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How to re-refer a concurrence and referral 
request 

After a concurrence and referral has been submitted to an agency, council may need to re-refer the 

request. This could be for several reasons, often because new or amended plans have been received 

from the applicant that may impact a previously provided decision or after a clause has been 

rejected for assessment by an agency.  

This Quick Reference Guide outlines the steps to re-refer the application to an Agency. 
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Note: This functionality applies to concurrence and referral requests that have had an Agency 

decision provided or have been rejected. For an open request, please refer to the How to edit a 

Concurrence and referral case Quick Reference Guide.  

Re-referring a rejected a concurrence and referral request 

If a concurrence or referral request has been “rejected”, you can request that the application be 

reconsidered by that agency. Please ensure you provide adequate to support this request. 

Follow the steps below to edit the concurrence and referral case to re-refer the application to the 

agency under the same or new clause. 
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1. Log in to the NSW Planning Portal, locate 

and open the relevant concurrence and 

referral case from your dashboard.  

 

2. Select “Edit case” from the Required 

actions menu on the right-hand side of the 

screen. 

  

3. Click “ Submit” to confirm you wish to edit 

the request.  

Note: Once the case is open for editing, it will revert to an “In progress” status.  

4. Select “Save and continue” until you reach 

the page “Select agencies and upload”.  

Note: The “Select agencies and upload” screen will be pre-populated with the agencies and 

clauses that are currently included on the case, including any rejected or accepted clauses. 
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5. Upload a “Reconsideration letter” to 

provide context for the re-referral request. 

You can also upload any additional 

information you believe will assist with 

their review.  

Note: If the document has already been 

uploaded to the related development 

application, it will be automatically visible 

to the agency on the “Documents” tab. 

 

6. Select “Add agency or clause/section(s)”. 
 

7. Select the checkbox beside the previously “Rejected” clause. 

Note: You can also add additional clause / section(s) to the existing agency selections by clicking 

the appropriate checkbox(es). 
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8. Enter the reason for a request for 

reconsideration of an application. 

Note: This information will be included in 

the email to the agency. 

 

9. Select “Save and continue”. 
 

10. Review the updated case details and 

complete the declarations by selecting 

the checkboxes. 

 

 

Note: If you need to amend any details, 

select the “Previous” button to return to the 

previous screen. 

 

11. Click “Submit”. 
 

Tip: You can click “Save and exit” to save a draft to resume later. The case will remain “In 

progress” until the changes are complete and the case has been resubmitted. 

Re-referring a concurrence and referral request for which 
Agency advice has been provided 

If an Agency has provided their decision on a concurrence and referral request, and you need to 

request their reconsideration of that decision under the same clause/section, you must 

withdraw the initial agency concurrence and referral request and re-refer the application.  Note: 

The request will have a status of “Approved”, “Approved with conditions”, “Not required” or 

“Refused”. 

Follow the steps below to edit the concurrence and referral case to re-refer the application to the 

agency under the same or new clause. 
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1. Log in to the NSW Planning Portal, locate 

and open the relevant concurrence and 

referral case from your dashboard.  

 

2. When the application is open, click the 

Agencies tab and then select the relevant 

A-XXX case reference below the Agency 

name.  

3. Click “ Actions” and select “Withdraw” 

from the dropdown menu. 
 

4. Enter the date of withdrawal or select 

from the calendar.  

5. Enter a reason for withdrawing the agency 

request. 
 

6. If required, click “upload” to provide 

documentation to support the withdrawal 

of the request. 
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a) Click Select files (s) or drag and drop 
your file(s) in the space provided.   

b) Categorise  the file type(s)   
c) Click “Attach”.  

   

7. Click “Submit” to withdraw the agency 

case.  

8. Select “Close and home” to return to the 

dashboard. 
 

9. Select the relevant “CNR” reference 

number 

 

10. Select “Edit case” from the Required 

actions menu on the right-hand side of the 

screen. 
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11. Click “ Submit” to confirm you wish to edit 

the request.  

Note: Once the case is open for editing, it will revert to an “In progress” status.  

12. Select “Save and continue” until you reach 

the page “Select agencies and upload”. 
 

Note: The “Select agencies and upload” screen will be pre-populated with the agencies and 

clauses that are currently included on the case, including any rejected or accepted clauses. 

13. Upload a “Reconsideration letter” to 

provide context for the re-referral request. 

You can also upload any additional 

information you believe will assist with 

their review.  

Note: If the document has already been 

uploaded to the related development 

application, it will be automatically visible 

to the agency on the “Documents” tab. 

 

14. Select “Add agency or clause/section(s)”. 
 

15. Scroll past the previously added Agencies 

and click the “Add agency” button.   

16. Select an Agency name from the drop-

down list.   

  

17. Enter the Agency officers email address if 

known.  
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18. Select at least one clause/section from 

the list.  

Note: This list has been configured to only 
display the relevant clause/s for that 
organisation.  
  

  
  

19. Click “Save and continue”.  

  

20. Review the updated case details and 

complete the declarations by selecting 

the checkboxes. 

To make changes to the entered 

information, click the “Previous” button to 

move back to previous screens. 
 

21. Click “Submit”. 
 

What happens next  
 A system generated notification will be sent to the Agency to advise them of the request for 

reconsideration of an application. 
 The Agency will review the request and provide a decision via the NSW Planning Portal. 

More information   
We have developed a range of support materials, including Quick Reference Guides for other 
services and Frequently Asked Questions (where applicable), to assist you when using the NSW 
Planning Portal digital services. You can access these via in the Help and Resources section of the 
NSW Planning Portal. We encourage you to scan these resources prior to contacting the Customer 
Support team.    
    
We also offer a range of training sessions on the NSW Planning Portal digital services. You can view 
and/or register for upcoming training on the Information and Training sessions page of the NSW 
Planning Portal.    
    
If you require further assistance, please contact ServiceNSW on 1300 305 695 or submit an enquiry 
online. If you are calling from outside Australia, please call +61 2 8894 1555.    

 


