
 

Application for Building Plans & Documentation Search  

Section A – Required Information 

 

Please ensure that information pertaining to your selected option is submitted with this application form.  

 

 

 
 
 

 

 

Section B: 

 

Applicant/ Company 
Name: 

 
 

Applicant Address:  Postcode:  

Contact person:  Contact No:  

Email:  

 

Property Address:  Postcode:  

Why do you require 
this search? 

 
 

 

Section C:                   Section D: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The City of Melbourne is committed to protecting your privacy. The personal information requested on this form is being collected by City of Melbourne for the assessment 
of Building Plan and Documention Search applications, parts of which are set out in the Building Act 1993 and Building Regulations 2018. The personal information will be 
used for the following purposes: 
• correspond with you about your application 
• or for any other directly related, or reasonably related purposes. 
 
The information you provide may be made available: 
• to relevant officers within Council and other pertinent Government agencies directly involved in the application process 

Option 1 – Owner of the property  
 
 Proof of ownership (Certificate of Title or 

Rates Notice) 
 Application fee 
 Completed sections  A, B, C and D of this 

form 

 

Option 2 – Not the owner or Acting on the 
owner’s behalf 
 Owners consent (Formal letter from owner 

authorising applicant/company to perform 
the search OR to act on their behalf) 

 Application fee 
 Completed sections  A, B, C and D of this 

form 

 

 

Information Sought 
 
 Building Permits 

 Building/Architectural Plans   

 Certificate of Final Inspection      

 Occupancy Permit      

 Engineering’s details 

 Builders Details 

 Warranty Insurance Details 

 Other:_____________________________ 

 

Date Range of Documentation Sought 
 

_____________________________________                      

Search Fee  

 Residential Property - Last Ten Years 
Search  

 Residential Property - Full History Search  
 Commercial Property - Last Ten Years 

Search  
 Commercial Property - Full History Search  
Up to five hardcopy Building Permit files per 
application. Additional files can be retrieved at a 
cost per file. Full fee schedule can be viewed at 
https://www.melbourne.vic.gov.au/SiteCollection
Documents/property-information-schedule-of-
fees.pdf  

Payment Method 

 Cheque Enclosed 

 Pay Online via Visa or MasterCard  

(City of Melbourne to contact customer) 

How to Apply and Enquiries:  

In person: Melbourne Town Hall Administration Building 120 Swanston Street Melbourne. 

   (Opening Hours 7.30AM to 5.00PM Monday to Friday 

Mail:     GPO Box 1603 Melbourne 3001 

Email:      building@melbourne.vic.gov.au 

Tel:          03 9658 9658 

 

 

https://www.melbourne.vic.gov.au/SiteCollectionDocuments/property-information-schedule-of-fees.pdf
https://www.melbourne.vic.gov.au/SiteCollectionDocuments/property-information-schedule-of-fees.pdf
https://www.melbourne.vic.gov.au/SiteCollectionDocuments/property-information-schedule-of-fees.pdf
mailto:building@melbourne.vic.gov.au


 

 
 
 
• contract service providers, where necessary or appropriate 
• to persons accessing information in accordance with the Public Records Act 1973, or the Freedom of Information Act 1982. 
 
It will not be disclosed to any other external party without your consent, unless required or authorised by law. If the personal information is not collected, we may not be 
able to process your application. If you wish to access or alter any of the personal information you have supplied please contact the City of Melbourne by telephone 03 
9658 9658 or email enquire@melbourne.vic.gov.au. 
 
 
Building Plans & Documentation Search Fact Sheet 
 
What is a Building Plans and Documentation Search? 

A building plans and documentation search is a way to access Council records for a particular building based on 
the Private Building Permits or Council Building Permits issued. 

 
What type of information is included? 
The City of Melbourne’s archives are indexed based on Building Permits. The type of supporting documentation 
included in these will be dependent on the nature of works being completed. These could potentially include any 
of: 

 Architectural and Structural Building Plans 

 Builder’s information & insurance details 

 Engineering details & calculations 

 Certificates of Final Inspection & Occupancy Permits 

 Building Notices and Orders. 

 
Note: Council does not hold any building plans prior to 1959 and documentation prior to 1961. These plans and 

documents are archived with the Public Record Office Victoria (PROV). Enquiries can be made by contacting 
PROV direct by visiting www.prov.vic.gov.au 

 
How much does a Building Plans and Documentation Search Cost? 

There is a flat fee to complete the search based on whether you are applying for a commercial or residential 
property, and whether you require a search to be completed for the past ten years or for the full history of the 
property. The breakdown of fees can be found on the Property Information Schedule of fees 
https://www.melbourne.vic.gov.au/SiteCollectionDocuments/property-information-schedule-of-fees.pdf  

 
How long does a Building Plans and Documentation Search take? 

Applications will be processed within 21 days; customers will be contacted directly if the search will take longer. 
Once your request has been processed you will be contacted to advise if hardcopy documentation has been 
retrieved and is available for viewing. Any already digitised documentation will be sent through separately 

 
How many Building Permits can I retrieve as part of the search? 

The search fee for the application includes retrieval of five hardcopy Building Permits and their supporting 
documents. Building Permits and associated documentation that is available digitally will be sent through at no 
extra charge. Additional hardcopy Building Permits above the five included in the search will be charged at a price 
per permit, our team will make contact before ordering any additional files however. 
 
Can I have copies of the plans and documentation? 

Small volumes of plans and documentation can be copied / scanned in-house. Larger volumes will be sent to an 
offsite third party copying facility and charged based on size and quantity of documentation. further information 
will be discussed on your visit. 

 
Important Notice 

 The building plans and documentation search fee covers a search and not a result. The fee is non-refundable 

and Council cannot guarantee information or results. 

 Under the Building Regulations 2018 - Regulation 50, only the building owner, or a person with written owner’s 

consent, may request this search. 

 Due to the high volume of requests, all plans/documentation will be held for a maximum of 3 weeks before they 

are returned to council’s archives. 

 If you have not viewed the plans/documentation prior to their return to Council’s archives, a new application will 

be required. Fees will apply to the new application. 

 
Enquiries: 

City of Melbourne Building Business Support Team 
Email: building@melbourne.vic.gov.au - Tel: 03 9658 9658 
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