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 Associated Instructions 

1 Receive Building Notification 

 
Refer to the guide ‘Receive Building Notification’ for instructions on receiving the 
completion of building work and Statement of Compliance notification and how to 
record the ‘inspection outcome’. 

 

2 Validate Certificate of Occupancy Application 

 
Refer to this guide for instructions to verify a valid application for a Certificate of 
Occupancy received for processing, and that all relevant documentation and fees 
have been received. 

 The Validate Certificate of Occupancy Application guide includes instructions on 
how to … 

 • Request for Documentation 

 • Request Fee Advice Payment 

 • Request Fire Report 

 

3 Issue a Decision for the Certificate of Occupancy Application 

 Refer to this guide for instructions on how to ‘issue’ or ‘refuse’ a Certificate of 
Occupancy application. 

 

4 Revoke an Issued Certificate of Occupancy 

 Refer to this guide for instructions on revoking an issued Certificate of Occupancy. 

 

5 Process an Appeal 

 
Refer to the guide for instructions on receiving and processing an appeal from an 
applicant in relation to Certificate of Occupancy conditions, regarding process, 
refusal or other reasons. 

  

https://plan.sa.gov.au/__data/assets/pdf_file/0008/719873/Guide_17.2_-_Receive_Building_Notification.pdf
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Revoke an Issue Certificate of Occupancy 

Only the location council can ‘revoking’ an issued Certificate of Occupancy (CoO). An email 
is sent to the primary contact advising the Certificate of Occupancy has been revoked. 

Locate the Certificate of Occupancy application 

Locate the CoO application in the DAP system using the ID number of the CoO or the ID 
number of the development application provided within the email. 
 

1. Login to the DAP system, if not already. 
 
2. Click on Certificate of Occupancy option from your dashboard. 

 
3. Click on Completed to view all issued CoO. 

 
4. Locate the CoO and click on the Certificate ID number to open. 

 

 
 

Revoke the Certificate of Occupancy 

5. Click Decision tab. 
 

6. Click REVOKE CERTIFICATE. 
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7. Complete the Revoke Certificate of Occupancy screen (as outlined below). 
 

• Reason: select the reason applicable. 
 

• Additional details: is not mandatory unless ‘Other’ is selected as the reason, 
where additional details will need to be provided and included in the email 
notification. 
 

• Upload: supporting documentation (as required). 
 

8.  Click SUBMIT to complete. 
 

 
 
The Decision screen displays with a record of the ‘revoked’ decision. 
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