Liquor licence application kit

Relocate an existing licence or permit to a new

address

Use this kit to relocate an existing licence or permit to a new address in Victoria.

The kit includes all required forms and support materials for your application:
Pre-lodgement checklist — relocate an existing licence or permit to a new address
Application form — relocate an existing licence or permit to a new address
Declaration of Right to Occupy

Public notice (this must be displayed as A3 size) and guidelines

Statement of display

I

‘Red line plan’ fact sheet

Visit vic.gov.au/liquor-licence-application-fees to confirm the licence application fee.

How to apply

This is an interactive PDF form which allows you to: Email your application to:
contact@liquor.vic.gov.au

» complete the form using a computer or tablet
* save your progress and continue at a later time O_r send it to: o
« print the completed form to sign and return. Liquor Control Victoria

. . ) . GPO Box 4356
You are still able to print the form and complete it by hand if you prefer. Melbourne VIC 3001

This form has been designed to be completed using the free Adobe Acrobat
Reader software. To download this free software, please visit the following link
or search for the free “Adobe Acrobat Reader” on your device’s app store.

This form may not function as intended if you use any other software.

Need help?

For more information on how to apply for a liquor licence or permit:
« visit Liquor Control Victoria (LCV) website at liquor.vic.gov.au

» telephone LCV on 1300 182 457

» email LCV at contact@liquor.vic.gov.au

Privacy

Liquor Control Victoria (LCV) is committed to protecting the privacy of your personal information. LCV endorses fair
information handling practices and uses information in compliance with its obligations under the Privacy and Data
Protection Act 2014 (Vic). Personal information collected from you is only used for the purposes of the application for
the licence or permit and/or legislation administered by LCV. Personal information is not disclosed to third parties unless
required or authorised by law, or with your consent. As part of the application process, information provided may be
forwarded to and retained by Victoria Police.
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https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html

Pre-lodgement checklist

Relocate an existing licence or permit to a new address

This checklist details the documents required to accompany the lodgement of your application. Supplying these with
your application will allow Liquor Control Victoria (LCV) to commence assessment of the application and can reduce
processing time. Your application may be returned if the accompanying documents do not meet the requirements below.

LCV may contact applicants to request additional documentation depending on the circumstances of their business.
All forms are available on LCV'’s website liguor.vic.gov.au

Please ensure the following forms/documents are attached to this application

Tick all boxes below when a requirement has been met, then sign and date your confirmation at the end of this form.

|:| Application form

Please ensure:

I all fields on the application form are completed

O the nature of the business is detailed, clearly demonstrating why a liquor licence is sought

O trading hours are detailed for internal areas and (if applicable) any external areas where alcohol will be served
[ the application form is signed and dated by the applicant

O that correct fees are attached, as detailed at vic.gov.au/liquor-licence-application-fees

|:| Planning permit or evidence that a permit is not required

[0 A copy of the planning permit from the local council (or responsible planning authority) showing that you have
planning permission to supply liquor as detailed in your application OR a copy of an application for a planning
permit made to the local council (or responsible planning authority).

O Alternatively, you can provide evidence that a planning permit is not required to supply liquor as outlined in
your application. For example, a letter from the local council (or responsible planning authority) or a copy of
the relevant planning scheme.

|:| The red line plan

A licence is granted for a defined area on the premises. A copy of the plan of the premises with
the proposed licensed area outlined in red are required for an application to be accepted.

O The plan must meet requirements detailed on LCV’s website at vic.gov.au/red-line-plan

|:| Maximum patron capacity

Patron capacity is the maximum number of patrons allowed on the licensed premises at any one time. A
maximum patron capacity may be required to be endorsed on the licence.

For more information please refer to LCV’s website at vic.gov.au/advice-completing-liguor-licence-form

|:| Late night (past 1am) liquor licence supplementary form (if applicable)

For more information please refer to the ‘other application requirements’ section.

|:| Declaration of Right to Occupy

Applicable if you have already obtained the right to occupy the proposed licensed premises.
If not, this document will need to be submitted to LCV when you have the right to occupy the premises.
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Application

Relocate an existing licence or permit to a new address

Licence/permit details

Licence/permit number

Liquor Control Reform Act 1998

Daytime telephone number

Name of current licence or permit holder
(person/partnership/company/club)

ACN (if applicable) ‘

Details of each individual, each partner, each director or each
executive committee member (attach another page if necessary)

Name

Position held

Residential address (including post code)

Name

Position held

Residential address (including post code)

Name

Position held

Residential address (including post code)

Contact details

Business hours contact details for you/your representative

Contact name

Postal address (including post code)

Email

Current premises details

Trading name (ie registered business name)

Street address (including post code)

New premises details

Name and address of premises to be licensed

If the trading name used at the premises will change, specify the
new name here

New address (including post code)

Postal address (for service of notices if different from premises address)

Premises email

If this relocation application is granted, are you able to
commence trading immediately?

Yes D

No D Give details of why you cannot commence trading
immediately and the likely date of commencement

Liquor Control Victoria

GPO Box 4356, Melbourne VIC 3001

P: 1300 182 457 E: contact@liquor.vic.gov.au StotRIA
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Signatures of licensee or permit holder(s)

Who must sign this application—if the licensee/permit
holder is:

¢ an individual—the individual person

¢ acompany—one director of the company
¢ a partnership—all partners

* aclub—one committee member.
Certification

As the licensee/permit holder, I/we apply to relocate the licence
or permit in this application.

X Date
/ /
Name
X Date
/ /
Name
X Date
/ /
Name
X Date
/ /
Name
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Other application requirements

As part of your application you will also be required to provide:
1. The application fee

Please refer to vic.gov.au/liquor-licence-application-fees for
current fees.

There is no GST payable on this fee.
The fee can be paid by cheque, money order or credit card.

Cheques and money orders are to be made payable to 'Liquor
Control Victoria'.

If you wish to make payment by credit card, please lodge your
completed application with LCV and we will contact you directly
to arrange payment if your application is accepted

2. Planning permission (not required for the
relocation of all types of renewable limited licences)

A copy of a planning permit from the local council (or responsible
planning authority) which shows that you have planning
permission to supply liquor at the new premises in accordance
with your licence conditions. For example, this should show
that you have planning permission at the new premises for the
activities and trading hours permitted by the current licence and
for the new area where you would like to supply liquor (red-line
area). If a planning permit has not been granted at the time of
application, you are required to provide a copy of an application
for a planning permit made to the local council (or responsible
planning authority).

Please note: If the new area where you would like to supply
liquor includes the kerbside trading area, the planning permit
must show you have permission to supply liquor in that area.

Alternatively, you can provide evidence that a planning permit is
not required to supply liquor as outlined in your application. For
example, a letter from the local council (or responsible planning
authority) or a copy of the relevant planning scheme.

3. Aplan of the premises

A copy of a plan of the premises must be submitted which meets
the requirements specified by LCV. Please refer to vic.gov.au/
red-line-plan for more information.

4. Display of application (not required for BYO permits)

A public notice must be displayed at the premises that are the
subject of the application.

After the application has been accepted, you or your
representative will be advised in writing of the period the public
notice must be displayed. The enclosed 'Statement of display'
must be returned at the end of the display period. Refer to the
enclosed 'Guidelines for displaying public notices'.

5. Maximum patron capacity

If you are applying to relocate a general, on-premises, late

night general, late night on-premises, restaurant and cafe,
restricted club or full club licence and the current licence does
not have a maximum patron capacity endorsed you must provide
documentation to assist LCV to determine a maximum patron

capacity. Please refer to the vic.gov.au/advice-completing-liquor-
licence-form for more information.

6. Late night liquor licence

If your licence is a general, on-premises, late-night (general or
on-premises) or renewable limited with trading hours past 1am
and you are relocating to the municipality of Melbourne (including
Docklands), Stonnington, Yarra or Port Phillip, Liquor Control
Victoria must assess your application against the Victorian
Government’s Decision-Making Guidelines for late-night liquor
licences in inner-Melbourne.

Please complete the ‘Late night (past 1am) liquor licence
supplementary form’ available from liquor.vic.gov.au The form
must be lodged with your application.

How to lodge this application and
accompanying documents

By post to:

Ligquor Control Victoria
GPO Box 4356, Melbourne VIC 3001

By email:
contact@liquor.vic.gov.au

What happens next

You will be sent a letter that confirms we have received your
application and outlines any further information required. Once we
have received all the required information and documents, your
application will be determined. You will be advised of the outcome
in writing.

Privacy — Liquor Control Victoria (LCV) is committed to protecting the privacy of your
personal information. LCV endorses fair information handling practices and uses
information in compliance with its obligations under the Privacy and Data Protection Act
2014 (Vic). Personal information collected from you is only used for the purposes of the
application for the licence or permit and/or legislation administered by LCV. Personal
information is not disclosed to third parties unless required or authorised by law, or with
your consent. As part of the application process, information provided may be forwarded

to and retained by Victoria Police.

Liquor Control Victoria

GPO Box 4356, Melbourne VIC 3001
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Payment method

IMPORTANT INFORMATION

Applications must be accompanied by the relevant

fee. Please note that once an application has been
registered, the application fee is non-refundable. Visit
vic.gov.au/liquor-licence-application-fees to confirm the
licence application fee.The application fee can be paid
by:

» cheque or money order, made payable to Liquor
Control Victoria; or

+ credit card (Visa or MasterCard)

If you wish to make payment by credit card, please
lodge your completed application with LCV and we
will contact you directly to arrange payment if your
application is accepted.

Please select your payment method:

D Money order

D Cheque

Privacy — LCV is committed to responsible and fair handling of personal information
consistent with the Privacy and Data Protection Act 2014 and its obligations under
the Liquor Control Reform Act 1998. Your credit card details will not be retained
once your payment has been processed.

GPO Box 4356, Melbourne VIC 3001

Liquor Control Victoria P: 1300 182 457 E: contact@liquor.vic.gov.au TORIA
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Notification

Declaration — right to occupy

Liquor Control Reform Act 1998

For a liquor licence to be issued, the proposed licensee must have the right to occupy the premises. A right to occupy the
premises may arise from being a tenant under a lease agreement, as a freehold owner of the property, or through some other legal
arrangement.

If you do not have the right to occupy the premises when you lodge your liquor licence application, you will need to sign and submit this
declaration once you have acquired the right to occupy the premises. Please mail or email your declaration to Liquor Control Victoria
(LCV).

Section A: Right to occupy the premises Section B: Date of settlement (transfers only)

‘ Do not submit this form until settlement has occurred.
LCV cannot accept your declaration until settlement has
Address of premises where right to occupy is held: occurred.

Application number: ‘

Please specify the date settlement occurred:

‘ ‘ (dd/mm/yyyy)

Section C: Applicant declaration
Please provide details of how you have obtained the right

to occupy the premises by completing the section below Who must declare?
that applies to your situation.

If the applicant or proposed licensee is:

1. Freehold owner of property * Aperson: That person

Name the certificate of title is held in (person(s)/company/club): *  Acompany: One director of the company

e A partnership: One partner

e Anincorporated association: One committee member

I/we declare that this statement is true and correct and that
the person(s)/company/incorporated association listed under
Section A has the right to occupy the premises, and l/we are
2. Tenants of premises authorised to make and sign this declaration:

Name of the tenant on the lease (person(s)/company/club): Name of person making this declaration:

Signature of person making this declaration: Date (dd/mm/yyyy):

3. Legal right to occupy premises

Name on the agreement or other document providing legal right
to occupy premises is held in (person(s)/company/club):

Name of person making this declaration:

Signature of person making this declaration: Date (dd/mm/yyyy):

Please specify how you have acquired the legal right to occupy
the premises:

It is an offence under section 118 of the Liquor Control
Reform Act 1998 to make a statement that is false or
misleading in relation to this application.

Penalties may apply.

Please go to Section B if you are applying to transfer a
licence or permit. If not, please go to Section C.

PO Box 1019, Richmond 3121

LiCIUOI’ Control Victoria P: 1300 182 457 E: contact@liquor.vic.gov.au SthIA
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PUBLIC NOTICE

Liguor licence application

Details of liquor licence application lodged

with Liquor Control Victoria (LCV)

Liquor Control Reform Act 1998

Applicant name:
(person/partnership/company/
incorporated association)

Display period for notice:
play p Start date (dd/mm/yyyy):

End date (dd/mm/yyyy)-

Type of application
(Please include the application
type and licence category)

Application
number:

Trading name and street
address where liquor will
be supplied:

If moving a licence, the
address of the prior premises:

Description of the

business:

(Include info such as any
entertainment that will be
provided, how liquor will be
supplied and any changes being
made to the licence)

Proposed days and
hours liquor will be
supplied:

Will these hours apply
to any external areas?

| YEs

NO

Will liquor be supplied on
a kerbside or footpath?

YES

] No

If changing an existing
licence, describe the current
days and hours of trade:

How to object to a liquor application

All information in the objection is considered public information. Full details of the objection including full
name and addresses will be given to the applicant.
When you can object

You have 30 days from the first date this notice was displayed. You can check the date at the ‘Start
date’ field of this notice.

Grounds you can object to an application

When objecting you must state the reasons for your objection and provide supporting information. This

may be how you are personally affected or examples of prior incidents.

You can object to a liquor licence application if:

* you believe it would detract from or be detrimental to the amenity of the area surrounding the
premises.

« the application is for a packaged liquor licence, you can also object if you believe the application would
increase the risk of alcohol related harm in the area.

You cannot object for the following reasons:

+ that the business would not be successful.

« that another business will be affected if this business is allowed to supply liquor.
« that there is no need or demand for this business in the area.

LCV may refuse to accept an objection if:

+ the person making the objection is not affected by the application.

« the objection is frivolous or vexatious.

« the objection is not otherwise in accordance with the Liquor Control Reform Act 1998.

How to send your objection to LCV:
+ Online: fill out our online objection form at liguor.vic.gov.au
» Email: send us your full name, home address and details of your objection to contact@liquor.vic.gov.au
* Post: mail us your full name, home address and details of your objection to:
Liquor Control Victoria, GPO Box 4356, Melbourne VIC 3001

Display requirements

This public notice must be displayed:
» as A3 size or larger.

« continuously for the whole display period as
specified by LCV.

« at the address where liquor will be supplied.

« In a way that attracts public attention, such
as on a main window or another surface,
preferably at eye level.

Printing the notice

If you are unable to print the public notice
yourself, you can ask LCV to send you one.
Email us at contact@liquor.vic.gov.au or
call 1300 182 457.

You can print this notice in black and white.

Next steps

Once your display period has finished, you
must send us a completed Statement of
Display. You must not send it before the
display period has finished.

This form can be found at liquor.vic.gov.au
under ‘Explore all forms’.

Liquor Control Victoria

A
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Statement of display

To be completed after the 28 day public notice period has passed

Liquor Control Reform Act 1998

Details of application lodged with Liquor Control Victoria (LCV)

Licence number: (if licence has already been granted) File number: (this can be found on correspondence sent to you by the Commission)

Name of licence applicant: (person/partnership/company/club) ACN: (if applicable)

Address of premies:

Display period required by the Victorian Liquor Commission (the Commission):

Start date (dd/mm/yyyy): ‘ ‘ End date:(dd/mm/yyyy): ‘ ‘

Signature and certification of public notice display

Certification

| being the applicant, or on behalf of the applicant certify that:

» during the period specified in this form, a public notice of the size and in the format required by the Commission and containing all
relevant details of the application was displayed on the premises or site to which the application relates; and

» the public notice was continuously and conspicuously displayed during the period advised by the Commission in accordance with
the guidelines for the display of liquor licensing applications.

| understand that it is an offence under Section 118 of the Liquor Control Reform Act 1998 to make a false or misleading statement and
that penalties apply.

Signature of person making this declaration: ~ Printed name: Date (dd/mm/yyyy):

Address:

Daytime telephone number:

How to lodge this form

By post By email
Liquor Control Victoria contact@liquor.vic.gov.au

GPO Box 4356, Melbourne VIC 3001
Phone: 1300 182 457

GPO Box 4356, Melbourne VIC 3001

LiC]UOI’ Control Victoria P: 1300 182 457 E: contact@liquor.vic.gov.au StotRIA
liquor.vic.gov.au Government
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Liquor Control Victoria

Red line plans of licensed premises

When a liquor licence or BYO permit is granted, it is for a defined area where liquor can be
supplied or consumed. This is shown by a red line drawn on a plan of the premises. This red line
plan needs to be submitted to Liquor Control Victoria (LCV) as part of the application process and
may be required upon request at any time.

The plan of the premises must accompany applications for:

e alicence or BYO permit excluding a pre-retail licence.

e a variation of a licence or BYO permit that involves a change to the size or perimeter of the
licensed premises.

o atransfer of a licence or BYO permit if the current floor layout of the premises differs from the
plan held at LCV.

¢ the relocation of a licence or BYO permit.

Internal changes to premises

If a change is made to the internal area of licensed premises (for example, by adding or removing
a particular structure), the licensee should submit an updated plan of the licensed premises.

LCV requesting a plan

In addition to the above, under section 130(1)(a) of the Liquor Control Reform Act 1998 an
authorised person (such as an LCV Inspector or member of Victoria Police) may at any time
request information relevant to the operations or the management of the premises. This may
include a current plan of a licensed premises. You must comply with the request and produce the
requested plan.

Plan format

A plan must contain the following elements:

e be on A4 size paper

e be drawn in a neat and legible manner (either electronically or by hand)
e have an arrow or compass pointing North

e include the premises address

¢ include the name of the surrounding streets/roads

e describe any non-permanent or temporary structures that outline your licensed areq, such as
cafe barriers, ropes or other fencing arrangements you may have

o outline the proposed licensed area/s in a continuous red line
¢ show measurements of licensed areas
¢ include the total floor space of the licensed areas in square metres

« show and describe the key fixtures, example; the bar, dining areaq, the cash register, kitchen areq,

dance floor, toilets etc.

ORIA

State
Government
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Liquor Control Victoria

Plan format

An example of a plan for a venue supplying liquor on licensed premises

Red Street

88 % % % % % % A Include a compass direction showing north

Kerbside Dining N

g A plan should be drawn to a suitable scale so that all required elements
3 are clearly identified. A suggested scale is 1: 100 (1cm = 1m)

"L 9400 4’

1900

Wooden fence Footpath Describe all major areas such as footpath, external courtyard, verandah, etc

le

Retractable barrier being used to demarcate licensed area Describe what is being used to separate licensed areas, including physical barriers (eg, brick wall)

Verandah Storage

Proposed licensed area must be outlined in red
Room

O
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O

O 1400 800 [}
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g g O £ 3 Label surrounding streets
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D 8 ED £ Describe key fixtures and functions such as toilets, register, kitchen, etc
A Woodenlemeoﬁ B
~ Premises address: Include the address of the premises
L 2600 L 6400 L 2000 L Grey Cafe
i a 2 L 100 Blue Street, Redtown, Victoria
1 3 5
Brown Street Scale - - -

An example of a plan for a shop supplying packaged liquor

Back of house/Staff area A Include a compass direction showing north
N
nigex
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S
~
8 Cool roam @ Proposed licensed area must be sutlined in red
&
4 E A plan should be drawn 1o a suilable scale so that all required elements
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"\ Describe all major areas such as checkouts and coolrooms.
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At 2200
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N -"ﬁ T Premises address: Include ihe address of the premises
AY -
] 1 Greentown Bottlesnop
§ Checkouts 100 Grey street, Redtown, Victoria
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Total floor space: 175m2 Include total flocr space in m2
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Liquor Control Victoria

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 on the plan. LCV 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.

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

Storing an 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 an LCV 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.

If you do not have a copy of your approved plan, you can download a copy from the Liquor Portal at
liguorportal.veglrvic.gov.au/liguorportal/ Creating an account is free.

Liquor Control Victoria GPO Box 4356, Melbourne 3001

P:1300 182 457 E: contact@liquor.vic.gov.au ORIA
liquor.vic.gov.au State
Government

This publication avoids the use of legal language. Information about the law may have been summarised
or expressed in general statements. This information should not be relied upon as a substitute for
professional legal advice or reference to the actual legislation. Authorised by the Victorian Government.
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