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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. 
 

 
 

 

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  
 

 
 

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’ 
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5. For Licensing Act 2003 only  
 
Scroll down and mark the details below as per your requirements 
 

 
 
 
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. 
 

 
 
 

https://www.gov.uk/find-business-rates


 

Page 4 of 10 
 

OFFICIAL 

 
 

 
 

6. Enter the Premises address 
 

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

 

 

Select the option that 

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

   
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 

You can get your Non-Domestic 

Rateable Value here. Right-click to 

open in a new tab and keep your 

entered information. 
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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 
 

 
 

 
 
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 
 

 
 
 

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.  
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Possible Error 
 
 

 
 

 
You most likely did not complete the Premises address correctly 
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Frequently Asked Questions 
 

 
How do I 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). 
 

 
 
 
How do I 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. 

mailto:licensing@birmingham.gov.uk

