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How to… 
Apply for the next building or building stage 
consent Version 1.0 

Background 
If during the submission of the development application you chose to have your building or 
building stage consent(s) assessed later, you are prompted by an email notification to apply 
for the next consent for your development application; once a decision is issued for the 
previous consent, e.g. Planning Consent for your development application. 
 

 
 
 
 
Included instructions 

• Apply for the next consent 

• Your submission 

• Determine to assess building consent in stages or not 

• Submit next building consent stage 

• Submission Confirmation 

• Upload Documentation 

• Complete declaration and submit 
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Apply for the next building consent 
The development application shows in the For Your Action table with an ‘Initialise a consent’ 
action. 
 

 
 

1. Click on the ID number. 

 
 

2. Click on your action - Apply for next consent. 
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Your submission 

 
 
Determine to assess building consent in stages or not 
During the submission of your development application, you may have initially indicated 
either No or Undecided to staging your building consent. When applying for your next 
consent you can change to staged or leave No to staging your building consent. 
 

 
 
Building Consent is not staged 
 

3. Click No to having your building consent assessed in multiple stages. 
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Building Consent is staged 
 

4. Click Yes to having your building consent assessed in multiple stages. 
 
Two Building Consent stages are shown: Stage 1 (current consent) and Stage 2 
(later consent). 

 
5. Enter a description for Stage 1(Current Consent). 

 
6. Enter a description for Stage 2 to be assessed later. 

 
7. As required ADD ANOTHER STAGE. 

 
8. Select who is assessing your building consent – council or an independent 

accredited professional. 
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9. Select Yes or No to Has a builder or contractor has been engaged for the proposed 
development. 

 
10. Select Yes or No to being constructed by an owner builder. 

 
 

11. Select Yes or No to Has Construction Industry Training Fund Levy (CITB) been paid. 
 

When the CITB has been paid, enter the receipt number and upload the receipt when 
completing Upload Documentation. 

 
12. Click NEXT to continue. 
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Submit next building consent stage 
For staged building consents, when you have indicated to assess the stages later, these 
stages are shown under Submission 3 and under Submission 2 shows the stages you 
have already submitted for assessment. 

 

1. Click on the building consent stage to submit next.  

Do I have to submit the stages in numerical order? 
No, the stages do not need to be submitted in numerical order, if stage 3 is ready now 
and stage 2 is not yet ready, then submit stage 3 to be assessed now. 

 
2. Who is assessing the building consent will default to the authority who assessed 

the first stage; cannot be changed to a different authority. 
 

3. Select Yes or No to Has Construction Industry Training Fund Levy (CITB) been paid. 
 

When the CITB has been paid then enter the receipt number and upload the receipt 
when completing Upload Documentation. 

 
4. Click NEXT to continue. 
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Submission Confirmation 
The Submission Confirmation page shows the consents already submitted for 
assessment, the consent(s) being submitted for assessment now and/or remaining consents 
or stages to be applied for later. 

1. Click NEXT to continue, for both of the below examples. 

The example below, shows ‘Planning Consent’ has already been submitted and ‘Building 
Consent’ is being applied for assessment now.  

 

 

In this example below, the ‘Planning Consent’ has already been submitted, the Building 
Consent – Stage 3 is being submitted for assessment now and Building Consent – Stage 2 
is to be submitted for assessment later. 
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Upload Documentation 
1. Click on Upload to show the selected saved documentation, e.g. plans, reports, 

technical drawings. 
 

2. Drag-and-drop document into the Drag files here field. 
 

3. Repeat the drag-and-drop until all documents are added. 
 

4. Click Cancel to close the Open window. 
 

5. Categorise the document using the fields Document Category and Document 
Type. 

 
6. Click Yes or No to having a pre-lodgement agreement. 

 
When selecting Yes to a pre-lodgement agreement then choose who has provided 
the agreement. 
 

7. Click NEXT to continue. 
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Complete declaration and submit 
1. Review the information provided and documentation uploaded. 

 
2. Click on the Submission Declaration. 

 
3. Click on SUBMIT to complete. 

 

 
 

4. Click OK to the Consents successfully submitted page. 
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The Development Application – Summary page is shown and the ‘Apply for next consent’ 
action will be available, until all stages have been submitted. 
 
You can apply for the next consent now; however, it will not be assessed until the stage 
currently being assessed has been granted. 
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