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Welcome. 

I prepared this guide after seeing so many people struggle with understanding the municipal 

submission process for building plans. This process can seem like a complex and frightening 

roadblock for those who haven’t been through it before. The first and most important step is to 

find out what are the mandatory requirements for submitting building plans to your local 

municipality.  

You may be wondering: What are the requirements? Do I really need to submit building plans 

to the municipality? How much are the submission fees and how are they calculated? How long 

does it take for municipal approval to be obtained? And most importantly: what are the key, 

critical steps I need to take to ensure that my building plan submission is approved? 

In the following pages, you will discover the answers to these questions – and more. 

I hope you enjoy this guide and look forward to your feedback on the contents. 
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Nothing is more exciting than creating a new building whether it’s your home or a commercial 

project and nothing will affect the success of your project more than proper research regarding 

the legal requirements for your site. The municipality determines the allowances and 

restrictions pertaining to your site and the different laws applicable to various areas in your 

town. Finding out the legal requirements upfront is very important and can help you avoid 

disappointment and unnecessary expenses; the following five points can guide you along the 

way. Use these to prepare yourself for the process of submitting building plans to your local 

municipality. Your goal is to find out what are the mandatory municipal requirements for your 

building plan submission to be approved. 

1. What are the Requirements? 

Like many other fields, doing your research upfront is the way to look for what is required. Ask 

at the building control department at your local municipality or a professional architect in your 

area. Is there a particular home you admire in your area? A good idea is to visit your local 

municipality and inquire about the process it took and the requirements for the building to be 

approved for construction. Professional organizations such as your city’s local architectural 

institutions are also great sources to find out such information. Engineers, interior design 

studios and other trade-related personnel would also be able to furnish such information.  

2. Why do I need to submit plans to the municipality? 

Building regulations, the approval of building plans and the inspection of building sites by 

municipal building inspectors ensure that buildings meet the minimum standards of safety 

and health in their design and construction.  

3. Why do I need council approval for my building plans or 

alterations? 

Council approval is necessary to use land or change the use of any land or building or erect or 

alter any building. If you intend making changes to a historically listed building or a national 

monument, or buildings over 60 years other regulations apply and are stricter. 
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4. What kind of land use changes are we talking about? 

 Re-zoning of land, such as changing from residential status to business or from business 

to residential.  

 Special consent to deviate from freely permitted land uses and town planning controls/ 

restrictions.  

 Removal of restrictions, such as getting permission to change the use of land when the 

title deed stated a different use. 

 Subdivision of land, to change the erf from one to two or more dwelling areas. 

 Establishment of a township area, permission to build a new housing estate. 

5. What buildings or structures don’t require plans? 

In certain instances building plans may not be required. This is when the work is of a minor 

nature and does not pose a danger or interfere with the amenities of the neighbourhood. 

Before starting any construction or alterations check on what is required. Consult the plans 

examiners or the development planning information center who will tell you what the 

National Building Regulations requires. 

6. What document must I submit? 

1. You need 4 paper prints of each plan, with two copies coloured. (A further paper print 

coloured and marked “Fire Plan” is required for non-domestic applications.)  

2. A submission form  

3. An indemnity form  
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4. An appointment of a registered person form only, where structural work, that requires an 

engineer, is proposed. Depending on the nature of the proposal other forms may be 

necessary. 

7. How much are the submission fees and how are they calculated? 

The fees payable for plans of any building submitted in terms of the building regulations are 

calculated at rate specified by your regional municipality and may be subject to a minimum 

charge determined by your regional municipality. Certain Municipalities may apply a fixed 

building plan fees for buildings not in excess of 100 square meters and not consisting of major 

alterations to existing buildings. Other items that may also be included in submission fees 

may consist of:  

 Hoarding Permit 

 Demolition fees 

 Boundary wall fees 

 Pre-scrutiny fees etc.  

Such fees may be obtained from your local municipality. Professional organizations such as 

your city’s local architectural institutions, are also great sources to find out such information. 

Engineers, interior design studios and other trade-related personnel would also be able to 

furnish such information. 

8. How long does it take for municipal approval to be obtained 

The General approval period for regional municipalities is a maximum of 30 days, although 

sometimes it may take longer for reasons reserved by the specific municipality. 
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9. Who can help me draw up the plan? 

It is strongly recommended that you use the services of a registered architect or draughts-

person to prepare the plans you are going to submit for approval. 

10. Why should I pay a professional for doing this? 

Building is an expensive and complex process. Plans must be submitted in certain colours, 

with certain size lettering, and must show a range of information such as drainage pipes, soils, 

waste pipes, building materials and the whole plan must be drawn to scale. Unless you have 

the ability to prepare suitable plans, it is recommended that you get professional help, which 

is in a long run will make you application approved much faster. 

11. If I don’t have a plan of the present structure, where can I get a 

copy? 

Copies of approved building plans can be obtained, for a fee at the various regional municipal 

offices. 

12. What if my plans are not accepted? 

Plans are checked to ensure the minimum submission criteria are met, if not they are pended 

until the required information is provided. Should they meet the required minimum 

requirement a full assessment is undertaken and the decision thereof is provided in writing. 

The plans are not posted so they would have to be collected from the regional municipal 

offices. 
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13. Once my plans are passed, can I start work? 

Yes, but at certain stages, a building inspector will need to come and look at the building, to 

check that the plans have been followed.  

The owner or a person authorized acting on behalf of the land owner is expected to inform the builder 

to invite the Municipality for inspection and ultimately certification in each completed stage as listed. 

 Foundation  

 Slab  

 Window Cill 

 Wall Plate 

 Roof Covering 

 finishing 

Please take a serious note: The approval of Building plans lapses after one year if construction has not 

started. 

FAILURE TO COMPLY WITH ANY OR ALL OF THE ABOVE CONDITIONS MAY RESULT IN WITHDRAWAL OF 

THE APPROVED BUILDING PLANS AND COULD RESULT IN LEGAL ACTION BEING TAKEN AGAINST YOU.  

14. It all sounds very complicated. 

Professionals are there to protect the health, safety and welfare of the citizens. They should 

be able to help and advise you every step of the way. 
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The Next Step 

Congratulations!  You now have the key information that will help you lay a successful 

foundation for understanding how to successfully submit your building plans to your local 

municipality and obtain approval. 

Unfortunately, I can’t include every important piece of information about this most important 

step in the design and construction process successfully in this guide. 

Actually, that would be impossible because each project is unique and the requirements differ 

based on a multitude of factors.  But with the fourteen steps explained in this guide, you have 

the critical information to help you submit your building plans that will ensure that your project 

is a success. 

If you are thinking about the municipal submission and legal requirements for your project, 

let’s talk. I can help you wade through the necessary requirements and make sure you aren’t 

overlooking a crucial factor that could result in your plans not being approved. I offer a custom 

need and options review where I will identify the specific requirements pertaining to your 

project and your available options. 

Typically, the need and options review saves my clients thousands of rands and weeks of lost 

time, not to mention the stress and headache of getting something wrong. 

To read more about the need and options review as well as the price for this service and why it 

is critically important to your project’s success visit my website. If you are ready to talk now, 

please give me a call.  

Best wishes for the success of your project! 



 

 
 
 
 

 

 

 
 
 
 
 
 
 
 

 PS. Whenever you’re ready…here are 4 ways we can help you on your project 

 

1. Download our latest “Directory of Experts” for Multi-Residential developments 

These are the people I know, like and trust when it comes to building projects in the  

Eastern Cape and KwaZulu Natal regions. Everybody you might need on one page-simple.  

It took me several years to be able to find these people. If you’d like a complimentary copy  

click on this link https://www.resourcesfordesign.com/ippm-planning-opt-in 

 

2. Join me for a One-on-One 

If you’d like to work directly with me to develop a great space or just have questions  

You need answers to so you can move forward…just follow this link 

 https://www.resourcesfordesign.com/ippm-expert-opt-in ...and request a complimentary 

 feasibility call 

  

3. ‘Is my site right?’ 

Not designing to suite their specific site is the Most costly  strategic mistake people make 

 when building their dream project. ‘If only I’d known’ is the phrase you don’t want to be  

saying. The right and specific design can add tens of thousands to the value of your completed 

 project. Follow this link https://www.resourcesfordesign.com/ippm-video-opt-in ...and watch our  

training video that will help you avoid the possible problems upfront. 

 

4. Follow us on Facebook for ongoing tips and resources 

Click on this link fb.me/imizekeliso.architecture  

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

  

When you are ready to review the feasibility of your 

project, email or call us >> 

 

(073) 6266-013 

luvuko@imizekeliso.co.za 
 

https://www.resourcesfordesign.com/ippm-planning-opt-in
https://www.resourcesfordesign.com/ippm-expert-opt-in
https://www.resourcesfordesign.com/ippm-video-opt-in
https://www.fb.me/imizekeliso.architecture

