
IN
PU

TS
IN

SP
EC

TI
O

N
S 

–
R

EC
O

R
D

IN
G

 O
F

O
U

TP
U

TS
BUILDING CONSENT AUTHORITY FUNCTION: TECHNICAL
PROCESS NAME: INSPECTIONS – RECORDING OF
PROCESS CHART/PURPOSE: RECORDING INSPECTIONS
KEY PROCESS OWNER: SENIOR BUILDING OFFICER INSPECTIONS

Any 
follow-up actions 

required?

T-30.3

Inspections –
carrying out

Place original 
copies together 

with checklists in 
filing tray

Issue 
notice to fix

Building consent authority 
record of inspection:

- Date
- Time
- People present
- Outcome (pass/fail)
- Outstanding issues
- Documentation required
- Documentation received
- Next inspection required
- Name of building official who 

inspected work
- Record of any relevant 

conversation or site discussion
- Instructions given
- Copies of checklists
- Photographs
- Measurements taken
- Readings taken
- Observations
- Time spent on site

Serious?

YES

YES

YES

NO

Document 
and record in 

diary for 
follow-up

NO

DATA 
INCLUDES

Return to office 
and enter data 
into computer 

system

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative

T-31

Notice to fix -
overview

T-05

Project file

T-25

Building consent
administration
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