PALC (Public Access for Land Charges) User Guide

To access PALC, go the South Norfolk and Broadland website Local Land Charges page, https://www.southnorfolkandbroadland.gov.uk/planning/local-land-charges-search/4 and click on the link for PALC.

You will need to register, giving a name and password, to enable entering searches onto the PALC system. If you are working for a company, a generic email and password would be the best option, so all staff could use the system.

Use the first screen to Register or Log In and if you have forgotten your password, click Forgotten Password, to see screen to enter new password, this will trigger an email, with a link to click on, to activate your new password.
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If you wish to use the pay later option, you will need to ask the Land Charges team for a client reference number, which will be required to be entered in the Additional Information box, when entering a search on PALC.


Once logged in click on ‘New Search’ on the menu bar to start a new search
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In Section 1 Complete a Form - Click on ‘Local Land Charges Search Request’
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This shows your PALC reference number (the official search number will be revealed on your reply email, once The Council has accepted the search). Enter your reference if required.
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Click ‘Next’ to enter address of property

Enter either Building Name or Number, Street, Town and Postcode, click ‘Next’ and choose the relevant property from the list on the next screen, or click on ‘Manual Address’ if it does not appear on list


[image: ]
Complete ‘Primary Address Property Type’ and if you wish to add additional addresses/parcels do so here
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Click ‘Next’

If you wish to add additional addresses, click on ‘Add Additional Address’ and do same as above
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Complete ‘Search Types’ required, click ‘Next’
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Enter any additional text for Box C – Other Roads, Footways and Footpaths. Click ‘Next'
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Select any ‘Optional Enquiries’ required or click Select all, click ‘Next’
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Complete ‘Additional Enquiries’ if required, click ‘Next’
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Check ‘Enquirers’ details are correct or change if necessary, click ‘Next’
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Enter any ‘Additional Information’, which you think may be useful, click ‘Next’
For the Pay Later Option, this is where to enter your client reference number and the payment method of ‘BACS’
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Review your search by clicking ‘Review’ button, this will take you through all the screens again and give you your search number again, click ‘Next’
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Tick the ‘Declaration’ box and click ‘Next’ to proceed to Complete screen
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You can ‘Review’  your search again page by page, by clicking Review or view the completed form by clicking Preview, then click ‘Complete’ to proceed to next screen for adding plans/attachments
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To attach plan, click on ‘Attach additional documents’ in Box 2
Please note that file sizes must not be any larger than 4MB
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Click on ‘Browse’ to add your location plan, click ‘Upload’, this adds your plan into the Attached Document list. Repeat this if you need to attach more than one document.
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Click Back to Forms Dashboard

For Pay Later Searches this returns you to Search Request Summary – Submission Summary, click Submit, this returns a Submission Success screen

To pay for your search, go to Box 3 and tick Credit/Debit Card or ‘Pay Later’ option. If you choose pay later option, this needs to be paid as soon as possible, as the search will not be completed and returned, until payment is received.

Box 4 - Click on Submit, this takes you to a Submission Summary screen, where you can either Cancel the search or Submit the search, this then takes you to the payment screen if you are submitting a card payment search.



For the Pay Later Option, the Council will only accept BACS payments, bank details as below: 
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Please email informing the team that this search is a pay later option, please include PALC reference and address.

Broadland – landcharges.bdc@southnorfolkandbroadland.gov.uk

South Norfolk – landcharges.snc@southnorfolkandbroadland.gov.uk


Card Payment Screen 
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Click Continue to go to Additional Information screen;
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Enter card details and email address, then click on the ‘Continue’ button to be taken the Payment Confirmation Page.


Payment Confirmation Page

[image: ]

Click Make Payment for payment to be made and receipt emailed to you.

Once your search is fully submitted, you will receive an email stating ‘Search Request Submission Success’.

After The Council have processed your search request, you will receive an email stating ‘Search Request Submission Acceptance’

Once your search is completed, you will receive an email stating ‘Search Request Submission Complete’, use the link within the email, to view and print/save the completed search. If you have requested a Personal search, the print option is not available, but you are available save the search result.

1

image5.png
Search for the primary address for your search.
17 you want to add addiional parcels you will be able to do 5o later.

17 you are unable to find the address you will be able to enter an address manually ater.
‘Once you have entered your address details, please click the 'Next button.

clude a Building Name or Number and a Street or Postcode: *

Building Number: \:|
s —
poscote: —

Save & Exit Clear Previous Next
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Select Different Address

The primary address details are below; if these are incorrect click Select A Diferent Address' o conduct a new search.
Thorpe Lodge

1 Yarmouth Road

Thorpe St Andrew

Norfolk

NR7 0DU

Primary address property type: * Residential () Commercial

Yes O No

Do you wish to add additional addresses/parcels:

Save & Exit Clear Previous Next
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Add Additonal Address WanuaiEnry |

‘There are two options for adding additional addresses or parcels. Click the ‘Add Additional Address’ to perform a search
‘and make a selection, alternatively click the ‘Manual Entry” button to manually add an address or Parcel.

Save & B Previous Next
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Select the type of search required
Search the Local Land Charges Register: * (NOTE: For South Norfolk only, please select NEITHER as this service is now.
provided by HNLR. For Broadiand, please select any search type as required )

Request an offcial LLC1. This will provide an offcial LLC1 exiract from the Land Charges Register. This document can be
) printed. The fee for his is £32.00.

View the Land Charges Register. This willallow a copy of the Register to be viewed on screen. No printing faciities wil be:
) provided. The fee for this is £0.00.

) Neither.

‘Submit CON 29 Enquirie:

CON 29 Search. Tnis will provide the CON 29R and allow you to select any CON 290 optional enguiries. The fee wil depend
’ upon the enquiries selected.

Component Data Search. This wil allow you to select any enquiries ffom the CON 29 form. The fee will depend upon the.
- enauiries selected

) Neither.

Save & Exit Clear Previous Next
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Enter the details of any additional roads, footways and footpaths in respect of which a reply to enquiry 2 is required.
(Max 2000 characters)

Save & Exit Clear Previous Next
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JC) Fee Detail [ Update Fee

Fee sofar (Click the ‘Update Fee' to update): £237.20

Please select which of the following CON 29 optional enquires are applicable.

Click the "Select Al buttons to automatically have all the enquires selected. Select All

Cenquiry 4 Clenquiry 5 Cenquiry 6

Clenquiry 7 Clenquiry 8
enquiry 9 (Jenquiry 10 enquiry 11 Jenquiry 12 enquiry 13
(enquiry 14 (enquiry 15 (enquiry 16 Jenquiry 17 enquiry 18
Clenquiry 19 Clenquiry 20 Clenquiry 21 Clenquiry 22

Save & Exit Clear Previous Next
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Ji) Fee Detalls

Fee sofar: £261.20

Do you wish to submit any additional enqui

O Yes O No

Save & Exit Clear Previous

Next




image12.png
JC) Eee Detalls (7] Undate Fee

Fee sofar (Click the ‘Update Fee' to update): £261.20

‘You may add additional enquiries here. There is an exira fee for each addiional enquiry. You should enter only one enquiry in the
box.

‘You can add additional enuiries by cli¢

ng the "Add" button

Remove <« < > >

Add

Additional Enquiry 1 : * (Max 2000 characters)

Save & Exit Clear

Previous

Next
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Ji) Fee Detalls

Fee sofar: £261.20

Please confirm or change the detail below.

Tite: - e ] uiing Nameio:
Fsthane:©
Lastames©
B ——
S —
st s

[ saveaBat | [ Clear [ Previous | [ Next
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Ji) Fee Detalls

Fee sofar: £261.20

Please enter any additional information that may be useful to the Land Charges Officer ealing with your search.

(Max 2000 characters)

Save & Exit

Clear

Previous

Next
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Online Reference Number: ESNC00012516
We strongly recommend you review your search request before you make your final declaration.

17 you wish {o view your information please click the ‘Review button. This will take you to the beginning of
the form where you can review andor edit your search request. Review

17 you are happy with your search click Next to continue.

Save & Exit Clear Previous Next
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Ji) Fee Detalls

Fee sofar: £261.20

1 confirm that the information given is complete and correct. | understand that incomplete information may result n the search request
being rejected or delayed.

Declaration Name: Mrs Helen Martin
Declaration Date: 1310412023
Feer £261.20

Please tick here to complete the declaration. *

Previous Next
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Online Reference Number: ESNC00012516
Please check your search request to ensure you have given full and accurate information.

Please select one of the options below, or click ‘Complete’ to finalise the form and return to the Search Request Summary
where you can then add attachments and submit the search.

Retur to the first page and review ail of the information for tis ssarch request JF Eee Detais

View the completed form as a PDF (Reauires Adobe Acrobat) Reviow,

remew ]

Complete
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Q. New Search | [3 My Searches | @ My Profile | (3 Logout (Helen Martin)

Search Request Summary

By following the steps below, you may submit your search request online. You can quit the process at any stage before submission and save your submission to retum to at a later date. Saved draft searches are stored on our server,
and can be accessed through the "My Searches” screen.

1 Complete a form
‘Complete your Local Land Charges Search Request for South Norfolk DC. You may also save this form to your hard drive in PDF format, enabling you to print off copies for your own records.

Edit Form

2 Attach supporting documentation (optional)

‘Attach adaitional documents to your appiication form, for example; maps, photos or CAD files.
You currently have 0 files attached

3 Pay for your submission
“The cost of the application you have selected so far is £261.20. Please select a method of payment.

O crediidebit card
® Pay later

4 submit

Next

< Backto Submissions
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Q. New Search | [3 My Searches | @ My Profile | (3 Logout (Helen Martin)

Search Request Summary » Attach Additional Documents

Please attach a location plan with the site boundary edged in red
The plan must be suficient to clearly identiy the land to which the search relates.

Location pians should ideally be submitted in the following formats: gif, Jpg and png. Other formats: tt, doc, docx, htm, htmi and paf will be accepted but treated as attachments.
Ifyou have more than one location plan, please aftach your primary one first,

Other attachments can be submitted in the following formats: £, doc, docx, htm, himl, pdf, gi,jpg and png.

< Backio Forms Dashboard
Attached Document(s)

/A No atiachments

Attach a Document

Select Fle* No fle chosen
Document Type:* Location Plan v

Description*

Upload

< Backio Forms Dashboard
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For searches of properties and sites within Broadland the payment details are:

Payee Broadland District Council
Acount name General account

Sort code 2062:61

Account number 53613623

For searches of properties and sites within South Norfolk the payment details are:

Payee South Norfolk Council
Account name South Norfolk Council
Sort code 202642

Account number 83490173
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Al fields marked * are mandatory

Amount £20.40

Card Number*

Expiry Date* /

Security Code*

Note: Clicking on the links below will open a new browser window.

MasterCard.  Verified by
SecureCode. VISA

Learn more Learn more

CAPITA | Pay360
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Additional Information

Al fields marked * are mandatory

Cardholder's Name* [/ h

Address

Postcode ( )

If you provide an email address below, we will send you an email confirming your payment.
E-Mail

Confirm E-Mail

CAPITA | Pay360
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Payment Confirmation Page

You are about to make a payment to South Norfolk DC for the transaction shown below.

Please check that these details are correct and then either click on the “Make payment" button to continue
with your payment or click on "Back" if any details need to be amended.

Once you click on "Make payment" your trarsaction will be authorised on-line. This will typically take about six
seconds but various factors can affect the actual time taken. Please refrain from clicking on any other browser
buttons or navigating to other sites while this process takes place. If the process stops responding for any
reason then we recommend that you simply close your browser.

Purchase Details

Please check that the purchase details below are correct.

Submission payment ESNC00000110 _ £252.02

Total £252.02

Card Details

Please check that your card details are correct

ErREE AR EERRT70)

South Norfolk Council

06/23

Make Payment
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Local Land Charges

(2 Login | 3 Register

Login

New Users.

If you haven't used this site before you wil need to register in order to

« Submit search requests
« Maintain a history of your search requests

fyou have already registered. login below.

Login

Email Address

Password

Login

2 Forgotten Password?
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Local Land Charges

Q. New Search | [3 My Searches | @ My Profile | (3 Logout (Helen Martin)

Search Request Summary

By following the steps below, you may submit your search request online. You can quit the process at any stage before submission and save your submission to retum to at a later date. Saved draft searches are stored on our server,
and can be accessed through the "My Searches” screen.

1 Complete a form

‘Complete your Local Land Charges Search Request for South Norfolk DC. You may also save this form to your hard drive in PDF format, enabling you to print off copies for your own records.

Edit Form

2 Attach supporting documentation (optional)

‘Attach adaitional documents to your appiication form, for example; maps, photos or CAD files.
You currently have 0 files attached

3 Submit

‘You may submit to the council once the form has been completed.

< Backto Submissions
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Search Request Online Form
‘The reference number for ths search request is ESNC00012516 please quote this number if you have problems completing this
online form.

Note: -

An asterisk (*) indicates required fields

Once you have clicked the Next button, if you close this window without clicking the ‘Save and Exit button this section willnot be
‘completed and some data may be lost.

‘You may give your search request your own reference (maximum 20 characters) to help you identiy it at a later ate. When you are
logged on this wil appear on your st of search requests.

e —

Save & Exit Next




