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Business Pre-Application                            Meeting Agenda (Council)
Council User Guide
The Business Pre-Application Meeting Agenda (Council) template is part of the Business Friendly Councils (BFC) product suite. The meeting Agenda provides questions Council staff can ask businesses to understand their plans for setting up the business and discuss permits requirements. It has been developed to capture information to assist with submitting high-quality permit applications. A pre-application meeting is particularly important for businesses with complex, multi-permit applications.


























Business Pre-Application                                     Meeting Agenda (Council)
This document is a suggested agenda for pre-application meetings with business customers and provides space to write notes during the meeting.
Please note: 
Pre-application meetings are advised for business customers who have a business plan / business address / will likely need more than one permit. 
Pre-application advice is high-level and is developed with a view to guiding business applicants to the areas of consideration that different council teams may have. 
The pre-application meeting provides an opportunity for business applicants to ask questions about the potential permits their business may need (including indicative permit fees, if applicable), what issues they may need to think about and clarify information/ documents required to help make any application/s complete.
Pre-application meetings benefit from being held on-site at the business applicant’s premises, or proposed premises, where possible. This is particularly important for businesses with complex applications e.g. manufacturing businesses, agricultural businesses.
Following the pre-application meeting, the [Business Concierge function title] will provide the business with a written summary of the information discussed with the various regulatory areas.

Business Applicant:	
Property address:	
Proposal:	
Meeting date:	
Council Officer:	

Agenda for pre-application meeting 
This table includes questions you should ask business permit applicants during the pre-application meeting. Business permit applicants should also have been provided with this agenda for their reference
Questions
Tell us a bit more about your business? What are you trying to achieve?
Where are you up to in your business journey? What has changed since you submitted your enquiry?
Discussion about what permits and registrations will be needed to start your business, e.g. Environmental Health, Planning? (Refer Business Approvals Journey Map below). Items that are likely to be discussed include:	Key issues regarding these permit types	Likely timing and cost implications of application	Key information that can improve the quality of application	Potential option of seeking help from consultant(s)	Potential need for approvals from external regulators.
Do you have any other questions you would like to ask us about your application?


Notes template 
This template is a guide to help you take notes during the pre-application meeting. It has been developed to ensure you can capture useful information that will assist you in submitting high-quality permit applications. 
Topic	Key information and actions 
Permit types and registrations needed e.g. Environmental Health, Planning…	Key issues regarding these permit types: 	Likely timing and cost implications of application.	Key information to improve the quality of application.					General 				
	Planning 	
	Environmental Health 		
	Building  			
	Community Safety 			
	Other 		
Any other key questions / actions?			


Useful references:
[insert link to council customised Business Landing Page]
[insert Council’s customised Business Approvals Journey Map]

[image: ]


OFFICIAL



image1.png
OFFICIAL

APPLY

Prepare and
gather
documents.

A

Submit your
application(s)
and pay
lodgement
fees.

Q m

Develop planfor ~ Research how Connect with Council Meet with council
and where you by completing the through a pre-
want to operate. business checklist. application meeting.

your business.

ASSESSMENT

Timelines can depend on
whether Council needs to:

« Advertise your plans to the
public

Request further information
Perform an on-site inspection
Await a VCAT decision
Refer to State Govemment

BT oNGOING SUPPORT  regulators

Your business
plans determine
which permits and
registrations you need

1ol ouTCOME

>

Council will keep a With the right Join your local Stay in touch with
record of your permit approvals in place, business community Council for ongoing
and regulation you can operate your networks. business support.
outcomes. business.
Business Approvals Journey map template — August 2024 OFFICIAL 2

Contact: RegulationReform@ecodev.vic.gov.au




image2.png




image3.png




image4.png
ORIA

State
Government




image5.svg
  
.MsftOfcThm_Text2_Fill_v2 {
 fill:#53565A; 
}

                     


