
Second-tier guidance
Checklist for Issuing a Resource Consent/Certificate of Compliance/Extension of Time/Change or Cancellation of Consent Conditions 

Check the following matters and tasks have been completed at time of issuing a Resource Consent/Certificate of Compliance/Extension of Time/Change or Cancellation of Consent Conditions. 

Details of the Applicant and Application

· Details of the name and address of the applicant are correct. 

· Details describing the site are correct, eg, street address and legal description.
· Details describing the proposed activity are correct.  Note: Check the correct documents and plans are referenced, particularly if there have been revisions to the application during the resource consent process. Stamp any older plans still on the file as ‘superseded’. 
Statutory Timeframes and Procedures

· The lodgement date of the application, matches the stamp recording the date of receipt of the application.

· Copies of all s92 requests for further information are held on the file with notes relating to whether the processing clock was stopped.

· Copies of all written approvals are held on the file.  Ensure that written approvals have been checked and are from owners and operators/occupiers.

· Copies of s37 report are held on file if the timeframe for processing the consent was extended. Include details of the special circumstances leading to the extension, and/or the written agreement of the applicant where the extension is up to twice (s37A(4)) or more than twice (s37A(5)) the maximum  

· Copies of any request from the applicant for direct referral and copies of all information prepared in relation to the subsequent steps in the process

· Notification procedures have been followed correctly.

· Plans have been stamped as approved and attached to the back of the written decision. 
In case of a notified application for resource consent/extension of time/change or cancellation of condition of consent that the following are contained on the file.

· Copy of the notice notifying the application. 

· Copies of all submissions received. Ensure late submissions are clearly marked. 

· Copies of letters recording receipt of submissions by consent authority. 

· Copy of the notice advising of the hearing of the application. 

· Copies of the officers report (including s37 report if any late submissions).
· Copies of all evidence and material presented at the hearing. 

· Copy of decision sent to applicant and all submitters. 

In case of a limited notified application for resource consent/extension of time/change or cancellation of condition of consent that the following are contained on the file.

· Copy of the notice notifying the application to parties. 

· Copies of all submissions received. Ensure late submissions are clearly marked.
· Copies of letters recording receipt of submissions by consent authority. 

· Copy of the notice advising of the hearing of the application. 

· Copies of the officers report (including s37 report if any late submissions).
· Copies of all evidence and material presented at the hearing. 

· Copy of decision sent to applicant and all submitters. 

In case of a non-notified application for resource consent/extension of time/change or cancellation of condition of consent that the following are contained on the file.

· Copy of the council’s determination to assess the application on a non-notified basis. 

· Copy of council’s decision on the application.  Check the council decision includes: the reasons for the decision; the date the consent was granted/refused; the date of commencement of consent and if appropriate, the date of expiry of consent.

In case of a certificate of compliance application that the following are contained on the file.

· Copy of the council’s assessment of the application against the relevant plan provisions. 

· Copy of council’s decision on the application.  Check the council decision includes, date the certificate was granted/refused.

Delegations (if applicable)

· Check appropriate delegations were used.

· Check copies of all decisions made under delegation are recorded and held on the file.

Compliance Monitoring (if applicable) 

· A monitoring officer has been assigned and inspection requirements have been set up.

Invoices 

· Check the applicant has been correctly invoiced.

Consent recorded on Council Database 

· Details of resource consent have been entered into council database.


