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1 Introduction 

This guide shows the process of creating a CAR & Uploading a TMP using www.submitica.com.  

Submitting CARs/TMPs through Submitica is quick and easy.  Take some time to learn the process 

and you will find that it offers helpful features, such as worksite conflicts and keeping track of your 

sites, and it really is quick once you become familiar with the process.  

You can also look at detailed PDF guides & Video training provided for Submitica.  

You’ll need to be able to fill in a few details in each section, so make sure you have the information 

ready before you start.  There are prompts that help as you go – but you can’t proceed until you 

have completed each stage. 

Submitica guides you through the application process, dividing the request into sections: 

Where – where are you proposing to work or have your activity.  You need to draw your site and you 

need to make this accurate!  You may also need detailed plans that are uploaded separately.  Here 

you can see if others have planned to work nearby.  If so, you may need to plan to manage this. 

When – when are you planning to do it?  This is needed to see if it clashes with other sites. 

Who – make sure you have the details of all those involved, ie the utility company, phone numbers. 

What – what are you planning to do?  Is it an event or an excavation?  How big? 

Traffic – here you submit your proposed traffic management plan, upload an approved GTMP and 

draw the area of traffic affected. 

Extra – here you will attach detailed plans for us to check, if you are applying to do work in the road 

corridor. 

Preview – you can check and make sure the application is complete.   You can go back to change 

things if needed. 

  

http://www.submitica.com/
https://www.ramm.com/manuals/PDFs/submitica-v1a2.pdf
https://www.ramm.com/submitica-training/
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2 Step One 

 

Figure 1 

• Log into your Submitica account.  

• Create New Application as shown above.  

  

https://www.submitica.com/
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3 Step Two 

 

Figure 2 

 

Figure 3 

• Choose the type of CAR. The type of CAR can be Excavation, Events, Non-Excavation, 

Retrospective and Preliminary.  

• You must have a Traffic Management Plan (TMP) ready to be uploaded before creating a 

new application.  

• For Generic TMP application, you must choose Non-Excavation.  

• For Generic TMP notification you may choose Excavation or Non-Excavation depending on 

the type of work.  

o You must choose Non-Excavation, if your work doesn’t involve any excavation.  

o You must choose Excavation, if your work involves excavation. Then this becomes a 

normal CAR application with TMP site in it.  

• After choosing the correct type, click Create Application.  
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4 Step Three – Where? 

4.1 Excavation or Non-Excavation – Working Space 

 

Figure 4 

• In the map, mark your proposed working space of your site. Note: the shape of your TMP 

site might vary from the CAR working space as the actual working area can be less than the 

traffic management site.  

• You can upload detailed plans later in the ‘Extras’ step.  

• Later in the application in the ‘Traffic’ step, you will mark the traffic management site.  

• You may use the satellite view to locate the existing structures and conditions of your 

working space.  

• You must use the Display Existing CARs function by inputting Start date and End date of you 

proposed work. When you click display, the map will show any upcoming or ongoing work 

within the vicinity of your working space. This helps to track any potential clash with other 

worksites and improves co-ordination.  

• You must choose the correct Locations in Road options. For e.g. if you work is both on 

footpath and carriageway, then you must choose both footpath and carriageway.  

• In the Location Notes section, you must input any details regarding the location of your 

working space. For e.g. any nearby structures, tree or tree roots underground that can 

potentially be affected by your proposed work.   
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4.2 Generic TMPs – Working Space  

 

Figure 5 

• As there is no single working space for Generic TMP, you must use Place a Point option and 

click on your location / building. In the above example, as I am applying from Dunedin City 

Council, I have used the Place a Point option to place the sign on the DCC building.  
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5 Step Four – When?  

 

Figure 6 

 

The timeframes are different for Generic TMP, Generic TMP notification & Site specific TMP.  

5.1 Timeframes 

5.1.1 Generic TMP Application  

• Your Generic TMP application will take us 5 working days to process.  However, because these 

plans take some time to check, please submit as early as possible. 

• On your Generic TMP application, the Generic TMP can remain active for up to a maximum of a 

year. Which means you can type in up to 365 in the Duration, select the start date & calculate 

the end date from the duration.  

5.1.2 Generic TMP Notification  

• For Generic TMP notifications, your proposed work duration can be short. Therefore, choose the 

appropriate duration.  If shorter than a day, choose 1 day.  

5.1.3 Site specific TMP 

• If your CAR application has site specific TMP, then you will need to provide us 5 working day 

notice (or the notice period relating to the activity – in some cases longer is required, for 

example if a road closure is required).  

 

Once you complete the start date and completion date, you must then input the working hours in 

the working hours section. Click next now.  
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6 Step Five – Who?  

 

Figure 7 

• This section is about who is involved in your application. Therefore, fill in the appropriate 

details correctly. 

• You can use the Add participant option to choose, Civil Contractor, Traffic Management etc.  
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7 Step Six – What?  

 

Figure 8 

• Choose the type of activities that will take place.  

• You must describe your activity clearly.  

• You can attach plans later 
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8 Step Seven – Traffic 

 

 

Figure 9 

 

Figure 10 Generic TMP 
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Figure 11 Generic TMP Notification / Site specific TMP 

 

Figure 12 Detours 

 

Figure 13 Closure Times 
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• Choose the appropriate level for the road. You can use mobile road to get the AADT which will 

help you work out the level of the road.  

• Upload your proposed TMP– a PDF document preferred.  

• If you need a full road closure, please attach a filled in road closure application form with TMP 

attached. In other instances, you must upload a Traffic Management Plan.  

• You must add a Traffic Management Site before going to the next step. Click add new site and fill 

the required details.  

8.1 Generic TMP – Application 

If you are submitting a Generic Traffic Management Plan application, use the ‘Place a point’ and 

place the sign on your premesis as shown in Figure 10.  

o For example, in the above application, the GTMP is submitted by the DCC. Therefore, a 

location is marked on the DCC building.   

o This is just a place marker, and it can be away from the road.   

o We will check and approve your GTMP and return it to you.   

o Remember: submit as early as possible – we will check and return within 5 working days if 

your application is acceptable. 

8.2 Generic TMP Notification– Excavation or Non-Excavation 

• The CoPTTM requires you to notify us when you intend to use your GTMP.   

o To do this, you need to submit a Non-Excavation or Excavation CAR using Submitica, each 

time you want to use it. The type of CAR depends on your work type within Generic TMP 

notification.  

o This will enable you to detect clashes with other worksites.   

o You need to upload a copy of your approved GTMP with this Non-Excavation or Excavation 

CAR. Tip: file approved GTMPs carefully so that you don’t have trouble finding them at this 

stage. 

o You need to tell us who the STMS is for this site if multiple are shown on the GTMP.   

o You also need to specify the diagrams you intend to use if your GTMP has many diagrams 

attached. 

o You must use the polygon or line options to mark the traffic magagement site to depict the 

extent of your traffic management site as shown in figure 11.  

o Submit your notification as early as possible.  We will check and respond within 1 working 

day.   

o The work you are planning to do could have different notice timeframes than the TMP. 

8.3 Site Specific TMP 

o The site specific TMP can be of both Excavation or Non-Excavation CAR type depending on 

the type of your proposed work.  

o If you are submitting site specific TMP, you must attach the relevant TMP file.  

o You must then add the Traffic Management Site & fill in the required details.  

o You must provide us 5 working day notice by selecting the date appropriately.  

 

https://www.mobileroad.org/
https://www.dunedin.govt.nz/__data/assets/pdf_file/0004/134176/Trans-Ops-Street-Activities-Application-Form-Nov-2010.pdf
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• Once you complete the Traffic Management Site, you must click save.  

• Figure 12 – If you have detours due to full road closure, you must show the detour by 

completing the detours section.  

• Figure 13 – You must then add closure times and provide notes if any.  

• Note – some TMPs require longer than 5 days to approve, for example road closures.  The 

timeframes are shown on the DCC Website under Traffic Management Plans. 

• Click next if you have completed this section.  
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9 Step Eight – Extra?  

 

Figure 14 

• Use the attach other files to upload design sketch of your proposed work. The plan must 

show all details such as: proposed location of above ground items, footpath width before 

and after the works, trees, existing services, proposed trenches, road layout and features 

such as kerb and channel, carriageway, berm, property boundaries.  

• If you are applying for a CAR in relation to vehicle crossing construction, make sure that you 

have an approved letter of vehicle crossing from the DCC Asset Supervisor and you must 

attach the approved letter in here. More detail on DCC vehicle crossing construction 

procedures in here.  

• You must note any existing defects crack, slumps etc. in the vicinity of your working space 

and within your working space. This may be of assistance in future regarding any defects 

arising within your patch in the next 2 years.  

• You must take pre-condition photographs, it may be helpful to include these in this part of 

the application.  You can add extra attachments later. 

 

https://www.dunedin.govt.nz/services/roads-and-footpaths/working-on-our-roads/driveways
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10 Step Nine  

 

Figure 15 

• Preview your application details and check if the information you provided is all correct.  

• Click submit.  
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11 Done: Wait for a response… 

 

Figure 16 

 

Figure 17 

• We will respond within timeframes indicated elsewhere in this document and on the DCC 

website. 

• You will be notified when your worksite/TMP is approved and you will receive a 

confirmation email from no-reply@submitica.com with your CAR number in the application 

as email subject.  

And you are good to go! 

 

mailto:no-reply@submitica.com
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11.1 What if you forgot to attach a file or you are wanting to attach a file after you 

have applied for a CAR? 

• In both instances, you can log back to the Submitica and view and add information.  You just 

need to click ‘view application’.  

• You can then input the CAR number in the filter drop down menu to you view your CAR 

application. From there you have the option to notify work start, notify work completion, 

attach TMP, or attach another file. Refer figure 17.  

• Before you commence your work, you MUST click the start notification link to let us know 

that you have started your work.  

• After you complete your work, you MUST click the work completion notification link to let us 

know that you have completed your work.  

• You must upload a picture of your site after completing your work.  

• We will then inspect the reinstatement and sign it to warranty or defect as per the NZUAG 

Code of Practice.  


