
INFRASTRUCTURE : BUILDING CONTROL 

BUILDING PLAN STANDARD OPERATING PROCEDURE 

 

 

Pre-consultation by applicant 
for building plan submission 

requirements and building fee 
evaluation via email or 

counter 

Fees calculated using plan 
area schedule on Ndlambe 

Submission Form 

Applicant to pay at Finance 
Section or use Building 

Control Banking details for 
EFT 

Applicant submit building 
plan 

Building Clerk checks all 
required documents, 

number of copies of plans , 
proof of payment and 

register the application 
manually in a submission 

book 

A file is opened and all 
information is captured in 

the system 

EFT original payments 
documents are sent to 

Finance to issue a receipt 
and to also capture in the 

Analysis Book 

Plans are circulated 
manually to Electrical 

Engineer, Fire, 
Environmental, Health, 

Housing & Estates(if 
applicable) and Town 

Planning 

Deferred plans by these 
departments are sent to 
the applicant to rectify 
until they meet their 

standard  

Building plan is circulated to 
the Building Control Officer 

Building Control Officer 
receives, process, 

scrutinize the plan if not 
approved comments are 
sent to the applicant to 
rectify until it meets the 

required standard 

 Building Control Officer 
either approves the 

plan(minor works) or 
recommend for approval  

Recommended plan is 
circulated to the 

Chairman delegated for 
approval, only if the plan 
meets all standards and 

regulations 

The decision is updated in 
the system on the 

captured information 
prior plan circulation to 
generate the approval 

certificate and conditions 
of approval 

Applicant is notified to 
collect  the plans and 
approval certificate 

Building plan file is 
allocated to the Building 
Inspector designated for 

that specific area 

Applicant notify Building 
Control Section prior to 

starting the project 

Inspections are booked by 
the applicant and conducted 
by the Building Inspectors, 

Foundation, Damp proofing, 
Sewer, roof and final 

inspection 

Inspector record dates 
and comments in the file 
and their report register 
and update the system 

When the project is 
complete the applicant 

submits required 
certificates then receives 
an Occupation Certificate. 


