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Application Form for Registration as a 

Private Training Establishment
A private company does not have to be registered before it can provide education and training. However, here are some of the significant benefits that flow to a PTE as a result of registration.  See the publication Guidelines for the Registration of Private Training Establishments for further information.  Use this form if you wish to apply for registration as a private training establishment (PTE).
Organisation Details

	Organisation Name
	

	Trading As
	

	MoE # (if issued)
	


Contact Details

	These are the contact details for the organisation as a whole

	
	Country
	Area
	Number
	Extension

	Phone
	
	
	
	

	Fax
	
	
	
	

	Cell Phone
	
	
	
	

	Email
	

	Website
	


Street Address
	Line 1
	

	Line 2
	

	Suburb
	

	City
	
	Postcode
	

	Country
	


Postal Address

	Line 1
	

	Line 2
	

	Suburb
	

	City
	

	Postcode
	

	Country
	


Financial

	GST Number
	

	
	Day
	Month

	Financial Year End
	
	


Key Contact Person

	NZQA will contact this person with any matters relating to the organisation or this application

	
	Title
	First Name
	Surname

	Name
	
	
	

	Position
	

	Email
	

	
	Country
	Area
	Number
	Extension

	Phone
	
	
	
	

	Fax
	
	
	
	

	Cell Phone
	
	
	
	


Governing Body
	Governing Body Name
	

	Entity Type
	

	Entity #
	


Contact Person

	
	Title
	First Name
	Surname

	Name
	
	
	

	Position
	

	Email
	

	
	Country
	Area
	Number
	Extension

	Phone
	
	
	
	

	Fax
	
	
	
	

	Cell Phone
	
	
	
	


Training Arrangements
Nature of intended training

	Subject Areas
	

	Organisation Focus
	

	Number of Staff
	

	Number of Students
	


Student fee protection

Do you request an exemption for providing Student Fee Protection?

	
	Yes

	
	No


Exemption categories

	
	The course is of five days, or a maximum of 50 hours duration

	
	Total student fees amount to $500.00 or less

	
	There are no course fees, e.g. courses are fully funded by govt

	
	The course is completely funded by third parties e.g. a business


	Justification
	


Supporting Documentation

An application for Registration as a private training establishment does not just consist of an application form, NZQA also requires supporting documentation to process your application:
Proof of legal status
You must provide proof of current legal status of the organisation eg a copy of the body corporate’s certificate of incorporation.
Statement of goals and purposes
You must provide a document stating the goals and purposes of the organisation as a training establishment.
Quality Management System (QMS)
You must provide an explanation of how your organisation operates, including policies and processes.
Supporting Evidence
Please also attach any other evidence that shows you meet the criteria in the Guidelines for the Registration of Private Training Establishments (see evidence required under each section). This could include financial statements, an annual business plan, evidence of intent to become a signatory to the Code of Practice for the Pastoral Care of International Students (if applicable) etc.
Applications should be sent to:


PTE Registration Applications


Service Support


Quality Assurance Division


New Zealand Qualifications Authority


PO Box 160


Wellington 6140

You should expect an acknowledgement from NZQA within ten working days of sending your application, however if you have any queries before then please email the Service Support team at qaadmin@nzqa.govt.nz, alternatively phone the NZQA helpdesk on 0800 697 296.
Authorisation

In accordance with our policies and procedures, I endorse this application and authorise it to be submitted to the New Zealand Qualifications Authority.

	Name
	
	Position
	

	Signature
	
	Date
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