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Date Received_______________________ 

 

 

 

Principal Certifying Authority (PCA) Service Agreement 

Terminology 

1. Environmental Planning and Assessment Act 1979: (‘the act’) 
2. Environmental Planning and Assessment Regulation 2021: (‘the regulation) 
3. NCC: National Construction Code (also Building Code of Australia) 
4. Client: Person who appointed the PC for the purpose of this agreement 
5. PC: Principal Certifier 
6. AC: Accredited Certifier 

 
This document is a service agreement between Compass Approvals Pty Ltd and the undermentioned Owner of the 

property. 

Terms and Conditions 

This document is a service agreement between Compass Approvals Pty Ltd and the ‘the client’. For the purpose 

of this service agreement, ‘the client’ is the person who appointed the PCA. 

Obligations of the Accredited Certifier (AC) / PC 

1. Critical Stage Inspections 
 
1.1 The AC/PC (or another AC agreed to by the PC) shall carry out the mandatory critical stage 

inspections as are prescribed in the regulations and other required inspections contained in the 
notice to the client issued by the PC under s.6.6 of the Act and cl. 162A of the Regulations.  

1.2 The PC shall issue an inspection report for each inspection undertaken. 
1.3 Mandatory critical stage inspections will be carried out by certifiers employed by Compass Approvals 

Pty Ltd who hold appropriate levels of accreditation and PI insurance 
 

2. Issuing of Occupation Certificates 
 
2.1 Following the final inspection the PC shall provide an interim / final occupation certificate application 

form. The PC shall also provide a written schedule of documents required to accompany the 
occupation certificate application. 

2.2 The PCA shall issue an occupation certificate for the building works when satisfied that; 
2.2.1 All conditions of the development consent required to be satisfied prior to the issue of the 

occupation certificate have been satisfied to the satisfaction of the PC. 
2.2.2 The building works are considered by the PC to be consistent with the development consent, 

construction certification (including a complying development certificate), the Act and 
Regulations.  

2.2.3 The building works are considered by the PC to be suitable for occupation in accordance 
with its classification under the Building Code of Australia (BCA). 

2.2.4 A fire safety certificate has been issued (class 1 and 10 buildings excluded). 
2.2.5 An application for an occupation certificate has been received by the PC. 
2.2.6 The building does not pose any threat to the health or safety of the occupants in the case of 

an interim occupation certificate.  
   

Obligations of the Client 

3 The Client: 

3.1 Shall ensure that the site / works are available for the PC to carry out its contractual and statutory obligations. 

3.2 Shall ensure that competent people are used / engaged for all aspects of the building works. 

3.3 Agrees to attend any meetings if required by the PC. 
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3.4 Agrees to comply with any Notices or Orders that the PC issues. 

3.5 Shall arrange for the provision of additional professional reports / certificates as requested by the AC / PC. 

3.6 Shall provide all information that can be reasonably obtained to enable the AC / PC to fulfill its obligations. 

3.7 Agrees to act in good faith, in accordance with the Act and Regulations and in a co operative fashion. 

3.8 Shall comply with all terms and conditions of the development consent and statutory requirements. 

3.9 Shall ensure that no nuisance and / or damage is caused to any adjoining properties and / or adjacent public 

place, and that no work (including excavation, drainage, and / or footings) is carried out on any adjoining property. 

3.10 Shall ensure that the PC receives the required notification of inspections in the manner and timeframe detailed 

in the PC’s notice to the client issued under s.6.6(2)(b) of the Act and cl.162A of the Regulations. 

3.11 Shall ensure that there is no occupation and/or use of the building until it is authorised by the issue of an 

occupation certificate under the relevant development consent and construction certificate. 

3.12 Shall not carry out, permit and / or allow any development or work in breach of the Act, Regulations, or the 

National Construction Code, or that encroaches onto adjoining property. 

3.13 Acknowledges that any application for the issue of an interim occupation certificate, compliance certificate, or 

modified construction certificate, is subject to a separate fee as stated in the Fee Proposal. 

3.14 Acknowledges that should the applicant, owner or builder wishing to terminate or choose to engage another 

Principal Certifier that no cancellation fee shall be provided. No refund money shall be provided by Compass 

Building Certification to the applicant or owner.  

3.15 Acknowledges that should the PC (Compass Building Certification) terminate the contract due to unauthorised 

building work carried out, missed mandatory PCA inspections or works not in accordance with the Development 

Consent (CDC Or DA/CC) that no money refund shall be provided to the applicant or owner.  

Commencement of building work / PC appointment 

4.The Client shall; 

4.1 A minimum of two (2) days prior to building work commencing, ensure that the AC / PC has received written 

notice from the client (or other person on behalf of the client) of the date that it is intended to commence building 

work. 

4.2 Where building work has been approved under the provisions of a complying development, a minimum of seven 

(7) days prior to building or demolition work commencing, ensure that the AC / PC has received written notice from 

the client (or other person on behalf of the client) of the date that it is intended to commence building work. 

4.3 A minimum of two (2) days prior to building work commencing, notify Council in writing of the client’s intention 

to commence building works (in the manner and form required by s.6.6(2)(e) of the Act. 

4.4 Ensure no building work is commenced until the client has received the PC notice under s.6.6(2)(b) of the Act 

4.5 Ensure no building work is commenced until the client has complied with the requirements of s.6.6 of the Act. 

The client acknowledges that: 

4.6 The statutory PC appointment role under this Service Agreement is not accepted by the AC until the client has 

satisfied the requirements of 4.1 and 4.4 above, and the PC has confirmed such appointment in writing to the client 

in the notice issued under s.6.6 of the Act.  

General Matters 

5. If: 

5.1 if any part of the building works are redesigned and / or constructed contrary to the issued construction 

certificate, development consent, plans, and / or this agreement; 

5.2 An amendment to the Act, the NCC, or any other law requires any aspect of the building works or the AC’s / 

PC’s work to be varied; 

5.3 The PC is required to undertake additional inspections than those paid for under the issued “Fee Proposal”; 
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5.4 The builder, owner, and ‘ or client cause unreasonable delays to the building works which affects the ability of 

the AC / PC to carry out it’s obligations under this agreement; 

5.5 Written correspondence is received by the AC / PC from the Council and / or an adjoining owner, and / or 

occupant, and / or other person / authority in regard to the development works, and / or the subject property and 

such correspondence necessitates additional work by the AC / PC (and / or others on behalf of the AC / PC); 

5.6 Preparation of additional reports, letters, photocopying etc, at the request of the client, owner or builder; 

5.7 Unauthorised building work is carried out on the property, and / or any adjoining land; 

5.8 Any notice or order issued by the PC or Council, or other authority or court 

Then the AC/PCA may charge an additional fee at the rate of $275 (plus GST) per additional hour of work incurred. 

Notice of such additional fees is to be made by way of notice to the client in writing stating the reason/s for the 

additional fees, the amount of the additional fees, and the required period of payment 

6. Duration of works 
 

6.1 If the building work does not commence within twelve (12) months of the date of issue of the construction 
certificate, or if the building work is not completed (and a final occupation certificate is not issued) within 
eighteen (18) months of the date of issue of the last mandatory inspection report, then the AC / PC may charge 
an additional fee of 15% of the total amount of the original fee for the assessment of the construction certificate. 

6.2 If an occupation certificate has not been issued after a period of twelve (12) months from the occupation of the 
premises or the date of the last mandatory inspection, the AC / PC may give thirty (30) days notice to the 
applicant for the submission of an application for an occupation certificate. If an application has not been 
received at the end of that period then the AC/PCA may terminate this agreement. 
 

7. Payment of fees  
 

7.1 Fees are to be paid in accordance with the attached Fee Proposal which forms part of this Service Agreement. 
7.2 Where certification work involves the assessment and issue of a construction certificate or a complying 

development certificate, the required fees and charges are to be paid on or before the lodgment of the 
application for the certificate. 

7.3 Where certification work involves the carrying out of functions of a Principal Certifier Fees are to be paid before 
the carrying out of those functions. 

7.4 Where unforeseen circumstances arise during the course of a project that requires additional work then the 
AC/PC is entitled to issue an invoice for that work within twenty one (21) days in accordance with allowances 
listed in the Fee Proposal attached to this agreement. 
 

8.  Termination 

8.1 The AC/PC may terminate this agreement at any time by issuing a Notice of Termination in circumstances 

involving any breach of clauses 4,5, and 6 of this agreement, and / or failure to pay any money owed to the AC/PC 

or in circumstances where upon the AC/PC’s obligations are restrained by court order.  

8.2 The client must pay all termination monies to the AC/PC within 14 days of receiving a Notice of Termination. 

8.3 If the AC/PC or client, the AC/PC is entitled to carry out a further inspection at the client’s expense (such 

inspection being necessary to audit and document the works at that time). 

8.4 This agreement and PC appointment automatically exhausts upon the issue of a final occupation certificate for 

the development for which the AC/PC has been appointed. 

9. Effect of conduct 

9.1 This contract represents the entire contractual agreement between the parties and overrides any other 

documents or oral representations upon which the parties may seek to rely to generate any legal effect or to imply 

any contractual obligation. 

10. Certifier’s Insurance Details 

Insurance to be held under the Division 1 s.26 & s.27 of the Building & Development Certifiers Act 2018. Name of 

insurer: Lloyd’s of London and Berkley insurance Company via Pen Underwriting Pty Ltd  

10.1 The extent of any claim or otherwise against the policy held by the AC or PC or against the AC or PC in any 

way shall be limited to five (5) times the value of the service fee paid to the AC or PC for the services provided and 

no more. 
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11. Certification work to be performed  

Refer application form  

2. Undertaking the functions of the Principal Certifier (PC) 

o Undertake the functions of PCA for the development 
 

Fees and Charges 

1. Development Certificates 

(a) Set fees and charges 

i. The fees and charges for the determination of an application for a development certificate are set out in the 

relevant attachment(s). 

ii. The set fees and charges for the determination of an application for a development certificate must be paid to 

the Certifier before, or at the time, an application for the development certificate is lodged with the Certifier. 

(b) Contingency fees and charges 

i. In the case of fees and charges that maybe payable from work arising from unforeseen contingencies, the basis 

on which those fees and charges are to be calculated are set out in the relevant attachment(s). An invoice will be 

issued within 21 days once these works are carried out and completed, and the invoice is to be paid in full within 

seven days of receipt of the invoice. 

2. PC functions 

(a) Set fees and charges  

i. The fees and charges for the Certifier to carry out the functions as the PC for the development are set out in the 

relevant attachment(s). 

ii. The set fees and charges for fulfilling the role of PC for the development are to be paid in full prior to the Certifier 

commencing the functions of PC. 

(b) Contingency fees and charges 

i. In the case of fees and charges that maybe payable from work arising from unforeseen contingencies, the basis 

on which those fees and charges are to be calculated are set out in the relevant attachment(s). 

ii. In respect of any unforeseen contingency work provided for under this Agreement, the Certifier is to send an 

invoice to the Client within twenty one (21) days after the completion of any such work. 

o Fixed fee agreement 

 

The Certifier will undertake for a fixed fee all work involved in assessing, determining and finalising the application 

as set out in the Description of Services, including the costs of any service provided by a third party and any fees 

for obtaining and lodging documents, except for contingency items (if any) specified below. 

 Fixed Fee: $                           (Leave Blank if formal quote provided as attachment)  

The following additional fees maybe applicable; 

 

* Should a modification of a Certificate be applied for in accordance with s.4.30 & s.6.7 of the Act, our services will 

be quoted at the time of the request, and; 

* $300.00 (+ GST) will apply for any re-inspection that is required where a mandatory 

critical stage inspection was conducted and found to be unsatisfactory, and; 

* $500.00 (+ GST) will apply should an Interim Occupation Certificate be applied for in 
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accordance with s.6.9 of The Act 

 

 

 

 

 

THIS DOCUMENT IS NOT AN AUTHORITY TO COMMENCE ANY BUILDING WORKS – NO BUILDING WORK 

MAY TAKE PLACE UNLESS A CONSTRUCTION / COMPLYING DEVELOPMENT CERTIFICATE AND 

REQUIRED PC STATUTORY NOTICES HAVE BEEN ISSUED AND RECEIVED. 

 

CLIENT’S ACCEPTANCE OF SERVICE AGREEMENT / APPOINTMENT OF PC 

Proposed building works: 

……………………………………………………………………………………………………… 

Council DA Number:………………Dated:   CC/CDC Number: ……………………….Dated: ………………. 

Property address:  ……………………………………………………………………………………………………… 

Legal Description: ………………………………………………………………………………………………………. 

In accordance with the terms and conditions contained herein, and the issue fee proposal document, I hereby 

agree to this Service Agreement with Compass Approvals Pty Ltd, including the associated payment of fees. In 

accordance with the Act and Regulations, I hereby make application to appoint as the Principal Certifying Authority 

(the PCA) for the proposed building works under the subject development consent, concluding upon the issue of a 

final occupation certificate or upon termination of the agreement. I acknowledge that Mr Nick Georgopoulos / Mr 

Sam Roche is not the PCA until he has accepted and confirmed to me his appointment in writing. 

I / we also declare that I / we have freely chosen to engage Mr Nick Georgopoulos / Mr Sam Roche to carry out 

the functions of the Principal Certifier for the development. I / we have read the contract and accompanying 

documents to this contract and understand the role and responsibilities of the Principal Certifier 

Name (print): ……………………………………………………………………………………… 

 

Signature:………………………………………………………………………………………….. 

 

Address: …………………………………………………………………………………………… 

 

Email: ………………………………………………………………………………………………. 

 

PLEASE EMAIL THIS FORM TO: 

Mr Nick Georgopoulos    Mr Sam Roche 

Registration No: BDC1925    Registration No: BDC 2879 

Compass Approvals Pty Ltd    

Suite 22 / 67-71 Eton Street, Sutherland NSW 2232   

Email: info@compassapprovals.com.au 

Phone: 9545 2483 

mailto:info@compassapprovals.com.au
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BUILDING INSPECTOR 

Mr Shafick Mahmoud 

Registration No: BDC1937 

Compass Approvals Pty Ltd 

Suite 22 / 67-71 Eton Street, Sutherland NSW 2232 

 

ACCREDITED CERTIFIER’S ACCEPTANCE OF SERVICE AGREEMENT 

I hereby agree to provide the nominated services detailed in this Service Agreement and the issued Fee Proposal, 

subject to the terms and conditions attached, 

Mr Nick Georgopoulos     Date: ………………………………………………… 

 

Mr Sam Roche       Date: ………………………………………………….. 
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To apply for a principal certifier appointment application 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. 

You can apply for a principal certifier appointment via the NSW Planning Portal using two 

different methods 

• Via an online development (DA) or online complying development certificate (CDC) 

application 

• Stand-alone (consent application is outside of the Portal) 

Follow the instructions below for your required method. 

Initiating an application 

 
 

1. Log in to the NSW Planning Portal and 

 

a) For a stand-alone application select 

Post Consent Certificate (CC, OC, SC, 

PCA) from the New menu top left of 

the screen, or 

  

 
 

b) Connect to an existing DA/CDC 

application, by first locating and 

opening the existing DA/CDC, then 

select Request related application. 

 

Click on Request Certificate. 

 

 

 

 
 

Note:  When submitting a related Portal application it links the DA or CDC and relevant 

information entered on the DA or CDC will auto-populate to this application so you may not have 

to complete some of the following steps but rather, you can review the information. 
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2. Select the certificate type Principal 

Certifier appointment. 

 

 
 

3. Select the class(es) of development. 

 

 
 

Note:  If a Class 2 development is selected, you will be required to meet further obligations in 

accordance to the Design and Building Practitioners Act 2020 by nominating Pracititioners, enter 

a Building Work Commencement date after the CDC is determined and Lodge relevant 

Construction-Issued Regulated design documents. 

For more information on these processes, refer to our relevant online resources and specific 

quick reference guides. 

 

4. Enter the related approval information. 

E.g.  If this application is in relation to a 

DA, then enter the relevant DA 

information. 

 

 
 

Note: If this application was created as a related application, then the related application 

information will be displayed. 

 

5. 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. 
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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. 

 

6. Indicate the primary address of the 

development. This field is mandatory. 

You can delete the address by clicking 

on the trash icon. 
 

 
 

7. The Planning controls affecting the 

property can be viewed by clicking on the 

arrow next to the site address.  

 

 
 

8. Click Next. 

 

 

Capturing Contact Details 

When an application is linked to an online DA or CDC,  the majority of the information is 

prepopulated from the consent application. You will be required to review and update where 

necessary. 
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9. Review the applicant details and ensure 

the information is correct or enter as 

required. 

 

 

 
 

10. Indicate if you are applying on behalf of a 

company. 

 

If you answered Yes, 

• Search for the company by choosing 

an operator, ACN, ABN, or Name 

• Enter the search term in the search 

field 

• Click the search icon 

• Select a result from the list provided.  

 
 

11. 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. 
 

 
 

12. Indicate who will be carrying out the 

building works, or if not determined at this 

time. 
 

 
 

Note: If the builder or principal contractor is yet to be determined, skip the next step. 
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13. Indicate if the Builder or Principal 

Contractor details are for an individual or 

company, business, government entity 

and enter the relevant information. 

 

 

 
 

14. Indicate if there are any security or site 

conditions which may impact the 

inspection, for example, locked gates or 

animals. 

 

 
 

15. Identify if the payer is an individual or 

company/business/government entity etc 

and enter the relevant payer details for 

fees payable for assessment, inspection 

and related costs in issuing this certificate. 

 

 

16. Search to enter the developer details. 

 

 

Note:  The developer details are mandatory for all Class 2 developments. 

 
 

17. Click Save and continue. 
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Capturing Proposed development details 

18. Select the type of development or if 

complete, continue to the next step. 

 

 
 

Note: The class of development selected when the application was initiated will be presented. 

Continue to the next field. 

 
 

19. Enter a detailed description for the 

development or if complete, continue to 

the next step.  

 
 

20. Enter an estimated cost of the 

development, inclusive of GST. If 

complete, continue to the next step. 
 

 
 

21. Enter the number of storeys in the new 

building. 
 

 
 

22. Click Save and continue. 
 

  

Capturing Principal Certifier details 

23. Enter the anticipated date the 

construction work is set to commence 

from the calendar.  

 
 

Note: The anticipated date that an occupation certificate will be sought will automatically 

populate a date that is six months from the day the application was created. 
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24. Enter the anticipated date an occupation 

certificate will be sought from the 

calendar.  

 
 

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

  

25. 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. 

 
 

26. Click Save and continue. 

 

  

Uploading documentation 

There are certain required documents that must be uploaded to your application however there 

are also additional documents you may need to upload to complete your application. Ensure you 

satisfy the application requirements of your Principal Certifier. 

 
 

27. 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. 
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28. Click Save and continue. 
 

  

Reviewing and submitting 

 
 

29. After reviewing all the information 

provided on the application, complete the 

declarations to submit the application. 

 

 
 

30. Click Submit. 

 

 
 

End of steps 

 

What Happens Next? 

When the PC Appointment is accepted by your nominated Certifier, you may provide your notice 

of commencement to notify Council of your intention to commence work through the Actions 

dropdown menu on the application. 

To submit your notice of commencement: 

1. Log in to the NSW Planning Portal 

2. Open the PC Appointment application in your Active Work 

3. Select Intention to commence work from the Actions dropdown menu 

4. Complete the short form by nominating the date the work is commencing and click 

Submit. 
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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. 

• View more quick reference guides, FAQs and support resources on our support page at 

https://www.planningportal.nsw.gov.au/support/how-guides and/or contact ServiceNSW on 

1300 305 695. 
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publication is based on knowledge and understanding at the time of writing (July 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/how-guides

