Document certification
guide
–––––––
May 2019

Introduction
The process of certifying that a document is a true copy of an original is used when a person does not
provide the original document to an organisation that needs to see or retain it. It allows for non-faceto-face documentary verification. This process is not directly covered by legislation in Australia or
New Zealand. Instead, the authority to verify that a document is a true copy of an original is usually
conferred by the organisation requesting the certified document on individuals or groups whom they
trust. For this reason, chartered accountants are frequently cited.
It is common practice for organisations to accept documents to be certified by persons who are
authorised to witness statutory declarations. In New Zealand, the Oaths and Declarations Act 1957
does not permit chartered accountants to witness statutory declarations. In Australia, requirements in
the relevant legislation vary between different states and territories. While Chartered Accountants are
often included in these lists of authorised persons, the relevant legislation should be checked to
confirm that a chartered accountant still appears in the list.

Wording
There is no set wording in law that must be used when certifying a document. However, some
organisations specify the wording to be used and will not accept any deviations. So check with the
person whether a certification guide was provided and whether it has specific wording for certain
purposes.
If there is no prescribed wording, you should write the following on each copy (or a statement to a
similar effect).

For photo ID:
I certify that I have seen the original document and that the photograph is a true likeness and this
copy is a complete and accurate copy of that original.

For non-photo ID:
I certify that I have seen the original document and this copy is a complete and accurate copy of
that original.

In addition, the following details should be included:
•
•
•
•
•

Your full name
The date of certification
Your signature
‘Chartered Accountant’
CA ANZ member number (this is so the recipient can verify you are in fact a member).

The wording should not express any opinion as to the authenticity of the document as certifying a
copy does not in any way ‘authenticate’ either the copy or the original document. When certifying a
document, you are only stating your opinion that the document is a true copy of the original.
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Standard method
The person requesting you to certify copies of documents should present to you the original
document, the photocopy, and any standard wording to be used.
Whilst you do not have to verify the original, you should check the original is genuine to the best of
your ability. For example, if someone has a printout from a website (eg a utility bill), this is essentially
a copy and you need to see the original document on a computer.
In summary:
•
•
•
•
•
•

Check with the person (or through an independent check on the appropriate website) that a
Chartered Accountant is listed as an acceptable certifier by the requesting organisation or the
relevant legislation (if applicable)
Always sight the original document (but do not write anything on the original)
Ensure it is recent (ie within the last three months) and/or current (ie not expired)
Check any photograph is a true likeness (ie recent) of the individual
Satisfy yourself that the photocopy is a true copy
Write the wording on the copy.

Specific application to NZ AML
Chartered Accountants are ‘trusted referees’ for document certification for identity verification
purposes under the New Zealand anti-money laundering (AML) legislation. The Amended Identity
Verification Code of Practice 2013 (IVCOP) says a trusted referee must be at least 16 years of age. In
addition, they must not:
•
•
•
•

Be related to the person (eg parent, child, sibling, aunt, uncle or cousin);
Be the spouse or partner of the person;
Live at the same address as the person; or
Be involved in the transaction or business requiring the certification.
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Disclaimer
This Guide has been prepared for use by members of Chartered Accountants Australia and New Zealand (CA ANZ) in Australia
and New Zealand only. It is not intended for use by any person who is not a CA ANZ member and/or does not have appropriate
expertise in the Guide's subject matter.
This Guide is intended to provide general information and is not intended to provide or substitute legal or professional advice on
a specific matter. Laws, practices and regulations may have changed since publication of this Guide. You should make your
own enquiries as to the currency of relevant laws, practices and regulations.
No warranty is given as to the correctness of the information contained in this Guide, or of its suitability for use by you. To the
fullest extent permitted by law, CA ANZ is not liable for any statement or opinion, or for any error or omission contained in this
Guide and disclaims all warranties with regard to the information contained in it, including, without limitation, all implied
warranties of merchantability and fitness for a particular purpose. CA ANZ is not liable for any direct, indirect, special or
consequential losses or damages of any kind, or loss of profit, loss or corruption of data, business interruption or indirect costs,
arising out of or in connection with the use of this publication or the information contained in it, whether such loss or damage
arises in contract, negligence, tort, under statute, or otherwise.
Copyright Notice
© 2019 Chartered Accountants Australia and New Zealand ABN 50 084 642 571.
Copyright Use Statement
This document is protected by copyright. Other than for the purposes of and in accordance with the Copyright Act 1968 (Cth)
and the Copyright Act 1994 (NZ), this document may only be reproduced for internal business purposes, and may not
otherwise be reproduced, adapted, published, stored in a retrieval system or communicated in whole or in part by any means
without express prior written permission.
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