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Visa Stamping

VCCI can stamp visa-related documents via our online portal ChamberCERTIFY

Before proceeding with the registration and application, please see the below pre-application check list:

Pre-Application Check List

Check with the relevant Embassy or Consulate to ensure that electronic stamps can be accepted. M
Requirements can vary.

Ensure that the visa document that requires stamping meets the requirements of the relevant M
Embassy or Consulate.

See below for process overview, step-by-step instructions begin on the following page:

Application Process Overview

Step 1 Create a MyPortal Account and register for CO4 in ChamberCERTIFY®
Link: my.victorianchamber.com.au

Step 2 Applicant lodges visa document to be stamped in ChamberCERTIFY® along with the Statement of
Declaration

Note: The Statement of Declaration and the document to be stamped must be created by the same author.
See application process for further details.

Step 3 VCCI stamps the visa document
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Create an account and navigate to ChamberCERTIFY®

1.Visit MyPortal website (my.victorianchamber.com.au) to login to MyPortal

Victorian Chamber MyPortal

MyPortal is your gateway to find information about your account and user profile. Explore our
member benefits offerings, register for events, book in training courses and more.

You can find help information at MyPortal FAQs.

MyPortal Login >

Register

2.0nce logged in, select ChamberCERTIFY®: 3. Select ‘Certificate of Origin Registrations’:

S ChamberCERTIFY*®

ChamberCertify

Membership Certificate of Origin registrations >

Tools & Templates Help >

Training

Create Registration

1. Click on ‘New Registration’ to start your registration:

Registrations

. © New Registration

2. Select Registration Type — CO4 Exporter Information Form:

The CO4 will allow you to lodge visa documents for stamping

Form CO4 - Exporter Information Form

Form CO4B - THAILAND AUSTRALIA FREE TRADE AGREEMENT (TAFTA)
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3. Enter Business Details

Chamber of Commerce
and Industry

Follow help text provided on the page. Mandatory fields that are not filled in will highlight in red.

e Business Name:
I business: List business name
If Individual Name: List individual name
e ABNand/or ACN:
If business: List ABN and or CAN
If Individual: List 12 0s in ABN field
e Company Incorporation State:
I business: List the state that the business is
registered in
[T Individual Name: List place of location
e Description of Business:
Select ‘Other’ then type ‘Visa Application’

Upload ASIC Certificate

Option A-If Business: Upload the ASIC Certificate or
ASIC Extract to support the Business Name you are
registering. Note: Please contact ASIC directly to obtain
a copy if required

Option B = If Individual: Upload PDF stating ‘Visa
Application’

Glossary

Registration

Basicinfo > Details >

Pet Food Pty L1d

Business Address

Acknowledgment > Submitted

ASIC Certificate: This is the certificate that the Australian Securities and Investment Commission issue when registering the

name

ASIC Extract: This is the PDF that is available on ASIC’s website free of charge

Example ASIC Certificate

Upload your ASIC certificate/s

@

Drag and drop files here
Or click to browse

File Name Actions
No documents to show

Rows per page: 0 ~ 0-0of 0

| confirm that the ASIC Certificate uploaded matches the Business Name listed above

4y

Certificate of the Registration of a
Company

Corporatons Act 201 Prragaph L) ()

oo oty e
ASICCOMPANY PIYLID

Natiraiiae Conmppony Nuabor 000 00 133

T4 ot conmpae b he Conperaions Act 2901 oy oot
-

@

LVOIALLHHD
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4. Acknowledgement and terms and conditions:
Read and agree to the acknowledgements by clicking on the checkboxes

Acknowledgment

The information | enter in this digital registration form will be auto populated into the hardcopy version of
the Form CO4 - Exporter Information Form, as this is a requirement of ACCI. | confirm that | have read,
understood, and agree to be bound by the content of the Form CO4 - Exporter Information Form.

Please click here to view the Form CO4 - Exporter Information Form

| agree to the above

Signature

| agree that by providing my signature as part of registration, | will become an authorised signatory on the
Form CO4 - Exporter Information Form, and my signature will be handled by VCCI for my ongoing use in
accordance with the VCCI Privacy Policy.

| agree to the above

5. Upload signature
a. Provide your signature that will be displayed on the registration and used to sign the terms & conditions

Option A — Sign using an ink pen. Use the Option A Option B

template prOVIded by Se|ECt|ng ‘Download Download the signature template below, sign it by Draw your signature in the box below using your

Template’ and follow the instructions provided hand with a blue ink pen, scan and upload it as an touchscreen device or computer mouse
attachment

Option B — Sign electronically. Draw your

signature using your mouse or stylus @

Drag and drop files here
Or click to browse

b. Confirm your position within the company
d. Place of signing is the suburb, town or city
you are physically in when completing the J Downioad Template O Reset Signature
registration form

e. Click on Submit

Processing Time:
The registration will be processed in 24-48 business hours.

The visa document can be uploaded for stamping once the registration is approved
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VISA DOCUMENT STAMPING APPLICATION PROCESS

Step 1: Create statement of declaration
Complete Statement of Declaration Letter provided which verifies that the contents of the visa
document are true and correct.
e Ifthe letter to be stamped is created by a company, then the declaration letter needs to be written by that
company, on company letterhead

e Ifthe letter to be stamped is written by an individual, then the declaration letter needs to be written by the
individual

Statement of Declaration Requirements:

-Title: Statement of Declaration

-Refer to the visa letter, the applicant’s name, visa type and reason for travel
-Confirm that the contents of the letter are true and correct

-Signed (physical signature)

-Dated

Step 2: Create and lodge application
1. Select ‘New Document’ under ‘My Documents’

My Documents
.
2. Select *Other Export Document’ 3. Select country of visa application and select ‘Next’
New Document

Other Document

& Certificate of Origin & Other Export Document

CoOType > Documents > Payment > Complete

® New Carnet Application
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4. Upload visa letter:

a. Click on cloud & select visa document from library

b. Select document name as ‘Visa Letter’ and then select ‘Save’

New Document

Other Document =

Document for Certification

CoOType >  Documents > Payment > Complete

e recuires i
evidence purposes It applicable.

Dragand drop fles here
Or click to browse.

Uploaded Files.

Document Type File Narme

5. Upload Declaration Letter:

Upload File

Upload file visa letter.pdf

Document/Cer

Visa Letter

Certification Required

and Industry

Click on cloud and select letter of declaration from library. Select document name as ‘Other’ and then select ‘Save’

New Document

Other Document =

VC2024001861

Document for Certification

CoOType >  Documents > Payment > Complete

Upload documents If your Importer requires any adclzional documents o be stamped.

if applicable.

Dragand dropfiles here.
Or click to browse.

Click here for further information

Uploaded Files
Document Type File Name Stamp Hequired Actions
Vise Leiter e leter sl Yee

Upload File

Upload file declaration letter.pdf

Document/Certificate Name
Other

X O certification Required

{
o

Any other documents you would like
10 upload in support of your
application

Save

Do not tick ‘Certification Required’



6. Enter reference number and payment and submit:

New Document
other Docu me“t “ﬁ Document for Certification

CoOType > Documents > > Complete

Summary Of Purchase

r‘ Chamber Certify - Other Export Document - Visa Letter

Total:

Your Customer Reference

Payment Options

@® CreditCard

Card Number

Expiration Date cve

MM/YYYY

By completing this transaction, you agree that you have read, understood and accepted the ChamberCertify
Terms of Use and the Privacy Policy,

Application will be processed by a Trade Officer. An email notification will be sent once the application
has been processed.
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