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Business Pre-Application 
Meeting Agenda (Customer)
This document is a suggested agenda that will help guide your pre-application meeting and provides space to write notes during the meeting with Council. 
Please note:
Pre-application advice is high-level and is developed with a view to guiding you to the regulatory areas that you might need to talk to, e.g. Environmental Health, Planning. 
The pre-application meeting provides you with an opportunity to ask questions about the potential permits your business may need, what issues you may need to think about, indicative permit fees, and clarify information/documents required to help complete your application(s).
Following the pre-application meeting, council will provide you 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 may be asked during your pre-application meeting and can be considered to help you prepare for the discussion.  
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]
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