
 
 

 
 
 

 

Licensing Business Support 
Checking Service 

 
 
You will need to complete the relevant online application form and submit a draft 
copy to us as follows. 
 
Click on the link for the application form at: 
 
Premises Licence New Application 
 
Click on the “Start New Form” button. 
 

 
 
 
Click on the cross to close the message box 
 

B&NES Licensing Services 
Lewis House 
Manvers Street 
Bath 
BA1 1JG 
licensing@bathnes.gov.uk  

https://licensing.bathnes.gov.uk/Viewer-VicForms.asp?user=anon&Form=Premises%20Licence%20Application.wdf


 
 
 
 
This will take you into the first page of the application form.  You will need to 
complete the questions then click on the “Next” button at the bottom of the page. 
 

 
 
Repeat this for each page of the form until you get the last page. 
 
DO NOT click on Pay and Submit at this stage.  Instead you need to click on the  
“PDF” button. 
 

 
 
On the next screen, click on the “Create PDF” button. 
 

 
 



Right click on the link that says “Click here to open PDF”. 
 

 
 
 
 
 
 
Select the option “Save link as…”. 
 

 
 
 
You will then need to save this document to a location on your computer and give it a 
suitable file name. 
 

 
 
 
You will now need to save your online form.  Click on the “Save” button. 
 

 
 
Click on the “Save online” button. 



 

 
 
Your email address should already be shown (if not you can type it in manually).  
Click on the “Send reference to Email Address” button. 
 

 
 
 
You will now receive an email with details of the form and reference number. 
Open the email and click on “Forward”. 
 



 
 
 
 
 
 
 
 
 
Attach the PDF form you saved earlier to this email then send it to us at 
licensing@bthnes.gov.uk. 
 



 
 
A Licensing Officer will now check your application form.  They will contact you to 
advise of any errors or amendments required or confirm that it is ok to submit. 
 


