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To view Construction Certificate applications submitted via the NSW Planning Portal, you will 

need a NSW Planning Portal account. To register a new account, refer to the QRG How to 

Register for an Account. 

 

You can apply for a Construction Certificate from a Development Application (DA) that has been 

determined. To do this, you will need to log in to the NSW Planning Portal. 

 

Retrieve a determined DA 

 

1. Click on Completed work. 

 

 

 
 

2. Locate the determined DA and click on 

the Portal Application Number (PAN). 

 

 

Apply for a Construction Certificate 

3. Click request certificate at the top right of 

the screen. 

 

 

4. Click on the certificate type (i.e. 

Construction certificate). 
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5. Select whether the application is for the 

full development or part of the 

development. 
 

 
 

6. Indicate if the application is for 

modification of a current construction 

certificate.  

 
 

7. The information under the Related 

approval section will be automatically 

populated from the information submitted 

on the DA. 

 

 
 

8. Confirm the correct address is selected. 

 

 
 

Note:  The planning controls affecting the 

property can be viewed by clicking on the 

arrow toward the bottom of the screen. 

 

 

9. Click Next. 

 

 

Note:  The following tabs need to be completed step-by-step, starting with Contact Details. 
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Note:  The majority of the information is prepopulated from the Development Application. You 

will be required to review and update where necessary. 

 

10. Review the applicant details and ensure 

the information is correct. You may update 

or edit this information where necessary. 

 

 
 

Note:  The next section is completing the Land owner details. If the land owner details are the 

same as the applicant details, there is an option to copy the applicant details. 

 
 

11. Click Copy applicant details. 

 

 
 

12. Click on Owner Builder if the 

development is being conducted by the 

applicant as an owner builder.  

 
 

13. Click Add Owner if there are multiple 

owners.  

 
 

14. Complete the declaration. 
 

 

Indicate if there are any security or site 

conditions which may impact on the person 

undertaking the inspection. 
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15. Select who will be carrying out the 

construction works (e.g. Licenced 

Builder). 
 

 

16. Enter the Builder details for Principal Contractor details. 

 

 

 

17. Indicate whether the Long Service Levy 

has been paid. 

 

 
 

Note:  The long service levy must be paid prior to construction certificate being issued. 

 
 

18. Indicate whether there are any security or 

site conditions which may impact the 

inspection (e.g. locked gates or animals). 
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19. Enter the relevant payer details for fees payable for assessment, inspection and related costs 

in issuing this certificate. 

 

 

 

20. Click Save and continue. 

 

 
 

Note:  The next tab is Proposed development and consists of information relating to the 

development. 

 

 
 

21. Select the relevant options from the list 

provided. 

 

22. Enter the Class(es) of building under the 

Building Code of Australia. 
 

 
 

23. Enter a detailed description for the 

development. 
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24. Enter an estimated cost of the 

development, inclusive of GST. 

 

 
 

25. Enter the total land area in sqm. 

 

 
 

26. Enter the current gross floor area (sqm) of 

the development. 
 

 
 

27. Enter the gross floor area of the 

development when completed. 
 

 
 

28. Enter the current usage of all parts of the 

development.  

 

29. Enter the proposed use of all parts of the 

buildings. 
 

 
 

30. Select whether the building is Attached, 

Detached (Free standing) or Semi-

detached. 
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31. Enter the number of bedrooms of the 

development.  

 

 

 
 

32. Enter the height of the development. 

 

 
 

33. Enter the number of pre-existing 

dwellings of the site. 
 

 
 

34. Enter the number of dwellings to be 

demolished.  

 
 

35. Enter the number of dwellings proposed 

as part of this certificate. 
 

 
 

36. Enter the number of proposed storeys. 

 

 
 

37. Enter the number of proposed lots. 
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38. Indicate which materials will be used in the construction process, by placing ticks next to the 

relevant materials. 

 

 

 
 

39. Indicate whether you are proposing to 

carry out alterations or modifications to 

existing relevant fire safety systems.  

 
 

Note:  If you select Yes for alterations or modifications, you will be required to provide further 

information (e.g. If you change the location of an access panel). 

 

 

 

 
 

40. Indicate whether fire safety measures will 

be installed to the building. 
 

 

Note:  If you select Yes, you will be required to provide further information (e.g. If you change 

the location of an access panel). 
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41. Click Save and continue. 

 

 
 

Note:  The next tab is Principal certifying authority details. 

 

 
 

42. Enter the certifier name. 

 

 
 

43. Click Save and continue. 

 

 

Note:  The next tab is the Requirements and uploads section. 

 

 

44. Click Upload. 
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45. Click select files to search for file and 

once selected, click on the Attach button. 

 

Note: You can also use the drag and drop 

feature to attach files. 

 

 
 

46. Ensure the attached files are placed in 

their appropriate categories. 

 

 
 

47. Click Save and continue. 

 

 
 

Note:  The final tab is Review And Submit. 

 

 
 

48. After reviewing all the information 

provided on the application, complete the 

declaration to submit the application. 

 

 
 

49. Click Submit. 

 

End of steps 
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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. 

• Review the Frequently Asked Questions - 

https://www.planningportal.nsw.gov.au/help/frequently-asked-questions; and / or 

• Contact ServiceNSW on 1300 305 695 
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