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Exports work instruction

Applying to become an Authorised Officer using the
Plant Exports Management System

Direction to authorised officers

This is official instructional material of the Department of Agriculture, Fisheries and Forestry (the
department). Failure to comply with it may result in a breach of relevant legislation and/or the code
of conduct under section 13(5) of the Public Service Act 1999.

Purpose of this document

This document details the procedure for applying to become a third party Authorised Officer (AO)
using the Plant Exports Management System (PEMS).
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Policy statement

The policy, definitions and legislation related to this work instruction can be found in the Exports
Policy: Management of third party plant exports authorised officers.
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Roles and responsibilities

The following table outlines the roles and responsibilities undertaken when applying to become an

AO.
Role Responsibility
Applicant e Applying to become an AO through PEMS.
e Attaching all the required documentation to their
application.

e Paying all applicable fees and charges.
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Register for the department’s online services

The following table outlines how to register for the department’s online services.

Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

1.

e Goto
https://online.agriculture.gov.au/selfservice

Note: The login page will display.

e Select ‘Create an account’.

» I accept the terms of use

Create an account

Forgotten Password?
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Step | Action Graphic

2. e Enter your details.

e Read the terms of use.

e Check the ‘l accept the terms of use’ box.
e Click ‘Register’.

User Registration

* Required field

Basic Information

* First Name 2ac0n
Middle Name
" Last name Jones
Mobile
" €-mail | Aaron Jones@pems.com
* Confirm E-mail Aaronlones@pems.com

Enter User 1D and password

“ User ID FaxEid123
“ Password sesecssscene
“ Confirm Password sesesssscsss

Select your challenge questions and answers

The challenge questions and answers are used If you forget your password and need to reset it.

* Question 1 [What is the name of your pet? ] " Answer 1 Jerry

* Question 2 [What is the name of your first school? -] " Answer 2 ¥ent St Primary
* Question 3 [What was the make and model of your first car? ~| “ Answer 3 Foed Falcon

* Question 4 [Who is your favourite actor? v] T Answerd Tom Manks

* Question 5 [In what oty or town was your first job? ] " Answer S Sydney

* {3 Iaccept the terms of use

Cancel |
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Step | Action

Graphic

3. e Note the confirmation of your registration.
e Click the ‘Close’ button.

e Goto‘Login to online services’.

—

User Reqgistration

e -

User account created su - please allow a Fewr mibnwte

Mepse wal & heve minutes fer your sicount bo be sctrrated befode using it,

Your new user scoount details for future reference:
Request 20888
Id
User FAKERI123
Login

ou hawve successfully registered an sccount to use the Department of Agriculture Online Senvices.
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Log in to online services
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The following table outlines how to log in to online services and apply for PEMS access.

Step

Action

Graphic

1.

Go to:
https://online.agriculture.gov.au/selfservice

Note: The login page will display.

Q
A
' —
—
willmakinl23

* ¥ 1 accept the teoms of use

Create an account Forgotten Password?

For lagin or registration difficulties, you may contact the department at MARS. Administrator@agriculture.gov.au or Telephone: 1300 004 605 or +61 8 8201 G185

i Commonmeealth ol Australla 2014 Privacy Policy | Disclabmes Contact Us

australia gov._au
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Step

Action

Graphic

e Enter your User Login and Password.

Note: This information will have been sent
to you via email following registration.

e Check the ‘l accept the terms of use’ box.

e C(lick ‘Login’.

O

willmakin123

sescsscscces

* ¥ Iaccept the terms of use

Log in

Create an account Forgotten Password?

For login or registration difficulties, you may contact the department at MARS.Administrator@agriculture.gov.au or Telephone: 1300 004 605 or +61 8 8201 6185

Click ‘Register as a PEMS External User’.

Services

You do not have actess bo any service, Please request access,

Plant Exports Management System
4 Register as a PEMS External User
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Step | Action Graphic

4, e Enter your details.
e Select the ‘Authorized Officer’ PEMS role.
e Click ‘Submit’.

4 PEMS External User Registration

Personal detaals

User ID
JANE DOE DOk COM

First marms Last marme

Jane D

Contact details

* Mobile number

Emaill address

Anek DoadDaomain Com

Address details

* Address line 1 * Suburb
Addrass line 2

* Postcode

" State) Territory

* Plaasae selact tha PEMS usar role that you would like to requast

Exparter Execubive

Authoriped Offoer
AHISRMENT EXefutive
ED User Executive

e ] coms
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Step | Action Graphic
5. e Note the confirmation of your application. ; : :
v PP Registration request submitted successfully
e Within 10 business days, you will receive
an email regarding your registration
request. If you do not receive an email Your application to access PEMS as an PEMS Authorized Officer has been submitted and is available
within 10 business days, please email the for assessment by the PEMS Authorised Officer Administrator.
Authorised Officer Program.
You will receive an email once the assessment has been done.
Your Request ID is 7002
If you have not received a response after ten business days, you may send an email to
plantexporttraining@aff.gov.au.
Go back to Home
This is a CONTROLLED document. Any documents appearing in paper form are not controlled and should be checked against the online version prior to use.
Applying to become an Authorised Officer using the Plant Exports Management System Version no.: 7

Date published: 11/10/2024

Official 9 0f 50




Document ID: IMLS-9-7543

Risk rating: Low

Complete your application

Review and complete personal details

The following table outlines how to review and complete personal details for an AO application.

Step | Action Graphic

1. e Once you have received an email saying that
your request has been approved go to:
https://online.agriculture.gov.au/selfservice

Note: The login page will display.
e Enter your User Login and Password.
e Check the ‘l accept the terms of use’ box.
e C(lick ‘Login’. Q

willmakin123

* ¥ 1acceptthe terms of use

Log in

Create an account Forgotten Password?

For login or registration difficulties, you may contact the department at MARS.Administrator@agriculture.gov.au or Telephone: 1300 004 605 or +61 8 8201 6185
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Step

Action

Graphic

e Click the ‘PEMS’ icon to enter PEMS.

e Click the ‘Application’ icon to be taken to
your application.

Wiiam Makin = (D

Authorised Officer Registration

2

My Appilications

! =

nmonwealth of Australia 2016 | Accessl | Site map | Privacy Disciaimer | Contactus | australia.gov.au

e Read the application requirements and
check the mandatory boxes

e Click ‘Create’.

Start Application

Instructions

To complete an application, you will need:

% A valid Credit/Debit card for payment

% A National police check(NPC) that is less than 12 months old is required
% To provide details of any pending criminal charges

9 To upload required documents for a 100 point identification check

» To upload additional documentation as required for certain job functions

[J1 have read and understand the instructions above *

1is an offence *

(m]] that providing false or
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Step | Action

Graphic

4, e Review your details
e Click ‘Change’.

Authorised Officer Application active 2510212020

2 Applicant BEmployment il Job Functions

Personal Details D

Title M
Firstname Wilkam
Family name Mabn

Middle namels
Preferred name
Date Of Birth
Phone

Moblle 0412345678

Email  address@domain.com

Disclosure

No Disclosure Detads

K Documents

Address Line 1
Address Line 2
Suburd

State

Postcode

William Makin (O

$ Payment G Actions ~

12 Finme circuit

LYNEHAM

ACT

2602

Next

© Commonweaith of Australia 2016 | Accessibiity | Sitemap | Privacy | Disclaimer | Contactus | australia.gov.au
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Step | Action Graphic

5. e Update your details.

. Personal Details - WILLMAKIN123
e Click ‘Save’.

Preferred name

Address Line 1°
Address Line 2
Suburt "

LYNEHAM

State *

Austraban Capdal Terrtory

Postcode ™

2602
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Step | Action Graphic

6. ¢ Note the confirmation that ‘Your personal
details have been updated’.

e Add Disclosure details by clicking ‘Add’. wisam Makin ()

Authorised Officer Application active 2510212020 Requred teids denoted by *

Your personal details have been updated

A Applicant BEmployment B Job Functions K Documents § Paymant G Actions~

Personal Details

Tide Mr Address Line 1 12 Finme circuit
Firstname  \Wilkam Address Line 2
Family name  Maion Suburb  LYNEHAM
Middie name's State CT
Preferred name Postcode 2602
Date Of Birth  1701/1585
Phone

Mobile 0412 345678
Email  address@domain.com

Disclosure D

No Desclosure Detais

© Commonweaith of Australia 2016 | Accessibiiity | Sitemap | Privacy | Disclaimer | Contactus | australiagov.au
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your fitness to perform the services required or
may affect the integrity and reputation of the
department.

Step | Action Graphic
7. Do you have any pending criminal charges?
Disclosure
If... Then...
yes o click the ‘Yes’ button Do you have any pending criminal charges?
e continue to Step 8. Yes ® Mo
no e click the ‘No’ button Do you have any conflict of interest?
e gotoStep9. Yes @ No
Note: A pending charge will not automatically
exclude you from being appointed as an AO.
Nonetheless, the department may be Close E
concerned that a particular charge reflects on
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Step | Action Graphic

8. Add details of your pending criminal charges.

Disclosure

Do you have arry pending crimenal charges?
® Yes Mo

Panding Criminal Charge Datails *

D0 you hanve arry conflect of interest?

Yes ® No
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e continue to Step 10.

no

e click the ‘No’ button
e click ‘Save’

e goto Step 11.

Step | Action Graphic
9. Do you have any conflicts of interest?
Disclosure
If... Then...
yes o click the ‘Yes’ button Do you have any pending criminal charges?

Yes ® Mo

Do you have any conflict of interest?

Yes ® Mo
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Step

Action

Graphic

10.

e Select one or more items from the conflict-
of-interest list.

e Add details of how you will manage your
conflict of interest/s.

e Click ‘Save’.

Disclosure

Do you have any pending cnminal chacges?

Yes = No

Do you have any conflct of nterest?

& Yes O No

¥ Direct or indrect financial nterest 3s owner, duector or owner of shares in an establishment or in 3 simdar
type of establishment

¥ Family'emobonal relatonship 10 the owners of management of an estadlshment of in a sumdar type of
estabishment

¥ Employment with another estabiishment of the same type as the establshment whete the apphcant will

carry out AD dutes

¥ Other

How will you manage this: *

anage conflict(s) of interest
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Step

Action

Graphic

11.

e Note the confirmation that ‘Disclosure
details has been added’.

e Review your details.
e Click ‘Next’.
e Goto ‘Employment’.

Authorised Officer Application active 25/02/2020

Disclosure details has been added

A Applicant WEmployment

Personal Details cheg

Title M
Firstname Wilkam
Family name Makn
Middle name/s
Preferred name
Date Of Birth  1701/1588

Phone
Mobile 0400 903 763
Emaill  willkam makn@agnculure gov au

Disclosure

Pending criminal charges
Do you have any pending criminal charges? No
Conflict of Interest

Do you have any conflict of interest? No

How will you manage this : Detads of how 10 manage confict(s) of

i Job Functions

nterest

| Documents

Address Line 1
Address Line 2
Suburd

State
Postcode

44 MEDWORTH CRESCENT

$ Payment

LYNEHAM

A

ACT

2602

William Makin = (»

Required fields denoted by *

G Actions ~
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The following table outlines how to review and complete the employment tab for an AO application.

Step | Action

Graphic

1. | Click ‘Add".

Home Wilkam Makin (D

Authorised Officer Application Active 2510272020 Requred tesas dencred by *

A Applicant EEmployment Il Job Functions B Documents $ Payment & Actions -
Employment Details 2]
No Empiloyment Details

Previous Next

)16 | Accessibilty | Stemap | Privacy | Disclaimer | Contactus |

2. Are you employed by a Registered

Establishment? Employment Detalls
If you... Then... 3"\:‘-'0”".“:"‘ e
Have you previousty been empioyed by Depanment of Agriculture?

are e click the ‘Yes’ button " ® Mo

e gotoStep4.
are not e click the ‘No’ button

e continue to Step 3.
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Step | Action Graphic

3. Do you intend to become an independent third
party AO? Employment Detalls

Important: If you are not currently employed by o YU emplayed by 3 Regisiered Estabshment?
a Registered Establishment, you must register
as an independent third party AO; noting that ‘e e

this can be updated at any time. Town/Suburp *

10 bECOMe an InGependent A party Authorised OMCer?

If... Then...

yes e click the ‘Yes’ button
e enter your Town/ Suburb
e enter your postcode

e gotoStep5.

no e click the ‘No’ button

Note: The answer to ‘Are you
employed by a Registered
Establishment?’ will default to
‘Yes’ and you will be prompted
to enter the details of the
Registered Establishment

e continue to Step 4.
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Step | Action Graphic
4, Fill in the details of the Registered
Establishment. Employment Detalis
Note: If you know your establishment number, Are you empioyed Dy a Regstered Estabisnment?
enter this within the ‘Establishment Number’ * YesO No

box and select ‘Search’. This will automatically Estadlisheent Number
populate the required information into the 1234
other mandatory fields.

Company Name *

Have you préviously Deen employed by Depantiment of Agniculture?

Yes » No
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Step | Action Graphic
5. Have you previously been employed by the
Department of Agriculture, Fisheries and Employment Details
Forestry?

Are you empioyed by a Registered Estabdshment?

Note: This includes current and former i
Commonwealth Department of Agriculture, o coound

Fisheries and Forestry names.

Company Name *

If you... Then...

Address Line 1*

have e click the ‘Yes’ button s

Address Line 2

e continue to Step 6.

have not | e click ‘No’ button
e click ‘Save’
e gotoStep?7.

Have you previously boen empioyed by Department of Agrculture?

Yes & No
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Step | Action Graphic

6. e Enter your position held. Empioyment Details
e Enter your separation date (if known).

e Click ‘Save’.

Are you empioyed by a Registered Estabishment?

s Yes No

E30dhshment Number
Company Name *
me Regrstered £ stadlatment

Address Line 1"

Address Line 2

State *
Postcode *

HaVe you Dreviously Deen empioyed by Depanment of Agncuture?

& Yes No
Position held *
| Aumores omces

Separation Date(if known)
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Step | Action Graphic

7. e Click ‘Next’.
e Goto ‘Job Functions’.

Home

Wilkam Makin (D

Authorised Officer Application Active 25022020

Requred fieids denoled by *

A Applicant B®Employment I Job Functions

B Documents $ Paymenmt O Actions «
Employment Details
Town/ Suburd Postcode Actons
LYNEHAM 2602 Open

Previous

© Commonwealth of Australka 2016 | Accessibity

| Stemap | Privacy | Disclamer | Contactus |

australa gov au

This is a CONTROLLED document. Any documents appearing in paper form are not controlled and should be checked against the online version prior to use.

Applying to become an Authorised Officer using the Plant Exports Management System

Version no.: 7
Date published: 11/10/2024 Official

25 of 50




Document ID: IMLS-9-7543

Risk rating: Low

Job functions

The following table outlines how to review and choose job functions for an AO application.

Step | Action Graphic

1. Add the job function/s you are applying for by
selecting the plus ‘+’ symbol.

Horme Whillsaarn Mabon (]
Notes:
e If you are unsure of the job function/s you Authorised Officer Application Active 25/02/2020 Requred fes aenceed oy *
need to apply for’ please refer tO the A Applicant e mployment il Job Functions b Documents S Payment O Acuons =

Exports reference: Table of authorised

Horticulture Job Functions »°

officer job functions.
. . °'.--r--\ group © Buts, coms ana ubers © cnus group
o Alearning and assessment fee will be © Cocurns © ot Bwrars 00 fo8ege © toea iy
charged at the time you request training for © Expont phytosaneary eatments O Snpe row O Low
“ ” . . © rango group © Punts ana n ok © r«
every “package” of up to 5 job functions. © S1ome trstipome sttropecal frst orou © Trsse cumures and cungs
For example, if you request 3 job functions Grain Job Functions ~*
as part of your application, you will be ) Brnest Brsaaen Sf SRS SIS © Eriont reserection of ety contamers © Exoort mspection of hay and s
charged 1x learning and assessment fee. If © £xport mspecton of 1ogs © Export nspection of p cprooucts O Export Nepection of pIocessed rest protucts

you request 6 job functions as part of your
Training and Asses

application, you will be charged 2x learning
and assessment fees.

sment Fee Summary Tokal sBmaled fee woulkd be payable ot the time of Plscing st Faing request
Job Functions Suantty Estimated Fee

Total o 50

Previous Next
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Step | Action

Document ID: IMLS-9-7543

Risk rating: Low

2. e Choose a job function from the options.

Graphic

e Click ‘Save’.

Add Job Function - Berries group

Berries group *
¥ Bermes group
¥ Berry protocol group
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Step | Action

Graphic

3. Note the selection and fee now on the screen.

If you... Then...

need to add return to Step 1.
more job

functions

don’t need to
add more job
functions

go to Step 6.

need to remove
a job function

continue to Step 4.

X Applicant B vnployment

Horticulture Job Functions »<

iE Job Functions B Documents

S Payment G Actions -

0 Barries group

© Cucurbitichili group

© Expon proytoannitany reatments

O Masge group

© s1ere tnin parr Futropscal frull groug
Grain Job Functions &

© Expon inspection of ampty bulk vesssls
Q Expont inapsction of lgs

© Export inspection of raw baled cotton

a Bulbs, corms and lubars
) Cunt Mowrs and foliage
© Graps group

° Plants and Hurssdy S50k

© Tissus cultures and cutlings

D Expant inspection of senply containers
L+] Expant inspaction of prascribed grain & plant products
o Exparnt inspection of woodchips

Selected Horticulture Job Functions
Jobr Function - Aftachmaents

Basrias group

Basry protocol group

Actions

Ramoye

Ramove

Q Citrus group
) Driad fruit group
© Laaly vegstatia group

0 Raot vegetabls group

1D Expon inspection of hay and straw

[+ Expan indpaction of processsd larast products

Training and Assessment Fee Summary

Total eatimated fes would Be payabls ot thas timse of placing first training requéest ™

Jodr Funcibons

Export inspection of Morticulture products

Exporter inspection of Homiouhure protocol markets

Tatal

Cruantity

1

Estimeasted Foe

1750
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action

Graphic

4, Click on the ‘Remove’ button.

wsam Makn O

Authorised Officer Application acuve 251022020

X Applicant B mployment

Horticulture Job Functions »*

© Beorries group

© Cucurbivchis group

© Expont phytosanitary trestments

© Mango group

° Stone fruitipome fruittropical frult group

Grain Job Functions »*

O Export inspection of empty bulk vessels
° Export inspection of logs
° Expornt inspection of raw baled cotton

Selected Horticulture Job Functions
Job Function - Attachments

Bercries group

Barry protocol grovp

Training and Assessment Fee Summary

Job Functions

Expont inspection of Horticulture products

I8 Job Functions B Documents

© Bubs. corms and tubers
© Cut Sowers and foliage
© Grape grovp

o Plants and nursery stock

© Tissuve cultures and cutings

° Expornt inspection of empty containers
© Expont inspection of prescribed grain & plant products

O Expornt inspection of woodchips

Actions

Remove

Requred fieids dencted by *

$ Paymont G Actions ~

° Citrus group

© Dried frut group

° Leafy vegetable group
© Rroot vogetabio group

O Export inspection of hay and straw

© Expon inspection of processed forest products

Total estimated fee would be payable at the time of placing first training request *

Quantity Estimated Fee

1
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic
5. Click ‘OK’.
Ave you sure you want 1o remove the Job Function
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Document ID: IMLS-9-7543

Risk rating: Low

© Mango group
) Stone tuitpoma fritiapical Full group
Grain Job Functions %

D Expon inspection of smpty bulk vesssls
0 Export inspaction of logs.
O Esxpart inspaction of raw balsd cofion

Selected Horticulture Job Functions

© Plants and nurseny stock
© Tessue culmures and cuttings

G Espan indpaction of amply comaings
Q Export inspection of prescribed grain & plant products
0 Espaort inspacton of woodchips

Jolbs Function - Atachements

Beries group

By prolocol group

Sl Functions

Export inspacticn of Horticulhuns products
Exporter inspection of Horticulbune proftocol markets

Toaal

Training and Assessment Fea Summary

Actions

|20

Famersa

Criantity

Step | Action Graphic
. ‘ ’
. [ ] .
6 CI'Ck NeXt X Applicant BB mployment |H Job Functions & Documents 5 Paymont G Actions -
‘ ’
e Goto ‘Documents’. Horticulture Job Functions #*

© Burrios group O Buls, corns wnd tubrs © Citrus grovp

0 Cucurbit'chilli group O Cut Rowers and Solings 0 Driad frull groap

0 Export phylosanitary reatments Q crape group Q Laoafy vegatable group

© Root whpetable group

° Expodt inspecion of hay and striw
Q Espast inspection of processed fores! products

Total estimated fen would be payabls at the time of placing first raining request *

Eatiratid Foe

1750

Pravigus Hext
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Document ID: IMLS-9-7543

Risk rating: Low

Documents

The following table outlines how to add supporting documents for an AO application.

Step | Action Graphic
1. Add the document by selecting the plus ‘+'
symbol.
wilam Makin @ (D
Authorised Officer Application actve 25022020 Required feids dencted by *
A Applicant IH Job F unctions B Documents $ Payment G Actions =
Primary Documents Al least one primary document is required ®
@'r.l'\]f" Docunent (T0 points
Secondary Documents
© Document — must have a photograph and a name (40 points) © Document - must have a name and signature (35 points)
0 Dotumaent — must have a name and signature (25 points O Document — must have a name and date of birth (25 points )
O Documant — must have & name and address (25 points )
Other Documents National Police Check document is required *
o Documant = National Police Chack 0 Documant = Othar
Attached Documents - 0 Points
Prervious MNext
© Commonwealth of A 2 2016 | Ac ty Stemap | Privacy | Disclamer | Contact us EN
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic

2. e Attach the document.

e Select which document type it is. Attachment
e Add any comments as needed. File input®
e Click ‘Save’. Choose File | Dummy passport doc

Document type *

Ciizenship Certificate
Expired Passpont
Other Document

Comments

Comments |
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Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

Note the attached document.

If you...

Then...

need to attach more
documents

Important: 100 points of ID
are required—at least one
primary, and one containing
a photograph. You do not
need to add more than 100
points of ID.

return to
Step 1.

don’t need to attach more
documents

continue to
Step 4.

wimam Makn O

Authorised Officer Application active 25/02/202

The attachment has boon addod

X Applicant B mployment

Primary Documents
© Primary Document (70 points)

Secondary Documents
0 Document — must have a photograph and a name (40 points)
° Document — must have a name and signature (2% points)

© Document - must have a name and address (25 points )

Other Documents

o Document — National Police Check

IH Job Functions

QeQuired feids den

Mod by *

& Documents $ Payment G Actions «
AL loast one primary document is required *
© Document ~ must have & name and signature (35 points)
© Document - must have a name and date of birth (26 points)
National Police Check & et s required

o Document — Other

IAttached Documents (1) - 70 Points

Name Document Type Sowrce Points

Dummy passport doc Current Passpont Application 70

Updated Updated Dy Outcome Actions

250272020 17 12 VALLMAKINIZS Open Downdoad

Remaove
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic

4, e Add national police check.

. . B Attachment
e Check ‘National Police Check’ box.

File Input*
Choose File | Dummy police check doc

e Add comments as needed.

L] Click ‘Save’. Document type ™

. . e . . P C
Note: A criminal conviction will not e e

automatically exclude you from being
appointed as an AO. Nonetheless, the
department may be concerned that a particular
conviction reflects on your fitness to perform
the services required or may affect the integrity
and reputation of the department.

Comments

Comments
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Document ID: IMLS-9-7543
Risk rating: Low

Step | Action Graphic

Wil rry B kin [ ]

5. e Click ‘Next’.

° ‘Payment’.
Go to ‘Payment Authorised Officer Application active 2s/02z020 Raguived Balda dercted by

The attechment has been added

G Actions =

A Applicam B rnplogrrse st |8 Job Functbons e Docurmsms F Payman

A8 ladsd orva peimary docunsnl b recgquined ®

Frimary Docurmanis
D Bvimary Documend (T points]
Secondary Documants

D Document

D Document — st have a photogragh and a namss (40 poings)

(26 points) D Domment

D Cocumsnt — st hav

) Cocumsnt — st have a nams and sddoess (25 points)

Othar Docurmants B Hew © LTI i
2 Document = Mational Palics Chack O Document = Other

Attached Documants (2) - 70 Points
Marme Documant Type Source Posirts Updated Updated By Oustcormes Actions
Dousrvamey ponsspeot dioss Currom Fasspon Application T 2502020 1742 WYBLLALARIN 1 23 pen Droremibaad Hesmcren
Dwrvaey police chchk doc Hasisnal Police Check Application o 2502030 1729 WWILLAMAKIN1 23 Cpan Drorerdaad Remaove

Prenvious Kaxt

cy | Disciksimer | fus | aushalia goy.au
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Document ID: IMLS-9-7543

Risk rating: Low

Payment

The following table outlines how to make payment for an AO application.

Step | Action Graphic

1. Click on the ‘Make Payment’ link.

wiliam Makin =~ ()

Authorised Officer Application Active 25/02/2020 Required fields denoted by *

2 Applicant SFmployment i= Job Functions B Documents $ Payment & Actions ~

Payment I Make Pa/meml

Previous
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Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

e Read the declaration.

e Check the box ‘I have read and understood
the above terms and conditions’.

e C(Click ‘Accept Declaration’.

Declaration

When acting in connection with your AO appointment, you must
1. behave honestly and with integrity and impartiality

2. act with care and diligence

3. treat everyone with respect and courtesy, and without harassment

4. only exercise powers and functions for which you have been appointed

S comply with all applicable Australian laws

6. comply with any lawful and reasonable direction given by someone in the Commonwealth who has authority
1o give the direction

7. comply with alf relevant instructional material published by the Commonweaith

8 maintain currency of skills by attending training as directed by the C aith

9. be avaiable for assurance and audi visits by the Commonweaith

10. notity the Commoniweaith of any observed fraudulent practices or the provision of faise and misleading
formation in relation to the export of plants and plant products from Australia

11 notify the Commonwealth of any persons applying undue infiuence, harassment or offers of bribery
12_ ensure the payment of all debts due to the Commonwealth
13 maintain correct contact details and notify the Commonweaith of any change in circumstances, including

conflicts of interest that may arise or have arisen

conviction of an offence under Commonweaith, State or Territory law

an order to pay pecuniary penaity

the existence of outstanding debts due to the Commonweaith

a change in the conditions which permit the Authorised Officer to work in Australia

14_behave in a way that upholds the integrity and good reputation of the Commonwealth and do not do
anything that would cause harm to the Commonwealth's interests or reputation

15. comply with the Privacy Act 1998, including protecting and not inapprop y using or
commercial in confidence information of clients and businesses

[ | have read and understood the above terms and conditions
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Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

When ready to pay, click the ‘Pay Now’ button.

Authorised Officer Application active 25/02/2020

You can proceed with the application fee payment now.

2 Applicant B mployment iZ Job Functions
Payment Status
Application Fee Awaiting Payment

i Documents

william Makin (O

Required fields denoted by *
$ Payment  Actions ~
Actions.
Previous
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic

4, Review and verify the information for the online Logged in as WILLMAKIN123 | Logout
payment. Online Payments

If it is... Then...

Payment Enguiry Moo Fary

correct go to Step 6.

incorrect | ¢ click ‘Cancel’ Plant Exports Management System

m Payment Arrangemeant Payment Details

Service Summary

Required fdds denaled by ™

e continue to Step 5.

Reference PEMSAPPFEEPPR-0000001049

Blosecurity Description Pathway Qty Additional Information

Horticulture AQP 1

Service Description Oty Unit Price Unit GST Total

Authorised Officer Application 1 3250.00 50.00 525000
Total (excl. GST): AUD 250.00
Total GST: AUD 0.00
Total (incl. GST): AUD 250.00

Version v1.2.21, Busd Date: 26912010 10:45:32 Environment PPR m

& Commonwealth of Australia 2020 L. ¥ | Sitemag | Privacy | Disclaimer | Cx

aci us | australia gov.au
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic
5. e Confirm cancelation by clicking ‘OK’.
o Go back to ‘Job Functions’ to make changes
to the job functions selected.
Confirmation *®
Wamning! All entered information will be lost. Are you sure you want 1o exit the process?
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Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

Click ‘Next’.

Payment Enquiry

Service Summary

Payment Details

Plant Exports Management System

m FaymentAangement

Required fields denoted by *

Reference

Biosecurity Description

Horticulture

Service Description

Authorised Officer Application

PEMSAPPFEEPPR-0000001049

Pathway

AOP

Qty

Qty

Unit Price

$250.00

Additional Information

Unit GST Total

30.00 $250.00
Total (excl. GST): AUD 250.00
Total GST: AUD 0.00
Total (incl. GST): AUD 250.00

Version: v1.2.21; Build Date: 26-11-2019 10:45:32; Environment: PPR m
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Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

e Select ‘No’ to the question Do you have an
Account Number?

e Click ‘Continue to Payment’.

Payment Enquiry Make Payment

Plant Exports Management System

Services Payment Arrangement Payment Details

Pre-Payment Arrangement

Online Payments

Required fields denoted by *

People who make frequent payments to the department, such as agents and brokers, may have an account number. The account number is located on your tax
involce or statement of account

Do you have an Account Number?

e Yes @ Mo

) Continue to Payment
Version: v1.2.21; Build Date: 26-11-2019 10:45:32, Environment: PPR
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic

8. e Enter your credit/debit card details
e C(Click ‘Pay Now'.

Payment Enquiry Make Payment

Plant Exports Management System

Services Payment Arrangement Payment Details

Required fields denoted by *

€ By clicking Pay Now you accept the Privacy Statement and Terms and Conditions of payment.
This transaction will appear on your card statement under the name of "Dept of Agriculture".

You are paying an amount of $250.00

Cardholder John A Smith

MName

Card Number 5346555816993893

Expiry Date 2 v} 2029 T

Security Code

=1

IEHBI
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic

9. | e Note your payment confirmation. S o s

Online Payments

e Click 'Continue’.

Important: Your application has not yet been
submitted, you must continue to the next step. Payment Enquiry | Make Payment

Plant Exports Management System Required fieids denoted by *

Services Payment Arrangement Payment Details

Please note: you must click the ‘continue’ button 1o finalise this transaction.

Payment Confirmation

Transaction Date 04 Mar 2020 15:20:34 AEDT
Transaction Reference 15258044

Payment Reference Number 10001033924

Payment Amount 250.00

Credit Card Type Visa

Version: w1221, Buid Date. 26-11.2019 10:45:32. Ermaronment PPR
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Document ID: IMLS-9-7543

Risk rating: Low

Step

Action

Graphic

10.

e Select ‘Actions’
e Click ‘Submit’

William Makin (D

Authorised Officer Application Active 2510212020

A Applicant =Employment = Job Functions

Personal Details crangs

Required fields denoted by ™

K Documents $ Payment G Actions ~

Title Mr
Firstname  William
Family name Makin
Middle name/s
Preferred name
Date Of Birth  17/01/1986
Phone
Mobile 0400 903 763
Email  william makingagriculture gov.au

Disclosure craege

Withdraw

Address Line 1 44 MEDWORTH CRESCEMN]
Address Line 2
Suburb LYNEHAM
State ACT
Postcode 2602

Pending criminal charges
Do you have any pending criminal charges? Mo
Conflict of Interest

Do you have any conflict of interest? No
How will you manage this :

Mext

© Commeoenwealth of Australia 2016 | Accessibility | Site map
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic
11. | Review the text in the pop-up box.
If you... Then...
want to add o click the ‘Cancel’ button
more job e goback to ‘Job
functions Functions’.
don’t want to e click the ‘OK’ button
add rr\ore job . continue to Step 12. Are You sure you want 1o submit Illls.-'-\pphcalmn')
functions
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Document ID: IMLS-9-7543

Risk rating: Low

Step | Action Graphic

12. | ¢ Note your submitted application.
e End of procedure.

Note: You will now receive an email stating that
your application has been received. Wiliam Makin (%

Authorised Officer Application submitted 04/03/2020

Required fields denoted by *

The AO Application has been submitted.

4 Ssummary ki Documents $ Payment (@ Actions ~

Payment Status

Application Fee Payment Confirmed

Previous
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Contact information

e Authorised Officer Program: PlantExportTraining@aff.gov.au
e Authorised Officer Hotline: 1800851305

Related material
The following related material is available online:

e Authorised Officer webpage

o  Exports Policy: Management of third party plant exports authorised officers
o  Exports work instruction: Requesting Authorised Officer training using the Plant Exports
Management System
o  Exports work instruction: Requesting Authorised Officer assessment using the Plant Exports
Management System
o  Exports work instruction: Requesting an Authorised Officer Instrument of Appointment using
the Plant Exports Management System
o  Exports reference: Requesting additional job functions in the Plant Exports Management
System
e Plant Exports Management System
e Plant Export Operations Manual

o Exports reference: Plant Exports Management System Authorised officer user guide
o Exports reference: Table of authorised officer job functions

e Authorised Officer declaration of boarding experience.

e Fees and charges

e Privacy Policy
e Australian Federal Police webpage (police checks)

Document information

The following table contains administrative metadata.

Instructional Material IMLS-9-7543
Library document ID

Instructional material Director, Authorised Officer Program

owner

Risk rating Low

Review period Due for review within 4 years of the most recent approved date.
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mailto:PlantExportTraining@aff.gov.au
https://www.agriculture.gov.au/export/controlled-goods/plants-plant-products/ao
https://www.agriculture.gov.au/export/controlled-goods/plants-plant-products/plant-exports-management-system-information
https://www.agriculture.gov.au/biosecurity-trade/export/controlled-goods/plants-plant-products/plantexportsmanual
https://www.agriculture.gov.au/biosecurity-trade/export/controlled-goods/plants-plant-products/ao/job-functions/export-inspection-empty-bulk-vessels#prerequisites
https://www.agriculture.gov.au/fees/charging-guidelines
https://www.agriculture.gov.au/about/privacy
https://www.acic.gov.au/our-services/national-police-checks

Version history

The following table details the published date and amendment details for this document.

Version | Date published Date last approved Review type | Summary of review
1.0 06/07/2020 06/07/2020 New First publication of
document this work instruction.
2.0 6/08/2020 6/08/2020 Minor Re-title of the WI:
change Requesting

Authorised Officer
training using the
Plant Export
Management System.

3.0 22/04/2021 22/04/2021 Major Updates for the
change commencement of
the Export Control Act
2020 and associated
Export Control (Plants
and Plant Products)

Rules 2021.
4.0 31/10/2022 31/10/2022 Minor Minor updates to
change reflect updates to
fees and charges and
PEMS.
5.0 28/02/2024 28/02/2024 Minor Minor updates to
change reflect changes to

department name
and contact details.

6.0 19/04/2024 19/04/2024 Major Major updates to
change screengrabs.
7 11/10/2024 11/10/2024 Major Included information
change about the learning

and assessment fee.
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