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Introduction   

A section 3.22 planning proposal is used to make minor amendments to an existing Local 

Environmental Plan (LEP), such as correcting errors or updating mapping, without 

progressing through the full planning proposal process. The  proposal can be initiated by 

either a council or the Department of Planning, Housing and Infrastructure ( DPHI ). 

 

This guide covers the steps for Department of Planning, Housing and Infrastructure (DPHI) 

planners to assess and finalise a Section 3.22 Planning Proposal in the NSW Planning 

Portal.  

  

  Note : You will need  a  NSW Planning Portal  council user  account to  be able to use 

this functionality. To register a new account, refer to the  How to register for  a NSW 

Planning Portal  step -by -step guide.       
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Step s  

 Tip : Mandatory fields are marked with an *asterisk. You must complete all mandatory 

fields on the application and any desired fields as required.  

  Note : Steps 1 to 3 apply to council -initiated section 3.22 planning proposals only.  

For Department -initiated proposals, the proposal is automatically assigned to the 

Department officer who submitted it and progresses directly to the ‘Active 

Management Plan’  screen .  Go to Step 4 : Review the Active Management Plan . 

Step 1: Locate the  s ection 3.22 planning  proposal   

1. Log in to the NSW Planning Portal to display your dashboard.  

 

2. From your dashboard, select  ‘Unassigned tasks’ , then s elect ‘Planning Proposal WB’ .   
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3.  Locate the proposal in the workbasket  and c lick  the reference number to open  it. 

 

Step 2: Assign the proposal  

  

4.  Select ‘Assign this task to me ’. 

 

5.  Click ‘Submit’ . 

 

  Note :  After you assign the proposal to yourself, the workflow progresses 

automatically to the ‘Completeness Check ’ screen. If you exit the proposal and return 

later, you can access it from ‘Active work’.  
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Step 3: Complete the c ompleteness c heck   

 

6.  Review the proposal  details  and supporting documents using  the ‘Case details’ and 

‘Documents’ tabs . 

 

 Note: If additional information  is required before the proposal can proceed,  

select  ‘Request additional info’ from the ‘Actions’ menu .  Please refer to  the How 

to request additional information  step -by -step guide for more information . 

7. Select  whether the proposal can be accepted for  assessment.  

 

If you select ‘No’, enter  the reason for return.  

 

8.  Click  ‘Submit’.  

 

If ‘Yes, the application is lodged for assessment’ is selected, the proposal progresses to the 

‘Active Management Plan’.  If ‘No, the application should be returned’ is selected, the 
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proposal status updates to ‘Returned’ and moves to ‘Completed work’.   The Department and 

council can copy the proposal to create a new proposal if required, using the information 

from the original submission . 

For council - initiated proposals , the system sends an email notification to the council 

advising  that the proposal has been reviewed by the Department and will either proceed to 

finalisation  or not proceed . 

Step 4: Review the Active Management Plan  

 

  Note : The Active Management Plan tracks key performance indicators (KPIs) for 

the proposal. For a section 3.22 planning proposal, the total target is 30 business days: 

10 days for assessment and 20 days for f inalisation . 

The table includes the KPI end date, the Activation Management Plan  end date, 

progress status, days elapsed, actual end date and comments for each stage.  

9.  Review  the Active Management Plan  and update  the ‘AMP end date ’ if required.  The 

system automatically p opulates the ‘KPI end date’ and the ‘AMP end date’ for both 

stages.   
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  Note : The clock starts when  the planning proposal is lodged  and accepted for 

assessment .  For a council - initiate d  planning proposal , this occurs after the 

c ompleteness c heck .  F or a Department -initiated  planning  proposal , this occurs when 

the proposal is submitted . 

10. If you update an ‘AMP  end date ’, enter  the reason in the ‘Comments ’ field.  

 

  Note : Updating the ‘Assessment ’ AMP end date does not  change the end date for 

‘Finalisation ’. 

11. Enter  the resourcing plan details and update the planner’s details if  required . 

 

 Note : The ‘Planner’ field is automatically populated with the assigned planner ’s 

details .  If you update  the ‘Planner’ field  and click  ‘Submit’ , the proposal is reassigned 

to the new planner.  

If the proposal is reassigned to a new planner, the system sends them an email 

notification advising that the proposal has been assigned to them for assessment and 

that the Active Management Plan  has been completed.  

12. Click ‘Submit’.   
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 No te: Once the Active Management Plan  has been submitted, any further 

changes must be made by the Case Management Team . 

Step 5: Complete the assessment  

 

 Note : On the ‘Assessment’ screen, the Department planner reviews the  proposal 

details entered in the ‘Proposal’ stage  to ensure the information  is accurate and 

suitable to proceed, and update s  them if  required . 

13. Confirm  the project title  and update if required .  

 

14. Select  one or more State electorate s  from the drop -down  list .  These are listed in 

alphabetical order.    

 

15. Review the Environmental Planning Instruments (EPIs) proposed to be amended and 

update if required.  

 

 Note: If ‘Other’ is selected, describe the EPI that is being proposed for amendment  

in the added text field.  
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16. Review the applicable Section 3.22 conditions  and update if required.  

 

17. Confirm  whether the proposal requires an amendment to mapping  and update if 

required . 

 

 Note : The ‘Proposed Digital Mapping’ button displays in the top right -hand corner 

of the screen when the proposal includes mapping amendments .  Use this to view 

the proposed mapping changes, if required.  

18. If ‘Yes’ is selected , ensure that  map /s to be amended  have been selected , then enter 

the corresponding ‘Map tile reference ’ details.   

 

 

  Note : The ‘Map tile reference’ field only displays once a map has been selected.  If  

multiple map tile reference s  appl y, separate each entry with a comma.  
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19. Review  the  brief description of the effect of the Planning Proposal  and update if 

required . 

 

20.  Review  any planning provisions the proposal seeks to amend  and update if required . 

(Optional)  

 

21. Indicate  whether the proposal is ready to proceed to ‘Finalisation ’.   

 

If ‘No ’ is selected , enter the  reason in the text box.  
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22.  Click ‘Upload’ to attach any  supporting documents.  

 

a. Select the file(s) or drag and drop them into the upload area.  

b. Select the appropriate category from the drop -down menu for each file.  

c.  Click ‘Attach’. 

 

  Note : The document name has a maximum of 150 characters.  You can update the 

name in the system to meet this limit.  

23.  Click ‘Save and continue’ to proceed to the next screen.  

 

 Note: If ‘Yes ’ wa s selected  in Step 21 , the proposal progresses to ‘ Finalisation’ . If 

‘No’ wa s selected  in Step 21 , the proposal status updates to ‘ Not Proceeding ’ and 

moves to ‘Completed work’.  The Department and council can copy the proposal to 

create a new proposal if required, using the information from the original 

submission.  

For council - initiated proposals , the system sends an email notification to the council 

advising  that the proposal has been reviewed by the Department and will either proceed to 

finalisation  or not proceed . 
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Step 6 : Complete the finalisation  

 

 Note : On the ‘ Finalisation’  screen, the Department planner records the outcome of 

the amendment and fina lises it  in the system . 

 Note : Whilst t he date fields  in the  ‘Drafting’  section  are optional , please c omplete 

these fields where relevant  to maintain a  record of the drafting process and key 

interactions with Legal and the Parliamentary Counsel’s Office (PCO).  

24.  Select the date draft instructions were sent to Legal . 

 

25.  Select the date a response was received from Legal.  

 

26.  Select the date legal sent drafting instructions to  the Parliamentary Counsel’s Office  

(PCO ). 

 

27.  Select the date the draft Local Environmental Plan (LEP) was issued by PCO.  
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28.  Select the date Council was consulted on the draft LEP.  

 

29.  Select the date draft LEP comments were received from Council.  

 

30.  Select the date the request for final PCO opinion was  sent to Legal . 

 

31. Select the date Legal requested final PCO opinion.  

 

32.  Select the date the final PCO opinion was issued.  

 

33.   Indicate  whether the planning proposal  is to be finalised . 

 

34.  Enter the reason for the  decision.  

 

35.  S elect  who determined the Local Environment Plan ( LEP ) from the drop -down list . 
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36.  Enter or s elect  the notification date.  

 

37.  Enter the link to the legislation website.  

 

38.  Click ‘Upload’ to attach the required finalisation documents.  

 

a. Select the file(s) or drag and drop  them into the upload area . 

b. Select the appropriate category from the drop -down menu for each file.  

c.  Click ‘Attach’. 
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 Note : The document name has a maximum of 150 characters.  You can update the 

name in the system to meet this limit.  

39.  Click  ‘Submit’ to finalise the proposal.  
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What happens next ? 

• If the proposal is finalised , the status updates to ‘Approved’  and it moves to 

‘Completed work’.  

• If the proposal is not finalised, the status updates to ‘Not Proceeding’  and it moves 

to ‘Completed work’ . The Department and council can copy the proposal to create a 

new proposal, using the information from the original submission.  

• A system generated email will be sent to the council advising of the finalisation 

outcome , if the proposal was created by a council.  
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More information  

Need help using the NSW Planning Portal?   

 

 

 
 

R ecommended  s tep -by -step guide  

Other step -by -step guides that you may find useful are listed below:      

• How to navigate the NSW Planning Portal dashboard    

• How to create and submit a section 3.22 planning proposal  

• How to request additional information   

      

These documents can be found on the  NSW Planning Portal Support Hub .     

  

 

View the Support Hub   

24/7 access to  step -by -

step guides, short videos 

and frequently asked 

questions.  

Submit an online 

assistance form  

Submit a support 

enquiry via our online 

form.   

 

 

 

Call customer 

support  

For urgent or complex 

support needs, call the 

team on 1300 305 695.  

 

 

Attend a training 

session  

Learn to use the NSW 

Planning Portal in an 

online training session . 

https://www.planningportal.nsw.gov.au/support-hub
https://www.planningportal.nsw.gov.au/support-hub
https://www.planningportal.nsw.gov.au/help-and-resources/submit-enquiry
https://www.planningportal.nsw.gov.au/help-and-resources/submit-enquiry
https://www.planningportal.nsw.gov.au/help-and-resources/information-and-training
https://www.planningportal.nsw.gov.au/help-and-resources/information-and-training

