Sch 8, Pt 10 of the Participation Rules. 

It will be a question of fact depending on the circumstances of each individual case 

and would be determined by a court on an objective basis. Examples of further 

steps: 

 

 ▪ Request more identity documents.  

 ▪ Make enquiries with the client or third parties.  

 
▪ Use electronic verification services (if the identity documents are 

Australian). 
 

➢  

Retain all VOI evidence for 7 years (ie all evidence demonstating that 

reasonable steps were taken to verify the client’s identity). The evidence may 

be retained electronically. Ensure that you comply with any privacy obligations 

(see “Comply with privacy laws” above). See Model Participation Rules 

Guidance Note #5 Retention of Evidence.  

 

 ▪ Record of the reasonable steps taken to verify the identity of the client.  
 

 

 ▪ Copies/screenshots of the identity documents.  

 ▪ Photo/screenshot of the client.  

 ▪ Recording of the virtual meeting (if applicable).  

 ▪ Copies of other documents provided to verify the identity of the client.  

 

▪ Client Authorisation (and any evidence supporting the Client 

Authorisation), if signed at the same time as the VOI check (see the 

precedent Electronic Conveyancing – Client Authorisation) or 

copy/screenshot of the piece of paper signed by the client. 

 

 

 

 

 

https://advance.lexis.com/document/documentlink/?pdmfid=1201008&crid=8a8cea6c-d5f2-499e-be62-a178e212016f&pddocfullpath=%2Fshared%2Fdocument%2Flegislation-au%2Furn%3AcontentItem%3A58X6-XG21-F7VM-S147-00000-00&pdpinpoint=NSW_ACT_2003-53_SEC52&pdcontentcomponentid=267877&pddoctitle=Powers+of+attorney+to+be+registered+for+dealings+affecting+land&pdproductcontenttypeid=urn%3Apct%3A179&pdiskwicview=false&ecomp=1gq6k&prid=9cdb026e-18f1-4685-b997-ead1ff4fd606
https://www.arnecc.gov.au/regulation/participation_rules_by_jurisdiction
https://www.arnecc.gov.au/__data/assets/pdf_file/0005/698792/MPR-Guidance-Note5-Retention-of-Evidence.pdf
https://www.arnecc.gov.au/__data/assets/pdf_file/0005/698792/MPR-Guidance-Note5-Retention-of-Evidence.pdf
https://advance.lexis.com/document/lpadocument/?pdmfid=1201009&crid=60b5ec7f-c2ed-42f4-9df6-09d3b3574c9a&pddocfullpath=%2Fshared%2Fdocument%2Fforms-au%2Furn%3AcontentItem%3A5Y61-P8F1-FJM6-60RD-00000-00&pdcomponentid=372569&pdcurrmodid=1201002&ecomp=-h9g&prid=b7e0c81a-039d-4379-be98-207802218bd8
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Category 
 

Minimum document requirements 

 For persons who are Australian citizens or residents 
 

 
1 

 

 
Australian passport or foreign passport or Australian evidence of immigration status 
ImmiCard or Australian migration status ImmiCard  
plus Australian driver’s licence or photo card  
plus change of name or marriage certificate, if necessary. 
 

 
 
2 

 
Australian passport or foreign passport or Australian evidence of immigration status 
ImmiCard or Australian migration status ImmiCard  
plus full birth certificate or citizenship certificate or descent certificate  
plus Medicare or Centrelink or Department of Veterans’ Affairs card  
plus change of name or marriage certificate, if necessary. 
 

 
 
3 
 

 
Australian driver’s licence or photo card  
plus full birth certificate or citizenship certificate or descent certificate  
plus Medicare or Centrelink or Department of Veterans’ Affairs card  
plus change of name or marriage certificate, if necessary. 
 

 
 
 
 
4 

 
(a) Australian passport or foreign passport or Australian evidence of immigration status 

ImmiCard or Australian migration tatus ImmiCard  
plus another form of government issued photographic identity document  
plus change of name or marriage certificate, if necessary. 

 
(b) Australian passport or foreign passport or Australian evidence of immigration status 

ImmiCard or Australian migration status ImmiCard  
plus full birth certificate  
plus another form of government issued identity document  
plus change of name or marriage certificate, if necessary. 

 

 
 
 
 
5 
 

 
(a) Identifier Declaration 

plus full birth certificate or citizenship certificate or descent certificate  
plus Medicare or Centrelink or Department of Veterans’ Affairs card  
plus change of name or marriage certificate, if necessary. 

 
(b) Identifier Declaration by a person specified in VOI Standard para 4.4(e)  

plus Medicare or Centrelink or Department of Veterans’ Affairs card  
plus change of name or marriage certificate, if necessary. 

 
Note: Refer to VOI Standard, para 4 
 

 For persons who are not Australian citizens or residents 
 

 
 
 
6 
 

 
(a) Foreign passport  

plus another form of government issued photographic identity document  
plus change of name or marriage certificate, if necessary 
 

(b) Foreign passport  
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plus full birth certificate  
plus another form of government issued identity document  
plus change of name or marriage certificate, if necessary 

 

 


