
CERTIFIED BUILDING APPLICATIONS 
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Application received by 

mail/email/counter 

Referral to Planning or 

Compliance Officers 

Where Planning approval has been issued 

Compliance – have conditions been 

complied with? Note on referral. 

Complete application? 

YES

err

al 

to 

Pla
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ng 

Ser

vic
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NO

l to 

Pla
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ng 
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es 

Application is receipted, 

registered and forwarded 

to Building admin  

Obtain outstanding info and move 

to YES OR return the 

application/refuse the application 

Building admin completes data entry, cover 

sheet and adds application to the Tracker 

Letter is issued if clearance 

of conditions is required 

Permit is generated and 

signed by assessing officer 

Compliance check there are 

no proceedings or orders in 

relation to applications for 

unauthorised work. 

Officer assesses against relevant 

section of Building Act using the BA1 

checklist 

Where there is no Planning approval, 

is one required? 

Where Planning approval has been 

issued, are the plans inconsistent? 

YES

err

al 

to 
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nni

ng 

Ser
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es 

NO

l to 
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ng 
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Return the application. 

No outstanding matters 

Ensure the property is in 

Synergy or see Rates. 

Clock starts 

See clearance of conditions workflow 

Permit is issued by Building 

admin with covering letter 
Sign off provided by CO  

Letter is issued and permit 

held for clearance 

Permit is generated and 

signed by assessing officer 

Permit is issued by Building 

admin with covering letter 


