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BUILDING CONSENT AUTHORITY FUNCTION: TECHNICAL
PROCESS NAME: PROJECT FILE
PROCESS CHART/PURPOSE: MANAGING THE RECORD FOR EACH CONSENT 
– PROJECT FILE
KEY PROCESS OWNER: TEAM LEADER BUILDING

Request 
received for

code compliance
certificate?

Non-public Premises 
Implement follow-up 

procedures starting at 
month 18 

NO

Public premises
Implement follow-up 
procedures within 3 

months of last recorded 
inspection (trigger)

NO

Consent completed,
status updated and
file sent to territorial 
authority for record-
keeping purposes

T-25

Building consent 
administration

Inspections 
identified, 

scheduled and 
tracked

Certificate 
of Code 

Compliance 
issued?

YES

Negotiate extension 
of time or issue 

notice to fix

NO

T-31

Notice to fix -
overview

EXTRA TIME

Is a 
compliance 
schedule 
involved?

Building Licensing 
Officer assesses 

requirements
within 5 days

YES

YES

NO

File to 
territorial 
authority

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative

T-05

From T-05
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