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How to lodge your application

Group training organisations (GTOs) wishing to be registered in NSW must apply to Industry Programs, Department of Education and Communities (DEC). 

To lodge your application you will need to submit the following documents:

· An Application to Register and a Compliance Assessment Report (Part 4). This can be e-mailed to group.training@det.nsw.edu.au. Please note that the CEO’s approval is required for electronic lodgement but not his or her signature. 

· A hard copy of your Employee Handbook, Host Employer Handbook and Apprenticeship / Traineeship (Student) Handbook. 

· A copy of your organisations Certificate of Registration as a company issued by the Australian Securities and Investment Commission and all Certificates of registration of all business names you will be trading under as issued by the NSW Office of Fair Trading, Department of Commerce.

· If you are a not for profit organisation you will need to supply a copy of the Notice of Endorsement for charity tax concessions issued by the Australian Taxation office. 

Audit costs vary dependent on the time taken to conduct the audit. An indicative cost will be around $1,500 plus any travel expenses.  

An initial payment of $968 (GST inclusive) must be paid towards the cost of the audit at the time of lodgement of your application. Payment can be by cheque made out to the Department of Education and Communities or by Electronic Funds Transfer (EFT) to: 

Account name: NSW Department of Education and Communities Operating Account “A” BSB: 032-001 
Account number: 200000

REF: GROUP TRAINING REGISTRATION
You will receive an invoice for the balance of the cost of the audit at the conclusion of the audit process. 

If your organisation is registered in another State/Territory you do not need to make payment until your application has been reviewed.  In some instances initial registration will be approved and a site visit organised in 12 months from the date of registration. At that time payment for the conduct of the audit will be required. Each application will be considered separately.

Faxing or posting 

The application can be faxed:  (02) 9264 5501 

or posted to:

Manager

Business Services
Industry Programs

State Training Services

Department of Education and Communities
Locked Bag 53

DARLINGHURST NSW 1300
APPLICATION TO REGISTER 

under the NSW Apprenticeship and Traineeship Act 2001

 as a Group Training Organisation in NSW

Organisation:
         


 (Legal Name)

Trading Name:
     
(List all trading names your organisation will be operating under)

Company No (ACN):

     



  ABN No:       
NSW Site Address:
     





Suburb:        






 Postcode:      
Postal Address:
     
Contact person:                



Position:         
Phone:      


  Mobile:     

Fax:         
Email address:         




 Website:       
Other Sites:
           
This organisation has been operating as a GTO in NSW for the following period: 

From      

To      

    

No of apprentices/trainees employed in last 2 years      
in { year } and        in  (year } Industry/s serviced?       
Region in NSW serviced?       
If you operate as a GTO interstate please provide the following information:
Our home state is      


 We operate in       (state/territory)

We are registered in         (state/territory)

Are you an RTO?   FORMCHECKBOX 
yes   FORMCHECKBOX 
  no
       Are you a ‘not-for-profit’ organisation?   FORMCHECKBOX 
  yes   FORMCHECKBOX 
   no

I certify that the information provided above is true and accurate.

I agree by signing this document my organisation will meet the auditors costs incurred for compliance audits.

Signature:
     
Chief Executive Officer

Name:

     





  Date:       
(please print)

�
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New South Wales


Department of Education and Communities








Industry Programs


State Training Services


Level 12, 1 Oxford St


Locked Bag 53


DARLINGHURST NSW  2010





Phone:  (02) 9244 5351 or


(02) 9266 8008





� HYPERLINK "mailto:group.training@det.nsw.edu.au" �group.training@det.nsw.edu.au�


� HYPERLINK "http://www.training.nsw.gov.au" �www.training.nsw.gov.au�
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