
 

 
 

 
 

NOTIFICATION OF CHRISTMAS CLOSURE AND RE-
OPENING DATES  2025/26  

(issued with all 60 day quotations from 1st Oct & existing client correspondence) 

 
As we reach the final quarter of the year, the team at Urban Approvals Pty Ltd would like to 
take this opportunity to thank you for your support during 2025. 
 
The office of Urban Approvals Pty Ltd will be closed for Christmas 12pm Friday 19th 
December 2025 until Monday 19th January 2026. 
 
For staff to most efficiently utilise their time during this very busy stage of the year, and to 
accommodate all clients fairly leading up to Christmas, the following cut off dates are 
implemented each year. 
 
To ensure you receive your certificates or an assessment before Christmas, please make 
note of these important dates. 
 

NEW FILES  
 

1st December 2025 – all new files to be both paid and uploaded in full to the NSW 
Planning Portal by this date to have their initial assessment undertaken before the office 
closes for the year.  
Any new files received after this date, or new quotes accepted, will be assessed on our 
return in January 2026. (Please note CDC applications requiring the ‘14 day neighbour 
notification’ will need to be out of the 14 day period by 15th December to be issued 
before the office closure). 
 

EXISTING FILES 
 

1st December 2025  – all existing/current files waiting on additional information need to 
have ALL outstanding information uploaded to the portal for assessment to be undertaken 
and certificates issued (providing the information is consistent with the requirements) before 
this date.  
Any information received between 2nd December – 19th December will be placed into the 
queue for January 2026.  



 

FINAL INSPECTIONS 
 
5th December 2025 – Final Inspections for Occupation Certificates will need to be booked 
in to be attended before this date to enable staff the time to undertake the final file 
assessment and issue the certificate before the office closes for the year.  
 
Any final inspections after this date will be booked for 2026. Please do not book in your final 
inspection if you have not completed the work on site, or uploaded your occupation 
certificate application and documents to the portal.  
Inspections booked without this will be automatically re-scheduled for early 2026. 

 
5th December 2025 – Occupation Certificate applications (with applicable trade reports) will 
need to be uploaded to the NSW Planning Portal before this date to enable the issue of 
the Occupation Certificate before the office closes for the year.  
 
If both the final inspection and portal upload have been completed by this date, your file will 
be assessed before the office closes.  
 
If the final inspection only has been booked and our office is still waiting for the portal 
lodgement by this date; or if the portal application has been completed but the final 
inspection not undertaken; it will go back into the queue for when the office reopens. 

 
ALL OTHER INSPECTIONS 

 
18th December 2025 – cut off date for attendance of all inspections (excluding Finals).  
 
We will not be able to attend inspections during the time our company is closed as phones 
will be unattended during our absence.  Please make arrangements now to finalise any 
projects that require inspections or certificates.   
 
If you are anticipating a pre-pour inspection to occur during the last few days before our 
office closes, or over the closure period, please contact us as early as possible to discuss 
arrangements. 

SUMMARY 
New files – checklist information uploaded to the 

portal (in full), and paid by this date 
1st December 2025 

New and Existing CC/CDC certificates need all 
information to be submitted to the portal 

1st  December 2025 

Occupation Certificate info/final inspection 5th December 2025 

All other Inspections  18th December 2025 

Phones switched off and doors closed 19th December 2025 

Office reopens 19th January 2026 



 

 
We will be unable to access our telephone message bank, website enquiries, mobile 
phones, or emails during our absence so please do not expect the immediate return of 
telephone calls during 19th December 2025- 19th January 2026, all emails will be returned 
after the 19th January 2026. Any inspections lodged via the internet will not be 
received during our absence.   
 
Lastly, we appreciate you are just as anxious as our staff are to have your file completed 
before the end of the year.   
 
For the past 23 years we have implemented this system which enables a smoother process 
for all involved and allows our office to accommodate the projects as fast as possible and 
to ensure each project is fairly situated in the queue. 
 
We would like to wish you, your staff and your family a safe and happy Christmas with a 
prosperous 2026. 
 
Kind regards, Warrick, Bree, Damian, Andrew, Melissa, Emily & Corey 

 

 

 
 

• Warrick will be having surgery 17th December 2025 with an anticipated 4-6 week 
recovery. Qualified certifying staff will be in the office until 19th December and 
returning when the office re-opens. Warrick will not be contactable from 5pm 16th 
December 2025. If requiring any technical advice from Warrick, please ensure you 
contact our office prior to the 17th December. Depending on his recovery, Warrick 
may be on reduced hours for the first two weeks our office re-opens. He is looking 
forward to a full recovery and next year being back into the swing of things ASAP. 


