ALL ABOUT APPLYING FOR AN OFF LICENCE

An Off licence authorises the sale, supply or delivery of alcohol for consumption off the premises such as:
· Premises – bar, pub, tavern, club, hotel, bottle store, supermarket. 

· Endorsed – caterers, auctioneers. 
The licence is subject to the provisions of the Sale of Liquor Act and conditions of the District Licensing Agency (DLA).

Contact Palmerston North City Council Planning Section to discuss your proposed business activity.  This will help you determine in advance whether your proposed activity/premises complies with the relevant District Plan requirements and any additional costs or applications that may be involved in achieving compliance.
Application Process

It takes about 30 working days to process an off licence application. 

You can facilitate your application by providing complete and accurate information.
The District Licensing Agency (DLA) forwards copies of your application to various reporting authorities before making its licensing decision.  If there has been an objection to your application, it will be handled by the Liquor Licensing Authority (LLA).  Objections will delay the decision on your application.

If you are granted an off licence, you must apply for a renewal at least 20 working days before the licence expires.

Application Requirements 
You will need to provide:

Planning Certificate of Compliance - before you apply for an off-licence you will need to obtain a Planning Certificate of Compliance.  
Proof of Business - a certificate of incorporation, company constitution or memorandum of association and/or a partnership agreement.  Supermarkets and grocers must also provide evidence showing the principal business is derived from foodstuffs.
Proof of Consent - you will need a written statement from the building owner consenting to liquor sales.
Building Documentation - a photo or drawing of the exterior of the premises, a street map showing the location in Palmerston North, an A4 scale plan of the interior showing areas used for sale of liquor, areas restricted or supervised, and all principal entrances.  Building Certificate of Compliance ($38.33).
Building Evacuation Scheme

Contact Murray Kidd - 354 8648 and request the requirements for an evacuation scheme or procedure.  When all Fire Service requirements have been met you will be issued with a letter.  A copy of this letter needs to be supplied to the DLA before your application can be approved.
Host Responsibilities 

Policy (one pager) as per enclosed sample
Plan – an implementation plan specific to your premises using the enclosed guide.  
Public Notice – You must place a notice (Form 1) in the Manawatu Standard within 20 days after you submit your application. The notice must be published twice (not more that ten days and not less than 5 days apart). You must also display a visible notice (Form 1A) on the site of the proposed premises.

General Managers Certificate - at all times when liquor is being sold or supplied to the public, a manager must be on duty and responsible for compliance with the Act and the conditions of the licence. The manager must hold a current general manager's certificate.

For further information contact:

Lynne Kroll



OR

Sue Mitchell

Liquor Licensing Inspector



Liquor Licensing Inspector

06 356 8199 ext 7870



06 356 8199 ext 7914

Lynne.kroll@pncc.govt.nz



sue.mitchell@pncc.govt.nz
Fax 06 351 4515

