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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:

1. Pre-lodgement checklist – relocate an existing licence or permit to a new address

2. Application form – relocate an existing licence or permit to a new address

3. Declaration of Right to Occupy

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

5. Statement of display

6. ‘Plans of licensed premises’ fact sheet

7. ‘Maximum patron capacity’ fact sheet

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

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.

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

How to apply

This is an interactive PDF form which allows you to:

• complete the form using a computer or tablet
• save your progress and continue at a later time
• print the completed form to sign and return.
You are still able to print the form and complete it by hand if you prefer.

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.

Send application to: 
Liquor Control Victoria  
PO Box 1019 
Richmond VIC 3121

or via email to: 
contact@liquor.vic.gov.au

https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html


PO Box 1019, Richmond 3121
P: 1300 182 457 E: contact@liquor.vic.gov.au
liquor.vic.gov.au

2 of 8July 2023 

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 liquor.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:

   all fields on the application form are completed
   the nature of the business is detailed, clearly demonstrating why a liquor licence is sought
   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
  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 

   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). 

   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.

 
Copy of 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.

   The plan must meet requirements detailed in the ‘Plans of licensed premises’ fact sheet.

 
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 the ‘other application requirements’ section on the application form and the 
‘Maximum patron capacity’ fact sheet.

  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.

http://liquor.vic.gov.au
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Application 
Relocate an existing licence or permit to a new address

Licence/permit details

ACN (if applicable)

Licence/permit number

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

Current premises details
Trading name (ie registered business name)

Street address (including post code)

Contact details
Business hours contact details for you/your representative

Contact name

Daytime telephone number

Postal address (including post code)

Email

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

New premises details
Name and address of premises to be licensed

Premises email

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

New address (including post code)

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

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

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

Residential address (including post code)

Residential address (including post code) 

Residential address (including post code)

Name

Name

Name

Position held

Position held

Position held

Liquor Control Reform Act 1998
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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

• a company—one director of the company

• a partnership—all partners

• a club—one committee member.

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

Name 

Date

/          /

Name 

Date

/          /

Name 

Date

/          /

Name 

Date

/          /
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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.

By post to:
Liquor Control Victoria
PO Box 1019, Richmond VIC 3121

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

How to lodge this application and 
accompanying documents

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.

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. A plan of the premises
A copy of a plan of the premises must be submitted which meets 
the requirements specified by LCV. Please refer to the 'Plans of 
licensed premises' fact sheet.

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 ‘Maximum patron capacity’ fact 
sheet for more information.

Other application requirements 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.

mailto:contact%40liquor.vic.gov.au?subject=
http://liquor.vic.gov.au
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Payment method

Please select your payment method: 

 Money order

 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.

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.
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Notification

Declaration – right to occupy 

Section A: Right to occupy the premises

Address of premises where right to occupy is held:

Please provide details of how you have obtained the right 
to occupy the premises by completing the section below 
that applies to your situation.

1. Freehold owner of property
Name the certificate of title is held in (person(s)/company/club):

2. Tenants of premises
Name of the tenant on the lease (person(s)/company/club):

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):

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

Please proceed to Section B if you are a transfer applicant,  
if not proceed to Section C.

Section B: Date of settlement (transfers only)

Do not submit this form until settlement has occurred. 
LCV cannot accept your declaration until settlement has 
occurred.

Please specify the date settlement occurred:  

 (dd/mm/yyyy)

Section C: Applicant declaration

Who must declare?
If the applicant or proposed licensee is:
• A person: That person
• A company: One director of the company
• A partnership: One partner
• A club: One committee member

I/we declare that this statement is true and correct and that the 
person(s)/company/club listed under section A has the right to 
occupy the premises, and I/we are authorised to make and sign 
this declaration:
Name of person making this declaration:

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

 

Name of person making this declaration:

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

 

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.

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).

Liquor Control Reform Act 1998



PUBLIC NOTICE
Liquor licence application

Details of liquor licence application lodged 
with Liquor Control Victoria (LCV)

Name of applicant:  
(person/partnership/company/club)

Display period:
Start date (dd/mm/yyyy):             End date (dd/mm/yyyy): 

Type of application:         Application no:  

Name and address of  
premises to which the  
application relates:

Address of previous  
premises if relocating:

The purpose of the  
application is to:

The proposed days and 
hours of trade are:

Will these hours apply 
to an external area?

    YES                  NO

The current days and  
hours of trade are:  
(if existing licensee)

I/we have requested  
authority to supply liquor at 
the kerbside area

    YES                  NO

All objections will be treated as public documents. Full details of the objection, including the name and address of the 
objector will be provided to the applicant.

Grounds for objection  
Any person may object to the grant of this application on the ground that it would detract from, or be detrimental to, the 
amenity of the area in which the premises are located.
Objection periods

All objections must state the grounds and the reasons for the objection and be made within 30 days of this notice being 
first displayed. 
Additional grounds for objection to the grant relating to a packaged liquor licence
Any person may object to the grant of an application relating to a packaged liquor licence on the ground that the grant, 
variation or relocation would be conducive to encourage harm.

The following are not valid reasons for objection:
• the business would not be successful
• another licensed business would be adversely affected, or
• there is insufficient need or demand to justify the grant of the application.

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, or
• the objection is not otherwise in accordance with the Liquor Control Reform Act 1998.

Objections must be made in writing to LCV:
• online at liquor.vic.gov.au
• via email at contact@liquor.vic.gov.au
• or via post to: Liquor Control Victoria, PO Box 1019, Richmond VIC 3121

Objections 
This notice must be displayed as A3 size.

This notice must be continuously displayed 
as A3 size on the site or premises that are 
the subject of the application for the period 
advised in writing by LCV. If you are unable 
to print the public notices as A3 size, email 
contact@liquor.vic.gov.au or telephone 
1300 182 457 to request a copy.

The notice must be displayed in a manner 
that invites public attention to the application 
on the main street frontage of the site or 
premises in a visible position and at eye 
level.

Statement of Display requirements 
Statement of Display forms cannot be 
lodged until the Public Notice display period 
has ended.

Display requirements 

PO Box 1019, Richmond 3121
P: 1300 182 457 E: contact@liquor.vic.gov.au
liquor.vic.gov.au
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Liquor Control Victoria

Liquor Control Reform Act 1998
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Statement of display
To be completed after the 28 day public notice period has passed

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
I 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.

I 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
Liquor Control Victoria                   
PO Box 1019, Richmond VIC 3121                      
Phone: 1300 182 457   

By email
contact@liquor.vic.gov.au

Liquor Control Reform Act 1998

mailto:contact%40liquor.vic.gov.au?subject=
http://liquor.vic.gov.au
mailto:contact%40liquor.vic.gov.au?subject=


P
U

B
LI

C
 N

O
TI

C
E

Li
qu

or
 li

ce
nc

e 
ap

pl
ic

at
io

n
D

et
ai

ls
 o

f l
iq

uo
r l

ic
en

ce
 a

pp
lic

at
io

n 
lo

dg
ed

 
w

ith
 L

iq
uo

r C
on

tr
ol

 V
ic

to
ria

 (L
C

V)

N
am

e 
of

 a
pp

lic
an

t: 
 

(p
er

so
n/

pa
rtn

er
sh

ip
/c

om
pa

ny
/c

lu
b)

D
is

pl
ay

 p
er

io
d:

S
ta

rt 
da

te
 (d

d/
m

m
/y

yy
y)

: 
   

   
   

   
E

nd
 d

at
e 

(d
d/

m
m

/y
yy

y)
: 

Ty
pe

 o
f a

pp
lic

at
io

n:
   

   
  A

pp
lic

at
io

n 
no

:  

N
am

e 
an

d 
ad

dr
es

s 
of

  
pr

em
is

es
 to

 w
hi

ch
 th

e 
 

ap
pl

ic
at

io
n 

re
la

te
s:

A
dd

re
ss

 o
f p

re
vi

ou
s 

 
pr

em
is

es
 if

 re
lo

ca
tin

g:

Th
e 

pu
rp

os
e 

of
 th

e 
 

ap
pl

ic
at

io
n 

is
 to

:

Th
e 

pr
op

os
ed

 d
ay

s 
an

d 
ho

ur
s 

of
 tr

ad
e 

ar
e:

W
ill

 th
es

e 
ho

ur
s 

ap
pl

y 
to

 a
n 

ex
te

rn
al

 a
re

a?
   

 Y
E

S
   

   
   

   
  

   
 N

O

Th
e 

cu
rr

en
t d

ay
s 

an
d 

 
ho

ur
s 

of
 tr

ad
e 

ar
e:

  
(if

 e
xi

st
in

g 
lic

en
se

e)

I/w
e 

ha
ve

 re
qu

es
te

d 
 

au
th

or
ity

 to
 s

up
pl

y 
liq

uo
r a

t 
th

e 
ke

rb
si

de
 a

re
a

   
 Y

E
S

   
   

   
   

  
   

 N
O

A
ll 

ob
je

ct
io

ns
 w

ill
 b

e 
tre

at
ed

 a
s 

pu
bl

ic
 d

oc
um

en
ts

. F
ul

l d
et

ai
ls

 o
f t

he
 o

bj
ec

tio
n,

 in
cl

ud
in

g 
th

e 
na

m
e 

an
d 

ad
dr

es
s 

of
 th

e 
ob

je
ct

or
 w

ill
 b

e 
pr

ov
id

ed
 to

 th
e 

ap
pl

ic
an

t.

G
ro

un
ds

 fo
r o

bj
ec

tio
n 

 
A

ny
 p

er
so

n 
m

ay
 o

bj
ec

t t
o 

th
e 

gr
an

t o
f t

hi
s 

ap
pl

ic
at

io
n 

on
 th

e 
gr

ou
nd

 th
at

 it
 w

ou
ld

 d
et

ra
ct

 fr
om

, o
r b

e 
de

tri
m

en
ta

l t
o,

 th
e 

am
en

ity
 o

f t
he

 a
re

a 
in

 w
hi

ch
 th

e 
pr

em
is

es
 a

re
 lo

ca
te

d.
O

bj
ec

tio
n 

pe
rio

ds

A
ll 

ob
je

ct
io

ns
 m

us
t s

ta
te

 th
e 

gr
ou

nd
s 

an
d 

th
e 

re
as

on
s 

fo
r t

he
 o

bj
ec

tio
n 

an
d 

be
 m

ad
e 

w
ith

in
 3

0 
da

ys
 o

f t
hi

s 
no

tic
e 

be
in

g 
fir

st
 d

is
pl

ay
ed

. 
A

dd
iti

on
al

 g
ro

un
ds

 fo
r o

bj
ec

tio
n 

to
 th

e 
gr

an
t r

el
at

in
g 

to
 a

 p
ac

ka
ge

d 
liq

uo
r l

ic
en

ce
A

ny
 p

er
so

n 
m

ay
 o

bj
ec

t t
o 

th
e 

gr
an

t o
f a

n 
ap

pl
ic

at
io

n 
re

la
tin

g 
to

 a
 p

ac
ka

ge
d 

liq
uo

r l
ic

en
ce

 o
n 

th
e 

gr
ou

nd
 th

at
 th

e 
gr

an
t, 

va
ria

tio
n 

or
 re

lo
ca

tio
n 

w
ou

ld
 b

e 
co

nd
uc

iv
e 

to
 e

nc
ou

ra
ge

 h
ar

m
.

Th
e 

fo
llo

w
in

g 
ar

e 
no

t v
al

id
 re

as
on

s 
fo

r o
bj

ec
tio

n:
• 

th
e 

bu
si

ne
ss

 w
ou

ld
 n

ot
 b

e 
su

cc
es

sf
ul

• 
an

ot
he

r l
ic

en
se

d 
bu

si
ne

ss
 w

ou
ld

 b
e 

ad
ve

rs
el

y 
af

fe
ct

ed
, o

r
• 

th
er

e 
is

 in
su

ffi
ci

en
t n

ee
d 

or
 d

em
an

d 
to

 ju
st

ify
 th

e 
gr

an
t o

f t
he

 a
pp

lic
at

io
n.

LC
V 

m
ay

 re
fu

se
 to

 a
cc

ep
t a

n 
ob

je
ct

io
n 

if:
• 

th
e 

pe
rs

on
 m

ak
in

g 
th

e 
ob

je
ct

io
n 

is
 n

ot
 a

ffe
ct

ed
 b

y 
th

e 
ap

pl
ic

at
io

n,
• 

th
e 

ob
je

ct
io

n 
is

 fr
iv

ol
ou

s 
or

 v
ex

at
io

us
, o

r
• 

th
e 

ob
je

ct
io

n 
is

 n
ot

 o
th

er
w

is
e 

in
 a

cc
or

da
nc

e 
w

ith
 th

e 
Li

qu
or

 C
on

tro
l R

ef
or

m
 A

ct
 1

99
8.

O
bj

ec
tio

ns
 m

us
t b

e 
m

ad
e 

in
 w

rit
in

g 
to

 L
C

V:
• 

on
lin

e 
at

 li
qu

or
.v

ic
.g

ov
.a

u
• 

vi
a 

em
ai

l a
t c

on
ta

ct
@

liq
uo

r.v
ic

.g
ov

.a
u

• 
or

 v
ia

 p
os

t t
o:

 L
iq

uo
r C

on
tro

l V
ic

to
ria

, P
O

 B
ox

 1
01

9,
 R

ic
hm

on
d 

V
IC

 3
12

1

O
bj

ec
tio

ns
 

Th
is

 n
ot

ic
e 

m
us

t b
e 

di
sp

la
ye

d 
as

 A
3 

si
ze

.

Th
is

 n
ot

ic
e 

m
us

t b
e 

co
nt

in
uo

us
ly

 d
is

pl
ay

ed
 

as
 A

3 
si

ze
 o

n 
th

e 
si

te
 o

r p
re

m
is

es
 th

at
 a

re
 

th
e 

su
bj

ec
t o

f t
he

 a
pp

lic
at

io
n 

fo
r t

he
 p

er
io

d 
ad

vi
se

d 
in

 w
rit

in
g 

by
 L

C
V.

 If
 y

ou
 a

re
 u

na
bl

e 
to

 p
rin

t t
he

 p
ub

lic
 n

ot
ic

es
 a

s 
A

3 
si

ze
, e

m
ai

l 
co

nt
ac

t@
liq

uo
r.v

ic
.g

ov
.a

u 
or

 te
le

ph
on

e 
13

00
 1

82
 4

57
 to

 re
qu

es
t a

 c
op

y.

Th
e 

no
tic

e 
m

us
t b

e 
di

sp
la

ye
d 

in
 a

 m
an

ne
r 

th
at

 in
vi

te
s 

pu
bl

ic
 a

tte
nt

io
n 

to
 th

e 
ap

pl
ic

at
io

n 
on

 th
e 

m
ai

n 
st

re
et

 fr
on

ta
ge

 o
f t

he
 s

ite
 o

r 
pr

em
is

es
 in

 a
 v

is
ib

le
 p

os
iti

on
 a

nd
 a

t e
ye

 
le

ve
l.

St
at

em
en

t o
f D

is
pl

ay
 re

qu
ire

m
en

ts
 

S
ta

te
m

en
t o

f D
is

pl
ay

 fo
rm

s 
ca

nn
ot

 b
e 

lo
dg

ed
 u

nt
il 

th
e 

P
ub

lic
 N

ot
ic

e 
di

sp
la

y 
pe

rio
d 

ha
s 

en
de

d.

D
is

pl
ay

 re
qu

ire
m

en
ts

 

P
O

 B
ox

 1
01

9,
 R

ic
hm

on
d 

31
21

P:
 1

30
0 

18
2 

45
7 

E:
 c

on
ta

ct
@

liq
uo

r.v
ic

.g
ov

.a
u

liq
uo

r.v
ic

.g
ov

.a
u

1 
of

 1
Ju

ly
 2

02
3 

L
iq

u
o

r 
C

o
n

tr
o

l V
ic

to
ri

a

Li
qu

or
 C

on
tro

l R
ef

or
m

 A
ct

 1
99

8

Ex
am

pl
e 

of
 C

om
pl

et
ed

 N
ot

ic
e

G
ui

de
lin

es
 fo

r d
is

pl
ay

in
g 

pu
bl

ic
 n

ot
ic

es
Li

qu
or

 C
on

tro
l R

ef
or

m
 A

ct
 1

99
8

Is
su

ed
 b

y 
Li

qu
or

 C
on

tro
l V

ic
to

ria
 

Th
e 

pu
bl

ic
 n

ot
ic

e 
m

us
t b

e 
di

sp
la

ye
d 

in
 a

 m
an

ne
r t

ha
t i

nv
ite

s 
pu

bl
ic

  
at

te
nt

io
n 

to
 th

e 
ap

pl
ic

at
io

n 
on

 th
e 

m
ai

n 
st

re
et

 fr
on

ta
ge

 o
f t

he
 s

ite
  

or
 p

re
m

is
es

 in
 a

 v
is

ib
le

 p
os

iti
on

 a
nd

 a
t e

ye
 le

ve
l.

(If
 y

ou
 a

re
 u

na
bl

e 
to

 p
rin

t t
he

 p
ub

lic
 n

ot
ic

es
 a

s 
A

3 
si

ze
, e

m
ai

l  
co

nt
ac

t@
liq

uo
r.v

ic
.g

ov
.a

u 
or

 te
le

ph
on

e 
13

00
 1

82
 4

57
 to

 re
qu

es
t a

 c
op

y)

 In
se

rt 
th

e 
fu

ll 
na

m
e 

of
 th

e 
ap

pl
ic

an
t(s

) a
s 

w
rit

te
n 

on
 th

e 
ap

pl
ic

at
io

n 
fo

rm
.

D
es

cr
ib

e 
th

e 
ty

pe
 o

f a
pp

lic
at

io
n 

(e
g 

ne
w

 p
ac

ka
ge

d 
liq

uo
r l

ic
en

ce
, v

ar
ia

tio
n 

to
 a

n 
on

-p
re

m
is

es
 a

nd
 re

st
au

ra
nt

 a
nd

 c
af

e 
lic

en
ce

s,
 re

lo
ca

tio
n 

of
 a

 g
en

er
al

 li
ce

nc
e)

.

If 
re

lo
ca

tin
g 

a 
lic

en
ce

, i
ns

er
t t

he
 a

dd
re

ss
 o

f t
he

 p
re

vi
ou

s 
pr

em
is

es
.

Th
is

 s
ec

tio
n 

m
us

t b
e 

co
m

pl
et

ed
 fo

r a
ll 

ap
pl

ic
at

io
ns

. H
ou

rs
 o

f t
ra

de
 fo

r c
on

su
m

pt
io

n 
of

f t
he

 p
re

m
is

es
 m

us
t b

e 
sh

ow
n 

se
pa

ra
te

ly.
In

se
rt 

“N
o 

ch
an

ge
” i

f t
he

 h
ou

rs
 o

n 
yo

ur
 e

xi
st

in
g 

lic
en

ce
 a

re
 to

 re
m

ai
n 

un
ch

an
ge

d.

Th
is

 s
ec

tio
n 

m
us

t b
e 

co
m

pl
et

ed
 fo

r a
ll 

va
ria

tio
n 

an
d 

re
lo

ca
tio

n 
ap

pl
ic

at
io

ns
. H

ou
rs

 o
f t

ra
de

 fo
r c

on
su

m
pt

io
n 

on
 a

nd
 o

ff 
th

e 
pr

em
is

es
 m

us
t b

e 
sh

ow
n 

se
pa

ra
te

ly.

O
nc

e 
th

e 
ap

pl
ic

at
io

n 
ha

s 
be

en
 a

cc
ep

te
d,

 th
e 

ap
pl

ic
an

t w
ill

 b
e 

ad
vi

se
d 

in
 w

rit
in

g 
of

 th
e 

st
ar

t a
nd

 e
nd

 d
at

e 
th

at
 th

e 
pu

bl
ic

 n
ot

ic
e 

m
us

t b
e 

co
nt

in
uo

us
ly

 d
is

pl
ay

ed
.

In
se

rt 
th

e 
fu

ll 
na

m
e 

an
d 

ad
dr

es
s 

of
 th

e 
pr

em
is

es
 fo

r w
hi

ch
 a

 li
ce

nc
e 

is
 s

ou
gh

t.

P
ro

vi
de

 d
et

ai
ls

 o
f y

ou
r a

pp
lic

at
io

n.
  (

A
pp

lic
at

io
ns

 to
 v

ar
y 

th
e 

co
nd

iti
on

s 
of

 e
xi

st
in

g 
lic

en
ce

s 
m

us
t c

le
ar

ly
 c

on
tra

st
 y

ou
r p

ro
po

se
d 

co
nd

iti
on

s 
w

ith
 

yo
ur

 c
ur

re
nt

 c
on

di
tio

ns
).

In
di

ca
te

 “y
es

” o
r “

no
” i

f t
he

 p
ro

po
se

d 
tra

di
ng

 h
ou

rs
 a

pp
ly

 to
 a

n 
ex

te
rn

al
 a

re
a.

O
n-

pr
em

is
es

 li
ce

nc
e 

ho
ld

er
s 

m
ay

, w
ith

 th
e 

co
ns

en
t o

f t
he

 lo
ca

l m
un

ic
ip

al
 a

ut
ho

rit
y,

 o
ffe

r a
 k

er
bs

id
e 

ar
ea

. I
nd

ic
at

e 
“Y

es
” o

r “
N

o”
 if

 y
ou

 h
av

e 
re

qu
es

te
d 

an
 a

ut
ho

rit
y 

to
 s

up
pl

y 
liq

uo
r i

n 
su

ch
 a

n 
ar

ea
.

S
m

ith
ie

s 
P

ty
 L

td

   
   

13
   

   
   

 1
0 

   
   

   
 2

02
2 

 
  

  1
1 

   
   

   
11

   
   

   
 2

02
2

Va
ria

tio
n 

of
 a

 G
en

er
al

 L
ic

en
ce

S
m

ith
ie

s 
B

ar
, 4

00
 S

m
ith

 S
tre

et
, S

m
ith

vi
lle

O
pe

ra
te

 a
 re

st
au

ra
nt

, o
pe

ra
te

 a
 b

ar
, e

xt
en

d 
m

y 
lic

en
se

d 
ar

ea
,in

cr
ea

se
 th

e 
pa

tro
n 

nu
m

be
rs

 to
 5

00
. E

xt
en

d 
tra

di
ng

 h
ou

rs
 o

n 
Fr

id
ay

 a
nd

 S
at

ur
da

y 
ni

gh
ts

 
to

 1
am

.
S

un
da

y 
10

am
 to

 1
2 

M
id

ni
gh

t  
G

oo
d 

Fr
id

ay
 a

nd
 A

N
ZA

C
 D

ay
 1

2 
no

on
 to

 1
2 

M
id

ni
gh

t 
O

n 
an

y 
ot

he
r d

ay
 7

am
 to

 1
am

S
un

da
y 

10
am

 to
 1

1p
m

G
oo

d 
Fr

id
ay

 a
nd

 A
N

ZA
C

 D
ay

 1
2 

no
on

 to
 1

1p
m

O
n 

an
y 

ot
he

r d
ay

 7
am

 to
 1

1p
m

Ex
am

pl
e 

of
 C

om
pl

et
ed

 N
ot

ic
e

Ex
am

pl
e 

on
ly

mailto:contact%40liquor.vic.gov.au?subject=


JULY 2023

Liquor Control Victoria

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 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:
• a licence or BYO permit excluding a pre-retail licence or a BYO permit for party bus

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

• a transfer 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.

Plan format
A plan must contain the following elements:

• be on suitably sized paper, minimum A4 size (graph paper is not acceptable)

• be drawn in ink and be neat and legible 

• show the floor plan(s) of the owned or leased property

• note the size of the red-lined area in metres squared

• outline in red the boundaries of the proposed area to be licensed

• if the proposed area does not follow a physical barrier (such as a wall), describe what is being 
used to separate the area

• show clear and consistent measurements on the plan

• include the address of the premises 

• include a compass point showing north and names of the surrounding streets

• show basic functions or fixtures, for example, bar and dining area/kitchen area 
 or in the case of a packaged liquor outlet, shelf areas where alcohol is displayed  
and the cash register is located

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

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

• 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.

An example of a plan is provided below.
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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.

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 obtain a copy from LCV at no extra cost.
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Maximum patron capacity

Liquor Control Victoria (LCV) has a maximum patron capacity policy that guides how patron 
capacity is determined for a liquor licence.

Maximum patron capacity is the maximum number of patrons allowed on a licensed premises at 
any one time. This is to prevent overcrowding inside the venue and to minimise impacts on local 
amenity. Patron capacity may be used to calculate the application fee and annual licence fee 
payable by each licensee.

Applicants will be required to provide specific documentation in order for LCV to determine and 
endorse maximum patron capacity for a premises.

Under the Liquor Control Reform Act 1998 (the Act) LCV can set a maximum patron capacity as 
a condition of a liquor licence. This is enforceable, and penalties apply for licensees who do not 
comply.

This fact sheet explains how LCV determines maximum patron capacity for the purposes of the 
Act. It is the building owner’s responsibility to ensure that building occupants comply with all other 
regulatory requirements.

Licences with a maximum patron capacity
Maximum patron capacity will be endorsed in respect of applications for the following new 
licences:

• general

• on-premises

• restaurant and cafe

Some existing licences may also be endorsed with maximum patron capacities.

Maximum patron capacities may also be required on some major event licences where 
appropriate.

Determining maximum patron capacity
In the first instance, LCV will determine maximum patron capacity based on the maximum patron 
capacity stated within the most recently issued planning permit provided with the application.

If the planning permit does not contain a maximum patron capacity, or if the planning permit 
has not been granted by the local council prior to the grant of the liquor licence, applicants are 
encouraged to contact their local council to obtain a copy of an occupancy permit. LCV will then 
determine the maximum patron capacity based on the number stated on the occupancy permit.

In circumstances where neither the planning permit nor occupancy permit specify a maximum 
patron capacity, applicants are required to obtain a report from a registered building surveyor 
that states:

•   the area in square metres available to the public for the whole of the internal premises 
(excluding toilets, passageways and the like) and (if applicable) for any external areas such as 
courtyards or decks, and

•    the number of patrons that may be accommodated on the internal premises and (if applicable) 
on any external areas of the premises based on a ratio of one person per 0.75 square metres. 

Please ensure that the report displays the building surveyor registration number.

• late night (on-premises and general)

• full club

• restricted club.
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Note: LCV may request a building report from a registered building surveyor showing a calculation 
based on a ratio of one person per 0.75 square metres if LCV considers that the capacity provided 
in the planning or occupancy permit is inaccurate or inappropriate. This may be requested in light 
of any information contained within the licence application and having regard to the objects of the 
Act.

Restaurant and cafe licences
For restaurant and cafe licences, tables and chairs must be available for at least 75 per cent of 
patrons. For example, if the licence states that maximum patron capacity is 100 patrons then there 
must be tables and chairs available for at least 75 patrons. Likewise, if there are tables and chairs 
available for only 50 patrons, a maximum of 66 patrons may be legally accommodated on the 
premises.

Patron capacity for specific areas
In addition to the overall maximum patron capacity for the licensed area, LCV may set separate 
patron capacities on specific areas within a licensed area, such as:

• balconies

• terraces and courtyards

Patron capacities allocated for specific areas are calculated in accordance with the methods 
listed above, as well as amenity considerations.

While LCV considers amenity as part of the patron number calculation, the relevant local council 
also retains responsibility for managing  issues of amenity in each council region.

External areas
The overall maximum patron capacity for a licensed area is generally no larger than the maximum 
capacity allowed for the internal area of the premises.

This is to prevent overcrowding, and minimise sanitation and fire safety risks associated with 
patrons moving from outdoor to indoor areas, for example, to get a drink, to exit the premises or if 
it rains.

In some circumstances, LCV may consider increasing the overall maximum patron capacity  
to allow for external areas.

Applicants with external licensed areas who wish to apply for this increase can submit a building 
report from a registered building surveyor demonstrating that fire safety and sanitation 
arrangements for the additional patrons will be met.

Features of an external area that may support an increase to the overall maximum patron 
capacity include:

• an external area that is large compared to the internal area, such as a large beer garden

• effective weather proofing

• separate entrances and exits

• separate facilities such as bars and toilets.

Function and accommodation areas
Function and accommodation areas may be excluded from the overall maximum  
patron capacity, and may be given their own separate capacity limits.

• beer gardens.
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