                             Checklist for Certificates of Lawfulness 

For a Proposed Use or Development (LDC2)
This checklist is to help to ensure that all the necessary material has been enclosed when a Certificate of Lawfulness for a Proposed Use or Development, using Form LDC2, has been applied for.  

	
	FORM LDC2


	Please tick the boxes to indicate enclosures



	1. 
	Have 4 copies of a Form LDC2 been completed? 

	

	
	PLANS/DRAWINGS

For all types:


	

	
	Are all the plans/drawings clear, and to scale showing measurements in metric units i.e. metres and free from fee disclaimer? 

	

	2. 
	Are 4 copies of Ordnance Survey based site location plan included, which is to scale 1:2500 or 1:1250 clearly showing the boundary of the application site outlined in red? (Any other land in an applicant’s ownership or control may be shown in blue, and if a public right of way exists within or adjoining the site, it may be shown in green).


	

	
	For Proposed Operational Development:


	

	4.
	Are 4 copies of existing and/or proposed plans to scale included?
	

	3. 5.
	If required are 4 copies of existing and/or proposed front, side and rear elevations to scale included?


	

	4. 6.
	Do the elevation drawings include details of the materials to be used in the external finish of walls and roofs, including their colour? 


	

	5.   7.


	Are 4 copies of a site layout plan / block plan included?
	

	
	For Proposed Uses:
	

	6.   8.
	Are 4 copies of existing and/or proposed floor plans to scale included?
	

	7.   9.
	Do the floor plans and/or site plans show the extent of the proposed uses? (i.e. do the drawings show how the buildings and/or land would be used – have different uses of different parts of the site been identified e.g. office, parking, warehousing etc?).

	

	8. 10.
	Are 4 copies of a site layout plan / block plan to scale included?
	

	
	
	Please tick the boxes to indicate enclosures



	
	FORM LDC2
	

	11.
	See Q2 of LDC2

Has a full postal address of the site to which the application relates been given and is it the same as shown in the site location plan? 


	

	12.
	See Q5 of LDC2

Has the proposed use or development been described clearly ensuring that all elements of the proposal are included?


	

	9. 13.
	Does the description of the proposed use or development match what is shown in the plans/drawings?


	

	
	SUPPORTING EVIDENCE
	

	10. 14.
	Has Q9 of Form LDC2 been fully completed?


	

	
	FEE (refer to the Fee Guidance Notes)
	

	15.


	Is there a fee enclosed with the LDC2?

State Fee submitted __________


	

	16.
	Is the correct fee enclosed? 
	

	17.
	Partial refund to be made as an overpayment has been made on fees received. (This should be ticked either “yes” or “not applicable”). 
If ticked “yes” refer back to AO for refund action.

	

	18.
	If there is no fee submitted with the application, is the proposal exempt from a fee?


	

	19.
	If disabled exemption applies - Has Occupational Therapists letter been received?


	

	20.
	Does the fee submitted correspond with the amount shown on Form LDC2? 


	

	21.

22.

	Note if application falls into more than one fee category, all fee categories should be entered on 20/20.

Is the fee correct where it is a flat rate fee? (e.g. some minor house extensions attract a flat rate fee and no fee calculation required) 

Is the fee correct where the fee is calculated using floor space or site area, complete one of the following:

Please see further guidance on the use of planimeters

(a) Area Calculation                 ________ m2/10000 = __________parts

                                                  Rounded up to          __________ parts

                                                  Fee should be           ____ x £     .00 = £     .00
P&T input required for this calculation:
(b) Floorspace Calculation        _______m2/75  =  ___________parts

                                                   Rounded up to        ___________parts

                                                  Fee should be         ____ x £       .00= £    .00
	

	23.
	Are all questions answered on the Form LDC2?
	

	24.
	Is the Form LDC2 signed and dated?
	


Additional P&T/Admin Comments





                        Signature
                Date

P&T Input:


Checklist Completed

Ref No:
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