Birmingham
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A User Guide to Paying Your Annual Fee
(Licensing Act 2003 and Gambling Act 2005)

To pay the Annual Fee you will need to know:
- Premises / Club Premises Certificate / Gambling Licence number
- the Business Rateable Value of the Premises
- Premises Capacity

You can follow the manual below or follow the instructions in the video.
The process takes just 3 minutes.

Click here: Video Tutorial - Annual Fee Payment

1. Log into the Customer Portal:

Birmingham | Birmingham City Council Licensing Login

2. You will now need to create a BRUM Account (if you have not already got one).
Sign In if you have or press Register Here if you do not.

« O @ ) httpsy//licensing.birmingham.gov.uk

K gty

Welcome to Birmingham | Birmingham City Council Licensing

This portal works in conjul N with

Birmingham City Council

JADU CONNECT
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https://www.youtube.com/watch?v=8DrHGy9p8Dw
https://licensing.birmingham.gov.uk/
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3. Click ‘Licensing’ on the left-hand menu. If the menu isn’t visible click the menu icon

at the top of the screen

.' ] Birmingham

Citv Council
Manca Chiared

&

#A Birmingham City Council Licensing

Services Available
5 o D

4. In the left-hand menu click on the option you require:

- Licensing Act 2003 (premises licences and club premises certificates)
- Gambling Act 2005 (gambling premises and permits)

Select the ‘Licence Type’ and ‘Application Type’

© Stept Confirmation mm
General Details
jcensing Act 2003 song 7 % _
© step Confirmation * frev m
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5. For Licensing Act 2003 only

Scroll down and mark the details below as per your requirements

Application Types * Premises Licence Annual Fee v

Description This form is for the payment of the premises licence annual fee

Additional Information @ anniversa & wa
05 for further details.
I fee that you pay.
PRIVACY NOTICE
The information you provide is confidential and subject to the req of the Data o 1 Act 2018, This personal data will be
held and processed by Birmingham City Council for the purpose(s) of ensuring compli with legl requirements. The personal

details you provide may also be shared as part of any statutory duties requiring such disclosures and to protect the public funds it
collects and administers. Any data may be used to prevent fraud or the misuse of resources. For further information visit our privacy
notice page.

I have
approved the

tes *

Non-Domestic Rateable Select a Non-Domestic Rate '

Capacity of the premises Selecta C

Check your Non-Domestic Rateable Value here: Find a business rates valuation
(Right-click to open in a new tab and keep your entered information).

Capacity of the Premises: Most premises licences fall under the 0 to 4,999 capacity.
However, if you hold a licence with a large capacity, please select the relevant band.

b

PREEVALCY ROTICE

The infarmation you provids Is confidential and suljen 13 the Feguiresents of the Date Pretecion Ao X015 This perienal data will be
held snd proceiisd by Birmingham (ity Coundill for the purpaseii] of sniuring cesplisnss with leghilstie requinementi. The perional
datails you provide may slis be shared ai part of any statutory detied requinisg fuch divclodures and be probect the public fusdi it
collects and administers. Any data mury be used to prevent fraud or the mitee of resources. For further information visit our privacy

netice page.

Selert 3 Won- Domesor Rateabie Youe

w Select the correct option
Rl Y i B Jh according to your Business Hate
Contsct Details i iy "\-"'EI|UE i
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https://www.gov.uk/find-business-rates
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I have read and
approved the Guidance
Notes *

Non-Domestic Rateable
Value *

Capacity of the premises
*

Contact Details
The Address of the
Premises

This is the address of the
licensed premises, where

Band A £0-£4300 4

Please select the non-domestic rateable value for your premises

Select a Capacity of the prer v

Select a Capacity of the preisgs | premises

0to 4,999
5,000 t0 9,999
10,000 to 14,999

15,000 to 19,999
20,000 to 29,999
30,000 to 39,999
40,000 to 49,999
50,000 to 59,999
60,000 to 69,999

Select the option that
suits your Premises.

70,000 to 79,999
80,000 to 89,999

the annual fee is due. 90,000 and over

Do not use the "Copy from i
User Profile’ button unless
your home address is the
same as the premises
address.

Can't find your address? Click here to enter it manually.

Trading Name

FRIVALY ROTHE

The irdermation you provide i condidential snd uubject to the requiremente of the Daeis Protection Lot 200, This perronsd dats will Be
terld s processed by Birminghse Cty Council for the punpaseits of smuring complisnce with legnlstive requirementy The perpsnast
daLaib you prevede may aha be ihated i part of sy Atatulecy Suties requinng such dicbosures and 13 protect the public fusds @
Collens anvd admindners. Arvy dara wury b el 03 prevent fraud of the mbuse of rersurces. For Purther Nl ormation visit o geiesly
FrSCHLE P

Your annual fee
willbe displayed

Tatal Fee

6. Enter the Premises address

Copry From User Profie

This is the address of the
beenved premives, where
the annual fee is due

Enter your details as the proposed
licence holder or agent.

7. Enter your Premises Licence number and the non-domestic rateable value
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» |

# Home
Submit a Licence Application

@ Step 1 @ Step2 Confirmation Bsave m

% Licensing

You can get your Non-Domestic
Rateable Value here. Right-click to

Licence details open in anew tab and keep your
entered information.

Additional Information Check [Pl&&gn— Jomestic Rateable Val ci}yourpremises

Licence Number * (You will find it in your Premises Licence) _

Licensing Act 2003

Non-domesticrateable | Enter the value here. (Ifyou don't know, open the link above in another browser ]

value *

@ Step © Step2 Confirmation BSave m

Birmingham City Council

8. You will then be taken to the confirmation page which will provide a summary of the
information you have entered

Submit a Licence Application

@ Step 1 @ Step2 Confirmation B Sav mm

Confirm Details STEP

[B Licensing

icensing Act 2003 5
Licensing Act 2003 Tl

Licence Type Premises Licence

Application Type Premises Licence Annual Fee

o Type Detail Total
Capacity of the premises * 0 to 4,999 0.00
MNon-Domestic Rateable Value * Band B £4301 - £33,000 180.00

Total Fee(s) £180.00

Location to be Licenced null PHOENIX HOUSE VALEPITS ROAD
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9. At the bottom of the page, you will find a declaration which you must read and
confirm (as indicated in the screen below) then click Finish

Yes
PLEASE READ THE EOCLOWING DECLARATION CAREFULLY. DO NOT SUBMIT THIS FEE IF ANY PART OF THE FOLLOWING DECLARATION

/WE UNDERSTAND THAT IT IS AN OFFENCE. UNDER SECTION 158 OF THE LICENSING ACT 2003, TO MAKE A FALSE STATEMENT IN OR IN
CONNECTION WITH THIS APPLICATION. THOSE WHO MAKE A FALSE STATEMENT MAY BE LIABLE ON SUMMARY CONVICTION TO A FINE
OF ANY AMOUNT.

/WE CONFIRM THAT ALL OF THE DETAILS CURRENTLY HELD BY BIRMINGHAM CITY COUNCIL ARE CORRECT TO THE BEST OF MY/QUR
KNOWLEDGE AND UNDERSTAND IT IS MY/OUR RESPONSIBILITY TO NOTIFY OF ANY CHANGES IN CIRCUMSTANCES USING THE
RELEVANT APPLICATION FORM.

| AM THE PERSON(S) NAMED ABOVE OR DULY AUTHORISED SOLICITOR OR AGENT AND HAVE STAISFIED MYSELF THE INFORMATION
SUBMITTED IS ACCURATE

€ Step 1 € Step 2 Confirmation s mm

)
SEREEAN Select “Finish” to make the payment on the next screen. I

birmingham.gov.ukflicences/findex.htmi?fa=n_l&get_config=t&licence_type=licensing_act_2003&licence_type_id=41&licence_application_type=Premises%2 w

AL Stass licensing.birmingham.gov.uk says

Proposed Licence Holder Details We cannot process your application until payment has been
received in full. Payment can be completed by hitting the relevant
‘Pay' button within the “Online Licence Invoices' section of your STREET
Licensing Home area.By clicking 'Ok’ your application will be
submitted and you will be redirected to your Licensing Home area.

el n

Additional Proposed Licence Holder(s)
Additional Contacts

Licence details

Message:

“We cannot process your application until payment has been received in full.
Payment can be completed by hitting the relevant 'Pay' button within the 'Online
Licence Invoices' section of your Licensing Home area. By clicking 'OK' your
application will be submitted, and you will be redirected to your Licensing Home
area’.

Pressing "OK" will take you to the next step (payment).

Please note there may be a short pause whilst the system transfers you to the
WorldPay screen (please remain on this screen until transferred).
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10. You will be automatically transferred to the payment screen where you can enter
your card details

worldpay

from FIS

Order summary

Reference: Licence_175_73916_RN1703067757_1
Description: Premises Licence | Annual Fee
Amount (GBP): £70.00
i ]
Payment details visa @ @D
* Indicates a required field mme——
Card number * 3% Cardholder's name *
Enter a valid card number
Expiry date * Security code
MM /vy — Last 3 digits on the back of card

Cardholder validation *
Please complete the reCAPTCHA before continuing

11.Press “Make Payment” at the bottom of the screen and allow the payment to be
processed.

12.When you do submit your fee, WorldPay may take a while to process (sometimes

longer than what you may be used to), please allow it time to process and do not
exit the page and start again as you may be charged twice.

This completes the process.
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Licensing Portal — Licensing Home

You can keep track of progress with your submissions by clicking the Licensing Home
option in the left-hand menu.

= Top section (Online Licence Invoices) will show invoices relating to your
submissions. If they are paid, they will be highlighted green, if they are not paid,
they will be a pink/red colour and there will be a blue pay button on the right-hand
side.

= The second section (Online Licence Submissions) will list all the submissions from
your account including a Council Comments column where we will post any
appropriate notes and a Status column that will update when we have either
accepted or rejected your submission.

+ To PAY tor an online submission invoice
[B vicensing fyou i -
Licensing Home
Online Licence invoices
Q

Online Ref = Licence Number  Application Number  LicenceType  Application Type  Licence Area Submitted ~ Description  Cost(f)  Staws  Pay

2 Electrolysis New [Persanal) PHOENIX HOUSE 02-05-2023  Initial 2100 Unpaid
VALEPITS ROAD, Apglication
BIRMINGHAM, Invoice

BIRMINGHAM, B33 0TD

Online Licence Submissions
Q
Online Ref + Licence Type  Application Type  Licence Area Submitted  Cost(f)  Council Comments Status  Additional Actions
Electrolysis New (Personal) PHOENIX HOUSE VALEPITS 02-05-2023 41.00 Test transaction for testing Declined v
ROAD, BIRMINGHAM. online transactions/WorldPay
BIRMINGHAM, B33 0TD account. I
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Possible Error

enter a Licence Area

Submit a Licence Application
@ Licensing

© Step 1 © Step 2 Confirmation

Your Local Council Is Birmingham

Licensing Act 2003

General Details

You most likely did not complete the Premises address correctly

Contact Details

f the Copy From User Profile

5

House Name or Number *
This is the address of the
licensed premises, where
the annual fee is due,

rading Name

I am the * #) Proposed Lic

OFFICIAL

Licence Types * Premises Licence ror
"\||; lication T'\'|:|"'| - Premises Licence Annual Fee w
Description  This form is for the payment of the premises licence annual fee
Additional in tior annual fee for licensec e the dat licence w
pary the annual
ce and for further details
s Check the Nor st teable Value of your premises. This will determine the annual fee that you pay.
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Frequently Asked Questions

How do | know my Premises Licence / Club Premises Certificate Number?

Your Licence number is at the top of your Premises Licence and Summary page (as in the
image below).

Birmingham
" | City Coguncil

Licensing Act 2003

Premises Licence Summary

[ Premises Licence Number [ ooooo

Premises Details

Postal address of premises, orif none, ordnance survey map reference ordescription

Restaurant XXX — Birmingham, BXGOOC

Telephone Number

Not specified

Where the Jicenge is time limited the dates

N/A

Licensable activities authorised by the licence

Sale of Alcohol by Retail

Times the licence authorises the carrying out of licensable activities.

How do | know the anniversary of my licence?

Send an email to licensing@birmingham.gov.uk with your licence number, premises name
and premises address requesting the licence anniversary (annual fee due) date.
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