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T-08 and T-08.1 Project information memorandum (sections 31–39) 
(territorial authority function)

Roles and Responsibilities

· (TBA)

Responsible for ensuring the building consent authority has the appropriate systems in place for dealing with information supplied by the territorial authority in a project information memorandum.

Responsible for ensuring technical and administration staff have the appropriate levels of technical competence to fulfil their functions and duties.

•
(TBA)
Responsible for ensuring the building consent authority has the appropriate quality systems in place and that these systems are being followed. 

Responsible for measuring the ongoing effectiveness of the quality systems and the quality of information contained in the project information memorandum.

•
Building official

Responsible for assessing project information memorandum applications and providing the correct outputs relating to the proposed building work to the (TBA).

•
(TBA)
Responsible for identifying, managing, obtaining and collating all required project information memorandum inputs and outputs prior to issuing the project information memorandum.

•
Network utility operators 
Responsible for assessing project information memorandum applications and providing the correct outputs relating to the proposed building work to the (TBA).

•
Statutory authority

Responsible for assessing project information memorandum applications and providing the correct outputs relating to the proposed building work to the (TBA).

Background

1. A project information memorandum (PIM) provides information about land and about the requirements of other legislation that might be relevant to proposed building work.

2. The territorial authority for the district in which the proposed work is to be undertaken is responsible for issuing the project information memorandum. 

3. A project information memorandum must be issued within 20 working days of receiving the application. 

4. If a building consent authority receives a building consent application that is not accompanied by a project information memorandum, it is required to apply to the territorial authority for a project information memorandum.

5. The application for a project information memorandum is required to be made on Form 2 and is to be accompanied by the appropriate application fee, along with any information the territorial authority reasonably requires. 

6. While processing the project information memorandum application, a territorial authority may request further information. 
7. In such cases, the 20-working-day time-frame will be suspended and the clock stopped. Upon receipt of the information, the territorial authority must issue the project information memorandum within 10 working days of receiving the requested information.

8. Fundamental to the entire process is ensuring staff have the appropriate level of competence to determine which internal or external groups or organisations are required to provide project information memorandum inputs. 

9. A project information memorandum is required to include the inputs listed on flowchart T-08.1 and in section 35 of the Act.

10. A territorial authority will require systems to enable the tracking of the project information memorandum application and time-frames during project information memorandum processing and recording, and compiling of the various inputs.

 PROCEDURE

1 REQUEST FOR project information memorandum IS RECEIVED AND ALLOCATED FOR PROCESSING (REFER T-08.1)
1.1 After administration staff are satisfied that the project information memorandum application form is properly completed and application processing fees have been collected, the application will be allocated to a (TBA).

1.2 The (TBA) will assess the consent and allocate it to a (TBA) who has the appropriate level of competence to manage the process.

2 (TBA) IDENTIFIES REQUIRED INPUTS AND ALLOCATES ACCORDINGLY

2.1 The (TBA) is responsible for ensuring that:

· a copy of the project information memorandum application is provided to all groups and organisations needing to provide inputs and, where appropriate, the (TBA) will ensure copies of earlier issued project information memoranda accompany the application

· input from each group and organisation is obtained and compiled 

· statutory time-frames are managed

· network utility operators or statutory authorities receive a copy of the project information memorandum (if they are affected by the proposal).

2.2 Inputs to be considered from groups and organisations will include:

· 
New Zealand Historic Places Trust
· 
public drains 

· 
stormwater, wastewater and water

· 
network utility operators (eg, power, gas, railways, etc) – where information is held by the territorial authority 

· 
New Zealand Fire Service Commission

· 
wind, earthquake and corrosion zones

· 
building over two or more allotments

· hazards and special features

· 
subdivision

· 
change of use/alteration/extension of life

· 
development levy

· 
resource consents (Resource Management Act, development contributions, etc)

· 
public buildings

· 
environmental health

· 
dangerous goods

· 
regional authorities

· 
advisory notes where there are outstanding consents.

3 New Zealand HISTORIC PLACES TRUST APPROVAL INPUTS (T-18) 

3.1 Section 39 requires a territorial authority to advise the New Zealand Historic Places Trust within 5 days of receiving the project information memorandum application if section 39(2) applies.

The building official undertaking this process should follow steps set out in flowchart T-18.

3.2 The process will involve searching property records and checking the New Zealand Historic Places Trust Register to ascertain whether the building or land that affects a historic place, historic area, wāhi tapu or wāhi tapu area. 

3.3 If it does, the building official should record all requirements associated with the proposed building work and forward this information to the (TBA) for compiling and recording on the project information memorandum. Included in the information will be advice that the owner will require written approval from the New Zealand Historic Places Trust before approval of the building consent.

New Zealand Historic Places Trust Approval – An owner proposing to undertake building work on a building that has a listed heritage status must send a copy of the proposed plans to the New Zealand Historic Places Trust advising them of the proposed building work. The plans will need to have sufficient detail to enable the nature and the extent of work to be ascertained.

Written approval from the New Zealand Historic Places Trust must be obtained and forwarded to the building consent authority prior to issuing the building consent.

Protection of buildings is provided via the Resource Management Act. Each territorial authority will have a register of protected buildings or sites within their area.

Note that the requirement to obtain approval from the New Zealand Historic Places Trust is contained within the Historic Places Trust Act.

4 BUILDING OVER PUBLIC DRAINS 

4.1 The building official responsible for providing this information is required to identify if the proposed building work involves building over or adjacent to public drains or sewers, or is in close proximity to wells or water mains. 

4.2 This information will generally be determined by checking property files and the territorial authority infrastructure information eg, Geographical Information Service (GIS).

4.3 If the proposed building work involves building over public drains or sewers, the building official shall advise the (TBA) accordingly. Any building consent authority requirements to provide additional information such as videos, specific design, etc should also be identified.

5 STORMWATER, WASTEWATER and WATER

5.1 The building official responsible for providing information on stormwater, wastewater and water supply will obtain this by checking property files and the territorial authority infrastructure information (eg, GIS).

5.2 All relevant information will be collected and provided to the (TBA) along with any copies of as-built plans and information for inclusion with the project information memorandum.

5.3 Where there is no on-site drainage, the applicant shall be advised of the type of information that will be required to enable the building consent application to be assessed. This may include soakage reports, effluent disposal requirements, etc.

6 NETWORK UTILITY OPERATORS

6.1 The term network utility operator relates to those companies who undertake the distribution or transmission of gas, petroleum, geothermal energy, telecommunications, radio communications, electricity, water supply or sewerage.

6.2 A copy of the project information memorandum application and plans of the proposed building work may need to be distributed to relevant operators to obtain their inputs. In certain situations, the network utility operator’s approval may be required. For example, for:

· permission to build under power lines, or

· permission to build over or near a gas main.

6.3 Copies of the application will generally be distributed by the (TBA) who will ensure the tracking and timely return of information.

6.4 All relevant information will be collated and forwarded to the (TBA) along with any copies of as-built plans and information for inclusion with the project information memorandum.

7 New Zealand FIRE SERVICE COMMISSION NOTIFICATION – Section 35(1)(e) (REFER to T-11)
7.1 The (TBA) will determine whether the proposed building work is likely to result in the building requiring a fire evacuation scheme under section 21(A) of the Fire Services Act 1975. 

7.2 To enable this to be determined, applications will need to include details relating to the building use, proposed occupant loads, whether or not hazardous substances are stored and, if so, in what quantities, etc.

7.3 Once the appropriate information is evaluated, the (TBA) will be able to advise the owner on whether it is likely that a fire evacuation scheme is required. 
Note: Whilst it is not required to provide this information in the project information memorandum it is considered good practice to do so.
8 WIND, EARTHQUAKE AND CORROSION ZONES

8.1 Best practice dictates that the territorial authority advise the building owner of local conditions relating to wind, earthquake and corrosion zones that may affect the proposed building work.

8.2 All relevant information will be collected and forwarded to the (TBA) for inclusion with the project information memorandum.

9 BUILDING OVER TWO OR MORE ALLOTMENTS (sections 75–83) (REFER TO T-13)

9.1 Section 75 requires the (TBA) to identify whether the proposed building work involves construction over one or more allotments (whether comprised in the same certificate of title or not).

9.2 The territorial authority is required to state in the project information memorandum that, as a condition of granting the building consent, one or more allotments cannot be transferred or leased except in conjunction with others of those allotments.

9.3 Section 76 provides exemptions to section 75 if the building work is constructed with a party wall on the boundaries of the allotments referred to, or if the owner provides evidence of an application to the Registrar-General of Land for amalgamation of the allotments.

9.4 Section 77 requires that the building consent authority withhold granting of the building consent until the territorial authority has issued a certificate imposing the condition referred to in section 75(2). 

9.5 All relevant information will be collated and returned to the (TBA) along with relevant information for inclusion with the project information memorandum.

9.6 Best practice dictates that if a project involves building over two or more allotments, the territorial authority will provide general information to the applicant outlining the territorial authority’s requirements of the situation.

10 NATURAL HAZARDS and SPECIAL FEATURES (T-12)

10.1 Section 35 requires the territorial authority to include details in the project information memorandum for each ‘special feature of the land’ concerned. 

10.2 The term ‘special feature of the land’ includes potential and natural hazards, or the likely presence of hazardous contaminants that relevant to the design and construction of the proposed building. This information may be known to the territorial authority but might not be apparent from its District Plan. Such hazards include:

· erosion (including coastal, bank and sheet erosion)

· inundation including flooding, overland flow, storm surge, tidal effects, ponding, etc

· subsidence

· falling debris including rock, soil, snow and ice

· slippage.

10.3 The process will involve the building official searching the land and property records to ascertain whether there are any specific hazards.

10.4 The building official responsible for determining hazards will need to give very close attention to the implications of sections 71–74. If hazards are identified, judgement will need to be exercised to determine whether construction can proceed and, if so, under what conditions. 

10.5 Best practice dictates that the building consent authority and territorial authority develop clear policy guidelines in regard to these sections to assist staff in exercising judgement.

10.6 Best practice also dictates that a site visit be undertaken if the building official is aware of hazards in a specific area within the district. 

10.7 If hazards are identified, the building official will record this information and forward it to the (TBA) for collating and recording on the project information memorandum. 

10.8 The project information memorandum should indicate:

· whether a waiver or modification of the Building Code may be granted in respect to the natural hazards
· whether under section 73, the building consent requires notification.

11 PUBLIC PREMISES 

11.1 The project information memorandum provided for public premises will generally be similar in content to that provided for other buildings. 

11.2 Best practice dictates that the project information memorandum include advice about the implications of section 362A and conditions applying to occupation of the premises or parts of the premises during construction and prior to the issue of the code compliance certificate. 

12 ENVIRONMENTAL HEALTH

12.1 The Environmental Health Officer should be provided with a copy of the application information when the proposed building work relates to environmental health matters such as:

· food preparation

· liquor licensing 

· tattoo parlours

· brothels
· funeral homes.

12.2 All relevant information will be collated and returned to the (TBA) for inclusion with the project information memorandum.

13 DANGEROUS GOODS:

13.1 The Dangerous Goods Officer will be provided with a copy of the application when the proposed building work relates to storage of quantities of hazardous substances such as:

· radioactive material

· flammable goods

· corrosive substances

· toxic or flammable vapours

· flammable solids or liquids

· oxidising substances, etc.

13.2 All relevant information will be collated and returned to the (TBA) for inclusion with the project information memorandum.

14 REGIONAL AUTHORITIES (DAMS)
14.1 When proposed building work relates to construction of all or part of a dam, the territorial authority is required to provide any information it has relating to the proposed consent. This will generally be collated by a building official and returned to the (TBA) for inclusion with the project information memorandum. 

14.2 Best practice dictates that the information will advise the applicant of the requirement to apply to the regional authority for a project information memorandum for the same consent. This is a separate project information memorandum process undertaken by the regional authority.

15 RESOURCE MANAGEMENT ACT/SUBDIVISION INPUTS (SECTIONS 36 and 37)
T-09, T-10 and T-20

15.1 The (TBA) will provide the territorial authority’s planning department with a copy of the application information.

15.2 Aspects generally considered by planners include:

· height in relation to boundary

· compliance with building envelope

· heritage status

· bulk and location
· site coverage

· impermeable coverage

· protected trees

· building under power lines

· building in flight paths

· earthworks and subdivisions etc.

Note that the above information should be provided on the plans submitted to the building consent authority.

15.3 The planners will check the information against Resource Management Act requirements and advise the (TBA) of all matters that affect the proposed consent.

If resource consent is required, the planners will issue a certificate (Form 4) which must be attached to the project information memorandum at time of issue. 

16 DEVELOPMENT CONTRIBUTION (T-9)

16.1 The (TBA) will assess whether a development contribution under section 36 is required to be paid by the building owner to the territorial authority.

The policy must summarise and explain capital expenditure:

· explanation and justification of how the contribution has been calculated

· assumptions underlying the calculation of contributions

· conditions and criteria that apply to any remission, postponement or refund of development contributions or return of land, and

· the basis on which the value of additional allotments or land is assessed.

If a development contribution is required, a development contribution notice (Form 3) must be attached to the project information memorandum. This notice must state that the code compliance certificate will not be issued until the outstanding sum is paid, or until a written agreement between the territorial authority and the owner is reached. 

In the case of dams, it may not be possible for the territorial authority to impose this condition. This situation would occur where a building consent is not required to be obtained from the territorial authority. For example, where the building is wholly a dam.

In this situation, the territorial authority should liaise with the regional authority to negotiate how this matter will be managed (Note: transitional provisions apply).

16.2 In some cases, a territorial authority may choose to register a charge against the title of land in accordance with section 208 of the Local Government Act 2002

16.3 If the development contribution is not paid before consent is issued, payment of the development contribution should become a condition of the consent.

16.4 Details of any payments or conditions of the consent should be recorded on the job card.

17 ALTERATION/CHANGE OF USE/SUBDIVISION/extension of life
17.1 If the application involves change of use/subdivision/extension of life of the building, this should be identified along with the implications (such as ensuring compliance with means of escape form fire, accessibility, protection of other property etc.). In such cases, the building consent can only be issued by the territorial authority. 

17.2 If the building is subject to a change of use and is one of those listed in Schedule 2 of the Building Act, the provisions of sections 117–120 may apply and access and facilities for people with disabilities must be considered. 

17.3 If the consent involves alteration to an existing building, the applicant should be advised that means of escape and access and facilities for people with disabilities may need to be upgraded. A building consent authority is required to grant or refuse building consents for alterations.

17.4 To avoid dispute and to ensure applicants are treated in a fair and equitable manner, both the territorial authority and building consent authority should have clear guidelines and policies regarding advice on such matters. 

17.5 If an upgrade is likely, the (TBA) shall make the decision on the level or degree of upgrade that is likely to be required. This will be recorded and passed on to the (TBA) who will include this information on the project information memorandum when all information is compiled. 

18 COMPILING project information memorandum INFORMATION

18.1 Once all inputs from the various groups or organisations have been provided to the (TBA), these will be collated and prepared for the project information memorandum to be issued. 

18.2 Best practice dictates that prior to issuing the project information memorandum, there will be a review undertaken by a (TBA). Compliance with statutory time-frames and conformance with quality manual procedures will be reviewed, and if any discrepancies or anomalies are identified, these should be addressed. 

18.3 Best practice dictates that there will a number of standard advice notes included with the project information memorandum that may assist building consent applicants to provide a more comprehensive level of information and thereby expedite the building consent process. 

18.4 When satisfied that the project information memorandum is complete and correct, it may be issued.

18.5 If applicable, any requirements for improvements should be referred to the (TBA).

NOTES

Standard Advice (To be included on all applications)

Project information memorandum advice should inform the applicant that:

· this document is not approval to build

· the building consent authority will follow up on building work not completed within two years of building consent issue

· a building consent lapses and is of no effect if the building work has not been started within 12 months of the date of issue

· if the building is public premises it may not be occupied until either a code compliance certificate or certificate for public use has been issued

Dams only:

· that if the building is wholly or partly a dam, a project information memorandum and building consent must be obtained from the regional authority (Note: transitional provisions apply).
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