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Open for business!

Step 1. Obtain your planning permit. 
A planning permit is required to use the land for the sale and consumption of liquor  
(unless it is a limited licence). This is a ‘change of use’ application. 

For details, refer to the following fact sheets: 

• How to apply for a planning permit

• Change of use



Step 2. Choose your Liquor Licence type 
You must apply for a specific type of Liquor Licence from the following options: 

Additionally, there is a late night equivalent for General, On Premises and Packaged licences. This is required to sell alcohol after 1am. 

For more details about each licence type and which is best for your business, refer to the Choosing your Liquor Licence fact sheet. 
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 1. General 

The most common licence 
for pubs, gaming venues, 

restaurants and bars. 

3. Restaurant and Café 

For businesses with an emphasis 
on meals more than drinks. 

5. Club 

Not to be confused with a 
licence for a nightclub, this is 
for sporting and community 

clubs who want to sell or 
serve alcohol. 

7. Pre-retail 

 For wholesalers, producers, 
brewers and liquor importers to 
sell alcohol to retail businesses 
like hotels and bottle shops, not 

direct to customers. 

2. On Premises 

Generally for bars, you don’t 
need to serve food with this 

licence but you cannot supply 
take-away alcohol or delivery. 

4. Packaged 

Generally for bottle shops, it 
allows you to supply cans and 
bottles to be consumed off-

premises only. 

6. Producers 

 Generally for wineries, breweries 
and distilleries where drinks are 
also served and sold. (Note that 
extra rules apply to distilleries 

beyond licencing.) 

8. Limited 

 Limited in what it allows, this is 
often used for events or when 
another type of licence is not 

appropriate. 
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Step 3. Prepare your supporting documentation 
To complete your application you will need: 

 • A current planning permit and endorsed plans (or proof you have an exemption) 

 • Your ASIC extract (if applying as a company) 

 • Details of all people seeking to apply for the licence, including the landlord 

 • Your Responsible Service of Alcohol certificate 

 • Your red line plan (shows areas on a sitemap where alcohol will be consumed/sold) 

 • Your business registration name from ASIC 

 • The Patron Capacity Calculation, or Occupancy Permit, unless you’re applying for a: 

  i.   packaged liquor licence 

  ii.  limited licence 

  iii.  pre-retail licence 

  iv.  BYO permit 

 • For late-night trading venues, a Venue Management Plan related to: 

  – Patron Control 

  – CCTV 

  – Crowd Controller Duties 

  – Staff training (in house) 

 •  For venues trading beyond 11pm with external areas, an “Amenity submission”. 
This outlines what steps you’ll take to minimise the amenity impact on your 
neighbours. It should include: 

 •  Photographs taken within any external areas facing outward in all directions, 
showing the surrounding properties and buildings. The photos must include 
views of any residential or commercial premises that may be affected by your 
business operating in these areas. 

 • A brief description of the nearby premises including how close they are. 

Planning Permit

Red Line Plan
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Restaurant and cafe licences and On-premises 
licences

If applying for kerbside trading, identify the area to 
be licensed and separately outline this area in red 
on the plan. The VCGLR will mark this area with an 
A.A on the approved copy of the plan. This area is 
referred to as the Authorised Area.

General licences

A general licence authorises the supply of liquor to 
patrons for consumption off the licensed premises, 
being a footpath or kerbside area. Therefore this 
area does not need to be identified on the plan.

Please note that licensees must comply with 
relevant local planning laws.

Where a proposed licensed or authorised area 
includes large outdoor spaces, a separate site 
plan must be provided that shows:

• the entire site including internal and external 
areas drawn to a suitable scale

• outline in red the proposed area that is to be 
licensed

Plan Example

• clear descriptions of how the proposed outdoor 
area will be distinguished (for example, fence, 
portable barriers, warning signs).

If the plan does not meet these requirements, the 
applicant will be required to resubmit the plan.

What am I required to do with my 
approved plan?
A copy of the approved plan must be kept on 
the licensed premises and must be available for 
inspection on request by a member of Victoria 
Police or a Compliance Inspector.

Failure to keep a copy of the plan on the licensed 
premises or produce a copy of the plan for 
inspection could result in a fine being issued.

Where can I get a copy of my 
approved plan?
If you do not have a copy of your approved plan, you 
can obtain a copy from the VCGLR at no extra cost.

An example of a plan is provided below.

1/4

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

Planning permit
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Step 4. Apply online 
Once you have your documentation ready, your application 
can be done online at https://www.vgccc.vic.gov.au/i-want/
get-new-licence. This involves paying a fee, which is listed 
on the site. 

Step 5. Display your application notice 
Like displaying a public notice for application for a planning 
permit, you are also required to display a notice to let nearby 
residents and businesses know you are applying for a liquor 
licence. This is usually required to be displayed for 28 days. 
Anyone wishing to object to the proposal must lodge their 
objections within 30 days of the notice first appearing. 

How long will it take to get my licence? 
Assuming there are no objections, it usually takes 5-7 weeks 
depending on workloads and referral information being 
returned. If there are any objections, it may take anywhere  
up to 6 months – the cases are varied. 

 

 Find out more 
 If you have any questions about applying for a liquor licence,  
 visit www.vgccc.vic.gov.au/ 


