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When to apply for a licence

How to complete application forms

How to upload application securely

Fees

Overview
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Scan the QR code to view 

the ‘Apply for a licence’ 

webpage



When to apply for a licence

Pharmacy business Ownership When to apply Relevant sections of PBO 

Act

Existing pharmacy business 

under 2001 Act as of 31 

October 2025

Eligible person that owned the

existing pharmacy business

Within one year of PBO Act 

commencing (by 31 October 

2026)

Sections 10 and 215

Existing pharmacy business 

under 2001 Act as of 31 

October 2025

Deemed eligible person that 

owned the existing pharmacy 

business - Applies to corporate 

owners who have corporate 

shareholders or corporate 

beneficiaries within a trust 

arrangement that meets the 

eligibility criteria

Within two years of PBO Act 

commencing (by 31 October 

2027)

Sections 214 and 216

Existing pharmacy business 

under 2001 Act as of 31 

October 2025

New owner (e.g. a person 

purchasing an ownership 

interest) that is an eligible 

person

Prior to settlement Sections 10 and 15

New pharmacy business New owner that is an eligible 

person

Prior to commencement of 

trading

Sections 10 and 15
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Application for a pharmacy business licence
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Approved Form 
1

• A - Business details

• B - Eligible persons and 
business arrangements

• C - Applicant details

• D - Applicant is a trustee

• E - Beneficiaries

• F – Other material interest 
holders

• G - Authorised 
representatives

• H - Consent and declaration

• I - Document checklist

Annexures

• A - Confirmation of 
identity

• C(i) - Natural person

• C(ii) - Mater/friendly 
society

• C(iii) - Corporation

• D – Trustee Owner

• E - Beneficiaries

• F – Other material 
interest holders

Scan the QR 

code to access 

application forms 

and Guidance 

Notes

Fit and Proper 
Persons 

Details Form

Supporting 
documentation



Part A - Pharmacy business details
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Registered business name vs 
trading name

Pharmacy Business Ownership 
Regulation 2025 - standards for 
premises

Guidance Note – Standards for 
premises



See Guidance Note – Approved Form 
1 for more information on pharmacy 
services

View the Council’s Statement of 
regulatory approach 

Part A - Pharmacy business details (cont.)
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Structure 1: Partnership of 2 natural 
persons

Structure 2: One corporation with 2 
directors and shareholders are all 
practising pharmacists

Part B – Eligible persons and business arrangements
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Structure 1: Partnership of 2 natural 
persons

Structure 2: One corporation with 2 
directors and shareholders are all 
practising pharmacists

Part B – Eligible persons and business arrangements 
(cont.)
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Part C - Applicant details

Structure 1 – Partnership of 2 natural persons
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Each natural person completes Annexure C(i)



Annexure C(i) - Applicant is a natural person
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Each natural person also completes Annexure A - 

Confirmation of identity and the Fit and Proper Person 

Details Form

Structure 1 – Partnership of 2 natural persons



Annexure A – Confirmation of identity and Fit and Proper 
Persons Details Form
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Part C - Applicant details

Structure 2 – A corporation with 2 directors and shareholders who are practising pharmacists
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Each corporation completes Annexure C(iii)



Annexure C(iii) - Applicant is a corporation
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Attach ASIC current search for company

Each director and shareholder 

completes contact details and 

information about Ahpra registration

Executive officer, director and 

shareholder completes Annexure A - 

Confirmation of identity and the Fit 

and Proper Person Details Form

Structure 2 – A corporation with 2 directors and 

shareholders who are practising pharmacists



Part D, E, F – Trusts, beneficiaries and other material 
interests

Trusts

• Complete Part D and Annexure D for 
each trustee applicant

• Complete Part E and Annexure E for 
each beneficiary

• Provide relevant trust documents

• Each beneficiary completes Annexure A 
- Confirmation of identity

Material interest holders

• Identify any interests that entitle a 
person to receive consideration which 
varies according to the profits or takings 
of the business

• Complete part F and Annexure F for 
each material interest holder

• Each material interest holder completes 
Annexure A - Confirmation of identity

147



Parts G, H and I

Part G – 
Authorised 

representative

Part H – 
Consent and 
declaration

Part I – 
Document 
checklist

157



Summary
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On the Council’s website under the heading ‘Apply for a 
licence’, there are 8 steps in the licence application process:

1. Download Approved Form 1 – Application for a 
pharmacy business licence and relevant 
annexures

2. Download Fit and Proper Person Details Form

3. Review the guidance material on how to complete 
the forms

4. Prepare application by completing relevant forms, 
annexures and gathering supporting documents

5. Register to securely upload the application via 
Kiteworks

6. Use the Kiteworks link received by email to upload 
application securely

7. Pay the application fee advised by the Council via 
BPOINT and keep a copy of the receipt

8. Respond to requests from the Council and await 
decision.

How to apply for a pharmacy business licence
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Scan the QR code 

to view the ‘Apply 

for a licence’ 

webpage

After steps 1-8 have been completed, the Council will assess and decide your 

application.



• Register to securely upload your application via 

Kiteworks. After registering your details, you will be 

sent a Kiteworks link via the email address supplied, 

with information specifying how to upload your 

application. The email address you will be sent this 

link from is: applications@pboc.qld.gov.au 

• The Council will email you to advise you what fee you 

must pay. You must pay the fee via BPOINT – ensure 

you keep a copy of your receipt.

o The fees are set out in the Pharmacy Business 

Ownership Regulation 2025 in fee units

o Licence and renewal application fees vary based 

on the complexity of the ownership structure

• The Council may require further information to decide 

your application for a pharmacy business licence. 

The Council will email you with any requests for 

information.

How to apply for a pharmacy business licence (con’t)

18

Scan the QR code to 

view the ‘Fees’ 

webpage

mailto:applications@pboc.qld.gov.au


Further information
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Council’s website Subscribe to Council 

updates

Email: enquiries@pboc.qld.gov.au
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