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This application form must be completed in full (block letters). 
An incomplete application form will not be accepted.

	Venue Name
	

	Event Name
	☐ Boxing Day (24 December 2026)   ☐ New Years Eve (31 December 2026)            

	Hirer/Organisation Name
	

	Hirer/Organisation Address
(Physical address, not PO Box)
	


	ABN/ACN /Inc Number
	

	Are you a registered non-profit community group?
	☐  Yes	  ☐  No (Please tick) If yes, submit evidence of Not-For-Profit status

	Contact Person Name (1)
(Person responsible for correspondence, safety protocols, venue access, “pre function” inspections and payments. For organisations - Office bearers only)
	
	Contact Person Name (2)
	

	Phone Number
	
	Phone Number
	

	Email address
	
	Email address
	

	Residential Address 
(Contact Person 1)
	


	Event Type (Purpose of Event)
	

	Rooms used
	

	Date of Event/Meeting
	

	Event Times (Start and finish of Function Times only - entry and departure times for guests)
	Start: 
	End: 

	Venue Access times 
(Access to venue for set up, pack down, caterers, decorators, band, etc.) 
	Start: 
	End: 

	Will a meal be served?
(non-ticketed event or served as part of the ticket sales)



	☐ Yes	 ☐ No (Please tick)
If yes, submit Caterer’s Food Act Registration Certificate. 

	· Caterer’s Name:
· Caterer’s ABN:
· Caterer’s Phone No: 
· Caterer’s email:

	Will a meal be sold directly to attendees? (food stalls included)



	  ☐ Yes	  ☐ No (Please tick)
If yes, please submit for each Caterer:
· Food Trader’s Certicate
· Food Act Registration Certificate
· Statement of Trade
	· Caterer’s Name:
· Caterer’s ABN:
· Caterer’s Phone No: 
· Caterer’s email:

	Will there be stalls held at the event?


	☐ Yes	  ☐ No (Please tick)
	· Number of stalls:
· Location of stalls:
Additional permits will be required, if stalls or event programs are held outside the hall. 

	Contractor Insurances 


	Please ensure that all registered contractors/ businesses you engage for the event (e.g. Caterers, Decorators, AV, Party hire companies, stall holders) have their own insurance. Copies of contractors’ insurances must be submitted.

	Evidence of engaging a registered security company for duration of the event, inclusive of pre and post event times. 
(all security guards must hold current and valid licences) 

	1 guard per 50 people for the first 100 attendees and 1 guard per 100 additional attendees thereafter 
	· Security Company Name:
· Company ABN:
· Contact Person:
· Phone: 
· Email

	Is this a ticketed event? 

	 ☐ Yes	  ☐ No (Please tick)

	Procedure for sale of tickets 
(e.g. tickets sold at the door, via online platforms, via event organisers and sponsors)
	

	How will the event be advertised?
	

	Number in attendance 
(maximum numbers)
	

	Will alcohol be consumed?
	☐ Yes	  ☐ No (Please tick)

	Will alcohol be sold?
(including serving alcohol to patrons as part of ticket sales)






	☐ Yes	  ☐ No (Please tick) If yes, please provide a copy of Liquor Licence. 
A copy of your Liquor Licence must be submitted with other documents and displayed during your event.
Apply for a temporary limited licence | vic.gov.au (www.vic.gov.au) 
Event Organiser to ensure persons serving alcohol hold a Responsible Service of Alcohol Certificate.


	Party Safe Registration Form



	Register your event with Victoria Police under the Victoria Police Partysafe Program. Please refer to the website for further details and to register your event. 
Register a Party With the Partysafe Program | Service Victoria
A copy of your Party safe registration form must be submitted with hiring documents.

	Do you have your own Public Liability Insurance: 


	☐ Yes (Please tick)
Please provide a copy of insurance in the name of organisation which must include public liability for at least $20 million.
	☐ No (Please tick)
Please provide a copy of Event insurance in the name of organisation/business/event organiser which must include public liability for at least $20 million.

	List any specific requirements for your event
	

	Bank Details for Bond Refund

	Account Name:

	Bank:

	BSB:
	Account Number:

	NOTE: If the booking is for an organisation, the bond will be refunded to the organisation’s bank account.



Declaration: 

	
By signing this application, I hereby acknowledge that:

· I am the authorised hirer (or) authorised to complete the application on behalf of the Organisation.
· I have read, understood and agree to the Conditions of Venue Hire. 
· I am over the age of eighteen (18) years. 


	Name of Hirer: 

	Hirer’s signature:

	Date:

	Name of Organisation, if applicable:

	Position within Organisation, if applicable:







Document checklist

Please check with Booking Officer to confirm which forms you are required to submit.

	Completed and signed Application form
	

	Certificate of Currency which includes Public Liability Insurance for $20 million (Event Insurance)
	

	Partysafe Registration Form
	

	Liquor Licence (if applicable)
	

	Public liability documents for all contractors (if applicable)
	

	Caterer’s/s’ Food Trader’s Certicate (if applicable)
	

	Caterer’s/s’ Food Act Registration Certificate (if applicable)
	

	Caterer’s/s’ Statement of Trade (if applicable)
	

	Evidence of engaging a registered security company for duration of the event.
(Emails, editable Word documents, quotes and invoices are not accepted as evidence – a receipt for payment with item details is required)
	

	Other Event Permits (if applicable)
	




OFFICE USE ONLY
	Processed by:

	Booking ID:

	Application approved: ☐ Yes	  ☐ No (Please tick) 
(Council representative’s signature and date)
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