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SPECIAL LICENCE APPLICATION GUIDE 

PLEASE READ THE FOLLOWING NOTES BEFORE COMPLETING THE APPLICATION

Failure to supply all details in full could see the issue of your licence delayed or your application opposed.

When do I need a special licence?

If you are holding a function or an event where liquor will be sold, either over the bar, by ticket system or where the cost of liquor is included in pre-sold tickets, you are deemed to be selling liquor.  If you are selling liquor you need a special licence ($64.40).   If the event is in already licensed premises such as a bar, café, tavern or sports club and is within the conditions of that premises licence then you are covered by that licence.  However, if the event is being held in premises not already licensed, or is outside the usual hours or conditions of an existing licence you need a special licence ($64.40).

Timeframes

You need to allow 20 working days for your application to be processed.  The police have 15 working days to report on your application.  If your application is opposed and you would like it to go to a hearing, you must allow a further 6 weeks.

Certified Manager 

The Agency or Police may require, as a condition of a Special Licence, that the holder of a General Manager’s Certificate be present and responsible for the sale of liquor under the licence.

Plans

(Not required for events held on premises that are already licenced ie: Bar, Hotel, Club)

Please supply an A4 plan of the interior of the premises showing the areas of the premise where liquor is to be sold or supplied.

Evacuation Scheme

(Not required for events held on premises that are already licenced ie: Bar, Hotel, Club)

Please supply a copy of the building evacuation scheme, which needs to be obtained from the building owner.

For further information contact:
Lynne Kroll






Sue Mitchell





Liquor Licensing Inspector




Liquor Licensing Inspector



Telephone:
356 8199  ext 7870



Telephone : 356 8199  ext 7914

Mobile: 027 311 3575




Mobile: 0274 435 036

Lynne.kroll@pncc.govt.nz




sue.mitchell@pncc.govt.nz
