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1 Introduction

1.1 Purpose of this document

This customer guide has step-by-step instructions on the online application process.
It covers:

using our online application portal, myAUCKLAND

saving documents to myAUCKLAND files

tracking your consent online

sharing access to a consent

payments and invoices.

We only accept online applications for building consents, which has the benefits of:
reduced printing/courier costs
transparent consent tracking and receipt of documentation
completely paperless processing
more efficient and effective for large volumes of consents
faster consent processing

keeping pace with industry growth.
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2 Creating an online user login
2.1 Logging into the online portal

1. Navigate to the myAUCKLAND login page

myAUCKLAND = Menu W Cart: 0

.ty
=

Online applications, bookings and payments

Dashboards

myAUCKLAND Consents, licenses and Community facility

Viiew your property rates and report Mgﬁ Mg§

a property, park, roadside or public View and manage your applications ‘iew and manage your bookings.
space maintenance problem. and park bookings.

Inorganic bookings

Book and view your inorganic
booking.

2. The Login for Auckland Council services page will be displayed as below. Click on ‘Register’ to create

a user profile.

**Please note: if you already have an account created, please proceed to step 6.

Auckland &%
Council =<

Te Kaunihara o Tamaki Makaural s

Log in for Auckland Council services

Email Address:

O Remember me (7)

m

RS 3.17 v8 January 2025
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3. Select the option you want to use to create your account and follow the steps displayed to create an
account. The process outlined below follows the registration process using the Auckland Council

option.

4. Fillin all required files (indicated with *) and then click on Submit registration.

RS 3.17 v8

Auckland
Council %

T Kaunihera o Tamaki Makauray S

Create new account option

Create a new account with Auckland Council

Auckland Council

Create new account with

f Facebook

What's RealMe?

Auckland
Council %

Create new account
Sign up to Auckland Council's online services

* First name:

First name

* Last name:

Last name

* Email Address:

firstname lastname@email.com
Why do we need this?

* Create password:

v Swong

* Confirm password:

@ Password Requirements.

 Minimum 1 lower-case character

+ Minimum 1 UPPER-CASE character
+ Minimum 1 number character

+ Minimum 1 special character (e.g. %)
+ Minimum 10 characters

| Submit registration

the email address used to register.

January 2025

A successful message will be displayed along with an email confirmation, which will be sent to
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5. Click Continue to return to the login page

Create new account

Sign up to Auckland Council's anling services

A gorrmpiim el wl be sard in il Saetnd £ Check yoor spem fokmes oe @

oy b peren mistakenly ecreoed Waded 1lmin smd sl can sae B Gl Accseed Sound cosiomar svaw en 0 903

6. Enter your email ID address and click Login. We also recommend bookmarking this page for easy

access for future logins.

e
To Kaunihera o Tamaki Makauray e

Log in for Auckland Council services

Email Address:
firstname._lastname@email.com

L Remember me (7)

7. Type password to complete login to the online portal. You can choose Remember me to save your login

details for future use.

Auckland
Council %

T Kaunihera o Tamaki Makauray S

Login for Auckland Council services

Email Address:
firstname lastname@email.com
Password:

emember me (7)

Forgot your password .é,.

RS 3.17 v8 January 2025
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The below will load once logged in to the online portal

20t
myAUCKLAND Sven w o () g:

Online applications, bookings and payments

Dashboards

myAUCKLAND Consents, licenses and Community facility

View your property rates and report bookings bookings

a prope roadside or public View and manage your applications View and manage your bookings.

nce problem. and park bookings.

Inorganic bookings

Sook and view your inorganic
booking.

Services

Make a non-rates payment

Depasit calculator Resource consent
nce Preapplication quidance

Apply for a consent

This page displays all online applications, bookings, and payments available for you to select from, where
applicable.
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3 Navigating to the application
dashboard

E Menu
1. Click on the option and select Consents, licenses, and property applications to navigate
to view your dashboard.

N
VA
===

myAUCKLAND » carto

My property rates My reported problems Accommodation Sports facility bookings
bookings
My dogs Community venues Inspection bookings

bookings Event permits
Online applications, My building consents
bookings and payments  Inorganics bookings Consents, licenses and
property applications

This dashboard view shows:

e Your existing digital applications:
o The Status column reflects the progress of an application in real time.
o Any applications which haven’t been submitted will be shows with a status of
‘Incomplete’.
e Any applications that has been shared with you from another user
e Other online bookings for sports parks, regional facilities etc. under My booking
applications and My bookings.

myAUCKLAND Swen W amo e

e

RS 3.17 v8 January 2025 Page 9 of 107



4 myAUCKLAND overview and details

page

4.1 Accessing My building consents overview page

1. To navigate to myAUCKLAND home page, click on the myAUCKLAND logo on the top left of the page.

= Menu

myAUCKLAND

'z

g

Online applications, bookings and payments

Dashboards
myAUCKLAND Consents,_ licenses and
\ie bookings

View atio

Inorganic bookings
Book and view yout incrganic

Services
Make a non-rates payment

-
- —

i -
- g—

Community facility
bookings
e

g your bockings

2. Scroll down to ‘My building consents’ and select on ‘Go to my building consents’ button to navigate

to the BC overview page.

myAUCKLAND

Pt}
ats

Kia ora, welcome to myAUCKLAND

Our secure online dashboard lets you manage

place.

Pay your rates,

znage your dogs, repert 3 maintenance problem, view you

Upcoming account activity

My property rates

Pay your property rates, view balances and transactions.

A Gotomy property rates

many Aucklznd Council services anc requests in one

count activity and more.

My building consents

nts

s E
# Gotomy building consents

2nd baokings, respond to requssts, meke 2n zpalicat

jon and check the

RS 3.17 v8 January 2025
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The My building consents overview page will provide:

e List of all current applications
e Real time status of the relevant applications (e.g. Awaiting information, Issued etc)
e Statutory clock information

e Description of work

Please note: Currently this page only displays for the following application types: Building Consents,
Amendments, Project Information Memorandum (PIM), PIM/Building Consent combos, Code Compliance
Certificates (CCC) and Certificate for Public Use (CPU).

To find other application types (such as Resource Consents), please refer to the previous dashboard by
selecting ‘Consents, licenses and property applications’ from the menu.

myAUCKLAND : <

===

My property rates My reported problems Accommodation Sports facility bookings
bookings
My dogs Community venues Inspection bookings

bookings Event permits
Online applications, My building consents
bookings and payments  Inorganics bookings Consents, licenses and
property applications

If your application has been issued/rejected/refused over 30 days ago, this will no longer be under
your current list of applications. Instead, it will be under the archive filter. Please filter using the
Archive option to find these applications.
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4.2 My building consents overview page details

myAUCKLAND > My building consents

My building consents

Manage your building consents

Enter an address or application number

Search using the
application number or
address tofind the
desired application
quicker

Filter byj All current applications

All current applications

Building consent application

Typeof
applications

Request for information

Issued

Draft application

Code Compliance Certificate (CCC)
Certificate for Public Use (CPU)
Shared

Archived

Recently updated

Recently updated

Alphanumeric

Collapsed

view of the
total number

of current
applications

Showing 20 of 515 applications

Status of the
applications
with different
coloured
icons

RS 3.17 v8

=

Apgplications can be
sorted by either recently
updated or via the
street number of the
property address of the
application

Status of
applications

Shows application that had
been archived after 30 days
once the application has

been
Issued/Refused/Rejected

123 Street Name, Suburb City Postcode

Application number: BCOXXMXOOXXNXNX

RBW - Proposed Alteration and Addition ko E

deck.

Wednesday 31 January 2024

123 Street Name, Suburb City Postcode

View more
information on
this application
——= () Code Compliance Certificate application - submil

Wiew application details

Copy this application

. B
IManage my documents

Upload additional documents

- ]
IManage access

To add, change or remove
access to another user

Refresh data
Last Synced: 05 Mar 2024, 07:18 AM

-~

Application number: BCOXXxoxxxNx

REW - Two free standing single level house units. Lot 1 consists of 2 bedroom:
Lounge. Lot 2 consists of 3 bedrooms, 2 bathrooms, 1 Family, kitchen, dining & Léyunge.

[ Fullaccess pay

Shared access
status

L | @ Building consent application - request For information

@ Statutory clock on hold

After you provide a complete response, your application will be on 0 of 20 working days

123 Street Name, Suburb City Postcode

2 bathrooms, kitchen, dining &

Application number: CPUMNGGOGOGOCXK

ClIndoor retail area

Thursday 11 May 2023

® Statutory clock ended

We processed your application in 0 working days

Certificate For Public Use application - technical decision refused

Statutory clock to
indicate activity

January 2025

Refresh the application card
to show up to date data

"application card"
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4.3 My building consents application details page

application

Application tracker

Example of a RFI status
on an application

@ 123 Street Name, Suburb, City, Postcode,

build with four bedrooms, on lounge, two en neg
age

") Building consent application -
accepted
(@ Thursday 13 April 2023

Application number: BCO10365058

(.) Building consent assessment —
request for information

Building consent application myAUCKLAND files b =
s . I EC PPAC ' Y. Ly () Wednesday 17 May 2023 i;;ﬁg‘:‘;ﬁ-ﬁ
ubnvaigation panel S S
. Planring -———
Invoices and payments Manage access
=) Development engineering -in progress P

o) Development contribution assessment - not
required

your
Building assessment - request for pplicatior
P g application

S - - Status of
° Building consent assessment - request for information application

Response due by Wednesday 17 May 2023
coloured icons that
change according to \
T

information

Building consent decision

the status

Statutory clock on hold
After you provide a complete response, your application will be on 1of 20 working

Contact Us

Developm

Build

Building consent application request for information (RFI)

ion. An email notification has been sent to you,

eed mare information to progress

Figure 1: example of an application with a RFI status

The application details page offers in-depth information regarding your relevant application. On this page,
you will find:

e Live status updates displayed through the application tracker:
o During the processing and request for information statuses only, it also provides technical
steps that may be applicable to the application. It will update to show the progress of the

EENNNTY 2 cce

application, which indicates if these steps are “not started”, “not required”, “in progress”,

“request for more information” or “done”.

o These statuses will reveal the contact details of the relevant assessors after being allocated
to the two technical steps. Once a technical step is finished, the contact details will be
withdrawn, retaining only the information for the ongoing step until its completion.

e The statutory clock indicating the number of days your application is/has been in progress with
Council.
e Relevant content corresponding to the different statuses.
For more information on all applicable statuses and/or statutory clock, please refer to Table 1 located
in Appendix A.
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5 Creating and submitting an online
application

Before you begin:

= Menu

8. Clickonthe

myAUCKLAND

My property rates
My dogs

Online applications,
bookings and payments

All supporting documents must be prepared and ready
to be loaded into the portal. Please refer to the
Guidelines for online building consent applications to

ensure documentation is up to standard.

option and select ‘Online applications, bookings and payments page’

My reported problems

Community venues
bookings

Inorganics bookings

Accommodation Sports facility bookings
bookings
Inspection bookings

Event permits
My building consents

Consents, licenses and
property applications

9. Then select the Building consent tile under Apply for a consent section

myAUCKLAND

Online applications, bookings and payments

Dashboards

myAUC
Viewyourp

Services

Make a non-rates payment

Apply for a consent

g
==

Bulding conseat

PLEASE NOTE: You may be redirected to the login page to login if you haven’t already.

RS 3.17 v8
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10. Click + View All to expand the view of which application types you can apply for online.

Building consent and related applications

Building Consents, Code Compliance Certificates and related applications

This section includes online applications for Project Information Memorancum (PIM), Code Compliance Certificate, Certification of
Public Use, Extensicn of Time, and more.

+ Miew all

Other Building Control applications

Uze these for other Building Control applications. This section includes applying for & Certificate of Acceptance, Third party reports anc
more.

+ View all

E « back to Online Services

11. Click on the button for the application type you are applying for. The process outlined below shows how
to apply for a building consent application.

MNotify us that a swimming pool
or small heated pool was
removed

Apply For a project information Application to discontinue with
memorandum and / or building a building consent
consenkt

12. Read the guidelines and click Start application to proceed to the application form.

Apply for a project information
memorandum and / or building consent

Use this form to zpply for:
+ aresicential or commercial building consent
+ aprojectinformation memorangum (PIM)
« an Amendment to a building consent.
+ astreamline building consent

Vou need to pay  fee when you submit this application, unless you are an approved credit customer.
Payment aptions include credit or debit card, Online EFTPOS, or Account2Account. A card payment fee of
1.75 per cent will apply for crecit or cebit card payments.

Guidelines for consent applications

To avoic processing deleys and additional costs, meke sure:
+ all relevant documentation has been supplied with your application

+ the site plan information is clear and complete

the financiel assistance package (FAP) scheme
+ Cocuments are provided in POF format, nok lacked or passward protected

« documents are less than 300MB and follow our file naming conventions

+ crawings are presentec in landscape view
+ you have the owner's written approval to act or their behalf (i soplicable)

+ you have evidence of awnership - either a Record of Title (RT) that is less than three months old, a lease
gresment, & sale and purchase sgresment, or enother suiteble cocument (you can request 2 RT from us
for a fee) or you can orcer ene online at www linz.govt.nz

+ you have body corporate agreement to apply (I applicable)
= you attach a completed lodgement checklist with your application.

Cancel
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Selecting the property

13. Type property address, legal description, or record of title number in the search box (ensure the correct
option is ticked depending on what you are searching for) and click Search to populate search results.

Address search help

e Use the current legal site address.
® Check your spelling
® Remove any abbreviations (eg. road not rd)

e Type the unit number first instead of apartment name (and vice
versay,

How to find your current legal site address

Copy the address on your rates bill.

Use Geomaps

If you know the area, zoom into the address on Geomaps.

The correct address and legal description will appear on the left of the screen once

you click the street number. You can copy and paste this address.

New subdivision

Make sure you are not using a proposed address for a new subdivision. We still need

the existing address.

14. Tick the address option you want to create a building consent application with and once selected, click
Next.

Apply for a project information
memorandum and / or building consent

O (2 3 (a)

Property Application Attachments TEC

search details

How do you want to search For the sike address related to this application?
® Property address

) Legal description of the land

Street address

123 Street Name, Suburb, City, Postcode m

Please confirm the property by selecting an option below.

® 123 Street Name, Suburb, City, Postcode
Legal Description = Lot 1 DP 11111
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15. Complete the mandatory fields in the Application Details screen and click Next. You will be unable to
proceed to the next step if any mandatory fields are incomplete.

Depending on which answers are selected throughout the form, further questions may populate to be

answered.

At any point can you click on Save and continue later to save your progress. Incomplete applications
can be re-visited later via myAUCKLAND overview page.

RS 3.17 v8

Apply for a project information
memorandum and / or building consent

< B s

Proparty Application Attachmants TEC

[ ]

agarch detallz

Application details: Step 1 of 10

Application Details
What type of application is this? :9:

(o] Building consent

© Project informati

Are you a Qualified Partner Customer or are you lodging on behalf of a Qualified Partner Customer?
)

© ves

[SJIPS
Is this application using a national multi-use approval number? (9",

O ves
O Ne
Is this a Master and Dependent application? 9
O ves
O No

Save and confinue later m

@ You can copy the data from a previously submitted application (excluding attachments), using the “Copy

application” function from the “Actions™ dropdown menu in your dashboard.

January 2025
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5.1 Lodging a staged application

16. Select “Yes’ for the ‘Is this application a multi-stage project?

If this is your first stage application, please ensure to select ‘No’ against the ‘Do you have a base
application number?’.

Is this application a multi-stage project? "o

® e
~ Mo

Total number of stages in project

2

What stage of your project does this application relate to?

1

Do you have a base application number?
2 yes

® g

17. At step 5 of the application, you will be asked to enter the current overall estimated value of works, the
estimated value of works for the stage being applied for and if there are any previous consents or
approvals issued for this project.

RS 3.17 v8

What is the current overall estimated value of the project (inc GST)? (9 N
3 | 100.000.00

What is the estimated value of building work on which the building levy will be calculated for this staged application

(inc GST)? (2

3 | 500.,000.00

Are there any previous consents or approvals issued for this project?
i Yes

O Mo

Consent / approval details [1]

Describe the type of approval issued for this project (9
Building Consent

Reference number

BCO10350370-1

Provide details

DBC - RBW - Stage 1 - The proposed Stage 1 consent is for the landscaping works to be carmied out at the rear of the site.

373

January 2025
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5.2 Lodging a master and dependent
application

When lodging a Master and Dependent application, please apply for this as ONE application with the

following information included:

RS 3.17 v8

A set of documentation to cover all units

Plans and specifications must clearly set out the specific typologies and which information applies
to each household unit.

One site plan per household must be supplied

An application form will be completed for Unit Tand needs to be specific to that unit. i.e,,
Description of works, value of works, floor area etc.

Additional units must have their own application form completed that are specific to the unit.

The description of work for each unit should state “Master and Dependent - Lot X of X -
Description and should specify the specific work being covered under that application.

Only one deposit invoice is paid at lodgement.

Apply for a project information
memorandum and / or building consent

Proparty Application Aftachmants T&C
2earch detallz

Application details: Step 1 of 10

Application Details

‘What type of application is this? ‘g

® Building consent

' Amendment to building consent

' project information memorandum (PIM)

o Project infermation memorandum (PIM) and building consent

Are you a Qualified Partner Customer or are you lodging on behalf of a Qualified Partner Customer?
9

O ves
® No

Is this application a multi-stage project? P

|\': Yes
® No

Is this application using a national multi-use approval number? <)

|\-: Yes
® no

Is this a Master and Dependent application? ()
® ves
C© No

@ This online application should be For one unit only. Upload additional PDF Forms For each
remaining unit.
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5.3 Lodging a Separation application

Please ensure that you have already discussed and agreed an approach for separating the original building
consent with the BC Separations team before proceeding. Due to the complexities and variables involved in
separating building consents, if this has not been agreed prior to submitting the Amendment application, it
may delay the lodgement process, as well as affect the overall cost of your application.

a. Toapply for a Separation, select the option “Amendment to building consent”.

Apply for a project information
memorandum and / or building consent

Proparty Application Attachmants Tac
searah detallz

Application details: Step 1 of 10

Application Details

‘What type of application is this? 2

O Building consent

ndum {PIM}

o Project information memorandum (PIM) and building consent

b. Under application details section, enter in the BCO application number you are separating. (Ensure
the correct prefix is used BCO not BCO(zero) and no spaces entered)

18. Select Yes, this Amendment involves a request to separate the original Building Consent and fill in the
relevant sections with information on why the consent is being separated and how it will be separated

Building consent number to ba amended

BCO10381474

Amendment involve the request to separate the originzl building consent?

() please ensure that you have already discussed and agreed 2n approach for separating the
original building consent with the BC Separations team before proceeding. Due to the
complexities and varizbles involved in separating building consents, if this has nat been
agreed prior to submitting the Amendment application, it may delay the lodgement process,
as well as affect the overall cast of your application.

Please provide an explanation s ta why an application to separate the original building consent is

Please specify how you wish to separate the original building consent

') Please note that i submitting 2n Amendment application to separate the original building
consent. an initial base Fee will be charged upon submission. Depending on your request. one
armore new building consent may be created as part of the separation process. A further
base fae willalso be charged for each newly separated building consent and will be invoiced
subsequently after the Amendment application has been reviewed by Auckland Council.
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Entering party details

19. In the Who is applying? screen, enter the details of the agent (if applicable) or the owner.

You must choose whether this party involved is an individual, registered company or organisation and

complete all mandatory contact details fields.

a. Individual

If applying as an individual, you must enter your name as it would appear on a legal document and

be only one individual’s name per entry fie

ld.

Apply for a project information
memorandum and / or building consent

Property Application
agarch detalls

Application details: Step 3 of

Who is applying?
In relation to this application, are you:

® The agent/ applicant

Your details

® |ndividual

' Yes

® no

Legal First and middle name
First Middle Name

Legal last name
Last Mame

Email address

namename(@email.com

Attachmants

10

Are you applying as a trustee of an unregistered trust?

Are you applying as an individual, registered company or other organisation?

Populate details from favorites

RS 3.17 v8
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b. Company

If applying as a company, you will need to search your registered company name and provide the
details for a contact person.

RS 3.17 v8

Apply for a project information
memorandum and / or building

w

consent

© @ (3)
Froparty Application Aftachments

zgarch detallz

Application details: Step 3 of 10

Who is applying?

In relation to this application, are you:

© The owner

® The agent /applicant
Your details

Are you applying as an individual, registered company or other organisation?

© Individual

— Tt
" Organisation

Company details

Search for company

Company name

Registration number

Trading name (optional)
Provice tracing name if different from company name.

(1)

T&C

January 2025
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C.

Organisation

If applying via an organisation related to Auckland Council, CCO or Kainga Ora, select “Yes’ against
the ‘Is the organisation Auckland Council, CCCO or Kainga Ora? Question and then select the

relevant organisation via the dropdown list.

Apply for a project information
memorandum and / or building consent

)

Proparty Appllcation Aftachmants T&C
agarch detallz

Application details: Step 3 of 10

Who is applying?

In relation toe this application, are you:
O The awner

@ The agent / applicent
Your details

Are you applying as an individual, registered company or other organisation?

O Individual

© Organisation
Is the organisation Auckland Council, a CCO or Kainga Ora?
® yes

[

Organisation name

2650009106 - Auckland Council

2600207007 - Tataki Auckland Unlimited Limited
2650159772 - Auckland Transport

2600104136 - Independent Maori Statutory Board
2651448524 - Eke Panuku Development Auckland Limited
2650022827 - Watercare Services Limited

2600542745 - Kainga Ora - Urban Development Deliveny
2600542743 - Kainga Ora - Construction and Innovation

Otherwise, please type in the organisation name

RS 3.17 v8

Apply for a project information
memorandum and / or building consent

(1 o 3 1)

Broparty. appiication Attacnmants Tac

zearch aetalle.

Application details: Step 3 of 10

Who is applying?

In relation to this application, are you:

Your details

Are you applying as an individual, registered company or other organisation?

Is the organisation Auckland Council, a CCO or Kaings Ora?

© Yes
® no

Organisation name

January 2025
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20. If this is the first time you are applying for an application, you can save the contact details for future
use.

Do you want us to remember these details For Future use?
® yes

2 Mo

Once details are saved, the same contact information can be used for any future application. Click on
the Populate details from favourites and select the contact details to be used for that application.

Saved contacis

Search for & contact

Sresnh 7 8 Cardac] pou Fave aireacy ediesd

Peter Allan Smith
0211111

A
35 Graham Street

Iﬂpu late details from fa\.'mitesl

Legal first and middle name

21. On the Contact Information page, you will need to select the first point of contact for the application as
well as who will be invoiced.

This information is pre-populated from the previous step. If you would like to select another option
from the pre-populated information, select Other and complete the mandatory fields

Application details: Step 4 of 10

Contact infarmation

WIND i the TIFST pont of CoMSCt for CHmMuUnICatan with counci or Consent SUtmomy ¥
# Company name | Mot appiczble

Tiading pame Mol appicanle

Nermz . Peter Allan Smith

Cortmct number - 0211701

Email zddress

+ Diher

Who snould mwoicea be hilea to? 7

Campanyy rame: | oot appicable
Trading name  Nol appicable
ozt Peter Allan Smith
Contant member . (211111
Ermall adiress

Involce payer deialls

s The person paying ihe invoice an individusl, registercd comouny or Sifer organisadion ?
® Individual
Hegisteled company

FRpaEate]
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22. If the customer nominated to be billed an Organisation, the WBS code/Purchase order number field is
mandatory. This information will appear on any invoices generated against this application.

Wb should invoices be billed 10?7 ‘?‘
Company nera Mot applicatla
Trading nama: - Mol appiicabis
Mame  Peter Allan Smith_

Contect mumber . 8211111
Email addross

& rhar

Inveice payer defails

I& the parenn pay Ing the invaics an indiidoal pngl!,wrnd COmpany of ather nrgnn'lu:inn 7
Individuai

|5 the prganisation Auckland Coungil, a CCO o Kainga Ot
= Yez

Me
CHanigatian nanie

2050006 - Auckland Coonch o

MNepartmint nama

Butliing Conzanis

Cooyou have a WBS code or purchase order number?

Furchase ordar numbes T

Purchose order number

PO200516290

Contact person details

If it is not an organisation related information, there is an optional Customer reference field for
information to appear on the invoice, if required.

PLEASE NOTE: any refunds are paid to the receipted name unless written authorization has been
received from the receipted person or company stating otherwise.

Please note: any refunds are paid ¢
PErSOR of COmpany skating othe

the receipted name unless written authorisation has been received from the receipted

Customer reference (optional)

This reference will be displaved on your invoice.
What is your preferred method of billing?
O By email
O By post
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Entering project details

23. Steps 5 - 10 of this form are questions about the project details, and it includes:

RS 3.17 v8

Confirming if this application is a streamline application
Description of work

Project value/development contribution details

Modular building/relocatable dwelling

Means of compliance

Compliance schedule

Restricted building work

Key contacts or licensed building practitioners (LBP) details

January 2025
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Attachments via myAUCKLAND files

In the attachments screen, you will be able to upload your documents required for this application.

IMPORTANT: Please ensure your documents are in PDF format, not locked or password protected and less

than 300MB. File names cannot be longer than 50 characters and should follow our file naming

conventions.

Need more information? Why not watch out instructional video on how to upload your documents.

24. Click Upload files button, which will open onto a separate tab of your browser as myAUCKLAND files.

Attachments

o beless than 3

a

Upload files @

Meed help? Find out maore about

AllFles must be DF Format, and not locked or password protectec. Individual Files need
5. File names cannet be lengsr than 50 characters and should Follow our

when you click the upload files button, myAUCKLAND files will open in a new tab.

use the tabs in your browser to navigate between this page and myaUCKLAND Files,
Oonce you have uploaded your files, you nead to return to this page to complete your
application.

= o show recently attached files.
5rd Feb 2023, 1132 AM

Total filss sttached: 0 Files not showing? ()

MyAUCKLAND files

Save and continue later

25. In the myAUCKLAND files tab, there will be three subfolders that have been automatically created.
These are titled: Applications, Plans and Supporting documents.

IMPORTANT: Do not make changes / delete these 3 subfolders. If not available, please contact us -
refer to table 3 in Appendix A for contact information.

2 ns myAUCKLAND files 020
- fes - [-X+]

RS 3.17 v8
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26. Navigate to where your application documents are stored on your device, then drag and drop these into
the relevant pre-existing folders.

PLEASE NOTE: Any additional files or folders provided that are outside of the three preset folders
will not be received by us / included as part of your submission.

4 > 123 Street Name Suburb ty Postcode_BC my files_0010126000 0 > 0

i+ = | Applications
“ Home Share View
. 7 sl <« My... » Applic.. v O Search
] Name
Mame Date modified
B
m Applicati GPD:‘ [#) Record of Title R TR
pplications 2/12/2022 11:30
J— [+ LoA 2/12/202211:30 am
+ Copy [#) Checkist 9/02/2023 %:04 am
B Plans

B Supporting Documents

3 folders

Example of file placement:

A progress bar will show at the top of the screen showing when the files are uploading.

- X

Once the upload is finished, check the contents are correct.

—— e—
Applications Plans

e
Supporting documents

All supporting documents to the building
work applied for. For example:

Proof of Ownership Construction plans related to the building

work applied for. For example:
Record of Title

+ Reports (Geotechnical, Energy Efficiency,
Flooding, Fire, HVAC etc.)

= Architectural Plans
Consent notices o
_ * Structural Plans « Producer Statements
« Letter of Authorisation : s
- Fire Plans + Calculations
Lodgement Checklist

* Product Literature
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27. Once all relevant files are uploaded, return to the application by closing the myAUCKLAND files tab via
the X’ button.

Auckland Counal x 123 Street Mame Suburb C X

28. After navigating back to the application form page, click on the Refresh the page link. This will show
documents that was uploaded via myAUCKLAND Files.

Apply for a project information
memorandum and / or building consent

Property Application Attachments T&C
search details
Attachments

All Files must be in PDF Format, and not locked or password protected. Individual files need
to be less than 200ME. File names cannot be longer than 50 characters and should Follow our
file naming conventions

When you click the upload Files button, myAUCKLAND Files will open in a new tab.
Use the tabs in vour browser ko navigate between this page and myAUCKLAND Files.
Once yvou have uploaded your Files, vou need to return to this page to complete your
application.

Refresh the Qage_l:o show recently attached files.
cErefresned: 18th Aug 2023, 12:10 PM

m Applications ™ 1 File attached
m Plans T 1 file attached
m Supporting documents ™ 1 File attached

| Total files attached: 3 |Files not showina? ?‘

Upload files &'

If you need to upload more documents, click on Upload files to return to the myAUCKLAND files page
and follow steps 17 - 21.
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29. You will be asked to confirm that all required documents have been uploaded. Select the checkbox to
confirm.

Confirm the following files have been uploaded (if applicable)
This will reduce delays processing the application.

+ Proof of ownership (e.g. record of title, lease agreement, sale and purchase agreement or
rates bill)

«  QOwner's written authority to apply en their behalf
+ Body Corporate's written authority
+ Pre-application meeting records

+ Owner-builder exemption statutory letter

Yes | have uploaded these files

30. Click Next to continue to the Terms and Conditions screen.

Note: From the Terms and Conditions screen, you will be able to add the application to your cart if you
want to proceed to payment, or you can save the application if you want to share the application with
another user to make payment (refer to section Give access to another user)

m
Save and continue later m

Save and continue later

31. The application cane be saved and continued at any point during the application journey.
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Making payment

32. Select the two mandatory checkboxes and fill out the 'Full name' entry field, then:

e Click Add to cart if you are the person completing the payment for this application, and

proceed to the next step’

Click Save and continue later if you want to share the application with another user to make

payment (proceed to section Give access to another user)

|1 2 3 °
Property Applisation Attachments TaC
search details

Terms and conditions

| request that you issue 2 Building consent for the building work described in this
application
Full name:
First Name and Last Mame
Once | submit my documents application, | accept that:

« afeewill be charged

« | mayv have to pay additional charges for processing, administration and inspections,
with the exception of fixed Fee applications.

= iflam submitting this application on behalf of a company/trust/other entity (the
agent), | declare thak | am duly authorised to act on behalf of the owner to make
this application

the application will not be Formally accepted for processing until all submitted
documentation is reviewed For completeness,

e | can view all related invoices for this application

| agree to Auckland Council’s terms and conditions and privacy policy.

Deposit: $1,944.00

Save and continue later

33. Click Proceed to checkout.

myAUCKLAND

- ‘\7‘-7_ -
= Menu ™ cart:1 <z
==

() Addedto cart

"/

Proceed to checkout

RS 3.17 v8

Buildina /1D
123 Street Name,

$1,944.00

Suburb, Postcode
Total £1,944.00
e
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34.In the checkout page, select which payment method is to be used and follow instructions to complete

payment.

IMPORTANT NOTE: Payment must be made using one of the below options. Any payment made
outside of this will mean the application has not been received.

Checkout

Building / ID
Property / ID Type of application Value of project Transaction
amaunt
340035 Building consent 5. Project value 35,000 to 519,999 £1,844.00
123 Street Name, Suburb,
Postcode
Subtotal (1 item) $1,944.00
Payment method
) ‘Online EFTPOS {pay using your mebile dewvics)
Pay from your bank’s mobile app:
= Selectyour bank and enter your mebile phone number or banking customer number.
* You will receive a notification in your bank’s app requesting confirmation of payment
= Approve thi to complets your transaction.
= Your payment will clear instantly.
rranty 2usilsbis for {17 OO0  mumawe
Currentty available for: bnz estpac '.'Nz‘o'

‘See Ways to pay online for more information.

") Credit or debit card (3 1.73 per cent card payment fee will be added)

L) Account2Account (bank transfier)

_) On account {approved customer only)

Please mote: any refunds are paid to the receipted name unless written autherisation has been received from the receipted person or company stating othemnwise.

Subtotal (1 item)

$1.944.00

Total

$1,944.00

Plzase enter your emall address to recewe confirmation of this transaction.
Email address

name. name@email.com

= =

To know more about the on-account payment option, please refer to Appendix B.

RS 3.17 v8
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35. When the application has been paid, the page will provide confirmation of a successful submission.

Payment and submission successful

IF you have entered an email, you will receive a confirmation of this transaction shortly. Please keep the email as 2 reference.

Order number 4602757008

Transaction reference 00000008313c76d6

Transaction amount $1,944.00
Building / ID
Property / ID Type of application Value of project Transaction

amount

649935 Building consent 5. Project value $5,000 to $19,999 $1,944.00
123 Street Name, Suburb,
Postcode
Subtotal (1 item) 1,944.00
Card payment fee (1.75%) $34.02
Total (1 item) $1,978.02

Pay for something else

Figure 2 - This is an example of payment made via credit card.

36. A transaction summary email will be sent to the email address provided

RS 3.17 v8

Transaction summary

Dear Shreen Naidu,

We have successfully received your application and processed your payment.

Order number 4602757008
Transaction 00000008313c7646
reference

Payment method Credit Card
Transaction Amount  $1,944.00

Your details
First name First Name
Last name Last Name:

Email address firstname lastname(@email com

Building / ID

Property address/ID  Property owner Deposit

649935

123 Street Name First Name Last Name $1,944.00 View details
Suburb

Subtotal (1 item) $1.944.00

Convenience fee (1.75%) $34.02

Total : $1,978.02
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6 Managing your applications

6.1 How to access the application details
page

1. Toaccess into the application details page, first find the application you would like to view from the
overview page.

Once located, click on the ‘View details about this application’ link.

myAUCKLAND = Menu W Cart: 0 ‘

myAUCKLAND = Building consents

Building consents

= Start a new application

Enter an address or application number

Filter by: All current applications ~ Sort by: Recently updated ~

Showing 20 of 322 applications

123 Street Name, Suburb City Postcode A Actions

Application number: BCOXXXXKOONX |Uiew application details

Mew sports massage clinic fitout including three meeting rooms, two batt
Copy this application

() Code Compliance Certificate applicakion - processing

MManage my documents
Submitted on Monday 4 March 2024

[Manage access
(® Statutory clock active

Your application is on 1 of 20 working days Refresh data

Last Synced: 05 Mar 2024, 07:45 A

2. Refer to this page for further information on the application details.
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0.2 Give access to another user

Navigate to the My building consents overview page to find the relevant application to be shared.

Please also see our instructional video on how to use the manage access feature in myAUCKLAND.

1. Once you have found the relevant application, click on the Actions menu and select Manage access.

123 Street Name, Suburb City Postcode

Application number: To be confirmed once submitted View application details

Continue this application
(O Building consent application - draft in progress
This application has not been submitted yet

2. Type in the email address of the person you would like to share the application with. Then, select the
type of access that person would need and remember to select the mandatory disclaimer once read
and understood before clicking on ‘Send Invite’.

myAUCKLAND > My building consents > 123 Street Name, Suburb, City, Postcode

< Back

( 123 Street Name, Suburb, City, Postcode,

Application number: To be confirmed ance submitted

Building consent application Manage access

Manage access

Give and manage access to this application only.

Enter their email address *

first.name@email.com —

Select the

< of access this
od

Type of access «—|

() Read only - The person invited can view the application form, but they cannot edit, manage
documents or make payments.

© Full access - The person invited can view the application form and they can edit the application

form, manage documents and make payments. Select thermand

disclaimer
u

| understand and accept that the persen | share this application with can view the invoices for
this application. *

3. Once you have sent the invite, you will receive a confirmation that it has been sent to the invitee.

RS 3.17 v8
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You can manage access of your invitee list by changing the type or removing the access via the Actions

menu.

Manage access

Give and manage access to this application only.

@ You added someone to this applicaton
We sent an email to let them know.

Firstname Lastname

firstname.lastname@domain.co.nz Cive read on

4. The invitee will receive an email and a link that will take them to their overview page once they have
signed in. If they are not already a registered user, they will be asked to register.

Invitation to access an application

Kia ora,
You have been invited to access an application by

inviter.name@email.com

Application number: To be confirmed once submitted
Address: 123 Street Name, Suburb, City, Postcode
Application type: Building consent and/or PIM
Access level: Full access

You can edit the application form, manage documents and make payments. If you
do not have an online services account, you will need to create one first.

View application

Regards,
Auckland Council

Giving access to another is applicable throughout the application process.

RS 3.17 v8
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6.3 Invoices and Payments page overview

RS 3.17 v8

myAUCKLAND > My building consents > Invoices and payments

Further
information
on fees
and
charges
guidelines

< Back

@ 123 Street Name, Suburb, City, Postcode,

RBW: Two storey build with four bedrooms, on lounge, twe ensuites, one guest toilet and one internal garage

Application number : BCO10366071

Building consent application

Invoices and payments

Onee an application is final, zll charges will adjust to include billable time, administration and decument handling Fees.

This information reflects our current records. Some payments can tzke up to 48hrs to show in our system. IF you have

already paid, you do not need to do anything.

If you have made a partizl payment and the payment status column shows partial payment, please contact us to receive

the balznce amount owing.

1

If you have further questions, see Building consent fees and charges or

This button is slightly

grey o indicate
that you are currently on
that page

contact regsupportbecentral@zucklandcouncil.g

Building consent application costs

vt.nz +———

Please do

not save this
email to reuse as this
changes according to
the suburb of the
application

These costs reflect zll of the charges applied until the point that your consent is issued.

i Invoice date
Number

250101056634 08 August 2023

Invoice
amount

Credit
amount

Payment

status

Paid

Some impartant
information
regarding your

= invoices. Please

ensure to read
this content

Invoice

Click this to view a
capy of the invaice

hat specific

e amount

Pay now
haN

Click here to pay your

Easy
access to
forms
where

require

Please Mote: Once the application has been finalised all fees will be reconciled and will include cost such as the billable time,

administration fees and document management fees.
w more information about our fees and cha

Update the details of the person paying your invoices or the building

consent owner

Use these forms to lat us know if the application cwner or accounts manager has changed.

AC2132 - Authority to change who is invoiced or refunded for a building consent

or code compliance certificate form

Update the details of the person who is managing the invoicas and payments For this application

AC2149 - Notice of transfer of a building consent to another person form

Tell us that the ownership of this building consent should be transferred to another person.

Related Topics

Pay a consent invoice

Find out how to pay a building consent, resource consent or regulatory engineering invoice.

Request a consent fee refund

Fyou belisve that w
refund. Find out ho

w here.

Building consent fees and charges

e recover costs for processing these apolications based on the specified hourly rate of the engineers and

specialists involved.

January 2025

owe you maney related to your building consent or building inspections, you can request a

if required. This
1

othe

Easy access to
links if mare
~+— information is

required
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6.4 Accessing invoices for your application

Please note: The Invoices and Payments page is only available for Building Consents, Amendments
and Project Information Memorandum, Code Compliance Certificate and Certificate for Public Use

applications lodged after 7th December 2022

Go to the application overview page to locate the specific application for which you wish to access/view the
invoices.

1. If the status of your application is showing either Awaiting Payment or Issued, you can click on the ‘View
invoices and payments’ link via the ‘Actions’ menu.

123 Street Name, Suburb City Postcode

View application details

Application number: BCOXXXXIOOONX

Mew private 4000L detention tank as required by BUNE0335513 Conditio

Copy this application
stormwater drainage pipes and private sumps for the common accessway Py iz ape

tanage my documents
@ Building consent application - awaiking payment

View invoices and payments

® Statutory clock ended
We processed your application in 1 working days Manage access

Refresh data
Last Synced: 05 Mar 2024, 08:10 &AM

2. Forall other statuses, click on ‘View details about this application’ located in the ‘Actions’” menu:

123 Street Name, Suburb City Postcode

I View application details |

Application number: BCOXXXXIOOONX

Mew private 4000L detention tank as required by BUNE0335513 Conditio

Copy this application
stormwater drainage pipes and private sumps for the common accessway Py iz ape

tanage my documents
@ Building consent application - awaiking payment
View invoices and payments

® Statutory clock ended
We processed your application in 1 working days Manage access

Refresh data
Last Synced: 05 Mar 2024, 08:10 &AM
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3. Toview invoices related to an application, click the ‘Invoices and payments’ button, located on the
sub-navigation panel via the application details page.

myAUCKLAND > My building consents > 123 Street Mame, Suburb, City, Postcode

Back

@ 123 Street Name, Suburb, City, Postcode,  Application tracker

i
Building consent application -

RBIW: Two sterey build with four bedrooms, one lounge, one guest toilet and accepted

oneinternal garage ® Tuesday 09 May 2023

Application number: BCO10365185 ) .
Technical decision approved

@ Tuesday 09 May 2023

Building consent application myAUCKLAND files

Building consent application
granted - awaiting payment

Invoices and payments Manage access
Py L (® Your paymentis due now

Building consent application - awaiting payment
‘Your payment is due now

(@ Statutory clock ended
We processed your application in O working days

Ruiildineg 1 licatinn tad . avaiting navmant

You can return to the application details page by selecting the ‘Building consent application’ in the sub-
navigation panel.

myAUCKLAND > My building consents > Invoices and payments

Back

@ 123 Street Name, Suburb, City, Postcode,

RBW: Two storey build with four bedrooms, one lounge, one guest teilet and cne internal garage

Application number: BCO10365185

Building consent application

Invoices and payments

Once an application is final, all charges will adjust to include billable time, administration and document handling fees.

This information reflects our current records. Some payments can tzke up to 48hrs to show in our system. IF you have

already paid, you do not need t:

If you have made a partizl payment and the payment status column shows partial payment, please contact us to receive
the balance amount owing.

IF you have further questions, see
conkact Regsuppeor rthwe:

Building consent application costs
These costs reflect all of the charges applied until the peoint that your consent is issued,
Reference Invoice Credit Payment

Invoice date
Number amount amount status

Invoice

250101055428 09 May 2023 $1,896.00 Paid

Pay now

Refer to Table 2 in Appendix A for all available payment statuses that may be applicable to your

invoice(s).

RS 3.17 v8
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6.5 Remove application from cart

1. If you're not currently viewing your cart, click on the cart icon positioned at the top of the page to
navigate to your cart.

27P
= , =
myAUCKLAND = [ (R £
myAUCKLAND > My building consenks
My building consents
Manage your building consents
Enter an address or application number
[0

2. When you’ve reached the cart page, select the remove button to remove the application from the cart.

Please note, this does not delete the application. It removes it from the cart and adds it back to the BC
overview page in myAUCKLAND.

Subtotal (1 item)

Total (1 item)

Checkout

$1,944.00

$1,944.00

2*5
et
mYAUCKLAND S e R 2
=
Building / ID
Property /1D Type of application Value of project Transaction
amount
549935 Building consent 5. Project value 55,000 to 519,999 51,944.00
123 Street Name, Suburb
City Postcode

A confirmation message will be displayed once the product has been removed from the cart.

RS 3.17 v8

myAUCKLAND

= Menu

W Cart:0

2%r,
L

=
===

===

Cart

™) Product has been removed from your cart

Your shopping cart is empty

View all online services
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6.6 How to continue or delete an application

IMPORTANT NOTE: You can only remove an application permanently from your overview page if the
application is still in draft. Once it’s been submitted, this application will stay on the overview page and be
moved into ‘Archived’ 30 days after the application has been rejected/issued/refused.

1. In the "My building consents’ overview page, on the chosen application card, under the Actions menu,
you can select the ‘Continue this application’ to continue or if you would like to delete, select the

‘Remove this application’.

myAUCKLAND > My building consents

My building consents

Manage your building consents

Enter an address or application number

Filter by: Draft application N~ Sort by: Recently updated

Showing 20 of 21 applications

123 Street Name, Suburb City Postcode

Application number: To be confirmed once submitted View application details

(O Building consent application - draft in progress
This application has nat been submitted yet

Continue this application

Remeve this application

Manage access

= Back

Building consent application - draft in progress
Your application is not submitted yet

Building consent application

Youhave an application in draft. Once you complete the application, you can submit it to us.

Continue my application Remove this application

@ 123 Street Name, Suburb, City, Postcode, ~ Application tracker

Building consent application - draft
in progress
Application number: To be confirmed once submitted (® vour application is not submitted yet
Manage access Building consent processing

Building consent decision

RS 3.17 v8 January 2025
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6.7 Copying an application

Once an application has been submitted, it can be copied if another application needs to be submitted with

many similar details.

1. Navigate to the BC overview page and find the relevant application card. Click ‘Actions’ for the

application you want to copy and click ‘Copy the application’.

123 Street Name, Suburb City Postcode

Application number: BOOXXXOGOORK
New private 4000L detention tank as required by BUNE0335513 Conditio

Shared Application

(2 Building consent application - cancelled

iew applicaticn details

stormwater drainage pipes and private sumps for the common accessway | Copy this application

Manage my documents
Manage access
Refresh data

Last Synced: 29 Feb 2024, 16:25 PM

2. Type the property address or legal description in the search bar (ensure the correct option is ticked

depending on what you are searching by) and click Search to populate search results.

Property Application Attachments

search details
@ Property address
(O Legal description of the land

Street address

Enter your street address

Apply for a project information
memorandum and / or building consent

How do you want to search For the site address related to this application?

3. Tick the address option you want to create a building consent application for, To proceed, click Next.

Froperty Application Atiaghments

search datails

@ Property address

© Legal description of the land
Street address
123 Street Name, Suburb, City, Postcode
@
Please confirm the property by selecting an option below.

(@) 123 street Name, Suburb, City, Postcode
Legal Description — Lot 1 DP 11111

Apply for a project information
memorandum and / or building consent

How do you want to search for the site address related to this application?

RS 3.17 v8 January 2025
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If this error message displays, you will be unable to proceed with the copied application and will need to

start a new application instead.

This message indicates the form you are copying is an older version of the digital form and is no longer

supported for new application submissions.

Apply for a project information
memorandum and / or building consent
® 2 O, O,

Property Application Attachments T&C
search details

@ This application cannot be continued since the Form version is no longer valid. Please
fill out a new application instead.

4. The questions will be pre-filled with the answers from the previous application this was copied from.
You will be able to change any of the answers as needed.

Application details: Step 1 of 10

Application Details

What type of application is this?

Building consent
_1 Amendment to bullding cansent
I Project Infarmation memarandum (FIM)

) Project Infarmation memaorandum (PIM) and bullding consent

Are you a Qualified Partner Customer or are you lodging on behalf of a Qualified Partner Customer? 5 ]

"1 Yes
® MNo

Is this application a multi-stage project?

] Yes

@ No

Is this application using a national multl-use approval number?

i No

Please refer to page 27 on how to upload documents to submit the application.

RS 3.17 v8
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7 Providing additional documentation in
support of an application

Purpose To provide additional documentation after an application
has been submitted when requested by a Technical

Coordinator.

Before you begin All supporting documentation must be prepared and
ready to be loaded into the portal.

Once all additional documentation has been gathered, login to myAUCKLAND.

1. On the BC overview page, find the application card relevant to this process. Then, click on ‘Manage my

documents’ via the ‘Actions’ menu.

123 Street Name, Suburb City Postcode

Application number: BCOXXMOOONK

ClIndoor retail area

@ Building consent application - submitted
Thursday 27 July 2023

wiew application details

Copy this application

Manage my documents

Manage access

Refreshdata
Last Synced: 26 Jan 2024, 08:48 A

2. Select which type of document you are uploading. Click Browse and select your document.

myAUCKLAND

= Menu

My application

Iy building consents / Application details Manage my documents

< Back

Upload a new file

Wwhat type of document do you want to uploac?

My uploaded documents
Document Date uploaded
Application form

applicationForm pdf 27 Jul, 2023 11-38 AM

Download

RS 3.17 v8 January 2025
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When the file explorer window opens, you can highlight multiple files at the same time to upload:

3. Click Upload

G Open

« v A <« Docum... » Testing Files » v~ O S Search Testing Files
Organize + MNew folder =~ [
™ This PC 2 MName . Date modified
2 30 Objects 5] Te;t?_. 7/04/2021 11:3% am
| TEST File Chver 300MB 2022 11:54 am
B8 Desktop &) Testt 7/04/2021 11:40 am
% Documents | Test2 345 7/04/2021 11:43 am
¥ Downloads | Test3 14/03/2023 2:42 pm
J Music & Testd 20/11/2019 &:38 am
= Pictures & Tests 9/04/2021 312 pm
B Videos ] Testd 20/11/20
] Test7 20/11/20
&9 OSDisk (C) ] Tests 20711720
W CD Drive (D7) HP B Testd 9/04/2021 3:14 pm
= DATA_ACC (Gi) ] Test10 14/03/2023 2:44 pm

=~ Home (H:) LS 4

File name: | "Test3" "Test1" "Test2,34.5" "Test3" "Te v‘ All Files

My application

Home / Application details / Manage my documents
< Back

Upload a new file

what type of document do you want to upload?

Report ~

5 files selecled

A successful upload message will appear. The list of documents that had been uploaded will be
displayed under the ‘Additional document(s) for this application’ section.

RS 3.17 v8

My application

Home / Application etails / Manage my documents

< Back.

P
() The documents Test1 pdf, Test2.34.5.pcF, Test3.pdF, Testa.pdf, Tests.pdF have been uploaded
successfully.

Upload a new file

‘Whak type of document do you want to uploac?

Select type of documen v

My uploaded documents
Document Date uploaded Download
Application form

applicationForm pdf 28 Mar, 2023 1035 AM & Download

Additional document(s) for this application

Testt pdf 15 Aug, 2023 08:23 AM & Dovnload
Test2 34.5 pf 15 Aug, 2023 08:23 AM £ Dovnload
Tests pdf 15 Aug, 2023 08:23 AM £ Dovnload
Testt pdf 15 Aug, 2023 08:23 AM £ Dovnload
Tests pdf 15 Aug, 2023 08:23 AM £ Dovnload
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8 Responding to a request for
information (RFI)

Purpose To provide documentation in response to a request for
information (RFI).

Before you begin All supporting documentation must be prepared and
ready to be loaded into the portal.

Applications can be placed on hold if information is missing, or further information
is required. The application will reflect a status of Further information requested in
the My building consents overview and details page when it is on hold awaiting
information from the customer.

You would have received an email regarding this status update.

Notification of building consent application status change - Further information requestec

AC Auckland Council <donotreply@aucklandcouncil.govt.nz>
To
L ]
If there are problems with how this message is displayed, dlick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Notification of building consent application status E‘
change

Dear First Name Last Name

The status of this building consent application has changed to Further information
requested. Further information is required in order to continue processing the application.
Processing will begin again once Council has received all the requested information.

A communication has been sent outlining the additional information that is required.

Property address 123 Street Name, Suburb, City, Postcode
Application number BCOXXXXOKKK

Application type Building consent-3. Project value $100.000 to $499,999
Applicant name First Name Last Name
Regards,

The Building Consent team
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4. On the BC overview page, find the application card relevant to this process. Then click on ‘View request
for information details’ via the ‘Action’s menu.

5. Open the RFI letter provided by the Building Surveyor, which can be located under the ‘Further

123 Street Name, Suburb City Postcode

Application number: BOOXMOONNK

Cl Indoar retail area

@ Building consent application - request For information

@ Statutory clock on hold
After you provide a complete response, your application will be on 0

View zpplication details
Copy this application

Manage my documents

View reguest for information details

Manage access

Refresh data
Last Synced: Q5 Mar 2024, 08:41 AM

Information Request documents uploaded by Council staff’ section.

My application

Home / Application details / Further Information Request

= Back

Please review inskructions written in uploaded document(s).

BCOMOOOOOONMK Qutgoing
Correspondence_00.PDF

Upload documents

Document Status Date submitted

Notes related to Further Information Request

Acd new nokes

Further Information Request documents uploaded by Council staff

My uploaded Further Information Request documents

Download Remove

6. Click on Upload documents under the My uploaded Further Information Request documents.

RS 3.17 v8

My application

Home / Application details / Further Information Request

= Back

Please review instructions written in uploacec documentl(s)

BEORXKXXXXXHX Outgoing
Carrespondence_00.PDF

My uploaded Further Information Request documents

Document Status. Date submitted

Notes related to Further Information Request

Add new notes

Further Information Request documents uploaded by Council staff

Download Remove
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7. Select which type of document you are uploading, click Browse then select your document.

When the file explorer window opens, you can highlight multiple files at a time to upload.

8. Click Upload.

My uploaded Further Information Regues! documents

Upload a naw

flke

Selact type of documant

st o Updnad

A

ot —

Carespondence
Report

Select type of document
llcation form

o

pal

Search Testing Files

f= ~ M
Date modified

il 02111:3%9 am

2022 11:54 am
7/04/2021 11:40 am
7/04/2021 11:43 am
14/03/2023 2:42 pm
20/11/2019 8:38 am
9/04/2021 3:12 pm

G Open
<« A < Docum.. » Testing Files » v
Organize * Mew folder
N ~
= This PC Mame
& Test2
B 3D Objects T g
I Desktop &) Testl
= Documents ) Test2.34.5
4 Downloads ] Test3
J" Music ﬁ Testd
= Pictures ] Test5
||

B videos [ Testt

QSDisk (C:) = Test?
[ * ] is| !
b =) Tests
P CD Drive (D) HP & Testd
= DATA_ACC (Gi) ] Test10
= Home (H:) v £

File name: | "Test5" "Test1" "Test2.34.5" "Test3" "Te v| All Files

Upload a new file

What type of document do you want to upload?

l Repork

]

5 files selected

Cancel

My uploaded Further Information Request documents

A message will display to confirm documents have been uploaded but not yet submitted to Council.

RS 3.17 v8
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9. Click on Submit final response to submit documents to Council.

10. A pop-up window will be displayed to confirm submission. Click on Submit final response.

RS 3.17 v8

My application

Home | Application details / Further Information Request
= Back

@ Your document has been uploaded but not yet submitted to Auckland Council.
To submit this, click 'Submit final response’.

We will continue to process your application only once you have submitted all documents related to the
Further Information Request.

Further Information Request documents uploaded by Council staff

Please review instructions writken in upleaded documentis).

BCOMXOMXX Outgoing
Correspondence_00.PDF

My uploaded Further Information Request documents

Upload documents

Document Status Date submitted Download Remove
RFI Customer Res @ To be submitied - & Download Remove
ponse. pdf

Report

Test 2 pdf ® To be submitted - & Downlead Eemove
Report

Test1 pdf #® To be submitted - & Download Remove
Report

Test3. pdf #® To be submitted - & Download Eemove
Report

Testd pdf ® To be submitted - & Download Remove
Report

| Submit final response

IMPORTANT : Once you have uploaded the required documents, then click the “Submit final response” button.
An email confirmation will be sent when we have received your documents. Please note we will only confinue
processing your application once you have submitted all documents related to the *Further information
Request”.

Are you sure you want ko submit your Final
response to us?

Wwe will only start assessing your documents once you have
submitted your final response with information to satisfy all of
the RFlitems requested.

Partial responses may result in Further RFIs or delsys overallin
YOuUr consent processing

Submit Final response Cancel

January 2025

Page 49 of 107



A successful message will appear with confirmation of submission via the status and date submitted

columns.

My application

Home / Application details / Further Information Request
= Back
%) Your documents have been submitted for processing.

Further Information Request documents uploaded by Council staff

Please review instructions written in uploaded document(s).

BCOXOOONNX Qutgoing
Correspondence_00.PDF

My uploaded Further Information Request documents

Upload documents

Document Date submitted Download Remove

RFI Customer Res @ Submitted 16 Aug, 2023 06:17 AM & Download
ponse. pdf

Report

Test 2.pdf ® Submitted 16 Aug, 2023 08:17 AM & Download
Report

Test! pdf ® Submitted 16 Aug, 2023 08:17 AM & Download
Report

Test3 pdf ® Submitted 16 Aug, 2023 08:17 AM & Download
Report

Test4 pdf ® Submitted 16 Aug, 2023 08:17 AM & Download
Report

Notes related to Further Information Request

Add new notes

11. Repeat steps 3-6 to upload any further requested documentation.

Please note, we will only continue processing your application once you have
submitted all documents related to the ‘Further Information Request’.

12. If you wish to remove a document uploaded in error, click the remove button.

RS 3.17 v8

@ Your document has been uploaded but not yet submitted to Auckland Council.
To submit this, click 'Submit final response'

We will continue to process your application only once you have submitted all documents related to the
Further Information Request

My uploaded Further Information Request documents

Upload decuments

Document Status Date i D Remove
1.pdf @ To be submitted - & Download Remove
Report

Submit final response

IMPORTANT : Once you have uploaded the required documents, then click the “Submit final response” button.
An email confirmation will be sent when we have received your documents. Please note we will only continue
processing your application once you have submitted all documents related to the “Further information
Request”.
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13. A prompt will appear asking if you are sure you want to remove the attachment. Select ‘Yes, remove’.

Please note: Once you have submitted the document to council you will not be able to remove the

document.

Are you sure you want to remove this attachment?

Yes, remove Cancel

>

14. Once the document(s) have been removed, your dashboard will be updated to show either empty of

files or will show the document(s) have been removed.

My application

Home / Application details / Further Information Request

= Back

Further Information Request documents uploaded by Council staff

Please review instructions written in uploaded documentis).

8C010366111 Outgoing
Correspondence_00.PDF

My uploaded Further Information Request documents
Upload documents

Document Status Date submitted Download Remove

Notes related to Further Information Request

Add new notes

My application

Home / App!

< Back

(@ Your document has been uploatied but not yet submitted to Auckland Council.
To submit this, cliek 'Submit Final response’.

‘we will continue to process your application only once you have subimitted all documents relsted to the
Further Information Request.

Further Information Request documents uploaded by Council staff

Please review instructions written in uploaced document(s)

BCO0OKROIKKO L gaing
Correspordence_00PDF

My uploaded Further Information Request documents
uplozd documents
Document Status Date submitted Download Remove

RFI Customer Res @ To be submitied - LDownload  Remove
ponse.pdf

Test 2.pdf. ® To be submitied - LDovnload  Remove
Test pdf ® To be submitied - LDownload  Remove
Testd pdf ® To be submitied - LDownload  Remove

Submit final response

15. A donotreply will be sent to confirm the documents had been submitted.

Additional files sent for 0000000000 at 123 Street Name Suburb

dand Counc

Additional files sent

Your files have been submitted to council

Regards
Customer Services

ictures in this mes:

B

CAUTION: This email d any in i lion that may b

izl and may be LEGALLY PRIVILEGED. If you are not the int
similar carried with our email, or any efiects our email may have on the recipient computer system or network. Any views expressed in this email may be tho
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9 Accessing your finalised documents

Your finalised documents will only be made available once all payments have been cleared and the status

of the application is showing either Rejected, Refused, or Issued.

16. To access the finalised documents, navigate to your application details page. Please refer to this page

on how to get there.

RS 3.17 v8

myAUCKLAND = Menu ™ cart:o - ES

===

myAUCKLAMD > My building consents > 123 Street Name, City Postcode

A 123 Street Name Application tracker
Suburb, City, Postcode

Building consent application -
accepted

(T) Friday 07 April 2023

Technical decision approved
(%) Friday 1< april 2023

Manage access

Building consent issued
Invoices and payments (%) Mondzy 17 April 2023

Building consent issued
Monday 17 April 2023

@

(@ Statutory clack ended

We processed your application in 4 working days

Technical granted date |

Building consent application granted

“Your building consant ranted ordFriday 14 April 2023,

This means

Elalal

= ‘/:,_.I CCC 24 month refusal date |

We must decide wi
been refused, |
and zpply For =

wie will always lek you know if 2nd why an inspection has failed 2 re inspeckions.
Consent ownership

Matify us iF the ownership of the conzent has changed.

Your documents

Download approved
documents
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17. Scroll down to the “Your documents’ section and click on ‘Get your finalised documents’ to download

the approved documents.

myaUCKLAND > My building consents > 123 Street Name

ey build with four badrooms

ternzigatace.

Application number: 8CO10366071

Invoices and payments

Building consent issued

Tuesday 08 August 2023

© Statuteryclock ended

Your documents

(R 123 Street Name, Subur

8, LwD 875U

Suburd, City

Postcode

b, City, Postcode,

ieg One guest

myAUCKLAND files

Manage access

Application tracker

Building consent application -
accepted

(D) Tusscay 08 Auguer 3021
Technical decision approved

(® Tusscay 08 August 2023

RS 3.17 v8
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10 Inspections
10.1 Navigating to the inspection’s dashboard

E Menu
1. Click on the option and select Inspection bookings to navigate to view your dashboard.
myAUCKLAND w oo (R S

My property rates

My dogs

My reported problems

bookings
Community venues
bookings

Online applications,

bookings and payments

hookina.

Inorganics bookings

Accommodation

Event permits

Sports facility bookings

Inspection bookings

My building consents

Consents, licenses and

property applications

2. You will now reach the inspection overview page.

RS 3.17 v8

myAUCKLAND

= Manu

W™ Cart:0 -

AMD = Inspection bookings

0 You are viewing the trial version of our new inspection bookings page.

Let us know what you think.

Inspection bookings

+ Book an inspection

Enter an address or application number

Sort by: Recently updated b4

Sh

owing 21 of 21 applications with inspections

123 Street Name Suburb City Postcode

er BLOXROOOOK

B < Mew
ouble garage /|2

There are two upcoming inspections

Failed, 1 passed, and 4 others

123 Street Name Suburb City Postcode

T

BCOOOGOO00-K

proved consent. Smaller addition without 8 bathroom.

here are ne upcoming inspections
Failed, 0 passed, and 0 others

January 2025
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10.2 My inspection bookings overview page details

myAUCKLAND = Menw W Carto - %

LAd

Wel to our new inspection booki

25 page.
Let us know what you think.

myAUCKLAND = Inspection bookings

I nSpeCtion bOOki ngS Search using either

the application

K ani . number or address to
+ TS EErE find the relevant

application faster

Enter an address or application number /

~ Use the filter

l

option to view
upcoming

\ inspections
Filter by: All Inspections ”~ Sort by: Recently updated ~
I

Upcoming Inspections Alphanumeric

Showing 21 of 21 applications with inspections «——

Collapsed view of total inspection
cards available on this page

123 Street Name Suburb City Postcode

Application number: BCOXXXXXXXX

RBW - New single storey dwelling, with five bedrooms; three bathrooms; lounge; dining / kitchen area; and

double garage / laundry with internal access, installation of stormwater tank and onsite waste

Any
futurefupcoming
inspections
displayed at the
top while
previously
completed
inspections
displayed at the
bottom

m There is one upcoming inspection
1 Failed, 1 passed, and 8 others

—-

123 Street Name Suburb City Postcode

Application number: BCOXXXXXXXX-X

RS 3.17 v8

Reduction in scope from approved consent. Smaller addition without a bathroom.

There are no upcoming inspections
0 failed, 0 passed, and 0 others

January 2025
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10.3 Booking an inspection

1. To book an inspection, select the ‘Book an inspection’ button from the inspections overview page.

Please ensure to have the BCO# ready.

myAUCKLAND = Menu ™ Cart-0 d

Welcome to our new inspection bookings page.
Let us know what you think.

myAUCKLAND = Inspection bookings

Inspection bookings

= Book an inspection

2. Select ‘Book inspection’ from the standard section.

RS 3.17 v8

Inspection bookings are limited to a maximum of four inspections at any one time for each consent (residential or
commercial). You can book more inspections once your older bookings have been completed.
We no longer offer a repeat series of site meeting inspections as a booking option.

Book an inspection

Select the type of booking you need

Standard

Book an inspection for one consent. Includes standard inspections, inspections for pools, reclad, durability and site meetings.

Grouped booking
Book inspections for multiple consents on the same address or lot. Book multiple inspection types for a consent.

January 2025
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3. Insert the relevant BCO#, select ‘Search’ then select ‘Book inspection’

a'}-
mYAUCKLAND = Menu W cCart:0 - ;&é‘

Iy building inspections / Booking type | Search for a new consent

Book an inspection

Search for a new consent

BCOXXXXXXXX '

Consent numbers start with BCO or SWP and have an 8 digit number, for example - BCO12345678.

Search results
BCOXXXXXXXX
123 Street Name Suburb City Postcode

RBW - New single storey dwelling, with five bedrooms; three bathrooms; lounge; dining - kitchen area; and do..

View full project description

4. Select the type of inspection to be booked via the dropdown option, then select ‘Next’.

myAUCKLAND Swen W aro (N

My building inspections / Application details

h,
)

i

Book an inspection

Select inspection type

BCOXXXXXXXX
123 Street Name Suburb City Postcode

Select inspection type

[ Choose an inspection type.. @
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Booking details

5. Choose a date and time provided that suits your schedule for when the inspection is to occur.

IMy building inspections / Application details
Book an inspection
Booking details

BCOXXXXXXXX
123 Street Name Suburb City Postcode

Select an available day for your inspection

If no suitable times are available for your building inspection, check again later in the afterncon or evening
when cancelled timeslots become available.

September 2023 [>]
Sun IMon Tue wed Thu Fri sat
7 8 9
11 12 13 14 a 16
18 19 20 21 22 23

25 26 27 28 29 30

ISeIEct an available time slot for your inspection I

Choose an option... ®

‘Choose an option...
08:00 AMto 12:00 PM
12:00 PM to 04:00 PM

kAT T s = ITE, K T Tier S FEAAL 0 IL EE £ t

6. Fill out the rest of the details as requested and select ‘Next’

RS 3.17 v8

Will you be ready earlier if a slot becomes available?

Only select yes if you will be ready two days earlier than your current booking. We will contact you if we geta
cancellation and can fit you in. Please be aware that you may be charged the inspection fee if you confirm an
earlier booking and you are not ready.

Note: You must provide your contact phone number in order to qualify For an earlier inspection.
O Yas

O No

Will you be the onsite contact for this inspection?

O Yas

O No

Provide the name and LBP number of your Licenced Building Practitioner if known. Also list any other
information the inspector may need.

For example, is there a dog onsite, or is the location hard to find.

Type here...
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7. Confirm all the details are correct on the summary page. If anything needs to be changed, you can still
edit the details by clicking on the edit links provided.

Once all details are correct, tick the checkbox and select ‘Submit booking’ to confirm the booking.

My building inspections / Application details
Book an inspection

Summary and confirmation

BCOXXXXXXXX

123 Street Name Suburb City Postcode
Inspection type

ICA - Cavity Virap

Edit inspection type

Date

Friday 15-Sep-2023
Time

0800 AM to 12:00 PM
Edit day and time

Notes for the inspector

Edit notes

Name

First name Last Name

Mobile number
0212345678

Email

name.name@email.com
Edit site contact

Terms and conditions

By confirming my inspection booking, | accept that:
=« if I cancel my booking after midcay the day before the inspection, | will be charged the inspection
fee

if my inspection fails, the inspection fee still stands and each inspection is charged separately

= ifl am booking on behalf of a company/trust/other entity (the agent), | am authorised to act on the
owner's behalf in making this booking

= Aninspection can only go ahead if the owner/zgent and Licenced Building Practitioner (where
required) are onsite

« My approved building consent cocumentation, council stamped approved plans and inspection
records are available onsite at all times

| agree to Auckland Council's terms and conditions and privacy policy

Previous Submit booking

8. Confirmation message of the booking will be displayed

RS 3.17 v8

2

myAUCKLAND = mMeny W Cart:0 - g

Iy building inspections |/ Application details

Book an inspection

BOORKOOO00
123 Street Mame Suburb City Postcode
Your booking has been made.

You will receive a summary of your booking via email within 24 hours.
Booking reference « BODDBOG508

o e

)
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9. You will also receive an email confirmation of the booking.

Inspection Booking Confirmation Ref B000806508

@ Auckland Council <donotreply@aucklandcouncil.govt.nz >
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privagy, Qutlook prevented automatic download of some pictures in this message.

Dear First Name Last Name,

Thank you for your recent inspection booking request:

Inspection address

123 Street Name Suburb City Postcode

Date and time

15 September 2023 between 08:00 AM - 12:00 PM

Consent No

Inspection type

BCOXOCOOKRAK

Cavity Wrap

You can change your inspection booking up until midday the day before without incurring a

cancellation fee. To make changes, please visit your dashboard,

We will send a reminder message the day before your inspection with the approximate time
your Inspector will arrive. We will also send an update on the day to let you when the
inspector is on their way.

For general consenting information, please visit our website.

Thank you for using Auckland Council's online services.

Please note: You can only book up to four inspections per application. You may continue to book more
once the initial four has been completed or cancelled.

RS 3.17 v8
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10. To view upcoming or completed inspections, click on the relevant inspection card from the inspection
overview page.

myAUCKLAND = Menu ™ cart:0 -

MyAUCKLAND > Inspaction bookings

o You are viewing the trial version of our new inspection bookings page. Go to original page *
Let us knaw what you think

Inspection bookings

+ Book an inspection

Enter an address or application number

Sort by: Recently updated ~

Showing 21 of 21 applications with inspections

123 Street Name Suburb City Postcode

There are twe upcaming Inspections
1 failed, 1 passed, and 4 others

11. All upcoming inspections will be displayed at the top of the page so that it can be tracked easily for
your information.

You can also edit or cancel any of the upcoming inspections.

Please note: If you edit/cancel your inspection later than midday on the day before it is scheduled,
you will still be charged the full inspection fee.

myAUCKLAND = menw W Carto J

FEAUCKLAND » insaaetion boakings » inspaction datails

123 Name Street,
Suburb, Auckland, XXXX

W - Construction of a single level Four bedroom detached dwelling with Media and Study and doutle garage

Application number: BOCxGK X

Minor variations

Book an inspection

Building consent inspections

Upcoming inspections

Foundation (IFO)
Bocking reference number: BOOOBETS0T

& Booked For Tuesday 26 March 2024 @ between Bam-12pm
& Booked by Name Name
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12. You can find all completed inspections further down the page, along with accompanying statuses that
signify the inspection's status.

You can filter according to type of inspection and/or by status.

Inspections

This iz a list of of inspections you have had.

Filter By: All Inspections @ Filter By: All Statuses ®

Showing 4 of 4 inspections

Concrete block (ICB)
Booking reference number: BOOO789506

M Booked for Thursday 10 August 2023 Cancelled - charge

& Booked by Name Name

Foundation (IFO)
Booking reference number: BOOO778506

M Inspected on Tuesday 25 July 2023 m
& Booked by Name Name

& Foundation (IFQ) cutcome (PDF)

Please see table 4 in Appendix A for all statuses that may be applicable to your inspection.
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10.4 Inspections details page

m}’AUCKLAND = Menu ™ Cart:0 - ﬁ

UKL AND = Inspaction beakings = Inspaction datsils

123 Name Street,
Suburb, Auckland, XXXX

AW - Construction of a single kevel Four bedroom detached dwelling with Media and Study and deuble garage Click to view

Application number: Broiooucono Minor variations™ if

— | available

Sub- Minor vafiations
navigation
panel

Building consent inspections

All upcoming inspections

booked will be displayed in
Upcoming inspections 4————— this section

Time chosen during the

inspection booking. This

will only be displayed for
future inspections.

Foundation (IFD)
Bocking reference number: BOODBETS0N

—_— g [0 BookecFor Tuesday 26 March 2024 @ between fam-1ipm
. & Booked by Harme Name
Date and
name of Ecit bookirg | Caneel boskirg
the person Inspection
who Inspections All previous inspections cards
booked the P - completed will be listed
inspection |
; - . nere
will be his Is & st of of inspections you have had
dISEI:!ﬁ;"Ed Filter By All Inspections 4 Filter By AN Statuses W
individual :
inspection Showing 3 of 3 inspections
cards ~ Filter by either type of
Concrete block (ICB) inspections or by status of
Booking reference number: BDODB49500 CDmplE:TEd il'lSpECTiDl'IS

Status of an
£ Booked For Saturday 25 November 2023 B -
plee farsaturaay 5 Navemser inspection once

& Bocked by Name Name completed
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10.5 Minor Variations

A minor variation is work that does not materially affect compliance with the Building Code
Examples of minor variations include but are not limited to:

« minor wall bracing changes

« minor construction changes e.g. changing the framing method around a window
« changing a room layout

- changing one brand of insulation for another

« changing one brand of wall lining for another

« changing membranes to wet areas (internal only)

How to apply for a minor variation

Fill in the application form.

Ensure you have all necessary paperwork for the proposed change.

Book a site meeting so the building inspector has enough time to assess the minor variation on-site.

Have two copies of your application for the on-site building inspector; one in digital form and the other
in hard copy.

Give the completed application, including all accompanying documents, to the on-site building
inspector. These documents must be legible.

For more information, please visit https://www.aucklandcouncil.govt.nz/building-and-consents/building-
consents/making-change-building-consent/Pages/apply-minor-variation-building-consent.aspx
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10.6 Minor Variation details page

You can now view your minor variation applications from your inspection details page once a decision
has been made.

This is only available if you have applied for a minor variation application.

mYAUCKLAND = Menu ™ Cart-0 m

myAUCKLAND > Inspection baokings = Inspection details

123 Name Street,
Suburb, Auckland, XXXX

REW - Construction of a single level four bedroom detached dwelling with Media and Study and double garage

Application number: BCOxxxxxxxx You are here

Building consent inspections

Book an inspection

Minor variations
List of minor variations for this consent

Title of third MV
. ) Comments from inspector
Mot approved due to change in work -reguires an amendment  -————] who assessed the

application

® Not Approved < Status applicable to this minor
variation application

Title of second MV

Mothing is required of this minor variation application - not required

& Approved - Mo Further Action

Title of first MV

Paper work will be required to be submitted at CCC stage

@ Paperwork required for approval

Please refer to table 5 in Appendix A for more details on the different minor variation statuses.
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11 Creating and submitting a CCC
application online

All supporting documents must be prepared and ready
to be loaded into the portal. Please refer to the
Guidelines for online building consent applications to
ensure documentation is up to standard.

Before you begin:

E Menu
1. Click onthe option and select Online applications, bookings and payments page
"yAUCKLAND o QR

My property rates
My dogs

Online applications,
bookings and payments

My reported problems

Community venues
bookings

Inorganics bookings

Accommodation
bookings

Event permits

Sports facility bookings

Building and swimming
pool inspections

Consents, licenses and

property applications

2. Then select the Building consent tile under Apply for a consent section

myAUCKLAND = Men

Online applications, bookings and payments

Dashboards

myAUCKLAND

Consents, licenses and
b

norganic bookings
Book 4nd view your inorgan

Services

Make a non-rates payment

Apply for a consent

g

PLEASE NOTE: You may be redirected to the login page to login if you haven’t already.
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3. Click the “+View all’ to expand the view on types of applications

myAUCKLAND =un m o (N ﬁ

Online services

‘our cart is empty
Building Consents, Code Compliance Certificates and related applications

This section includes online spplications for Project Information Memorandum (PIM), Code Compliznce Certificate, Certification of
Public Use, Extension of Time, and more.

Other Building Control applications

Use these for other Building Control applications. This section incluces applying for & Certificate of Acceptance, Third party reports and

more.

= View all

« back to Online Services

4. Select the ‘Code compliance certificate’ tile.

Online services

Building Consents, Code Compliance Certificates and related applications

ies anline applications for Project Infarmation Memorandum (PIlM), Code Compliance Certificate, Certification of

This section incl

Public Use, Extension of Time, and more.

E

Apply for a project information | Code Compliance Certificate | Apply For certificate For public

- Hide

memorandum and { or building use

«consent

Application to discontinue with | Apply For extension of ti Request for
a building consent commence build refund

E
Apply for a temporary Submit a BWOF

structure

5. Read the guidelines then select the ‘Start application’ to begin the process.

RS 3.17 v8

myAUCKLAND = Menu W G0 -

IMPORTANT NOTICE: - Effective from 01 October 2023, all CCC applications for fixed fee consents (excluding subsidised applications) will be subject to

additional charges for the Code Compliance processing activity

Apply for a Code Compliance Certificate EE

Your cart is empty
Once you have completed your building work under your building consent, you can use this form to apply for
your Code Compliance Certificate (CCC)

Guidelines for consent applications

Youneed to incluce:

- documents proviced by your Licensed Builcing Practitioners or registered professionals, ..
Memorencum: Recorc of Building Work, electrical certificates et

To enable us to progress your application faster, you should also include:
- supporting documents listed in your consent advice notes, e g. producer statements

- anyadditional documents requested during inspections.
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Selecting the property address

6. Start typing the address and select when it becomes available.

myAUCKLAND =wen w aro (D

I

IMPORTANT NOTICE: - Effective from 01 October 2023, all CCC applications for fixed fee consents (excludi uk

additional charges for the Code Compliance processing activity.

) will be subject to

Apply for a Code Compliance Certificate

Your cartis empty

o : ! W,
Froparty Appilcation Attachments Tac

sesrch detallz

How do you want to search for the site address related to this application?

@ Property address

O Legal description of the land

Street address

123 Street Name | m

123 Street Name Suburb

7. Complete the mandatory fields in the Application Details screen and click Next. You will be unable to

proceed to the next step if any mandatory fields are incomplete.

Depending on which answers are selected throughout the form, further questions may populate to be

answered.

myAUCKLAND = Menu ™ Cart:0 M

IMPORTANT NOTICE: - Effective from 01 October 2023, all CCC applications for fixed fee consents (excluding subsidised applicatic

additional charges for the Code Compliance processing activity.
Apply for a Code Compliance Certificate
® o © O

Property Appillcation Attachments TAC
=aarch detalla

Application details: Step 1 of 6

Qualified Partner

Are you a Qualified Partner Customer or are you lodging on behalf of a Qualified Partner Customer?
Y

O Yes
® Mo

T

Your cart is emply

You can click on Save and continue later at any point to save your progress. Incomplete applications

can be re-visited later via myAUCKLAND overview page.
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8. Make sure to have the correct application number that matches the property address entered in the
previous step to proceed with the application.

Once the application number has been entered, the description of work will be automatically

populated.

.,

myAUCKI.AND = Menu W Cart:0 ==

===

IMPORTANT MOTICE: - Effective from 01 October 2023, all CCC applications for fixed fee consents (excluding subsidized applications) will be subject fo
additional charges for the Code Compliance processing activity.

Apply for a Code Compliance Certificate
™ ) © @

Fraparty Appilcation Attaohmantc TEC
wearoh detalls

Application details: Step 2 of 6

Application details

Building consent number (9"
WL

| BCOXXXXXXKXXXX

Description of work
RBW - Construction of a single level four bedroom detached dwelling with Media and Study and double garage

Date granted

ok

Has the Full scope of the consented building werk been completed?
® Yes
O No

wWhat date was the wark completad?

n |

Have you had a passed final inspection for the building work?
) ves

O nNe
[ o
Save and continue later m

Please note: To apply for a Code Compliance Certificate (CCC) you need to have completed all the consented
work. In some cases, you can request to separate your consent so you can apply for a CCC if the work is
not all completed; for example, if your consent is for two or more buildings on the same site, you can
request to separate your consent so you can apply for CCC for only some of the buildings originally
consented. To request to separate a building consent, email bcseparations@aucklandcouncil.govt.nz.

RS 3.17 v8
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Entering party details

9.

In the Who is applying? screen, enter the details of the agent (if applicable) or the owner.

You must choose whether this party involved is an individual, registered company or organisation and

complete all mandatory contact details fields.

a. Individual

If applying as an individual, you must enter your name as it would appear on a legal document and

be only one individual’s name per entry fie

ld.

Apply for a project information
memorandum and / or building consent

Property Application
agarch detalls

Application details: Step 3 of

Who is applying?
In relation to this application, are you:

® The agent/ applicant

Your details

® |ndividual

' Yes

® no

Legal First and middle name
First Middle Name

Legal last name
Last Mame

Email address

namename(@email.com

Attachmants

10

Are you applying as a trustee of an unregistered trust?

Are you applying as an individual, registered company or other organisation?

Populate details from favorites

RS 3.17 v8
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b. Company

If applying as a company, you will need to search your registered company name and provide the
details for a contact person.

RS 3.17 v8

Apply for a project information
memorandum and / or building

w

consent

© @ (3)
Froparty Application Aftachments

zgarch detallz

Application details: Step 3 of 10

Who is applying?

In relation to this application, are you:

© The owner

® The agent /applicant
Your details

Are you applying as an individual, registered company or other organisation?

© Individual

— Tt
" Organisation

Company details

Search for company

Company name

Registration number

Trading name (optional)
Provice tracing name if different from company name.

(1)

T&C
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C.

Organisation

If applying via an organisation related to Auckland Council, CCO or Kainga Ora, select “Yes’ against
the ‘Is the organisation Auckland Council, CCCO or Kainga Ora? Question and then select the

relevant organisation via the dropdown list.

Apply for a project information
memorandum and / or building consent

)

Proparty Appllcation Aftachmants T&C
agarch detallz

Application details: Step 3 of 10

Who is applying?

In relation toe this application, are you:
O The awner

@ The agent / applicent
Your details

Are you applying as an individual, registered company or other organisation?

O Individual

© Organisation
Is the organisation Auckland Council, a CCO or Kainga Ora?
® yes

[

Organisation name

2650009106 - Auckland Council

2600207007 - Tataki Auckland Unlimited Limited
2650159772 - Auckland Transport

2600104136 - Independent Maori Statutory Board
2651448524 - Eke Panuku Development Auckland Limited
2650022827 - Watercare Services Limited

2600542745 - Kainga Ora - Urban Development Deliveny
2600542743 - Kainga Ora - Construction and Innovation

Otherwise, please type in the organisation name

RS 3.17 v8

Apply for a project information
memorandum and / or building consent

(1 o 3 1)

Broparty. appiication Attacnmants Tac

zearch aetalle.

Application details: Step 3 of 10

Who is applying?

In relation to this application, are you:

Your details

Are you applying as an individual, registered company or other organisation?

Is the organisation Auckland Council, a CCO or Kaings Ora?

© Yes
® no

Organisation name
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10. If this is the first time you are applying for an application, you can save the contact details for future
use.

Do you want us to remember these details For Future use?
® yes

2 Mo

Once details are saved, the same contact information can be used for any future application. Click on
the Populate details from favourites and select the contact details to be used for that application.

Saved contacis

Search for & contact

Sresnh 7 8 Cardac] pou Fave aireacy ediesd

Peter Allan Smith
0211111

A
35 Graham Street

Iﬂpu late details from fa\.'mitesl

Legal first and middle name

1. On the Contact Information page, you will need to select the first point of contact for the application as
well as who will be invoiced.

This information is pre-populated from the previous step. If you would like to select another option
from the pre-populated information, select Other and complete the mandatory fields

Application details: Step 4 of 10

Contact infarmation

WIND i the TIFST pont of CoMSCt for CHmMuUnICatan with counci or Consent SUtmomy ¥
# Company name | Mot appiczble

Tiading pame Mol appicanle

Nermz . Peter Allan Smith

Cortmct number - 0211701

Email zddress

+ Diher

Who snould mwoicea be hilea to? 7

Campanyy rame: | oot appicable
Trading name  Nol appicable
ozt Peter Allan Smith
Contant member . (211111
Ermall adiress

Involce payer deialls

s The person paying ihe invoice an individusl, registercd comouny or Sifer organisadion ?
® Individual
Hegisteled company

FRpaEate]
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12. If the customer nominated to be billed an Organisation, the WBS code/Purchase order number field is
mandatory. This information will appear on any invoices generated against this application.

Wb should invoices be billed 10?7 ‘?‘
Company nera Mot applicatla
Trading nama: - Mol appiicabis
Mame  Peter Allan Smith_

Contect mumber . 8211111
Email addross

& rhar

Inveice payer defails

I& the parenn pay Ing the invaics an indiidoal pngl!,wrnd COmpany of ather nrgnn'lu:inn 7
Individuai

|5 the prganisation Auckland Coungil, a CCO o Kainga Ot
= Yez

Me
CHanigatian nanie

2050006 - Auckland Coonch o

MNepartmint nama

Butliing Conzanis

Cooyou have a WBS code or purchase order number?

Furchase ordar numbes T

Purchose order number

PO200516290

Contact person details

If it is not an organisation related information, there is an optional Customer reference field for
information to appear on the invoice, if required.

PLEASE NOTE: any refunds are paid to the receipted name unless written authorization has been
received from the receipted person or company stating otherwise.

Please note: any refunds are paid ¢
PErSOR of COmpany skating othe

the receipted name unless written authorisation has been received from the receipted

Customer reference (optional)

This reference will be displaved on your invoice.
What is your preferred method of billing?
O By email
O By post
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Entering project details

13. Steps 5 - 6 of this form are questions about the project details, and it includes:

e Key contacts or licensed building practitioners (LBP) details
e New, altered, or existing compliance schedule
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Attachments - uploading required documents

14. Click on ‘Browse’ and select the document to be uploaded:

Apply for a Code Compliance Certificate

O 2, o O,
Pmpsrly .-:m;llcsm attachments raé
s8arch detalls

Attachments

Al files musk be in PDF format, and not locked or password protected. Individual Files need
to be less than 300MB. File names cannot be longer than 50 characters and should Follow our
file naming conventions .

Documents to be provided

Memorandum for LEP [optional)

Certificate from personnel who carried out the building work (optional) (7)

When the file explorer window opens, you can highlight one or multiple files at the same time to upload:

RS 3.17 v8

G Open iy
« v <« Docum... » Testing Files » v | O £ Search Testing Files
Organize = Mew folder Ex -« [TH 0

™ This PC Name Date modified

10 Object & Test2 2021 11:39 am
B 30 Objects | TEST File Over 300MB 22 11:54 am
M Desitop &) Testl 111:40 3m
“+ Documents &] Test2,34.5 2021 11:43 am
4 Downloads & Test3
J Music %] Testd
& Pictures 2] Tests

r

B videos & Testh

0SDisk (C) £ Test?
a3 isk (C:
N &) Testd
F €D Drive (D) HP &) Testo
»- DATA_ACC (G:) &) Test10
= Home (H:) ¥ o< >

File name: | "Test5" "Test]" "Test2.34.5" "Test3" "Te V‘ All Files it
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A successful message will be displayed to confirm a successful upload:

Apply for a Code Compliance Certificate
( O o ®

Praperty Application attachments Tac

saarch detalls
Attachments

Al Files must be in PDF format, and not locked or password proktected. Individual files need
to be less than 300MB. File names cannot be longer then 50 characters and should Follow our
file naming conventions (.

Documents to be provided

Memorandum for LEP (optional)
Test1 pdf & Dawnload 3 Delete

Test 2. pdf & Download % Delete

Suceess @ Your document has been uploaded successfully.

15. Once all relevant documents have been uploaded, click on ‘Next’ to proceed:

Apply for a Code Compliance Certificate
® @) o (2

Frapery Appitostion Atmohments iz
dntallz

Attachments

50 charazters and &

Documents to be provided

Memorzandum for LEF [optional)

Test1.pdf & Downlead % Delete

Test 2.pdf & Download % Delete

Certificate from personnel wha carried out the building work (optional) (%)

Producer statements (optional)

Attach energy work certificate [optional)

Evidence that specified systems are capable of performing to the performance
standards set outin the building consent (optional]

Attach any additional decumentis) for this application [optional}
What type of document do you want to uplaad?

Select type of documen v

PR —
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Making Payment

16. Ensure to read and understand the ‘Terms and Conditions’. Select the two mandatory checkboxes and
fill out the ‘Full name’ entry field, then ‘Add to cart’.

Apply for a Code Compliance Certificate

(1) (2) (3) 4]
Propsrty Appilcation Aftachmants T&C
search detalls

Terms and conditions

| request that you issue a Code Compliance Certificate For this work under 5.95 of
the Building Act 2004,

Full name:

| First Mame and Last Mamg|

Once | submit my application, | accept that:

= i1 am submitting this application on behalf of & company/trust/other entity (the
agent), | declare that | em duly authorised to act on behalf of the owner to make
this application

= no payment is reguired when submitting these documents. & base fee towards
processing of Code Compliance Certificate costs was invoiced with my consent fees.

= once processing of my Code Compliance Certificake is complete, an invoice may be
issued to cover additionzl cherges for processing, acministration and for
inspections, if they exceed the base/deposit Fee paid with my builcing consent Fees.

« | may receive a refund if the actual costs are lower than the inspection deposit |
paid with my consent fees.

| agree to Auckland Council's terms and conditions and privacy pelicy.

Deposit: $0.00

Add to cart

Save and confinue later Export to PDF

Please note, the deposit displayed will be zero as this had been paid during the uplift of the building

consent application.

RS 3.17 v8
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17. Click on ‘Proceed to checkout’.

myAUCKLAND

22 22
= Menu W™ Cart: 1 v
===

\/ Added to cart

Proceed to checkout m

Building / ID

123 Street Name, Suburb $0.00
City Postcode

Total $0.00

18. Select ‘Place order’ to submit the application.

myAUCKLAND

= &272%
= Menu ™ Cart: 1 btz
===

Checkout

Total

Building / ID

Property / 1D Type of application Value of project Transaction
amount

NAZ21C/408 Code Compliance NIA $0.00

123 Street Name, Suburb Postcode Certificate

Subtotal (1 item) $0.00

Price to be confirmed once effort is calculated.

Subtotal (1 item) $0.00
$0.00

Please enter your email address to receive confirmation of this transaction

Email address

firstname.lastname@email.com

piace order || eaitcart |

RS 3.17 v8
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19. A successful message will be displayed once the order has been submitted.

myAUCKLAND

= Menu

’}’
\\ e

™ cCart:0 >
===

Request sent successfully

Your request was successfully submitted. IF you have entered an email, you will receive a confirmation of this transaction shortly. Please keep the email as a reference.

Order number

4602978013

Building / ID
Property / ID

NA21C/408
123 Street Name, Suburb, City Postcode

Subtotal (1 item)

Total (1 item)

Pay for something else

Type of application

Code Compliance

Certificate

Value of project

N/A

Transaction
amount
$0.00

0.00

$0.00

An email confirmation will be received to confirm the transaction:

RS 3.17 v8

Transaction summary

Dear Shreen Naidu,

We have successfully received your application and processed your payment.

Order number

Payment method

Your details

First name
Last name

Email address

4602978013
Zero payment

$0.00

First Name

Last name

Name name@email.com

Building / ID
Property address/D  Property owner Deposit
NA21C/408
123 Street Name MName of owner $0.00 View details
Postcode
Subotal (1 item) 50.00
Total : $0.00
January 2025
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12 Managing your applications

For more information on how to manage your applications, please click here.

13 Providing additional documents in
support of your application

For more information on how to upload additional documents, please click here.

14 Responding to a Request for
Information (RFI)

For more information on how to upload documents related to a RFI, please click here.
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15 Submitting a Refund

Before you begin: The relevant building consent product application

number, payment receipt number and date, printed
bank deposit slip or bank statement (to enable
electronic refunds).

Important information for refund requests

To ensure a smooth and efficient refund process, please carefully review the following guidelines before
submitting your request:

e Refund-Only Form: This form is strictly for refund requests. If you wish to withdraw an application
instead, please proceed to the withdrawal page and form available on our website.

e Payment Details & Documentation: Refunds can only be processed to the original payee. Please
ensure you provide accurate payment details:

o

If the payment was made by an agent using a company account or credit card, a declaration
must be submitted, along with the relevant payment information.

If a company-issued credit card was used under an individual employee’s name, please
declare this so we can ensure the refund is processed back to the company’s account.

To request that the refund is paid to someone other than the consent applicant, complete
the authority to refund fees form (AC2132) and include it with the form.

There is also a form to complete if you need to transfer the building consent (AC2149) to
another person

printed bank deposit slip or bank statement (to enable electronic refunds).

e Online EFTPOS Payments: If your payment was made via online EFTPOS, please upload the
remittance and/or a transaction summary to support your request.

Incomplete or incorrect submissions may result in delays in processing your refund. For more information,
please refer to our website.
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= Menu

20. Click on the

option and select Online applications, bookings and payments page

myAUCKLAND

My property rates
My dogs

Online applications,
bookings and payments

21. Then select the ‘Building consent’ tile under ‘Apply for a consent section’.

PLEASE NOTE: You may be redirected to the login page to login if you haven’t already.

RS 3.17 v8

My reported problems Accommodation
bookings

Community venues

bookings Event permits

Inorganics bookings Consents, licenses and
property applications

myAUCKLAND =Mens W Cor

'
==

Online applications, bookings and payments

Dashboards

myAUCKLAND Consents, licenses and

Inorganic bookings
Book and view your inorgan

Services

Make a non-rates payment

Apply for a consent

omlding conset

January 2025

Sports facility bookings

Building and swimming
pool inspections
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22. Click the “+View all’ to expand the view on types of applications

myAUCKLAND = s W Caco - ﬁ
Online services

Your cart is empty

Building Consents, Code Compliance Certificates and related applications

This section includes online spplications for Project Information Memorandum (PIM), Code Compliznce Certificate, Certification of
Public Use, Extension of Time, and more.

+ View all

Other Building Control applications

Use these for other Building Control applicatians. This section incluces applying for 2 Certificate of Acceptance, Third party reports and

more.

= View all

E « back to Online Services

23. Select the ‘Request for building consent refund’ tile.

Building consent and related applications

Building Consents, Cade Compliance Certificates and related applications

This section includes online applications for Project Information Memorandum (PIM), Code Compliance Certificate, Certification of
Public Use, Extension of Time, and more.

- Hide

Application to discontinue with Apply For an extension of time Request For building consent

a building consent refund

Submit a BWOF
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24. Click on ‘Start application’ to begin.

)
[ st

myAUCKLAND = Menu W Cart:0 g

Request for building consent refund
Your cart is emphy
[ |

25. Start typing the address, select from the dropdown selection then click ‘Search’

myAUCKLAND = menu W cartio _ g

Request for building consent refund
Your cart is empty
(1] 2

Property Application TaC

[ es )

search details

How do you want to search for the site address related to this application?

@ Properky address

' Legal description of the land

Street address

123 Street Name | m

123 Street Name Suburb

26. Select the relevant address and click ‘Next’.

Request for building consent refund

° 2
Property Application T8C

search details

(e )

How do you want to search For the site address related to this application?
@ Property address

) Legal description of the land

Street address

123 Street Name, Suburb Postcode m

@
Please confirm the property by selecting an option below.

® 123 Street Name, Suburb Postcode
NAXXXAOOK - LOT XX DP XOOKX

m
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27. Complete the mandatory fields in the ‘Application Details’ screen and click ‘Next’. You will be unable
to proceed to the next step if any mandatory fields are incomplete.
Depending on which answers are selected throughout the form, further questions may populate to be
answered.

Request for building consent refund

(1) 2 ) (3)
Property Application Tac
search detalls

Application details: Step 1 of 2

Refund details
Building consent number (%)

What type of refund are you applying For?

[ Damage bond

[ Building consent

Has the Code Compliance Certificate (CCC) been issued?
O Yes

O Ne

What is the receipt number? (optional) (9"

What is the receipted date? (optional)

‘ Day % || Maonth

‘ Year W

Who paid the invoice(s)?

Is the refund going to the person who paid the invoice(s)? ;"-_j‘;
O Yes
O Ne

Attach proof of bank details (bank statement or deposit slip etc)
Flezse note that the documents uploaded need to be in PDF Format. Each individual File should be 300ME or less.

Ll

Save and confinue later

IMPORTANT NOTE: Refunds can only be processed to the original payee who made the payment
directly to Auckland Council. If a payment was made between an owner and an agent, it is not
considered a payment to Auckland Council and will not be accepted.

If you want the refund to be paid to someone other than the consent applicant, please complete the
"Authority to Refund Fees" form (AC2132) and submit it along with this form.

If the payment was made by an agent using a company account or credit card, a declaration must be
submitted, along with the relevant payment information.

If a company-issued credit card was used under an individual employee’s name, please declare this so
we can ensure the refund is processed back to the company’s account.
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28. Read the T&C, then select the tick box and ‘Add to Cart’.

Request for building consent refund

(1) (2) ©

Propsrty Apphication T&C

saarch detalls

Terms and conditions

Once | submit my application, | accept that:

= iFlam submitting this application on behalf of & company/trust/other entity (the
agent), | declare that | am duly authorised to act on behalf of the owner to make
this application.

| agree to Auckland Council's terms and conditions and privacy policy.

Deposit: $0.00

et
Save and confinue later Export to PDF

PLEASE NOTE: The amount displayed above will always be zero and cannot be
edited. There is nothing to be paid for when submitting this refund request as
this amount will be determined once the request has been received and

reviewed.

29. Click on the ‘Proceed to checkout’ button to proceed.

mYAUCKLAND = Menu ™ Cart: 1 _ z

E/) Added to cart B cart
Proceed to checkout Building /1D
- = $0.00

Total $0.00
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30. At checkout, double check the details are correct and once ready, click on ‘Place order’.

= Menu Cart: 1 ';g:f:‘
myAUCKLAND = - - W

Checkout

Building / ID
Property / 1D Type of application Value of project Transaction
amount
[ == 8 Building consent refund MiA 50.00
L B BB ____ | —
L]
Subtotal (1 item) $0.00
Price to be confirmed once effort is calculated.
Subtotal (1 item) $0.00
Total $0.00

Please enfer your email address fo receive confirmation of this transaction.

Email address

31. A successful message will be displayed to confirm once the request has been submitted.

myAUCKLAND = Menu ™ Cart:0 -

Request sent successfully

- ]

.
.
o

1

‘Your request was successfully submitted. IF you have entered an email, you will receive & confirmation of this transaction shortly. Please keep the email as & reference.

Order number 4503130016
Building / 1D
Property / 1D Type of application Value of project Transaction
amount
- Building consent refund NiA 30.00
»oEE EEm rEE mmw
=
Subtotal {1 item) 0.00
Total (1 item) $0.00

Pay for something else

RS 3.17 v8 January 2025
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You can check the status of your refund application via the dashboard. Refer to page 9 of this guide on how
to navigate to the refund dashboard.

RS 3.17 v8 January 2025 Page 92 of 107






16 Appendix A

Table 1- all statuses that may be applicable to your application(s)

Type of application Status Details about related | Statutory clock

status
Building consent draftin The application is still | Not available
application/Code progress .
compliance in draft and has not
certificate/Certificate been submitted.
for Public Use
Building consent Cancelled The application has Statutory clock ended
application/Code been cancelled. @ We processed your application in X working days
compliance
certificate/Certificate
for Public Use
Building consent Submitted The application has Not available
application/Code been submitted and is
compliance with our Regulatory
certificate/Certificate Support team to
for Public Use complete

administration duties.
Building consent Rejected at The application has Statutory clock ended
application/Code lodgement been rejected during @ We processed your application in X working days
compliance the vetting stage.
certificate/Certificate
for Public Use
Builqing.consent Lodgement Th.e application is _ Statutory clock active
application/Code being ?Ssessed by our ’\9 Your application is on X of the 20 working days
compliance Technical
certificate/Certificate Coordinators for
for Public Use lodgement.
Builc!ing.consent Processing Thfa application is . Statutory clock active
application/Code being assessed by our U—') Your application is on X of the 20 working days
compliance processing surveyors.

certificate/Certificate
for Public Use

View the application
tracker via the
application details
page for more
information.

Building consent

Request for

We need more

Statutory clock on hold
After you provide a complete respense, your application will be on X of 20 working days

application/Code information information to
compliance progress this
certificate/Certificate application. An email
for Public Use notification has been
sent to you.
Building consent Technical We have completed © Statutory clock ended
application/code decision processing your We processed your application in X working days
compliance approved application and a

certificate/Certificate

decision has been

for Public Use made to technically
approve your building
consent.
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Building consent Technical We have completed Statutory clock ended
applicationlCode decision processing your We processed your application in X working days
compliance refused application and a
certificate/Certificate decision has been
for Public Use made to technically
refuse your building
consent.
Building consent Final The application is with Statutory clock ended
application/Code reconciliation in | our Regulatory We processed your application in X working days
compliance progress Support team to
certificate/Certificate complete invoice
for Public Use reconciliation and
other admin related
duties.
Building consent Payment The application is Statutory clock ended
applicationlCode required approved’ but we are We processed your application in X working days
compliance awaiting payment.
certificate/Certificate Once final payment is
for Public Use made, the building
consent documents
will be issued and
made available online
for download.
Building consent Refused The application has Statutory clock ended
application/code been refused and We processed your application in X working days
compliance documents released.
certificate/Certificate
for Public Use
Building consent Issued The application has Statutory clock ended
application/code been granted and We processed your application in X working days
compliance approved documents
certificate/Certificate released.
for Public Use

Table 2 - all payment statuses that may be applicable to your application.

Payment Status ‘ Meaning

Paid

This invoice has been paid in full

Partial Payment

payment is due.

This invoice has been paid in part further

Refund Due

There is a credit in our system due to be
refunded to the billing party. Please apply for
a refund via the website.

Cleared - Nothing to Pay

note

This invoice has been cleared by a credit

Payment Due

invoice.

There is an outstanding balance on this

RS 3.17 v8
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Table 3 - Regulatory Support contact information

Location ’ Contact information

Building consent application queries

Central regsupportbccentral@aucklandcouncil.govt.nz
South regsupportbcsouth@aucklandcouncil.govt.nz
North/West regsupportbcnorthwest@aucklandcouncil.govt.nz

Code Compliance Certificate/Certificate for Public Use queries

Central regsupportccccentral@aucklandcouncil.govt.nz
South regsupportcccsouth@aucklandcouncil.govt.nz
North/West regsupportcccnorthwest@aucklandcouncil.govt.nz

Inspection queries

Inspection call centre (09) 3539120

Table 4 - all statuses that may be applicable to your inspection(s)

Type of inspection status Meaning of inspection status

This is a booked inspection but has not been allocated

Booked a result of the inspection outcome.

This inspection has been cancelled successfully with

Cancelled - no charge | | nocharge.

This inspection has been cancelled successfully with a

Cancelled - charge charge.

This is to indicate a site meeting has been completed.

Completed

. This is to indicate the inspection carried out has failed
Fa | led and will need to be rebooked.

: This is to indicate an inspection is clearly separated
Pa [‘t| d l Da 5 into two or more areas to be inspected for the same

inspection type. The last inspection in this series must
be a “full” inspection to close off (pass) the entire
inspection type.

There are exceptions - please ask your inspector for
more information.

This is to indicate the inspection carried out has
Passed passed.

This is to indicate the inspection carried out has been

Waiued waived.
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Table 5 - all statuses that may be applicable to your minor variation applications

Type of status

® Mot Approved

Meaning of minor variation status

This means that the inspector has made their
assessment and decision to decline the minor variation
application - please refer to the inspector comments
via the minor variation details page for more
information.

) Approved - Mo Further Action

This means that the inspector has made their
assessment and decision to approve the minor
variation application, and nothing further is required -
please refer to the inspector comments via the minor
variation details page for more information.

@ Paperwork required fFor approval

This means that the inspector is unable to complete
the assessment of the minor variation application and
further paperwork is required before a decision to
either approve or decline can be finalised -please refer
to the inspector comments via the minor variation
details page for more information.

RS 3.17 v8
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17 Appendix B

1. Onaccount payment for approved credit customers only

This option will only be available to approved credit customers who have signed up and received
approval.

For more information, please visit https://www.aucklandcouncil.govt.nz/buying-property/Pages/set-
up-customer-account.aspx

You will need the Account number which refers to the BP number that was emailed to you. This

would have been provided to the individual who had originally signed up to become an approved
credit customer.

® On account (approved customer only)

Please note: any refunds are paid to the receipted name unless written authorisation has been received from the receipted person or company stating otherwise.
Subtotal (1 item) $1,944.00
Total $1,944.00

Account details
Account number

Enter your account number

Purchase order number (optional)

Enter your purchase order number

Plzase enter your email address to receive confirmation of this transaction.

Email address

name.name(@email. com

Charge to my account

Please ensure that the invoice details within the application journey have also been filled out with
the appropriate approved credit information. If not, the on-account payment option status will be
removed, and the deposit be paid within 48 hours from when the application is submitted.

If you are an agent acting on behalf of the approved credit account holder, you will not have this
access. You must ‘Give access’ to the account holder for them to complete payment.
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18 Frequently Asked Questions

Q: I am having issues browsing/navigating issues on one of our online consenting
forms.

Examples of issues: unable to add application to cart or unable to proceed to the next step/page.
Possible solution(s):

1. Update your operating system (OS)
Update your OS. You should make sure that your computer is running the latest version of its operation system

(e.g., Windows) and that the latest security updates have been installed. If you use Windows, click here. If you use
Apple OS X click here.

2. Outdated browser

Please check your browser is up to date.

Verify that your web browser is up to date. While we strive for compatibility with all browsers, we recommend
using the most recent version of Google Chrome for the best experience.

3. Clear your browsing data

You could clear your browsing data to refresh your browser and remove any outdated data.

Try clearing your browsing data to refresh your browser and remove outdated information. Clearing the cache
can boost page loading times and enhance your computer's performance. Outdated cached data can
sometimes prevent the display of up-to-date content.

4. Restarting from Step 1

If you encounter an error, consider returning to the initial step of your application and working through it again
until you reach the page where the issue occurred.

Q: I am having issues with entering a Licensed Building Practitioner (LBP) on a
building consent (BC) or Code Compliance Certificate (CCC) application that
involves Restricted Building Work (RBW).

Possible solution(s):

1. Entering LBP details

Our online consenting portal has an LBP search function that is integrated with the LBP public register on our BC
and CCC online application forms. This allows you to search for a registered LBP by first name, last name, or LBP
number. Once you have found and selected your LBP, the LBP’s details (contact information) will be filled out
automatically on the application for your convenience.
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The following LBP search button will be displayed if you have selected to provide details of a registered LBP

designer:

Search LBP by using the name or LBP number

2. Unable to find LBP

Please try searching the LBP from the LBP public register here on their website. There is a wider variety of search
criteria that may help you with finding the LBP.
https://lbp.ewr.govt.nz/publicregister/search.aspx

When you have found the correct LBP from the external link (LBP public register), please return to our online
consenting portal to continue your application by entering the relevant LBP details.

Please note the following:

Our online consenting applications are not integrated with the following four registers listed below.

NZ Architects Register

Plumbing/Gasfitters/Drainlayers register

Electrician Register

Engineering NZ Register

You are welcome to use those external links above to find the necessary LBP details from their respective
registers to help you enter the correct LBP information on your application.

The table below can help you identify which LBP profession is linked to which register.

Type of Professional | Relevant Registers

Engineer

Engineering NZ Register

Head contractor or site manager LBP public register

Builder or carpentry work

LBP public register

Plumbing/Gasfitters/Drainlayers register

Drain layer

Plumber Plumbing/Gasfitters/Drainlayers register
Electrician Plumbing/Gasfitters/Drainlayers register
Gas fitter Plumbing/Gasfitters/Drainlayers register

Foundation work

LBP public register

Bricklaying

LBP public register

Blocklaying

LBP public register

External plastering

LBP public register

Roofing work

LBP public register

Designer LBP public register
Architect NZ Architects Register
RS 3.17 v8 January 2025
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Q: My building application number is not working when submitting a staged,
amendment or CCC application.

Possible solution(s):
1. Use the correct formatting when entering the BCO#:
e Our Building Consent number format is: BCO12345678 (B C O (three letters) and seven numbers)

e No spaces between the Building Consent number

2. Status of your Building Consent

e Anamendment or CCC application is not possible if the original building consent application has been
refused or lapsed.

e Anamendment application is not possible if the original building consent application is still in progress.

Q: I am unable to find my property address.

Possible solution(s):

1. If the property address does not officially have a legal title or has not been subdivided yet,
please try the below options.

o Ifan address has not been legally finalised yet (e.g., not subdivided), please enter the current base
address (parent property).

o Please try verifying the property address via the “address or postcode finder” on the NZ Post website.

2. Alternatively, please try Auckland Council’s GeoMaps (Mapping service) to help ascertain the
property address.

Example: On the screenshot below, the property type is listed as an occupancy, with no legal description or

Record of Title number. This indicates that it is a subpart of the actual property—the example we generally use is
individual shopfronts within a shopping mall.
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Property ID0  Address Property Legal Property
Name Description  Type
23 Elmdon
Street .
LOT & DP Site

11368741 Mangere

Auckland 66356 {Property)

2022

23AEImdon /

Streat Occupancy
LAY Mangere (Froperty)

2022

238 Elmdon

Strest Occupancy
30045750 Mangere (Froperty)

2022

If you have the legal description or the record of title number, you can also search GIS for this which
might help identify the right property to use:

HASIB1443

Auclaand 272 GEOMAPS i
i B a3 o & &k
Froperty (evenview) B @ &

Altribate Walua

Propety ID 11 35ETd1

Address gngzm Steoet Mangere Aucidam
Proparty Name

Lol Descnphon LOT & DF 66356

Property Typs Sada (Propearty)

Proparty Status Current

Froparty Area 3T

Area Unil M

Record of Tise Number NASIBM144]

AC Rate Account Key T2MSESIS

The things to check in GIS to confirm if it’s a valid property ID are:

e Property type is Site (Property)

@ wm O =g N

e |t has a Record of Title Number/Legal Description in GIS
e It hasalisted owner in GIS too (this often still shows as Housing NZ or some

variation of this)

?

If you are still unable to determine the address, then a manual address can be entered by entering an
address 3 times to trigger manual input.
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Q: The three preset folders are missing from the myAuckland files attachment
page.
Possible solution(s):

1. Contact the regulatory support team (based on area location of the property address for your
application) for assistance:

regsupportbccentral@aucklandcouncil.govt.nz
regsupportbcsouth@aucklandcouncil.govt.nz
regsupportbcnorthwest@aucklandcouncil.govt.nz

Q: My payment has been accepted but the application’s status is showing as
‘incomplete’ or ‘in cart’

Possible solution(s):

1. If you have sent a link to another customer to make payment rather than using the give access function through
our website, our system will be unable to recognise that payment has been made. Please contact the person who
you shared the application with to provide a copy of proof of payment and send to relevant Regulatory Support
email (below) to be able to track the payment made.

2. Payment may have been made outside of the Hybris Portal (e.g., using their online banking mobile app or website
to pay directly into an Auckland Council bank account that they have previously used before). The application
then remains in the customer’s cart because the payment was not established through the Hybris shopping cart.

3. If payment has been taken from your account but the application is not showing as submitted, please contact our
regulatory support team on the email addresses below (based on the area location of the property address for
your application) and have proof of payment available to send through so we can trace the payment.

regsupportbccentral@aucklandcouncil.govt.nz
regsupportbcsouth@aucklandcouncil.govt.nz
regsupportbcnorthwest@aucklandcouncil.govt.nz

Q: I would like to request to transfer the application’s access to a different user
account.

Possible solution(s):
1. Please provide written permission from the original user to transfer the application to the new user.

2. Then contact the one of the following Regulatory Support team (based on area location of the property address
for your application) for assistance with your request:

regsupportbccentral@aucklandcouncil.govt.nz
regsupportbcsouth@aucklandcouncil.govt.nz
regsupportbcnorthwest@aucklandcouncil.govt.nz
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Q: I am unable to download my approved documents.

Possible solution(s):

If the download link is not available, please contact the regulatory support team, based on area
location of the property address for your application.

Example, if for 135 Albert Street Auckland City, then it will be the Central regulatory support team
that you would make contact with.

regsupportbccentral@aucklandcouncil.govt.nz
regsupportbcsouth@aucklandcouncil.govt.nz
regsupportbcnorthwest@aucklandcouncil.govt.nz

Q: I would like to apply for the ‘on account’ payment option to be permanently
activated on my account.

Possible solution(s):

1. Please visit the approved credit customer account page for more information.

2. If you are having issues with your account, please reach out to the regulatory support team, based on area
location of the property address for your application.

regsupportbccentral@aucklandcouncil.govt.nz
regsupportbcsouth@aucklandcouncil.govt.nz
regsupportbcnorthwest@aucklandcouncil.govt.nz

Q: Incorrect RFI documents were submitted against an application, and you
would like to request to remove/delete the wrong documents.

Possible solution(s):

1. Please contact the Responsible Officer who sent the request for information letter to ask for the wrong
documents to be removed from Council’s side (their contact details should be available on the Request for
Information letter).

2. Ifthe documents have not yet been submitted, you are able to remove them via the online portal by clicking the
remove button next to the file.
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Q: | can’t find my application on the BC overview page.

Possible solution(s):

e Please filter by archive in the BC overview page to find the relevant application.

myAUCKLAND = Meru W Car0

myAUCKLAND > My building consents

My building consents

Manage your building consents

Enter an address or application number

Filter by: All current applications ~ l Sort by: Recently updated ~ ‘

All current applications

Building consent application

Request for information

Issued

Draft application

Code Compliance Certificate (CCC)

Certificate for Public Use (CPU)

Shared

Archived
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