Application No:

<Date>

<Name> 

<Address >

Dear < Name >

Acknowledgement of Receipt of <Resource Consent/Certificate of Compliance/Change or Cancellation of Condition> Application

Thank you for your application for <insert type of approval applied for> to <insert details of proposed activity, location>.  Your application was lodged on <insert date of receipt>.  We have allocated the following number to your application for future reference <insert application number>.  

Your application has been checked and has been accepted as a complete application.

We are now currently checking your application to ensure we have all the information we require to properly assess your proposal.  We will contact you when we need to make a site visit.

Further information
We may require further information or may want to commission a report:
· To help us understand and/or clarify any aspect of your proposal;

· To help us understand how you propose to mitigate any adverse effects that might arise; and/or

· Where we consider you have not adequately assessed all the potential effects.

We will advise you whether or not we require further information by <insert date 10 working days after receipt of application or other time if time frames have been extended>.  If we do require further information, the processing of your application will stop until you provide the information required in the first request.  If the application is notified, the processing of your application may also be stopped a second time if another further information request is made after the close of submissions. If we want to commission a report then we will write to advise you about the costs of that report and request your permission to proceed.  

If a further information request or request to commission a report is ignored or refused then the application may be publically notified.
Additional/Discounted Fees

Please note that additional fees may be charged for the processing of your application. 

However, if your application is not processed within statutory time frames and council is deemed to be responsible, you may be eligible for discount on your administrative fees (subject to Regulations which come into force in July 2010)

Processing your application

Once we are satisfied we have all the information we require, we will decide how your application will be processed.  Either your application will be publicly notified (notified), notified to affected parties only (limited notification) or will be processed without public notification (non-notified).  

If it is to be publicly or limited notified, we will advise you of this and notify it in the <insert name of newspaper> (in the case of public notification) or notify the identified affected parties in writing (in the case of limited notification) within 10 working days from the date you lodged your application if we did not request further information.  If further information is requested then the processing ‘clock’ can be stopped once before submissions close and will not start again until the initial further information requested has been supplied to the Council.  Notification will still be no longer than 10 working days from the date of lodgement excluding the first time that the clock may be stopped.  

If your application is to proceed on a non-notified basis, you will receive a decision on your application within 20 working days from the date you lodged your application provided no further information was requested.  If further information was requested then the decision on the application will be issued within 20 working days excluding the first time the clock may be stopped to deal with the provision of any further information.

Your application has now been passed to a Council Officer/Consultant for further assessment and processing.  If further information is required then a formal request will be forwarded to you in writing.  If you have any questions about any part of these processes, please contact <insert name and phone number of Council Officer/Consultant processing the application>.

<insert name and phone number of Council Officer/Consultant processing the application>.

Yours faithfully

<Officers name>

<Job title> 

