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Associated Guides

1 Submit Building Notification

Refer to the guide for instructions on how to submit mandatory building notification
throughout the building works process. This includes submitting the ‘completion of
building work notification’ and the ‘Statement of Compliance’ notifications; needed
to issue a Certificate of Occupancy application.

2 Submit Certificate of Occupancy Application
Refer to this guide for instructions on how to submit a Certificate of Occupancy
Application.

3 Upload Missing Documentation and Fire Report
Refer to this guide for instructions on uploading missing documentation requested
by the issuing relevant authority during the validation of your Certificate of
Occupancy Application, and instructions on uploading the Fire Report where your
application validation identifies a ‘Fire Report’ is required.

4 Pay the Certificate of Occupancy Fee - Online
Refer to this guide for instructions on how to find the Fee Advice to view and/or

print, make a credit card payment and find the Tax Invoice to view and/or print.

5 Issued Certificate of Occupancy

Refer to this guide for instructions on viewing the decision outcome and to
download the Certificate of Occupancy.

6 Initiate an Appeal

Refer to the guide for information about lodging an appeal if you are not happy
with a decision of the relevant authority in relation to the issuing of a Certificate of
Occupancy.
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1. Receive and View the Request for Documentation

During the validation of your Certificate of Occupancy (CoO) application when the relevant
authority issuing your CoO identifies missing mandatory documentation you will be advised
via email.

When your application is validated and a ‘Fire Report’ is required, you will receive a second
email notification requesting to provide the fire report within 15 working days of the request.

View the request for documentation

1. Click on Certificate of Occupancy Application link within the email to view the request
for documentation.

2. Login (if not already) and the Certificate of Occupancy Details screen displays.

Request for Documentation — Certificate of Occupancy ID:
1654 for Application ID: 25000741
Building / Building Work: Boarding House

Applicant: Test Applicant
Location of development: 1 JAMES ST CAMPBELLTOWN SA

5074

We require additional documentation to continue the assessment of your Certificate of

Occupancy application. Refer to the letter attached for more details.

Q—C Login to upload requested documentation.

If you have any difficulties in providing the requested documents, or have any other

questions regarding this process, please contact us on the details below.

Regards,
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3. Click PROVIDE MANDATORY INFORMATION to view the request.

Certificate of Occupancy for Boarding House at : 1 | PROVIDE MANDATORY INFORWA..
James St Campbelltown SA 5074

Documents Related Actions

@ Help for this section

< Development application 25000741

Certificate 1D Building Address Building/Buildin  Building Work ID  Building Class Submitted By
1654 1 JAMES ST CAMPBELLTOWN SA £ Work 13410 3 Test Applicant
5074 Boarding House Email:
dptitesting99+Applicant1@gmail.co
m
Phone:

Certificate of Occupancy Details

Certificate of Occupancy Status Awaiting Mandatory Documentation

The Provide Mandatory Information page displays.

4. Click on document file name with the ‘Request for Documentation’ type to download.

Provide Mandatory Information

Certificate ID Building Address Building/Buildi Building Work Building Class Submitted By
1654 1 JAMES ST CAMPBELLTOWN SA ng Work ID 3 Test Applicant
5074 Boarding House 13410 Email:
dptitestingS9+Applicant1@gmail.c
om
Phone:

Existing Documents v
Document Type Date Created
* Certificate of Compliance-Electricity.docx Certificate of Compliance 6 Jun 2025 9:57
* Request for Mandatory Documentation - Application 25000741@ - )
Certificate Of Occupancy 1654 pdf Request for Documentation 6]Jun 2025 11:09
Clock-337358.png Decision Motification Form 31 Mar 2025 13:48
DecisionNotificationForm-Application25000741-337377.pdf Development Approval 31 Mar 2025 14:01
Clock-337392.png Statement of Compliance 31 Mar 2025 14:33

S items

5. Click on download to view the letter on the screen.

Ml Provide Mandatory Information - % () dptitreining.appiancloud.com/sui X - O s
@] ) https;//dptitraining 4 AN T= L ( Guest &
Document download started. Please check your browser's file download section, which is typically at the bottoy ~ Downloads O Q 2

? Request for Mandatory Documentation - App!
25000741 - Certificate Of Occupancy 1654.pdf
Qpen file

=}




Guide for Applicants Certificate of Occupancy Page 6 of 14
Upload Missing Documentation and Fire Report

6. Under the opening sentence a list of the mandatory documentation that you must provide
is provided.

7. As required, Print the Request for Mandatory Documentation letter.

. Provide Mandatory Information X |@ dptitraining.appiancloud.com/s. X @ Request for Mandatary Docume X + b 0O X
O (D File | CyUsers, . . =
=g s Ve | @ - -+ @1 |1 ]| B Q B =
OFFICIAL

<« PlanSA

06/06/2025

Test Applicant
83 PIRIE STREET
ADELAIDE SA 5000

REQUEST FOR MANDATORY DOCUMENTATION FOR A CERTIFICATE OF OCCUPANCY

Applicant: Test Applicant

Certificate ID: 1654

Building/Building Work: Boarding House
Development Application ID: 25000741

Certificate of Occupancy location of development
Development Location: 1 JAMES ST CAMPBELLTOWN SA 5074
Title ref.: CT 6299/903 Plan Parcel: D112867 AL100 Council: CAMPBELLTOWN CITY COUNCIL
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Guide for Applicants

2. Upload Missing Documentation

You will be taken directly to step 5 when you have followed the Certificate of
Occupancy Application link within the email notification.

1. Login with your account details (if not already logged in). Alternatively, return to the email
notification and follow the Certificate of Occupancy Application link.

2. Click on Certificate of Occupancy tab within Your Applications dashboard.

3. Click on certificate ID number to view.

4. Click on Provide Mandatory Information within the Certificate of Occupancy -
Summary.

‘ PROVIDE MANDATORY INFORMA...

Certificate of Occupancy for Boarding House at : 1
James St Campbelltown SA 5074

Summary Documents Related Actions

(2] Help for this section

< Development application 25000741

Submitted By

Test Applicant

Email:
dptitesting99+Applicant1@gmail.co
m

Phone:

Building/Buildin
g Work

Boarding House

Building Work ID  Building Class
13410 3

Certificate ID
1654

Building Address
1 JAMES ST CAMPBELLTOWN SA
5074

Certificate of Occupancy Details

Certificate of Occupancy Status Awaiting Mandatory Documentation

5. Click on Upload within the New Documents section and select the document from the
folder location and Open to upload.

Alternatively, when multiple documents require to be uploaded, you can then drag and
drop each document from the folder location into the ‘Drop file here’ area.

StatementOfCompliance-38007.docx 16 0ct 2020 15:13

@ Open e
Decisionnotificationform-application20000136-273971-3] <« - A <« DOWNLOADS > DAP Building Assess w & | Search DAP Building Assess 0@ 16 0Oct 2020 15:13
S Al o Organize »  New folder =~ ™ @
‘orMandatoryDocumentation-Application20001 14
Hancateny Haton-ox « 23 0ct 2020 81
—__—m A Name Date modified Type
[£] Documents @ Application 20001190 - Statement Of Co... u Mi Ziters

[ Building Inspection Report

& Downloads
U5 Checklist

] Pictures

New Documents

Document
UPLOAD  @ph-Cuan fles here -
v < >

CANCEL

File name: | Building Inspection Report

| [AuFies

Cancel
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6. The document category automatically defaults (not editable) with ‘Occupancy Documents’.
7. Select the document type and depending on the type selected another field is available to

Type a Description (mandatory). In the below example, the document uploaded is a
Inspection document and ‘Photo showing issue resolved’ is the description provided.

New Documents

Document Document Category Document Type Type Description
Lnr:ge_c;IES Occupancy Documents »  Inspection Document = Photo showing issue resolv. = %
UPLOAD Il Drop files here - Select One - ¥ - Select One --- -

Note: You may select multiple documents to upload simultaneously.

Have you completed uploading the requested information? *
No - | have more information to upload

Yes - | have uploaded all requested information

Have you completed uploading the requested information?

8. Select no when have more information to upload or yes all requested information is
uploaded.

More information to be up loaded

When more information to be uploaded, then return to the Certificate of Occupancy and repeat
the instructions.

9. Click on Send Documents to complete the action.

New Documents

Document Document Category Document Type Type Description
@ Inspectio.. Occupancy Documents +  Inspection Document » Photo showing issue resoh =~ %
PNG - 7.48...
UPLOAD Ek Drop files here - Select One — ¥ — Select One — -

Note: You may select multiple documents to upload simultaneously.

Have you completed uploading the requested information? *
No - | have more information to upload

© ves - | have uploaded all requested information
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On sending the documents you are returned to the Certificate of Occupancy Details where you
will see the following updates:

Certificate of Occupancy Status updated to ‘Validation in Progress’ and with the issuing
relevant authority to complete.

¢ Mandatory Documentation status updated to ‘Completed.’

Certificate of Occupancy for Boarding House at : 1
James St Campbelltown SA 5074

Summary Documents Related Actions

@ Help for this section
< Development application 25000741

Certificate 1D Building Address Building/Buildin  Building Work ID  Building Class Submitted By
1654 1 JAMES ST CAMPBELLTOWN SA g Work 13410 3 Test Applicant
5074 Boarding House Email:

dptitestingg9+Applicant1@gmail.co
m

Phone:

Certificate of Occupancy Details

[ Certificate of Occupancy Status Validation in Progress ]




Guide for Applicants Certificate of Occupancy Page 10 of 14
Upload Missing Documentation and Fire Report

Available occupancy document types

Occupancy Document types Zgﬁgfgﬁg”gg&n
Bushfire requirements No
Certificate of Compliance Yes
Engineering Inspection Certificate/Report Yes
Engineering Installation Certificate/Report Yes
Energy Efficiency Documents Yes
Fire Engineering Report — Final No
Fire Report Yes
Performance Based Design Report No
Form 2 Yes
Inspection Documentation Yes
Rectification Documentation Yes
Limitations or Conditions Yes
Supporting Documentation Yes
Schedule 2 — Site Contamination Form No
Schedule 3 — Statement of site suitability No
Statement of Compliance Yes
Statutory Declaration — Smoke Alarms/Bushfire protection No
Supervisor Checklist No
Supporting Documentation Yes
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3. Upload the Fire Report

On validation of your Certificate of Occupancy (CoO) application, where the relevant authority
issuing your CoO identifies that a ‘Fire Report’ is required and/or missing, you will receive an
email notification and have 15 working days to provide the report.

Note: A Fire Report is not required for building class 1A — dwellings.

1. Click on the Certificate of Occupancy Application link within the email notification.

2. Login with your account details (if not already logged in).

Request for Fire Report — Certificate of Occupancy Application
1654

Your completed building at 1 JAMES ST CAMPBELLTOWN SA 5074 may not be

occupied until you have been issued a Certificate of Occupancy.

In order for us to complete the validation that the building is ready to cccupy, please
provide the fire report received from the fire authority for Certificate of Occupancy 1654
for Development Application 25000741, You have 15 days to upload this document. The
sooner you do so, the sooner your application may be processed and, if all is in order, the
Certificate of Occupancy issued to you.

To submit the fire report, please visit your Certificate of Occupancy application, and

initiate the 'Provide Fire Report’ action.

If the fire authority has not provided the fire report to you, please contact them directly to
request it.

Regards,
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The Certificate of Occupancy - Summary displays with option PROVIDE FIRE REPORT.

3. Click on Provide Fire Report to upload the report.

Certificate of Occupancy for Boarding House at : 1
James St Campbelltown SA 5074

Documents Related Actions
< Development application 25000741

Certificate ID
1654

Building Address
1 JAMES ST CAMPBELLTOWN 5A
5074

Building/Buildin
g Work

Building Work ID  Building Class
13410 3

Boarding House

Certificate of Occupancy Details

Certificate of Occupancy Status Awaiting Fire Report

The Submit Fire Report for Certificate of Occupancy shows.

4. Click on Upload to find the fire report saved on your computer.

Submit Fire Report for Certificate of Occupancy

Certificate ID
1654

Building Address
1 JAMES ST CAMPBELLTOWN SA 5074

Building/Building
Work
Boarding House

Building Work ID Building Class
13410 3

Application ID:
25000741

Certificate of Occupancy ID:

1654
Document Document Category Document Type
UPLOAD rop fies - Select One — » — Select One —

Note: You may select multiple documents to upload simultaneously.

PROVIDE FIRE REPORT

@ Help for this section

Submitted By

Test Applicant

Email:

dptitesting99+Applicant1 @gmail.co
m

Phone:

Submitted By
Test Applicant

Email: dptitestingg9+Applicant @gmail.com
Phone:

Date Created

5. Locate the fire report on your computer and select to upload or drag-and-drop into the

upload field.
¢ Open x
Application 1D: « . <« DOWNLOADS » DAP Building Assess w |® | Search DAP Buildi o
25000741 Organize = MNew folder

Certificate of Occupancy ID:
1654

Document

UPLOAD

[i Drop files here

7 Quick access

[ Documents +

Name

@ Building Fire Report
Hi’ Building Inspection Report
82| Checklist

@ Application 20001190 - Staternent OF Co...

File name: | Building Fire Report

~| |AiFiles v

>

Cancel




Guide for Applicants Certificate of Occupancy Page 13 of 14
Upload Missing Documentation and Fire Report

6. The document is automatically categorised with Category ‘Occupancy Documents’ and
Type ‘Fire Report’ and option to type a description (mandatory).

7. and then Submit to complete the action.

Date

Document Document Category Document Typ Type Description ety
fire reports P e SR o
@ DOLE B, Occupancy Documents Fire Report * Inc. description making referenc X
UPLOAD q Drop files here - Select One — v —Select One — v

Note: You may select multiple documents to upload simultaneously.

CANCEL G—W

The Certificate of Occupancy Details screen displays, with the status of the application updated

to:
e Awaiting Payment, the action is with you to pay the application Fee Advice
¢ Awaiting Decision, the action is with the issuing relevant authority to decide.
Certificate of Occupancy for Boarding House at : 1

James St Campbelltown SA 5074

Documents Related Actions

< Development application 25000741

Certificate ID Building Address Building/Buildin  BuildingWork ID  Building Class Submitted By
1654 1 JAMES ST CAMPBELLTOWN SA g Work 13410 3 Test Applicant
5074 Boarding House Email:
dptitestingd9+Applicant1@gmail.co
m
Phone:

Certificate of Occupancy Details

Certificate of Occupancy Status Awaiting Payment
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