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Application outdoor cafe permit
This document is not in an accessible format. For assistance, please contact us on 9658 9658.

How to complete this form
1. Read the Outdoor Cafe Guide
 before completing this form. 

2. Complete all fields. 

3. Parts of the form marked as ‘required’ are mandatory and must be completed before submitting the application. Where noted as ‘attach’ you are required to attach a document as part of your application. 

4. Submit the completed form and relevant documentation by mail or in person. 

Please note: the application will not be processed unless all details are completed.
This application may take up to 8 to 10 weeks to process, or longer if the application is incomplete or if it requires a residential consultation process.
Type of application (required)
Please place a cross in all appropriate boxes:

[image: image2] New application (no existing outdoor cafe)



[image: image3] Change existing permit (e.g. furniture, days, hours or area). Permit number: OC




[image: image4] Change of owner / proprietor. Permit number: OC


Applicant’s details – cafe owner or proprietor (required) 

Please select one:  
[image: image5] Mr 

[image: image6] Mrs 

[image: image7] Ms 

[image: image8] Miss

Given name (required)
 Surname (required)
 

Company name (if applicable) 

Cafe/restaurant trading name (required) 

Is the trading name different to the previous trading name?

Please check one:  
[image: image9] Yes

[image: image10] No

Previous trading name 

Property address (required) 

Suburb (required) 
State
VIC
Postcode (required)


Mailing address (if different to above) 

Suburb (required) 
State
Postcode (required)



Business telephone (required) 
Mobile (required) 

Email (required) 

The proposed Outdoor Cafe area is located on private property (required)

Please check one:
 
[image: image11] Yes

[image: image12] No

[image: image13] Unsure

Do you have indoor dining? (required) 
Please check one:
 
[image: image14] Yes

[image: image15] No (if no, refer to page 7 of the guide)

If yes, how many tables and chairs? 
Tables 
Chairs  

Contact person for the application (if different to the applicant)
Given name  
Surname 


Business telephone 
 Mobile 


Email 



Days and times of proposed outdoor cafe operation (required) 

Refer to page 56 of the guide
Check all appropriate boxes for days of operation.
	Days of operation: Check appropriate boxes for days of operation.
	Start time (example format – 9:30am)
	Finish time (example format – 4:30pm)

	
[image: image16] Monday
	
	

	
[image: image17] Tuesday
	
	

	
[image: image18] Wednesday
	
	

	
[image: image19] Thursday
	
	

	
[image: image20] Friday
	
	

	
[image: image21] Saturday
	
	

	
[image: image22] Sunday
	
	


Days and times of kitchen operation (required)
Check all appropriate boxes for days of operation.

	Days of operation: Check appropriate boxes for days of operation.
	Start time (example format – 9:30am)
	Finish time (example format – 4:30pm)

	
[image: image23] Monday
	
	

	
[image: image24] Tuesday
	
	

	
[image: image25] Wednesday
	
	

	
[image: image26] Thursday
	
	

	
[image: image27] Friday
	
	

	
[image: image28] Saturday
	
	

	
[image: image29] Sunday
	
	


City of Melbourne street infrastructure 
Refer to page 15 of the guide


[image: image30] I would like a quote to have street infrastructure relocated


[image: image31] Street bin   
[image: image32] Bicycle hoop   
[image: image33] Seat/bench

Outdoor cafe area in front of a neighboring business 
Refer to page 25 of the guide 

Letter of consent from neighboring businesses (required)
If you wish to place tables and chairs in front of the business next door a letter of consent from the tenant and owner or owners’ corporation of the building is required and must be attached to your application. We have prepared a template letter that is available for your use. Download this letter (DOC 33KB)
.
Outdoor cafe furniture
Refer to pages 30 to 33 of the guide

Chairs 

[image: image34] Chairs

[image: image35] Stools

[image: image36] Benches

Seat colour 
 Frame colour 

Seat material
 Frame material 

How many to be used 

Measurements in millimetres:
High (to the seat) 
mm 
Wide 
mm
Long
 mm

Attach photo/s or design of chairs to be used attached to the application.
Tables


[image: image37] Square

[image: image38] Round

[image: image39] Rectangle
Table top colour 
 Frame/legs colour 

Table top material
 Frame/legs material 

How many to be used 

Measurements in millimetres:
High (to table top) 
mm 
Wide 
mm
Long
 mm

Attach photo/s or design of tables to be used attached to the application.
Screens – removable

Refer to pages 36 to 37 of the guide

Screen colour 
 Frame colour 

Screen material
 Frame material 

How many to be used (Type 1)

High (Maximum 900mm) 
mm 
Long (maximum 2,000mm)
 mm

How many to be used (Type 2)

High (Maximum 900mm) 
mm 
Long (maximum 2,000mm)
 mm
If logo on screen(s) what are the logo colour(s)? 


Logo height 
 mm
Width 
 mm
Attach photo/s or design of screens to be used to the application (refer to pages 36 and 40 of the guide)
Glass screens – fixed

Refer to pages 34 and 35 of the guide

Are the glass panels laminated? 
[image: image40] Yes

[image: image41] No

Frame material
 How many glass panels 

Measurements in millimetres:
High (max 1,500mm) 
mm 
Thickness of glass  
mm
Long (max 1,200mm)
 mm

If logo on screen(s) what are the logo colour(s)? 


Logo height 
 mm
Width 
 mm
Attach design of logo and safety pattern to be used to the application (refer to pages 40 to 41 of the guide)

Planter boxes

Refer to pages 44 to 45 of the guide

Colour 
 Material(s) 

Plant species
 How many to be used 

High (Maximum 1,200mm including plants
) 
mm 
Long (maximum 1,800mm)
 mm
Wide 
 mm

Attach photo/s or design of planter boxes to be used to the application. 

Attach the plant maintenance program to be used (refer to page 45 of the guide)

Umbrella(s) – semi-fixed

Refer to pages 38 to 39 of the guide

Umbrella colour 
 Frame colour


Umbrella material 
 Frame material 


How many to be used

Measurements in millimetres:
Clearance height (minimum 2,200mm) 
mm
Wide  
mm
Long 
 mm

Attach photo/s or design of umbrellas to be used. (Please refer to page 40 of the guide)
If proposing installation of umbrellas you will need to attach to your application: 

· Certificate of compliance – Design (form 11 – Building Act 1993)

· Details of footings/socket for semi fixed umbrellas

Logo 
Refer to pages 40 to 41 of the guide


Colour/s

Logo height 
 mm
Width 
 mm
Attach logo to be used.

Gas Heaters – removable

Please refer to page 43 of the guide.
How many gas heaters? 
Gas heater AGA number: 

Attach photo/s or design of gas heaters to be used.
Site plan (required)
Refer to pages 18 to 23 and 33 of the guide
Attach a site plan to my application accurately showing the existing conditions and the area of the outdoor cafe and layout of all proposed tables, chairs, screens and umbrellas etc at a scale of 1:100.
Attach colour photographs of the site frontage and proposed footpath area including any fixtures such as an awning covering the area, Council assets such as parking signage, seats, bins, bicycle hoops, trees or utilities. View an example of a site plan
.
I can clearly see the proposed outdoor/cafe area from inside the cafe/restaurant. (Required)

Please check one:
 
[image: image42] Yes
 
[image: image43] No
Application fee
This section must be completed by all applicants unless paying in person. Payments are accepted via credit card, cheque or money order. Cash and EFTPOS payments may be made at Melbourne Town Hall Administration Building, 120 Swanston Street, Melbourne. If paying in person, do not complete this payment section.

Cheque/Money Order 

[image: image44]
I enclosed a cheque/money order for AUD $51.25 Cheques must be marked ‘Not Negotiable’ and made payable to the City of Melbourne.
Credit card

[image: image45] Please debit AUD $51.25 from my credit card.
Card type

[image: image46] Visa 

[image: image47] Mastercard 
AMEX & Diners Club not accepted
Card number 



Expiry  
 / 

Amount: $51.25
Cardholder’s name 


Signature 

Submit application
Mail
Street Trading, City of Melbourne, GPO BOX 1603, Melbourne Vic 3001

In person
Melbourne Town Hall Administration Building 120 Swanston Street, Melbourne 7.30am to 5.00pm
Monday to Friday (Closed Public Holidays)

Further information
Or to arrange a meeting with a Street Trading Officer, phone: 03 9658 9658


[image: image48]  I have completed all the required fields and attached required documents (required)
Please note it is an offence under the Activities Local Law 2009 to operate an outdoor cafe without a valid permit or contrary to the conditions of a permit.
I declare that the information I have provided is true and correct.
Signature of registered proprietor (required) 

Date  
 / 
 / 



DD
MM
YYYY
� http://www.melbourne.vic.gov.au/SiteCollectionDocuments/outdoor-cafe-guide.pdf


� www.melbourne.vic.gov.au/SiteCollectionDocuments/cafe-sample-letter-consent.doc


� www.melbourne.vic.gov.au/SiteCollectionDocuments/cafe-sample-site-plan.doc





