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A planning permit is often the 
first and most important permit 
when starting or expanding 
a business, as it’s a ‘make or 
break’ decision. Applying for 
a planning permit is done on 
your local council website. 

Before you begin 
Before you apply, you may wish to have a pre-application meeting with your 
local Council. They can advise:

 • Whether or not your proposal actually needs a permit.

 • If your proposal is prohibited.

 • What additional information you need to supply with your application.

 • How your application will be processed.

	 •			Whether	your	application	is	eligible	for	VicSmart,	a	simplified	
application process.

What sort of permit am I applying for?
A planning permit may be required for multiple reasons, known as ‘permit 
triggers’, or just one, depending on the proposal. For example, you may need 
a permit	to	change	the	use	of	a	building,	or	to	construct	or	modify	a	building.	

Here are the common ‘permit triggers’ associated with small business applications:

 •  Change of use – when you want to operate a business that uses the land for 
a different reason to its current or previous use, e.g. operate a shop in what 
was previously a warehouse. Planning permit for liquor also fall into the 
‘change of use’ category.

 •  Buildings and works – when you want to change the building or excavate land.

 • Advertising signs – e.g. business signage.

 •  Reduction in car parking – there are guidelines for how many car parking 
spaces you need, so you’ll need to make a case for an exemption if you don’t 
meet these.
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What information do I need for my application?
You will need to submit the following information online during your application:

 •  Application form – this is on your local Council’s website. Note: if you are not 
the owner	of	the	land	you	need	to	declare	that	the	owner	has	been	notified.

 •  Certificate of Title – not less than 3 months old. This can be purchased from 
Landata Vic. Go to https://www.landata.vic.gov.au and select Title and Property 
Information, then select Register Search Statement (Copy of Title). 

 • Planning fee – the amount will be shown on the Council website

 •  Written submission or planning report – this should explain your proposal and 
provide details about your business, like the proposed number of employees, 
hours of operation, patron capacity (by square metres or seating) and car parking. 
It assesses the proposal against relevant planning policies and requirements and 
justifies	why	a	permit	should	be	granted.	You	may	wish	to	consider	engaging	
a planning consultant to help prepare the planning report, especially if the 
proposal is complex.

 •  Expert reports – these are technical reports that Council may require to form 
a decision.	For	example,	cumulative	amenity	impact	report,	acoustic	report	
or car parking/traffic	assessment.	

 •  Site and elevation plans	–	these	should	be	prepared	by	a	suitably	qualified	
architect or draftsman, and drawn to scale. They should also clearly depict:

   o  Any existing and new buildings. 

	 	 	 o		Finished	floor	levels.	

   o  Site levels.

   o  Setbacks from all boundaries. 

   o   Wall and overall building heights taken from natural ground level 
at the building	line	as	well	at	the	boundary	line.	

   o  Car parking and accessway design. 

	 	 	 o			Proposed	earthworks/areas	of	cut	and	fill	along	with	retaining	walls.	

How do I apply? 
Planning permit applications are all done online, through your local council 
website. If you’re unsure which council is responsible for your property, 
visit knowyourcouncil.vic.gov.au/councils
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Site and elevation plans

This Victorian Commemorative Title Certificate proudly acknowledges your important milestone in the 

authentic tradition of Victoria’s 150‑year title heritage.

Issued from official data, including the property’s unique Volume and Folio number top‑right, 

bearing the Victoria State Government official coat of arms and Registrar of Titles’ signature, 

your Victorian Commemorative Title Certificate makes your ownership tangible and celebrates your 

accomplishment of the great Australian dream.

C E L E B R A T E

HOME
O W N E R S H I P

C L A I M  Y O U R S  O N L I N E  N O W

DEVELOPED IN COLLABORATION WITH LOCAL BUSINESSES • MADE IN VICTORIA

Victorian State Government Coat of Arms, 

State logo and signature of the Registrar of Titles

Embossed stamp detail for design authenticity

Printed on an A3 high quality paper 

Unique Volume and Folio information 

generated from Victorian Title Register

Available framed in solid Australian hardwood

An Australian‑first innovation

AUTHENTIC DESIGN IN WALNUT FRAME

Visit landata.online

WITH A 

VICTORIAN COMMEMORATIVE TITLE CERTIF ICATE

The purchase of your property is a milestone worth celebrating
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What you need to do

Before you start!
The fast and easy way to 

apply is online via 
 portphillip.vic.gov.au/

planning-and-building/ 
get-a-planning-permit

Otherwise complete this 
form and submit via email.

Complete the form

Make sure all sections are 
complete and you have 
supplied all supporting 

documents.

Submit application

This form and supporting 
documents must be 

submitted via email to 
planhelp@portphillip. 

vic.gov.au 

What comes next

Once your application 
 is processed you will  
receive an invoice for 

payment.

Read before starting

Below are some things people often miss when submitting their planning permit application.  
Making sure you include this information will prevent delays and save you time.     

Recent copy of your title

Title information must not be older than 
three (3) months and include a ‘register 
search statement’, the title diagram and 
any relevant associated title documents.

Application fee

To help us calculate the application 
fee, you must provide an accurate cost 
estimate of the proposed development.

Nominate one contact

In order to avoid any confusion, we will 
communicate only with the nominated 
contact person.

Accurate proposal description

Providing an accurate description of the 
proposal on this form will help to avoid 
unnecessary delays.

Further information

 portphillip.vic.gov.au/planning-and-
building

Metropolitan Planning Levy

If your estimated cost of the 
development exceeds $1 million the 
Metropolitan Planning Levy must 
be paid to the State Revenue Office 
and a current levy certificate must be 
submitted with the application.  
Visit sro.vic.gov.au/metropolitan-
planning-levy for more details.

1  Declaration

 I am the applicant; and that all the information in  
this application is true and correct.

 The owner (if not myself) has been notified of  
the permit application.

 I have completed the relevant additional  
Council planning permit checklist.

 I have provided all necessary supporting  
information and documents.

Privacy policy

The City of Port Phillip is committed to protecting 
personal information provided by you in accordance 
with the principles of the Victoria privacy laws. 
The information you provide will be used for the 
following purposes:

•  correspond with you about your permit 
application

•  if necessary, notify affected parties who may 
wish to inspect your application so that they 
can respond - this may be a notice onsite, in a 
newspaper and/or by post

•  if necessary, forward your application to a referral 
authority who must also keep a register available 
for inspection by any person

The information you provide will be made available to:

•  any person who may wish to inspect your 
application until the application process is 
concluded, including any review at VCAT

•  relevant officers at Council, other Government 
agencies or Ministers directly involved in the 
planning process

•  persons accessing information in accordance with 
the Public Records Act 1973 or the Freedom of 
Information Act 1982.

This information is being collected in accordance 
with the Planning and Environment Act 1987. If all 
requested information is not received, Council may 
not be able to process your application. You may 
access the information you have provided to Council 
by emailing planhelp@portphillip.vic.gov.au
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Application process 
The steps involved in applying for a planning permit can vary depending on whether more information is required or there are 
objections to your application. Unless you’re using VicSmart, which is for straightforward applications, the steps are:

As	a	general	rule	of	thumb,	allow	a	few	months	to	gain	planning	approval	–	but	contact	your	Council	to	find	out	what	their	current	
timeframes are like.

 Find out more 
  For more information about the application process, refer to the Council Guidelines for your business, e.g. Council Guidelines for 

Hospitality Businesses. 
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