
                                                                                            APPLICATION FOR A NEW LICENCE 

    

 

 

 

 

 

     

 

   

 

 

  Checklists 

 

 

 

  

 

Submit application letter attached with 

health inspection report and proof of advert 

from local paper. 

(Day 1) 

 

Pay application fee at 

Revenue office. 

(Day 1) 

Deposit application 

to Registry office. 

(Day 1) 

Registry forward file to C.E.O 

who recommends for R.P.W.C 

meeting and issue of a 

temporal trading licence 

pending council approval for 

full licence. 

(Day 2) 

 

Housing Officer forward 

application to 

Committee for approval 

of full licence. 

( As per calendar of 

meetings.) 

 

 

Full Council for ratification  

(As per calendar of meetings.) 

Committee resolves and client is 

advised. 

(One week after meeting) 

Full licence issued at 

Revenue Office. 

(Instant) 

Temporal licence 

granted.  

(Day 3) 



 

 

 

                                                                                                        APPLICATION FOR CESSION 

 

 

 

 

 

 

 

 

 

 

 

 

 

Both cedent and cessionary with 

two witnesses each and complete 

cession forms in the Housing Office.                     

(Day 1) 

1 1 

Pay cession fee at the Revenue 

(Day 1) 
Submit forms to the Housing Clerk 

and record in the cession register. 

(Day 1) 

Housing officer submits cessions 

to R.P.W Committee which will 

resolve on the matter. 

 (as per calendar of meetings) 

Full Council resolves and 

applicant is advised to 

approach ZIMRA for 

capital gains clearance.    

(a day after committee 

approval) 

Client get clearance 

certificate and transfer 

done. 

(instant) 



 

  

 

 

 

 

              PLAN APPRAISAL 

 

 

 

 

                                                                         

 

 

 

 

 

Plan submitted to 

housing office then 

client complete TPD 

form and Housing Clerk 

checks on stand 

ownership. 

(Day 1) 

 

Plan appraisal and 

Development Permit 

Fee calculated. 

(Day 1) 

 

Client pays 

Approval fees. 

(Day 1) 

Plans submitted to 

Building Inspectorate 

desk for approval . 

(Day 1) 

 

Plans submitted to 

Environmental Health 

Officer for appraisal. 

(Day 2) 

Plans submitted to 

H.O.D Technical 

Services desk and 

approved. 

(Day 2) 

Client 

collects 

approved 

plan.  

(Day 3) 

H.O.D submits report 

of approved plans to 

RPWC meeting for 

adoption. 

(As per calendar of 

meetings) 

Full Council for 

adoption. 

(as per calendar of 

meetings) 

 

 



 

 

 

                                                                        LIQUOR LICENCE 

 

                                

 

 

 

 

 

 

 

 

 

 

 

Application is made to council.  

(Day 1) 

Housing officer  forward 

application to R.P.W.C for 

approval. 

(As per Council Calendar of 

meetings) 

 

Town planner 

completes No 

objection Form and 

give it to client. 

(soon after approval) 

 

Client takes all 

requirements to Liquor 

Licensing Board. 

(Instantly after 

completion) 

Liquor licensing Board 

processes the licence and 

send it to local authority. 

Client pays Liquor Licence fee 

and given the licence at 

Revenue office. 

(Instantly) 

Full Council for adoption. 

(As per calendar of 

meetings) 



 

 

 

 

 

                                                                    APPLICATION FOR LEASE EXTENSION 

 

 

 

 

 

 

 

 

 

 

 

Application is submitted 

to Council- Housing 

Office. 

(Day 1) 

 

Applicant pays application fee 

at Revenue Office.  

(Day 1) 

Application submitted to R.P.W.C 

for adoption. 

(as per calendar of meetings) 

 

Full Council advised for adoption. 

(as per calendar of meetings) 

Lease addendum 

prepared by Housing 

Officer and signed by 

the C.E.O. 

(5 working days) 

Client pays lease fees. 

(Instantly) 



 

 

 

 

 

 

 

                                                                               SHOP LICENCE RENEWAL  

 

 

 

 

 

 

 

 

 

Client pays licence fees 

to the succeeding 

period. 

(Day 1) 

Revenue clerk issues new 

licence for that period. 

( Day 1) 

Client attaches licence on 

premises and begin trading. 

(Day 1) 



 

 

 

                                                                 LAND ACQUISITION AND DEVELOPMENT PROCEDURE 

 

 

 

 

 

 

 

 

 

 

 

 

 

Obtain application form 

from Housing Office 

(Housing Clerk). 

 

Complete form and pay application fee at Revenue 

Office then submit to Housing Clerk 

Housing Clerk enters full details of applicant 

on the waiting list 

Applications are submitted to the 

R.P.W.C for allocation when stands are 

available 

R.P.W.C. recommends to full 

Council for resolution then 

beneficiary is advised through 

offer letter by Housing Officer 

Beneficiaries pay deposits 

for servicing costs. 

Pays instalments till servicing cost is 

complete 



 

 

 

 APPLICATION FOR A STAND 

 
Obtain application form 

from Housing Clerk. 

(Day 1) 

 

Pay application fee at 

revenue office. 

(Day 1) 

Submit application form to Housing 

Clerk. 

(Day 1) 

 

Housing Clerk enters 

application details on the 

housing waiting list. 

(Day 1) 

Housing Officer submit list 

of applicants to R.P.W.C to 

allocate when stands are 

available. 

(As per calendar of 

meetings) 

 

R.P.W.C submits to full 

Council, for adoption 

(as per calendar of 

meetings) 

Housing Officer 

dispatches offer 

letters to approved 

applicants. 

(one week after 

approval) 

Client pay servicing fees Allocation of stands done by housing 

office. 

(soon after servicing fees is paid up.) 

Allocation of stands done 
Beneficiaries sign 

lease agreement. 

Beneficiaries produces drawings and 

submit for appraisal 


