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As part of the Design and Building Practitioners Act 2020, a developer is required to inform the 

Secretary of a Building Works Commencement date.  

This guide relates to developer obligations where approvals for Complying Development 

Certificates and Construction Certificates were received before 1 July 2021. 

 

1. After the developer has logged in to 

the NSW Planning Portal, click New 

at the top left of the screen. 

 

  

2. Click on Building work 

commencement date capture & 

ITSOC from the list of options. 

 

  

Note:  This will open a new application. 

  

Capturing Developer Details 

3. Enter the personal details 

information in the spaces provided. 
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4. The Organisation details will pre-

populate based on the organisation 

details in your user profile. 

 

  

5. Indicate who will be carrying out the 

building works, or if not determined 

at this time. 

 

  

6. Indicate if the Builder or Principal 

Contractor details are for an 

individual or company, business, 

government entity and enter the 

relevant information. 

 

  

7. Click Continue. 

 

  

Capturing Application Details 

8. Indicate whether this application is in 

relation to a CDC or DA. 

 

  

Note:  Based on the selection above, further questions will be revealed. 
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9. Indicate the related application was 

applied for via the NSW Planning 

Portal. 
 

  

Note:  If Yes is selected for the above question, the Portal reference number will be required to 

be entered. If No is selected to the above question, the CDC/DA number will need to be entered. 

  

10. Enter the relevant reference number. 

 

  

11. Enter the Date of determination. 

 

  

12. Enter the date the building work will 

commence. 
 

  

13. If known, enter the NSW Planning 

Portal principal certifier appointment 

application (PCA) reference number. 
 

  

Note:  It is not mandatory to enter the principal certifier appointment application reference 

number. 

 

14. Enter the site of your development using the Address or Lot /Section number/Plan search 

functionality.  
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Note:  When you enter the address, it will be validated against the registered address database 

and any applicable planning rules. When selecting a registered address, a map will display on 

the right-hand side of the screen with site information. 

  

15. Indicate the primary address of the 

development. This field is mandatory. 

You can delete the address by 

clicking on the trash icon.  

  

16. The Planning controls affecting the 

property can be viewed by clicking 

on the arrow next to the site address.  

  

17. Select the proposed development 

type(s) from the list. 
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18. Select the class of development. 

 

  

Note:  A commencement of work date is only applicable to Class 2 developments. 

  

19. Enter a detailed description of the 

development that you are proposing 

 

  

20. Enter the estimated cost of the 

development. 

 

  

21. Enter the number of storeys of the 

new building(s). 

 

  

22. Click Continue. 

 

  

Capturing Practitioner Details 
A developer can provide different practitioner information, however as a minimum, a Building 

practitioner details must be entered. The Design and Building practitioners entered will need to 

register an account in the NSW Planning Portal to declare certain designs or building work and 

lodge documents.  

 

Building Practitioner 

Note:  Only one Building practitioner can be entered. 
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23. Click on the Building practitioner tab. 
  

 
 

24. Click Add building practitioner, which 

is located to the right of the screen.  

 
 

Note:  When entering Practitioner details, the screen will display Organisation details and the 

individual Practitioner details. 

 
 

25. Indicate if your organisation is registered 

as a Practitioner for class 2 buildings. 

 

 
 

Organisation details 

26. Enter the body corporate registration 

number. 
 

 
 

Note:  The body corporate registration details are mandatory if Yes is selected at the previous 

step. 

 
 

27. An organisation may be searched for by 

ABN, ACN or Name.  

 

 
 

28. If name is selected as the search option, 

enter the name in the space provided, 

then click Search. 

 

 
 

Note:  When searching by name, a list of suggestions will appear, however if a search is 

conducted using ABN or ACN, only one option will appear on the screen. 
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29. Click on the organisation name. 

 

 
 

30. The organisation information will pre-

populate, such as ABN, and ACN. Enter 

the company address and email. 

 

 
 

Practitioner details 

31. The individual practitioner details may be 

entered; however, these fields are not 

mandatory. 

 

 
 

Design practitioner 

Note:  Multiple Design practitioners can be entered. 
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32. Click on the Design practitioner tab. 
 

 
 

Note:  Repeat steps 2-8 to enter the Design practitioner details, however an additional selection 

must me made as indicated below. 

 
 

33. Select the Design practitioner type from 

the list of options. 

 

 
 

Principal design practitioner 

Note:  Only one Principal design practitioner can be entered. 

 

34. Click the Principal design practitioner tab. 
 

 
 

Note:  Repeat steps 2-8 to enter the Principal design practitioner details. 

 

35. Click Continue. 
 

 
 

Certifier details 

Note:  You may search for the Certifier by Company name, Trading name, ABN or ACN. 
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36. Enter the Certifier details by; 

a) Selecting an operator to search by 

from the list 

b) Enter your search term in the space 

provided then click Search 

c) Click on the certifier from the list of 

options. 

 

 

 

 

 
 

Note:  The details of the selected certifier will appear below the search field. 

  

37. Indicate if the Registered Certifier is the 

same as the Principal Certifier. 

 

 

Note:  If No is selected above, you will be required to provide details of the Principal Certifier 

details by repeating step 36. 

 

38. Click Continue. 

 

  

Reviewing and submitting 

39. Review the information and when ready, 

complete the declaration. 
 

  

40. Click Finish. 

 

  

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. 

• View more quick reference guides, FAQs and support resources on our support page at 

https://www.planningportal.nsw.gov.au/support/how-guides and/or contact ServiceNSW on 

1300 305 695. 
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