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Introduction

Purpose of this document

This guidance document outlines how to prepare best-practice Green Star Buildings submissions and submit for assessment.

For additional specific guidance, please also refer to the following resources on the NZGBC website:

e What do best practice Green Star Submissions look like?

e Guidance for Submitting for Designed Assessments for Green Star Buildings

How to use this guide

The table below provides a summary of the sections of this document.
Important:

Please note that specifics of how submissions work may change based on the development of the Green Star submission
process. Where this is the case, the NZGBC will update this guidance document.

Document section Description

Introduction Describes the purpose of the document and how to use it.

Preparing your Green Outlines how to prepare a best practice credit submission, including guidance on:
Star Buildings e Credit submission structure

submission e  Submission Templates

e Documentation and Supporting Evidence (i.e., file structure, naming etc)

Submitting for Outlines how to submit for assessment, including guidance on:
Assessment ¢ How to submit for different assessment types and assessment rounds
e Assessment results

Appendices Additional guidance to support project teams, including:
e  Submission Resources
e  Submission Checklist
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https://nzgbc.org.nz/hubfs/Green%20Star%20technical%20resources/what-do-best-practice-green-star-submissions-look-like-v5.pdf?hsLang=en
https://23159811.fs1.hubspotusercontent-na1.net/hubfs/23159811/Green%20Star%20Buildings/Technical%20resources%20(launch)/Guidance_Submitting%20for%20Designed%20Assessment%20under%20Green%20Star%20Buildings%20-%20January%202026.pdf
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Preparing your Green Star Buildings Submission

Preparing an effective submission is important as a best-practice submission allows project teams to more effectively
communicate to Certified Assessor(s) how the project is complying and allows Certified Assessor(s) to more easily navigate
and find information in the submission to verify and award compliance.

A Green Star submission is all about communication!

If you've got the technical elements right in the design and construction, the
submission is about showing the assessors how you comply so that the credit

can be awarded.

Always remember that while project teams and GSAPs have been working on a
project for several years, the Assessors will be appreciating the building for the

first time.
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Credit submission structure

Each credit submission is comprised of three main components as follows.

Submission Template

The Submission Template is the
medium of communication between
the project team and Certified
Assessor(s).

Submission Templates are used to
explain how the project has met the
credit requirements in the credit, and
how this is supported by the
documents the project team have
included in the submission.

Submission Templates

Documentation

Credit claims and claims made in the
Submission Template must be
supported by documentation and
evidence.

The Submission Guidelines provides
recommended documentation for each
credit.

1]

2

Calculator

If the project is targeting a credit with a
calculator (e.g., Life Cycle Impacts),
the Green Star calculator must be
completed if required by the credit
criteria.

Submission Templates allow project teams to communicate with the Certified Assessor(s) on how the project is complying
with the credit and explain how the documentation provided illustrates this. As a result, using a submission template
effectively will allow Certified Assessor(s) to more easily award the credit.

Find these under Technical Resources at_nzgbc.org.nz/green-star-buildings-nz
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Guidance on completing submission templates is provided below.

02 Responsible Construction
Responsible

Submission information Submission Credit

Information
Provide the following information for the submission

Project teams to provide an

Submission type Choose an item. overview of credit targets

O Minirum Expectation This is where the points

Performance level targeted targeted, and compliance

[ Credit Achigvement pathways are outlined. This

Click or tap here to enter text affects how the assessors

review your project.

Technical Questions

Thers are project-specific technical questions for this credit and all responses received from the NZGBC

are included in the submission. Choose an ibem.

Discussion o .
iscussion box

Marratives will help the Assessors understand how the project complies with the credit. Please include a narrstive below, but note that . .
simply listing the credit requirements is not helpful. Instead, outline any other issues that need to be considered by the Assessment The discussion box allows
Panel. project teams to summarise

Click or tap here fo enter text how the credit is being

targeted, and outline or

highlight anything the project
Changes between Rounds SRS
team might wish to clarify with
If applicable, please use the text bowx below to explain any changes between Round 1 and Round 2. This is an opportunity for the the assessor.
GSAP to describe how they have addressed the Assessors comments in Round 2.

Click or tap here fo enter texdt

P = mm mm mm mm Em mm o Em Em Em Em Em Em Em Em Em Em Em Em Em Em Em = e

) N A
( ¥" Do provide a summary of how the credit requirements have 11 * Don’t skip I
| been targeted. 1 fields in I
I v" Do provide a narrative on how the credit intent/outcome is met 11 the !
I by the project. 11 submission I
: v" Do provide any additional context in the ‘Discussion Box’ to 1 form. :
I help the Certified Assessor(s) understand the project. : : * Don’t I
| v" Do clearly communicate the location of evidence (i.e., I make |
I reference document name and page numbers). 11 claims that I
| v" Do strike away points or sections not being targeted. i.e. via 11 are not I
| collapsing sections, and/or striking through, greying out or 11 supported |
| changing colour of text, where templates allow for it. i1 by |
| v" Do explain how the assessor comments have been addressed, i1 evidence. |
| if submitting for a Round 2 assessment. ]1 I
S S N |
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Documentation and Supporting Evidence

File Naming Structure

Using a consistent and clear file naming structure is key to compiling a good submission.
Setting up good file naming conventions will assist Project Teams:
v" Navigate the submission files for Project Teams
v'  Easily identify and check what credits have been compiled, and what documentation has been submitted

v' Better quality assurance and version control of submitted documents

As guidance, the following file naming convention may be used as a template:
e Credit Number > Credit Name/File Name > Assessment Type > Assessment Round
For example:
e  Credit TIndustry Development Designed Round 1.pdf indicates that this credit submission is
for a Designed Assessment at Round 1.
For additional examples, refer to below in the File Structure section.

Make sure to note the assessment round and assessment type in the name of the file. This will allow
both project teams and assessors clearly see which files shall be assessed for each assessment

Ll
— e e e o o o o o

File Structure

Submissions are to be made online via an External Submissions SharePoint folder supplied by an NZGBC Certification Advisor.

Individual credit folders should contain multiple files (including the credit submission template and relevant supporting
evidence). Each document should be clearly labelled and may also be numbered for ease of reference in the submission form
(per the example below). All files (apart from calculators) should be in a PDF format with a consistent page formatting and size
wherever possible.

Please note that the file size limit is 250MB. Some documents, e.g., drawing sets, may contain multiple layers of markup,
which can significantly increase file size. In such cases, it is recommended to flatten the document using PDF editing software
before submitting

Uploaded folders must be zipped, with .zip as the extension. Please also limit excessive subfolder chains, because decoded
file paths cannot be longer than 400 characters.

@ 27 Movement and Place_submission template

00_G: 1 D nts @ 2714 Project Postcode - 6011 D R1
_General Docume!

OlLindit 22 Energy Use {@ 27.2 Car parking D R1
02_Resp 23_Energy Source [ = = = = e » [ 27.3 EV Charging Infrastructure D R1
03_Verifi 24_Other Carbon Emissions I [ 27.3 Low Emission Parking Provision D R1
04_Resp 23 Wiater Lise I @ 27.4 Visitor Bike Parking D R1
26_Life Cycle | ct: -
05_Resp — : e_yce_mpi : — — — — @ 27.5 Walkscore Assessment D R1
[ = J
27_Movement and Place —
10.CIe01 N e o o o e - — - |
Titight | 22Enioyable Places o mm o mm e e e e e o e = = e =
29_Contribution to Place l . 3 . \
12 Acot Take note of the file naming structure, which I
13_Expo 30_Culture, Heritage and ldentity I . .
ld-Th 3_Inclusive Construction Practices I Clearly indicates: I
_Then .
15 cony " 22-Tohu Maui Ora I v" Contents of the file |
lﬁ'c“m 33 Procurement and Werkforce Inclusion | v' Credit or criteria the document is related |
17.0per 34_Design for Inclusion I to I
16.Com | 3Impactsto Nature | v Numbering system which allows filesto be |
19 Heat ~ -o-piediversity Enhancement | easily sorted and identified |
2 37_Mature C ctiv
20_Grid ~ature Connecththy | v' Assessment type and assessment round I
21 Upfy  o-Mature Stewardship |
W T 39 Watenway Protection Page 6




Highlighting and Bookmarking Documentation

As submissions typically contain large amounts of information, project teams that clearly point out relevant extracts will
enable Certified Assessor(s) to more easily confirm and award compliance.

Best practice submissions effectively point out information by:
v" Bookmarking documentation
v Highlighting relevant extracts
v" Annotating extracts to explain compliance
v

Reference page numbers and documents within the submission templates to explain how the documentation
demonstrates compliance

Submissions that don’t effectively highlight information may result in documentation being more easily missed, and the
compliance being not awarded.

Below is an example of how this may look in a submission.

Bookmarking

Bookmarking enables documentation to be navigated and checked more easily, allowing Certified Assessor(s) to more effectively sight all the
documentation submitted by the project team and confirm compliance. It also provides a useful point of reference that project teams can point to in the

submission form, should the project team wish to highlight key documents. l.e., project teams can reference specific documents and bookmarks in the

submission.

18 Potable Water_Performance_R2.pdf 24 /85 = 112% 0+ [ OD

-

18 Submission Template [R2] Att 3_Combined WELS Certificates TOILET

Responses to R1 Comments
[R2]

Water Efficiency Labelling and Stanidards (WELS) Scheme Knstriiban Goveenment

Summary

Att 1_Nominated Area
Summary | Lavatory Equipment |

Att 2_Potable Water

Calculator [R2] The following product has been registered ac:ording to the requirements of the WELS standard (AS/NZS 6400:2016 Water

efficient products—Rating and labelling).

Att 18_GBCA_R-24493
R2] WELS registration number -

Licence Number 0001
Sanitary Fixture Efficiency Brand CAROMA
> At 3.Combined WELS Model name School Smart 4S S Trap Suite
- Model code 814135W.
Certificate — —
Subtype Lavatory suite (inc combinations)
Att 4_Schedule of Sanitary Flushing device Cistern
Fixtures Mounting Wall mounted
Highlighting
White Comels Hijceres Pan type Floor mounted
Trap type S trap T . .
Heat Rejection System Full flush 45 Highlighting documents effectively points
Woshd Wot Half flush 3 out how the project is complying.
FERCOWT. (YR Nominal average flush 3.4
Landscape Irrigation System Average flush to appear on label 35 In this example, the WELS star rating is
el o e ga e Water efficiency star rating 4 ' highlighted support the WELS ratings
w2 o) Status Registered

inputted into the Water Calculator.

Rainwater Collection and Expirv date 22/01/2023

Top tip: Multiple levels of bookmarks may be used to more Annotating

effectively group documentation. _ . _ . -
Annotating allows projects to communicate compliance within the

In this example, bookmarks are grouped based on the supporting documentation.

evidence relating to each section in the Potable Water , . - :
In this example, annotations were used to highlight the documentation name,

Calculator.
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General Documents Folder

Project teams may also wish to include general documentation in the submission, such as documentation relevant to the
project, but not specific to any individual credit.

Projects may include general documentation in the submission by uploading the file and naming the file accordingly. General
documentation may include:

Project overview

Scorecard - Targeted points

Project drawings, e.g., architectural, mech, hydraulic, electrical
Marked-up plans indicating the rating boundary and area definition
Clarification of Assessment Comments

Submission Checklist - Confirming all items are submitted as per the requirements

Note that projects are encouraged to include a project overview in the submission, as this will allow projects to effectively
communicate with Certified Assessor(s) key pieces of information about the project, the overall approach taken, and items to
consider when assessing the submission.

The assessors will be seeing the building for the first time and may not be familiar with the location. The Architectural
drawings should include some overall renders and site plans, as well as a set of general plans and elevations. This will help
give the project context. Similarly, services drawings should include schematics or line diagrams showing each system.
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Submitting for Assessment

Submitting for Assessment Rounds - Submission Templates and File Management

Scenario

Submitting for
Round 1

Submission Templates

Submission Templates are to be completed
for all targeted credits.

Submission Files

All supporting documentation to be uploaded and
referenced in the relevant credit/criteria.

Submitting for
Round 2

All Round 1 submission template entries are
to be retained.

Round 2 response/changes are to be
outlined in the Discussion Box of the credit.
Any new/altered text should also be
highlighted.

Note that credits awarded at Round 1 should
remain as targeted. It is when the project
submits for Round 2 that the submitter will
be able to nominate which of the credits are
being submitted for Round 2 assessment.

All documentation submitted at Round 1is to be
retained as the assessors may need to refer to it.

Additional or updated documentation provided at
Round 2 is to be uploaded and referenced in the
relevant credit/criteria. All Round 2 documentation
must be clearly named for Round 2 assessment. E.g.,
Credit 1 Industry Development Round 2
Submission.pdf

See the File Naming Structure section of this
document for further guidance on file naming.

Submitting for a
Certified
assessment after
Designed
assessment

Option 1: New submission

All submission template entries AND documentation from the Designed submission are to be cleared
for the Certified Submission. Project teams are then to compile the Certified submission on a clean
slate. Refer to ‘Submitting for Round 1" above in this table.

Option 2: Update submission

Alternatively, project teams may also manually update submission templates and documentation for

each credit.

Project teams may wish to use this approach to carry over submission templates/evidence from the
Designed submission to the Certified submission. However, the onus would be on the project team to
ensure the submission wholly reflects the Certified stage when submitting for Certified assessment.
The project team must clearly outline in the ‘Discussion’ box which documents have been retained
from the Designed submission and identify newly uploaded Certified documentation with a clear
naming convention. See the File Naming Structure section of this document for further guidance on
file naming.

Assessment Status and Results

During assessment, the submission will be locked, and the project team will be unable to make any changes to the

submission.

Following the assessment, results will be released to the project team. Where the project team seeks further guidance on the
returned assessment comments, a Post Round Clarification request may be submitted via the project’s Certification Advisor.

Page 9



Addressing Round 2 Comments

Where a project is submitting for a Round 2 assessment, best practice submissions will clearly demonstrate how the Round 2
submission has addressed the assessment comments returned at Round 1. This allows the Certified Assessor(s) to verify and
confirm that the Round 1 comment has been addressed appropriately and thereby award the credit.

Project teams are encouraged to demonstrate that the Round 1 Assessment Comment has been addressed by including a
copy of the Round 1 Assessment Comment in the Discussion Box of the credit and outlining the project’s Round 2 response.

An example is provided below from the Exhaust Pollutants or Elimination Pollutants criteria.

Changes between Rounds

If applicable, please use the text box below to explain any changes between Round 1 and Round 2. This is an opporiunity for the Copy of Round 1 Assessor

GSAF to describe how they have addressed the Assessors comments in Round 2. Comment

__________________________________ -
" Round 1 Comment: Flease provide contractual obligation of tenant to meet the printing and photocopying requirements. The Cerified

Assessors note that no evidence was provided to support this claim. Evidence expected would be in the form of a lease including or

—— e e e e e e e e e e e e e e e e e e e e e e e
Round 2 Response: An extract from the Tenant Ejtpuf Guide has been provided at Round 2 which shows the tenant is required to 1
provide a compliant low-emissions printer or provide their own compliant exhaust system. The TFG is a contractual requirement of all & Response
tenants and is in the lease agreements.

e e e e e ===2o! The project team clearly outlines

Project Team’s Round 2

explains the Round 2 approach,
and the supporting
documentation provided at
Round 2.
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Appendix A: Submission Resources

The Green Star Buildings rating tool is composed of the following resources. All Green Star Buildings resources may be
located via Technical Resources at_nzgbc.org.nz/green-star-buildings-nz
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Remember to:

Gain access to all resources early in the process.

Review the Submission Guidelines thoroughly, as they provide comprehensive information on how the

other resources relate to a Green Star Buildings submission.

— - -y,

Refer to the Calculator Guides for information on how to complete the calculators.

- e e = -
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Resource Description

o The Submission Guidelines contain the requirements and benchmarks (credits) that a building must
SUt_)m'.SS'O” comply with to achieve a rating. All core credits are in the Submission Guidelines.
Guidelines The submission Guidelines will be supplied to the project’s Green Star Accredited Professional when

the project registration is completed

The Submission Planner can be used by project teams to plan the project’s submission strategy
Submission Planner  ahead of inputting into the formal Scorecard.

For note: This resource is for planning purposes only and cannot be used as a substitute for the

Scorecard.

Sector Specific When available, supplementary credits are published to the NZGBC Professionals Community
Credits members as they are released.

Leadership Supplementary credits are published to the NZGBC Professionals Community members as they are
Challenges released. See the Submission Guidelines for more details.

Guides/ guidance documents (like this one) are developed by the NZGBC to assist project teams
towards achieving a rating. They can be anything from additional templates to help project teams

Guidance
documents with a specific credit or guidance around a specific topic. They are created and released as the
NZGBC recognises a need for additional guidance.
) Calculation Guides assist project teams in calculating whether specific thresholds have been met.
Calculator guides Calculators form a part of the evidence required for certain credits.

Project teams can ask a TQ if they would like to clarify rating tool requirements or propose an
alternative approach to Green Star credit requirements. Technical Questions and the responses
from the NZGBC can be used as part of a submission to justify an approach to the Certified

Technical Question Assessor(s).

TQs may be submitted via the Technical Question and Enquiry Submission Form located on our
website
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Resource Description

TCs provide project teams with answers to questions that are considered relevant to most buildings.
Technical

Clarification Rulings  Thege can be found online via the Technical Clarification Ruling Register

Appendix B: Submission Checklist

Administration

v' Allinvoices are paid.
v" No technical questions are outstanding.
Eligibility Criteria
v' All eligibility criteria have been met, and Eligibility Requests are included where required.
v' Marked up plans with the project boundary have been included in the submission.

Submission Content

v" The General Information section has been completed.

v' For Certified submissions, all documentation is reflective of the As-Built stage, e.g., As-Built drawings are provided.

General Information

v" General Information section has been completed.

v" General documentation has been uploaded, e.g., drawings, area definitions, project overview, etc.
Submission Templates

For all targeted credits:
v' All submission templates have been completed.

v' Submission template responses clearly outline how the project is complying with the criteria, and how this is
supported by the documentation provided.

Documentation and page numbers are referenced to support compliance.
All claims are supported by evidence.

Calculators are completed where required. Where issues arise from calculators, these are resolved with the NZGBC
before submitting.

Credit Documentation

v" Documentation is named clearly to reflect the assessment type and round.

Documentation has been uploaded and tagged against the relevant criteria, or the discussion box of the credit.

v" Bookmarking and highlighting of relevant evidence are applied to all documentation
v" Round 2 submissions include a copy of the Round 1 comment and clearly outline how it has been addressed.
v" Technical Questions are included where used.
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