
Click on the following Link Building permit applications | Yarra City Council

Or enter following details into your 
web browser

https://www.yarracity.vic.gov.au/services/building-in-
yarra/information-requests#accordion-request-adjoining-

owners-details

Scroll down and expand accordion 
REQUEST ADJOINING OWNERS 
DETAILS and click on APPLY 
ONLINE

Agree to the Terms and Conditions 
and click Continue

How to Request Adjoining Owners Details

https://www.yarracity.vic.gov.au/services/building-in-yarra/permits-and-consents/building-permit-applications


Complete Application Information 
(Step 1) questions and click Next

RBS Reference - As part of the 
requesting adjoining owner’s details 
process, please provide your Building 
Practitioner Registration Number.
In some instances, Building Services 
Business Support Unit will contact 
you to confirm the request and check 
the details with you.

Council Reference – example of 
Council reference format: 

 eBAYY/NNNNN
 eRCYY/NNNNN
 PWYY/NNNN.



Property Address (Step 2) using the 
Fast Search enter the address of the 
property tassocatied to your request

The address will appear under 
formatted address.

Click Next



Complete Adjoining Owners Step 

Specify the address(es) of the 
adjoining properties / land below. 
Search for the relevant address 
using either the Address tab using 
the street address, or alternatively 
use the Land tab to search via lot 
and plan.

If you are requesting more than one 
adjoining property, simply repeat the 
search and add additional 
address(es).

Click Next

If you are requesting more than one 
adjoining property, simply repeat the 
search and add additional 
address(es).

Click Add and repeat search until all 
properties are added.



Once all properties are added click 
Next

Complete Delievery Email Address 
details (step 4)
The below email address will be used 
to communicate with you about your 
permit. This includes general 
communication, invoices etc

Please add relevant email address, 
even if you have added them in 
previous steps.

Once the delievery email is added 
click NEXT

Complete File Attachment (step 5) 

The attachment types marked with 
Asterix are mandatory.

You must ensure that the documents 
you attached are saved in the 
accepted file type before uploading.

How to upload each document:

 Select Attachment Type
 Click on Choose File
 Select File
 Click on Upload
 Attachments once uploaded 

will appear under Uploaded 
Files

When uploading documents online 
there is a file size limit of 128 
megabyte per attachment. If a 
document is larger than this, you will 
need to reduce the size of it / upload 
documents separately.

Or click SKIP

Only a private building surveyor can apply for this. However, you can 
apply if you are an owner, architect or builder, but you must upload a 
completed Form 6 with your application (which advises the private 
building surveyor that you are requesting these details).



Step 6 – Summary Information and 
click Continue

Enter Applicant and click Complete

If you would like a copy of the application Click Print and this allows you to save the summary as a 
PDF or print a hard copy.

Note: Invoice will be emailed within 5 business days


