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BUILDING CONSENT AUTHORITY FUNCTION: TECHNICAL 
PROCESS NAME: NOTICE TO FIX – SERVING A NOTICE TO FIX
PROCESS CHART/PURPOSE: TO DEMONSTRATE THE PROCESS INVOLVED WITH 
SERVING OF A NOTICE TO FIX
KEY PROCESS OWNER: SENIOR BUILDING OFFICER INSPECTIONS/SENIOR BUILDING OFFICER VETTING

Any notice to fix 
required to be served 

on or given to a 
specified person is 

served if it is:

Delivered personally to 
the person

Delivered to the 
person at their last 

known usual place of 
residence or business
Record time and date 

notice served
Sent by fax or email to 

the person’s fax or 
email address

IN PERSON

FAX OR EMAIL

Serving a
notice to fix

All notices delivered 
personally or by email 

or fax are deemed 
served at the time 
delivered or sent

All notices sent by post 
to a person must be 

treated as having been 
delivered in the 

ordinary course of post 

Posted in a letter 
addressed to the 

person at their last 
known usual place of 
residence or business

POSTED

In the case of a Body Corporate 
(incorporated or not): 

served on an officer of the body

In the case of a partnership: 
served on any one of the 

partners

In the case of the Crown:
served on any employee at its 

head office or principal place of 
business

In the case of Maori land:
the period fixed for work to be 
done must not be extended by 

more than 14 working days
(unless otherwise provided by 

the Territorial Authority)

SECTIONS 154 AND 163-168

(BEST OPTION)

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative
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