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BUILDING PERMIT APPLICATION CHECKLIST
1. Please review this checklist and ensure all relevant items are attached before lodging.
1. Once you've collected your documents, please email them to buildingpermits@merri-bek.vic.gov.au.
1. This allows your application to progress, and Council's Building Services team will then issue an invoice.

Project Address: ________________________________________________
	1. Application & Fees

	☐  Owner's written consent to the application (and Agent's Authority, if lodged by someone other than the owner) – Refer to Appendix A for guidance template. 

	☐  Provide the estimated cost of the building work (including the cost of labour and materials) and attach details of the method of estimation. This can be provided by submitted the contract with the builder. 

	2. Ownership & Title Documents

	☐  Current copy of Title and Plan of Subdivision (dated within 3 months of the application).

	☐  Any Section 173 Agreements or Covenants listed on the title (if applicable).

	☐  ASIC Current Company Extract, where the registered owner is a company (if applicable).

	3. Builder / Owner-Builder Details

	☐  Provide building practitioner registration numbers of all consultants / contractors and the builder involved in the Building Permit process.

	☐  Provide a copy of the signed Insurable Domestic Building Contract for the proposed building works which includes owners, builders, and contract value of works (for domestic works exceeding $20,000 in value) (if applicable).

	☐  Provide evidence of the builder’s has Home Warranty Insurance (for domestic works) issued by the BPC as required by the Domestic Building Contracts Act as the value of building work is $20,000 or greater. (if applicable).

	☐  Owner-Builder Certificate of Consent from the Building and Plumbing Commission — required for domestic building works exceed $20,000 in value and are being carried out by an owner-builder (if applicable).

	4. Council Reports & Consents (if applicable) 

	☐  Property Information Certificate (covering termite risk, flood-prone land and overland drainage flow) — available from Council website (https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/building/property-information/).

	☐  Legal Point of Discharge — generally required for new dwellings and extensions — available from Council website (https://www.merri-bek.vic.gov.au/living-in-merri-bek/parking-and-roads/roads-footpaths-drains-and-lighting/stormwater-drains-and-sewerage/).

	☐  Part 5 Siting Report and Consent from Council's Building Services team (if applicable)( https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/building/building-report-and-consent/).

	☐  Build Over Easement Report and Consent from Council (if applicable) 
(https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/building/building-report-and-consent/).

	☐  Hoarding/Protection of the Public Report and Consent under Building Regulation 116, for works affecting a public place (https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/building/building-report-and-consent/).

	☐  Report and Consent for flood prone land or overland flow paths, if your property is affected (if applicable — check via Council's property search) (https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/building/building-report-and-consent/).

	5. Town Planning

	☐  Written confirmation from Council's Planning Department as to whether a planning permit is required.( https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/planning/when-you-need-a-planning-permit/).

	☐  Copy of the Planning Permit and endorsed plans (if applicable — e.g. heritage overlay, lot under 300m², or other planning triggers).

	6. Architectural Drawings

	☐  Fully dimensioned floor plans for each level.

	☐  Elevations and sections of all sides of the building.

	☐  Window and door schedule.

	☐  Lighting layout plan.

	7. Structural Drawings 

	☐  Structural drawings (Scale of not less than 1:100) at each floor level, elevations, sections, dimensions and the sizes and locations of structural members of all footing, slab details, and framing, specifications, general notes and certification of structural works. 
This is to be provided together with any details that are necessary to show compliance to a scale of not less than 1:20

	8. Consultant Reports & Certificates

	☐ A soil investigation report from a qualified Geotechnical Engineer

	☐  Engineering designs drawings, computations and Certificate of Compliance (Regulation 126) from a registered engineer (if applicable).

	☐  Land Surveyor's Title Re-Establishment Survey, where building on or near a title boundary or fence line.

	☐  7-Star Energy Rating report and stamped energy plans, for new dwellings and major additions.

	☐  Bushfire Attack Level (BAL) assessment, where the property is in a designated bushfire-prone area (if applicable).


	9. Site Plan (minimum scale 1:500)

	☐  The boundaries and dimensions of the allotment and any easements that are relevant to the proposed building work.

	☐  The distance to the nearest intersecting street.

	☐  The position and dimensions of the proposed building and its relationship to— 
1. The boundaries of the allotment; and 
2. Any existing building on the allotment; and 
3. Any part of a building or land on an adjoining allotment if necessary to show compliance with the Act and these Regulations; 

	☐  The levels of the allotment, floors of the building, street drainage channel and stormwater drain.

	☐  The layout of drains to the point of discharge on the allotment together with details necessary to show compliance with the Act and these Regulations.

	☐  The location, dimensions and area of impermeable surfaces covering the allotment if necessary for the purposes of Regulation 77 (if applicable).

	☐  The location and dimensions of car parking spaces for the purposes of Regulation 78 (if applicable).

	☐  The location, dimensions and area of private open space for the purposes of regulation 86 or regulation 86 (if applicable).

	10. Demolition Procedure (demolition projects only)

	☐  Section 29A Report and Consent, — available from Council website (https://www.merri-bek.vic.gov.au/building-and-business/planning-and-building/building/building-report-and-consent/).

	☐  Pursuant to Regulation 26(1)(b), please provide an outline and description of the building, or part of the building, to be demolished or removed.

	☐  Pursuant to Regulation 26(1)(c), please provide an allotment plan showing the location of the building relative to the allotment boundaries and adjoining buildings, other buildings on the allotment, and streets, footpaths or crossings adjoining the allotment.

	☐  Pursuant to Regulation 26(1)(e), please provide information showing the position and description of any hoardings, allotment boundaries, barricades, temporary crossings, protective awnings and outriggers to be used.

	☐  Pursuant to Regulation 26(1)(f), please provide a written description of the demolition or removal procedure.

	☐  Pursuant to Regulation 26(1)(g), please provide evidence that the demolisher has the necessary knowledge, experience, equipment and storage facilities to properly conduct the demolition operations.

	☐  Pursuant to Regulation 29(a), please provide details of any measures proposed for the protection of the public over the street alignment under Regulation 116. 

	☐  Pursuant to Regulation 117, provide a demolition methodology statement in accordance with AS 2601-2001.


Important note
This checklist is a guide only. It covers items commonly required across building permit application types (including new dwellings, extensions and demolition). Items marked as "if applicable" depend on your specific project where it may not be clear whether an item applies to your application, please contact Building Services before lodging.
Additional information may be requested once a Building Surveyor or technical officer has assessed your application, depending on the nature, size and complexity of the proposed works.

























APPENDIX A


AUTHORISATION TO ACT AS AGENT
 

Property Address: [Insert Address of Works] 
 
Owner Name(s)/Company: [Insert Owner Name(s) and Company]
Phone: [Insert Phone Number] 
 

Agent Name/Company: [Insert Agent Name and Company] 
Phone: [Insert Phone Number] 

Declaration: In pursuant of Section 248 of the Building Act 1993 I/We, being the owner(s) of the property listed above, hereby authorise the aforementioned Agent to act on my/our behalf for the purpose of making an application, appeal, or referral under the Building Act 1993 and the Building Regulations 2018. 

 
Owner Signature: ______________________ Date: ___ / ___ / 20__ 
(Add a second signature line if there are multiple owners) 
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