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1. Purpose of this guide 

If you are applying to transfer or retire biodiversity credits from the Biodiversity Offsets 
Scheme (BOS), you must pay an application fee (transfer and retirement application 
fee).  

There are 2 ways to pay these fees, by either: 

1. credit or debit card via the online BOS payment portal  

2. the department raises an invoice to the payee for the transfer and retirement 
application fee. 

This guide outlines how to pay the transfer and retirement application fee via the BOS 
payment portal.  

The current fees are published online. The fees are adjusted annually on 1 July for 
Consumer Price Index (CPI).   
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2. What you need to know 

The BOS payment portal will shorten the time to process your transfer or retirement 
application. We strongly encourage you to use it where possible. 

If you have not chosen your payment method on the transfer or retirement application 
form, please include those details in the email you send with your application. 

You need to know a few things to successfully use the portal. 

1. You can only use the BOS payment portal if you have Visa, MasterCard, AMEX, 
Diners, and Union Pay cards credit or debit card. 

2. Your credit or debit card must not have expired.  

3. A merchant fee applies to payments via the BOS payment portal. The merchant fee 
is charged by credit and debit card merchants. The fee varies according to the type 
of credit or debit card used. The fee is shown on the Service NSW payment page.  

4. Whoever is paying the fee will need a valid email address and a viable internet 
connection. We recommend you do not use Gmail or Hotmail email addresses.  

5. You must let the department know you want to pay using the BOS payment portal by 
completing details on the application form.  

6. You must tell us who will be paying the fee by completing the application form.  

7. The payer will be sent a link to the BOS payment portal. The payer has 7 days to use 
the link before it expires.  
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3. Steps to make a payment 

Step 1 – completing the application form 
On the application form tell us your preferred method of payment: 

• by credit or debit card via the online BOS payment portal  

• by invoice. 

Send your application form to BOSCredits@environment.nsw.gov.au 

When the application is received and if you have selected the BOS payment portal, the 
payer will receive an automated email.  

The subject of this email will be ‘Application fee payment request – Biodiversity Offset 
Scheme credit transfer/retirement’ (Figure 1). The email will be sent from a staff 
member of the department. The payment link is circled in green in Figure 1. 

Check junk or spam folders if the email does not appear in the nominated 
application fee payer’s inbox.  

If a Gmail or Hotmail email address has been provided, it is recommended that the 
nominated application fee payer provide an alternate, non-Gmail, non-Hotmail 
email address. 

mailto:BOSCredits@environment.nsw.gov.au
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Figure 1 Example email containing the application fee payment link
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 Step 2 – the payment portal 
The payer must click the link in the email (Figure 1) to pay the application fee via the 
BOS payment portal. 

The payer will be redirected to the BOS payment portal page (Figure 2). Click ‘Continue’ 
(circled in red) to make the payment. 

Unique identifiers on the payment portal page confirm that the fee payer is paying 
the transfer and retirement fee for the intended application.  

The date at which the applicants submit the application to the department via email 
is the date the application is received. When an application is received by the 
department in the form of TRANXXX or RETIREXXX, applicants will be issued with a 
reference number. 

 
Figure 2 BOS payment page 

Step 3 – the Service NSW payment page 
The nominated application fee payer will then be redirected to the secure Service NSW 
payment page (Figure 3). 

The payment page identifies the purpose of the payment as being a fee for a 
Biodiversity credit transfer or retirement application. The application fee amount is 
identified at the bottom of the page. 
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Figure 3 Service NSW payment page 

Step 4 – paying the application fee 
To pay the application fee, enter the card number, expiration date, and CVV/CVN. for the 
payment system to check the card and determine the merchant fee (Figure 4).  

Enter an email address in the ‘Email address’ field to receive a tax invoice for the 
payment. An error message will be displayed if the email address appears incomplete or 
incorrect. 

The ‘Pay now’ button will turn red to indicate that the payment is ready to be submitted. 
Click ‘Pay now’ to submit the payment (Figure 4). 

Click ‘Cancel’ if you wish to cancel the payment for any reason (Figure 4). Cancelling a 
payment will cause the payment link to expire. Another payment link will need to be 
requested from the department, or an invoice will need to be raised by the department 
to pay the transfer and retirement application fee. 
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Figure 4 Enter card details and click 'Validate card' 

Step 5 – payment processing 
The Service NSW payment page will process the payment (Figure 5). Do not close or 
refresh the web browser while payment is being processed. 

 
Figure 5 Payment processing page 
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Step 6 – payment notification 
Once the payment has been processed, you will be redirected to the BOS payment 
portal page, which will notify you that the payment was successful (Figure 6).  

 
Figure 6 Page redirect after successful payment has been made successfully 

Step 7 – receipt email 
The fee payer will receive an email with the subject ‘Payment Received for Payment 
Reference: PIDXXXXXX’ enclosing a receipt for the payment.  

If an email address was included on the Service NSW payment page for a tax invoice in 
step 7, this email address will also receive a tax invoice from Service NSW.  

The department will be notified that your payment was successful and will 
progress the biodiversity credit transfer or retirement application. The department 
will notify the applicants once the application has been approved.  
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4. Troubleshooting 

This section outlines how to troubleshoot an invalid or expired payment link or an 
unsuccessful payment.  

4.1 Payment link not valid or expired 
The BOS payment portal will display a message that the payment link is not valid or has 
expired (Figure 7) when either: 

• a successful payment has already been made using the link 

• the link is accessed more than 7 days after it was sent 

• the payment was cancelled on the Service NSW payment page. 

A link is required to complete the payment. Either: 

• request a new link by contacting the department at 
BOSCREDITS@environment.nsw.gov.au  

• request an invoice be raised for payment of the transfer and retirement application 
fee.  

Figure 7 Message displayed when the payment link is invalid or expired 

4.2 Payment is unsuccessful 
The Service NSW payment page will display an error message when payment is 
unsuccessful (Figure 8).  

The Service NSW payment page may be unable to successfully process the payment in 
circumstances such as where either: 

• the credit or debit card details have been entered incorrectly 

• the credit or debit card has expired or been cancelled by the merchant or issuer  

• there are insufficient funds available on the credit or debit card 

• there is a merchant or issuer error affecting card payments. 

mailto:BOSCREDITS@environment.nsw.gov.au
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To troubleshoot an unsuccessful payment, it is recommended that the application fee 
payer takes the following steps:  

1. make a note of any error message displayed 

2. check that the card details have been entered correctly 

3. check that there are sufficient funds available to pay the transfer and retirement 
application fee 

4. attempt to make the payment again using the same card with correct details and 
sufficient funds available and/or attempt to make the payment again using an 
alternate card 

5. contact the card merchant or issuer to check if any other issues are affecting the 
credit or debit card or transactions using that card. 

If the application fee payer tries the above options to troubleshoot the unsuccessful 
payment and a successful payment still cannot be processed, a request will need to be 
sent to the department at BOSCREDITS@environment.nsw.gov.au to raise an invoice for 
payment of the transfer and retirement application fee.  

 
Figure 8 Message displayed when payment is not successful 

  

mailto:BOSCREDITS@environment.nsw.gov.au
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5. Links 

• Transfer of retire biodiversity credits 

• How to transfer biodiversity credits 

• How to retire biodiversity credits 

• Scheme fees 

 

https://www2.environment.nsw.gov.au/topics/animals-and-plants/biodiversity-offsets-scheme/biodiversity-credits-market/transfer-or-retire-biodiversity-credits/how-transfer-or-retire-biobanking-credits
https://www2.environment.nsw.gov.au/topics/animals-and-plants/biodiversity-offsets-scheme/biodiversity-credits-market/transfer-or/how
https://www2.environment.nsw.gov.au/topics/animals-and-plants/biodiversity-offsets-scheme/biodiversity-credits-market/transfer-or/how-0
https://www2.environment.nsw.gov.au/topics/animals-and-plants/biodiversity-offsets-scheme/maps-systems-and-resources/scheme-fees
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