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SUBMIT ANNUAL FINANCIAL REPORT
 

A  Once you log into myQBCC, select ‘Submit 
annual reporting’. If you hold a company and 
individual contractor grade licence, you will 
need to submit an annual financial report for 
each licence.

B  From the ‘My licences’ screen, click the ‘Action’ 
button next to the licence you want to lodge 
annual reporting for.

 

SUBMISSION PROCESS

SELF-CERTIFYING CATEGORY 1 (SC1) and SELF-CERTIFYING CATEGORY 2 (SC2)
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F  Read the information and then select ‘Continue’

C  From the pop up menu, select ‘Submit Annual 
Financial Report’

D  Select ‘Self-certifying categories - SC1 and SC2 
($200,000 - $800,000)’

E  Select ‘Start Form’

Self-certifying Categories – SC1 and SC2 ($200,000 - $800,000)
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G Confirm  that contact details are correct, make any necessary changes, then click ‘Continue’ 
or ‘Save for Later’ if you want to save and come back to it later
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CONFIRM CONTACT DETAILS
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H  Confirm licensee details are correct 

I   Click in the ‘Year end date’ box and use the pop up calendar to enter the last date of the annual financial reporting 

period. For further information, on the ‘Year end date’ click the information tooltip 

J  Click on the drop down box under the heading ‘Business Structure’ and click on the relevant category

K  Click ‘Continue’
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PROFIT AND LOSS
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 Enter the figures 
required in the 
box beside each 
category 

M  i.e. For an 
explanation of 
terms, click on the 
tooltip ‘i’ to the right 
of the box

N  Click ‘Continue’
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BALANCE SHEET

 Enter the figures required in the box beside 
each category

 For an explanation of terms, hover on the   
to the right of the box. Once data has been 
entered click ‘Continue’
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  Non-current assets assets include:
• tools of trade; 
• motor vehicles; 
• if your licence is in your personal name, a house or unit you own.
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SUPPORTING DOCUMENTATION/DECLARATION

 You are not required to lodge 
any paperwork with your annual 
reporting submission. If you 
want to provide additional 
information that will help the 
QBCC to assess your financial 
information, please enter 
details in the text field under 
the ‘Additional Information’ 
heading.

 

 Check that you have 
supplied the correct financial 
information, then tick the box 
under ‘Declaration’ 

 Click on ‘Submit’

If you do not complete all the requirements on the form,  
you will receive a warning message to complete the  
relevant section. If the form is complete, you will receive 
a message that your submission has been received and  
a case number. 

Take note of this number and use it with any communication 
with the QBCC about your annual reporting. A PDF copy of 
your submission will be emailed to you and we suggest you 
keep this for your records. 
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299 Montague Road, West End Qld 4101
GPO Box 5099, Brisbane Qld 4001

For more information
Visit qbcc.qld.gov.au or call us on 139 333.
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