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Introduction  

 

Following a request to amend a development or modification application being submitted 

by the applicant, the consent authority will need to enter the outcome of their review 

through the NSW Planning Portal (section 28 of the Environmental Planning and Assessment 

Regulation).  

 

 

Caption: High level workflow for the amendment request functionality. 

 

If a request to amend an application is approved, the consent authority will need to update 

the relevant development or modification application using the ‘Edit application details’ 

functionality. 
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This guide outlines steps on how to review and approve or reject a request to amend a 

development or modification application on the Portal.  

  

  Note: You will need a NSW Planning Portal account to review a request to amend a 

development or modification application. To register a new account, refer to the How to 

register for a NSW Planning Portal step-by-step guide.  
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How to review the request to 
amend a development or 
modification application 

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

fields on the application and any desired fields as required. 

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

 

2. Click the ‘Unassigned tasks’ tab and then select ‘DA Council WB’. 

 

3. Click the relevant reference number. 
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  Note: A request to amend a development or modification application will display a 

portal reference number AMDR-XXX. 

4. Scroll down the page and locate the review harness. By selecting each tab, you can 

review the amendment details, documents, action summary and related cases, to assist 

with your review of this request. 

 

5. If you need to request additional information to support your review, select Request 

additional info’ from the ‘Actions’ menu. 

 

This will open the ‘Request additional info’ screen. Enter details to support your request 

for additional information. 

 

Click ‘Submit’. 

 

  Note: Once you have submitted the additional information request, an email will be 

sent to the applicant, and the AMDR-XXX status will update to ‘Additional information 
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requested’. You will receive an email to advise when the applicant has provided the 

requested information. 

  Note: If the related development or modification application has been referred to the 

Local Planning Panel for assessment, this request cannot be considered by Council. This 

request to amend the application must be sent to the Planning Panel Secretariat outside 

the NSW Planning Portal. When the Planning Panel provides an outcome of their review, 

this will need to be input into the NSW Planning Portal on their behalf by the Council. 
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How to approve the amendment 
request 

 Note: This section of the guide assumes you have exited the application prior to 

entering the outcome.  

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

 

2. Click the ‘Unassigned tasks’ tab and then select ‘DA Council WB’. 

 

3. Click the relevant reference number. 

 

4. After reviewing the amendment details, scroll up the page to confirm if the request is 

approved. Select ‘Yes’ to approve the amendment request. 
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  Note: If a request to amend a development or modification application is approved, the 

related application must be updated with the amended information. This will ensure the 

system generated application form is updated and any subsequent related applications 

contain the correct information. Council can select the ‘Edit application details’ from the 

Actions menu on the related application. Please refer to the step-by-step guide on How to 

edit a development application.  

5. Indicate if the amendment request is minor.  

 

If ‘No’ is selected, the original and updated lodgement dates will display. 
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  Note: Upon approval of a non-minor amendment request, the original application 

timeframe will be reset to reflect the day on which the applicant applied for the 

amendment (i.e. amendment submission date). 

6. Enter any comments related to the outcome of your review in the space provided. 

 

7. Click ‘Submit’. 

 

  Note: For all approved amendment requests, council must edit the related 

development or modification application to ensure the amended details are updated. To 

do this, you will need to select ‘Edit applicant details’ from the ‘Actions’ menu within the 

related application. 
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How to reject the amendment 
request 

 Note: This section of the guide assumes you have exited the application prior to 

entering the outcome.  

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

 

2. Click the ‘Unassigned tasks’ tab and then select ‘DA Council WB’. 

 

3. Click the relevant reference number. 

 

4. Select ‘No’ to indicate the amendment request is not approved. 
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5. Enter the reason for the rejection in the space provided. 

 

6. Click ‘Upload’ to upload documentation to support the outcome of your review. 

 

a. Select file (s) or drag and drop 

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

c. Click ‘Attach’. 

 

  Note: The name of the document has a maximum of 150 characters. If the name of 

your file exceeds this limit, you can change the document name to bring it within the 

150-character limit. 

7. Click ‘Submit’. 
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What happens next? 

 The applicant will receive an email to advise them of the status of the amendment 

request and confirm the outcome of the review. 

 The amendment request status will change to either ‘Approved’ or ‘Rejected’, 

depending on the outcome of the review.  

 The amendment request will move to the ‘Completed work’ tab but can also be 

accessed from the ‘Related cases’ tab within the related application.  

 For all approved amendment requests, council must edit the related development or 

modification application to ensure the amended details are updated. To do this, you will 

need to select ‘Edit applicant details’ from the ‘Actions’ menu. 

 If the amendment request was approved as non-minor, the related development or 

modification application will revert back to the preliminary assessment screen. This will 

enable the consent authority to: 

o edit an existing exhibition or create an exhibition 

o refer or re-refer an application to an agency for their consideration (concurrence 

and referral) 

o create or edit housing and productivity contributions.  
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More information 

Need help using the NSW Planning Portal?  

 
 

 
 

Recommended step-by-step guides 

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

 How to register for a NSW Planning Portal account 

 How to edit a development application 

 How to review and lodge or return a development application 

 How to complete the preliminary assessment of a development application 

 How to determine a development or modification application 

 How to request additional information 

 How to exhibit a development application 

 How to create a concurrence and referral request from a development 

application  

 

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. 


