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Building Search Request Form 2024/2025
PLEASE CAREFULLY READ THE FOLLOWING BEFORE PROCEEDING WITH A BUILDING SEARCH
Owners consent is required to allow an applicant to view and purchase copies of plans/documents from an archived development application 
file if the applicant is NOT the legal property owner. Council makes no guarantee that every property has plans on file, therefore plans are 
ordered at your own discretion. This search fee is non-refundable and must be paid prior to the search being conducted. If the search is 
successful, files will be made available for viewing at the Building Section front counter for two (2) weeks. 
PLEASE ALLOW FIVE BUISNESS DAYS.

Applicant details

Name:

Phone: Email
Postal address:

Reference Number:

Property Details

Property description:
(Lot and Plan)  

Property Address

Vendor:

Purchaser

Improvements:

Anticipated settlement date:

Certificates Requested
 Certificate of Occupancy Search

For commercial buildings, shop fitouts, offices, etc. A copy of the Certificate of Occupancy 
(previously Certificate of Classification), where one has been issued on a structure, will be 
provided. Consideration should be given to the age of the building that the request is for. 
Council's records generally date back to 1975 with the introduction of the Building Act. If the 
building work is prior to 1975, a Certificate of Occupancy may not be available. The number 
of Certificates can only be determined after the initial payment of $120.00 has been made.

$140.00 / application

 Final Inspection Certificate Search
For residential buildings. This search provides final certificates (previously Certificate of 
Occupancy) that have been issued as a result of a passed final inspection.

$140.00 / application

 Building Records Search (per lot) for a Residential Property (Class 1a & 10)
The Search will be provided in the form of a letter, comprising a list of building approvals 
issued for the property. The search will advise the date of approval for the building work and 
the associated inspection details. In non sewered areas, it will advise if there is a treatment 
plant on site that requires regular servicing. It will also include a copy of the Final Inspection 
Certificate (previously Certificate of Occupancy) where applicable

$205.00 / application

 Building Records Search (per lot) for a Commercial Property (Class 2 to 9)
The Search will be provided in the form of a letter, comprising a list of building approvals 
issued for the property. The search will advise the date of approval for the building work and 
the associated inspection details. It will also include a copy of the Certificate of Occupancy 
(previously Certificate of Classification) where applicable.

$355.00 / application
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Information Privacy Statement:
Your personal information has been collected for the purpose of assessing your Application for a Permit. The collection of your information is authorised under the 
Local Government Act 2009.  You are providing personal information which will be used for the purpose of delivering services and carrying out Council business. Your 
personal information is handled in accordance with the Information Privacy Act 2009 and will be accessed by persons who have been authorised to do so. Your 
information will not be given to any other person or agency unless you have given Council permission or the disclosure is required by law.
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