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 Compass Approvals Pty Ltd 
  All correspondence to; 

  Suite 22 / 66-71 Eton Street 
  SUTHERLAND NSW 2232 

  Ph: 9545 2483 
  E: info@compassapprovals.com.au 

 
 

APPLICATION FORM, APPOINTMENT OF PRINCIPAL CERTIFYING 
AUTHORITY & NOTICE TO COMMENCE BUILDING WORK 
In accordance with s4.25 to s4.31 – Environmental Planning & Assessment Act 1979 

 
 

Please tick  appropriate box: 
 
  Complying Development Certificate     Appointment of PCA    
  Local Council DCP Exempt & Complying Development   Other:                                                      
  SEPP Codes 2008 – Housing Code          
  SEPP Codes 2008 – Greenfield Housing Code                                         
 
        

 
 

 
Mr/Mrs/Ms/Dr: Mr First Name/s: 
 
Surname/Company Name:  
 
Flat/Street No.    Street Name 
 
Suburb:   State:     Postcode:  
 
Telephone:     Mobile:      
 
Email Address:  

 
 
 
 
 
 

Mr/Mrs/Ms/Dr:  First Name/s:  
 
Surname/Company Name:  
 
Flat/Street No:     Street Name: 
 
Suburb:    State:     Postcode:  
 
Telephone:    Mobile:     Fax No:    
 
Email Address:  
 

 
 

  DETAILS OF APPLICANT 

 

  DETAILS OF OWNER 

mailto:info@compassapprovals.com.au
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Lot No:  DP No:   Sec:  
  
Flat/Shop/House No:  Street Address: 
 
Suburb: State:   Postcode: 
 
 
 

 
Describe the work you propose to carry out:   
  
  
 
Development Consent No. (Where applicable):  Date of Consent:   
 
What is the class of the building under the Building Code of Australia?    
  
Estimated cost of building work including GST:   
  
Intended commencement date of building work:  
_______________________________________________________________________ 
 
 
 
Owner Builder Permit No: 
 
Name of Builder: 
 
Flat/Street No.    Street Name 
 
Suburb:    State:     Postcode: 
 
Telephone:    Mobile:    Fax No:    
 
Email Address: 

 
License No. 
 

 
 

 

   

  Accredited Certifier:   Nick Georgopoulos Accreditation No:    BDC 1925 
  Accredited Certifier:   Sam Roche                        Accreditation No: BDC 2879  

  
 
I accept the appointment by the owner to carry out the role of the Principal Certifying Authority for this 
development. 
 
 
Signature:______________________   Name:  Nick Georgopoulos / Sam Roche 

 
 

  DETAILS OF THE LAND TO BE DEVELOPED 

 APPOINTMENTOF PRINCIPAL CERTIFYING AUTHORITY 

  DESCRIPTION OF DEVELOPMENT 

 DETAILS OF BUILDER 
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As the owner/s of the land specified on this form, I/we hereby consent to the following: 
 
1.  I/we authorise an application being made to Compass Approvals Pty Ltd for a Construction  Certificate/    
       Complying Development Certificate (whichever is relevant) by the applicant nominated on this form 
2. I/we authorise the right of entry for any certifying Authority arranged Compass Approvals Pty Ltd to 

carry out inspections required by the PCA under this Agreement 
3. I/we have sighted and signed a Service Agreement 
 
 
Owners Name:     Signature:       Date: 

 
 
 
Owners Name:     Signature:       Date: 
 
       

 
 
 
 
 
 
All New Buildings      

 
Number of Storeys in the Building (including underground floors):  

 
Gross floor area of new building work:     

 
Gross Site Area: 

 
 
Residential Buildings Only      

 
Number of dwellings to be constructed:  

 
 
Number of pre-existing dwellings on the site:     

 
 
Number of dwellings to be demolished: 

 
 
 
Will the new dwelling(s) be attached to other new buildings: Yes   No  

 
 
Will the new building(s) be attached to other existing buildings: Yes   No  

 
 
Does the site contain a Dual Occupancy:    Yes   No   

  OWNERS CONSENT 

  SCHEDULE 
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Materials – Residential Buildings Only 
 
Please place an X alongside which best describes the material/s to be used in the construction of the 
proposed new work/s 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

 
 
 
 

 
 

 
APPLICANT:               _________________________________________________________________________________________________________________ 
 
DEVELOPMENT:       _________________________________________________________________________________________________________________ 
 
ADDRESS:                 _________________________________________________________________________________________________________________ 
 
CDC NO:                    __________________________________________________________________________________________________________ 
 
DATE:                        _________________________________________________________________________________________________________________ 
 
LOCAL GOV. AREA: _________________________________________________________________________________________________________________ 
 
NB: THIS CHECKLIST IS PROVIDED AS A GUIDE ONLY. ADDITIONAL INFORMATION MAY BE REQUIRED UPON REVIEW OF THE 
APPLICTION ONCE RECEIVED. IT IS RECOMMENDED THAT YOU FAMILIARISE YOURSELF WITH THE INFORMATION REQUIRED BY 
THIS LIST TO AVOID ANY UNNECESSARY DELAYS IN THE ASSESSMENT OF THE APPLICATION FOR THE COMPLYING DEVELOPMENT 
CERTIFICATE 
PLEASE NOTE: ALL DOCUMENTS TO BE PROVIDED ELECTRONIC IN PDF FORMAT. OUR OFFICE DOES NOT ACCEPT HARD COPIES 
 

 
DOCUMENTATION REQUIRED 
 

 
COPIES 

 
PROVIDED 

 
N/A 

 
Application Form 

 
1 

 
 

 

 
Service Agreement 

 
1 
 

 
 

 
 

 
Section 149 Part (2) & (5)  Certificate (used to verify if your property complies with complying 
development legislation and is obtained from your local Council) 
 

 
1 

 
 

 

ROOF     CODE 
Aluminum    70   
Concrete    20   
Concrete tile    10   
Fibrous Cement   30   
Fibreglass    80   
Masonry/terracotta/shingle tiles 10   
Slate     20   
Steel     60   
Terracotta Tile    10   
Other     80   
Unknown    90   
 

WALLS    CODE 
Brick veneer    12   
Full brick    11   
Single brick    11   
Concrete block   11   
Concrete/masonry   20   
Concrete    20   
Steel     60   
Fibrous cement   30   
Hardiplank    30   
Cladding – aluminum   70   
Curtain glass    50   
Other     80   
Unknown    90   

FLOOR    CODE 
Concrete    20   
Timber     10   
Other     80   
Unknown    90   

FRAME    CODE 
Timber     40   
Steel     60   
Other     80   
Unknown    90   

 Application Form Check List  (COMPLYING DEVELOPMENT CERTIFICATE 
To only be used of a list of requirements (CDC checklist) has not been provided by our office) 
 
 
 
 
of requirements               
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  NAME   ____________________                                                                                                                                         Revision 4: May, 2018  

 
88b Instrument (used to verify if the proposed works are breaching any covenants or 
restrictions on your land) 
 

 
1 

 
 

 
 

 
Architectural Plans (The following details are to be included on the architectural plans 
provided with any application for a Complying Development Certificate)  

o Basix requirements 

o The setback to all adjoining dwellings within 40 meters  

 

1  
 

 
 

 
Basix Report/Certificate (for works more than $50,000 or swimming pool is 40,000 Litres or 
more 
 

1  
 

 
 

 
If Applicable- Council Bonds, Sections 94 and Sections 94A Contributions (receipt issued by 
Council) 
Road Opening Approval  (Council)  Vehicle Crossings, stormwater drainage    
                                                                                                                                                          

1  
 

 
 

 
Long Service Levy if value of works is over $25K (Receipt issued by the Long Service 
Payments Corporation or Council) 
 

1  
 

 

 
Sydney Water Approval (Sydney Water TapIn) 
 

1   
 

 
Home Builders Insurance or Owner Builders Permit 
 

1   
 

 
Structural Engineers Details 
 

1  
 
 

 
 
 

 
Waste Management Plan 
 

1  
 

 

 
Additional Information - May be required depending on the contents of Councils DCP, 
the 149 Certificate or Section 88b) 
 

 
 

Copies 

 
 

Provided 

 
 

N/A 



Submitting a Complying Development 
Certificate Application 

Applicant 

NSW Department of Planning, Industry and Environment | May 2021 | V3.5 | 1 

To apply for a Complying Development Certificate (CDC) via the NSW Planning Portal, you will 

need a NSW Planning Portal account. To register a new account, refer to the Registering for the 

NSW Planning Portal quick reference guide. 

Creating a new application 
  

1. Click New and select Complying 

Development Certificate from the dropdown 

list. 

 

  

To submit a CDC application, there are up to 6 steps that must be completed: 

1. Applicant details. 

2. Development details. 

3. Registered practitioner details (class 2 developments only). 

4. Certifier details. 

5. Requirements and uploads. 

6. Review and complete.  

Capturing Applicant details 

 

Note: Mandatory fields are marked with an *asterisk. You must complete all mandatory fields on 

the application and any desired fields as required by council. 

  

2. Enter the primary applicant’s details. 

 

Note: Your user profile name and contact 

email address will automatically populate in the 

applicant’s details.  

As you enter the applicant’s address, it will be 

validated against the registered address 

database. Select an option from the list to 

proceed.  

  



Submitting a Complying Development 
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3. Indicate if you are applying on behalf of a 

company. 

 

If Yes, search to locate the company / 

business by a keyword. Use the drop-down 

menu to select a search option. 

 

Indicate if the company is the nominated 

applicant for this application. 

 

  

Note: If you wish to search by ABN, select ABN from the drop-down list, then enter the entity 

ABN in the space and click the search icon. If you cannot locate the company details by 

searching you may select the ‘Not found?’ checkbox and enter the details manually.  

  

4. Identify the owners of the development 

site. 

If there are multiple owners, select the 

appropriate button and click ‘Add Owner’. 

If you are not one of the owners, you will be 

required to populate the contact information 

for all owners. You can add as many 

additional owners as required by clicking 

Add Owner. 

If a company or business owns the 

development site, enter the company name 

and ABN. 

 

  

Note:  If you are the sole owner of the site, you will not need to provide additional information. 

If you are one of the owners of the site, you will be required to populate the contact information 

for all other owners. Your information will automatically be populated, and you are able to add as 

many additional owners as required by clicking the Add Owner button. 

You may be required to to complete the declaration below to continue. 
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5. Indicate if there are any security or site 

conditions which may impact the inspection. 

If Yes, you will be prompted to provide 

further details. 
 

  

6. Indicate if the payer is an individual or 

Company, Business, Government entity or 

other similar body and complete the 

required information.  

 

 
 

7. To enter the developer details, you can 

search to locate the company / business by 

a keyword. Use the drop-down menu to 

select a search option.  

  

8. Click Save and continue. 

 

  

Note: If you no longer wish to continue with the application, choose Cancel. To save your 

application to complete later choose Save and exit and you will be redirected to your Active 

Work. Save and exit will only work if all mandatory fields have been completed. 

  

Capturing Development details 

 

  

1. Select the application type. 

If modification is selected, you will be 

prompted to enter details of the previous 

consent and proposed modification. 

 



Submitting a Complying Development 
Certificate Application 

Applicant 

NSW Department of Planning, Industry and Environment | May 2021 | V3.5 | 4 

  

9. Enter the site of your development using the Address or Lot /Section number/Plan search 

functionality.  

Repeat as required until all development sites are located. 

 

 

Note:  When you enter the address, it will be validated against the registered address database 

and any applicable planning rules. When selecting a registered address, a map will display on 

the right-hand side of the screen with site information. 

 

10. Indicate the primary address of the 

development. This field is mandatory. 

You can delete the address by clicking on 

the trash icon. 
 

  

11. The Planning controls affecting the property 

can be viewed by clicking on the arrow 

next to the site address.  

 

  

12. Select the proposed development type(s) 

from the list.  

 

  

Note:  There is a What is this? hyperlink corresponding to each category. You can click on this 

tool tip link for a more detailed explanation of the category definition. 
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13. Enter a detailed description of the 

development that you are proposing. 

 

  

14. Indicate if the application is a direct result of an emergency and/or natural disaster as 

declared by the government. 

 

15. Enter the estimated area of bonded 

asbestos removal in square metres. 
 

  

16. Enter the estimated cost of work / 

development including GST as a plain 

numerical value (no dollar sign).  

  

17. Select the lot type. 

 

  

18. Indicate if you have a BASIX certificate.  

If Yes, enter the BASIX certificate number 

in the space provided. 

Click Add to enter additional BASIX 

certificate numbers. 

 

  

Note: A BASIX certificate is only required for certain residential developments. If this question 

appears on your application, click the What is this? tool tip to find out more. 
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19. Indicate if you have already obtained a 

10.7 Planning Certificate. 

If No, you may be able to apply through the 

Planning Portal. Follow the application 

prompts and complete the corresponding 

fields. 

  

  

Note: If you are initiating the 10.7 Planning Certificate application at this step a related case will 

be created once you submit the application. You will need to enter the draft application and 

continue completing the outstanding information to submit the related application. 

  

20. Indicate if approval under s68 of the Local 

Government Act 1993 is required. 

If Yes, you may be able to apply through 

the Planning Portal. Follow the application 

prompts and complete the corresponding 

fields. 

 

  

  

Note: If you are applying for the s68 approval and have initiated the application at this step a 

related case will be created once you submit the application. You will need to enter the draft 

application and continue completing the outstanding information to submit the related 

application. 

  

21. Click Save and continue. 

 

Capturing Registered practitioner details 
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Registered practitioner details can be captured where all or part of the development falls within 

Class 2 of the Building Code of Australia. Selecting one of the following development types will 

trigger the registered practitioner details screen; 

• Dual Occupany 

• Alterations and additional to residential developments 

• Manor houses 

  

22. To add registered practitioner details to the application, click the corresponding + Add button 

and enter the details. 

 

 

23. Click Save and continue. 

 

Capturing Certifier details 

 

Note:  You can search for the pricipal certifier by Company name, Trading name, ABN or ACN. 

  

24. Enter the Principal Certifier details by; 

a) Selecting an operator to search by 

from the list 

b) Enter your search term in the space 

provided then click Search 

c) Click on the certifier from the list of 

options. 

 

Note:  The details of the selected certifier will 

appear below the search field. 
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25. Click Save and continue. 
 

Capturing Requirements and uploads 

 

  

26. Click Upload and select or drag and drop 

your file(s). Categorise the file type(s) 

before clicking Attach. 
 

  

Note: The name of the document has a maximum of 150 characters. If the name of your file 

exceeds this limit, you can change the document name to bring it within the 150-character limit. 

  

27. Click Save and continue. 

 

Reviewing and submitting 

 

 

28. Complete the declarations and click Submit CDC Application. 
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Note: You can Save and exit your application or move to Previous pages and make any 

adjustments. Once you submit your application, it will be sent to the nominated certifier for 

review and they will discuss payment and any additional requirements with you directly. 

End of steps 

What Happens Next? 

If you have initiated a related application such as a 10.7 Planning Certificate or Section 68 

approval, you must finish completing the ‘In Progress’ applications available in your Active Work. 

 

If you need more information 

 

• Click the Help link at the top of the screen to access the NSW Planning Portal help pages 

and articles. 

• Review the Frequently Asked Questions - 

https://www.planningportal.nsw.gov.au/support/frequently-asked-questions and / or contact 

ServiceNSW on 1300 305 695. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

© State of New South Wales through Department of Planning, Industry and Environment 2021. The information contained in this 
publication is based on knowledge and understanding at the time of writing (May 2021). However, because of advances in knowledge, 
users are reminded of the need to ensure that the information upon which they rely is up to date and to check the currency of the 
information with the appropriate officer of the Department of Planning, Industry and Environment or the user’s independent adviser. 
Industry and Environment or the user’s independent adviser. 

https://www.planningportal.nsw.gov.au/support/frequently-asked-questions

