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Introduction  

All development applications in NSW are required to be submitted through the NSW 

Planning Portal.  

To minimise delays  to the assessment of your application , it is recommended that you 

discuss the supporting documentation requirements with the relevant consent authority.  

(Note: In the majority of instances this will be the relevant council).  For background 

information on your property, you can obtain a Section 10.7 Planning Certificate from the 

NSW Planning Portal or your local council.  

This guide will help you complete the online application process, from starting your 

application and entering development details through to uploading documents, reviewing 

your information and submitting the application.  

  

  Note:  You will need a NSW Planning Portal account to create and submit your 

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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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.  

Step 1: Start  your  application  

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

 

2. Click on the arrow  to display a list of digital services.  

 

3. Select  ‘Development Application ’ from the list of options.  

 

4. Select  ‘Create new ’. 
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  Note : The next few steps will help to direct your application to the right consent authority for 

assessment. If you know the consent authority for your application, you can choose the appropriate 

option from the ‘Actions ’ menu to start your development application.  

Council DAs are assessed by the local council of the site of development.  

State DAs are assessed by the state government consent authority responsible for the selected 

site of development, e.g. the Minister for Planning and Public Spaces.  

 

5. Enter  the site of your development using the Address or Lot/Section number/Plan 

search functionality. Ensure  you pause to allow the search function to suggest 

applicable matching results.  

Repeat as required until all development sites are located.  

 

  Note : If the address is registered, a map will display on the right -hand side of the screen with 

site information including the relevant local government area (LGA) on the left.  

  Note : Addresses may be entered manually by clicking on the Address did not display checkbox.  

You will be required to input the Local Government Area (LGA) or State Agency.  
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6. Indicate  the primary address and relevant lot(s) of the development. These fields are 

mandatory.  

You can delete the address by clicking  on the Bin  icon.  

 

7. Click  ‘Submit ’. 

 

  Note : When your DA is created, based on your selections and entries the system will determine 

if the application is a council or state DA. The banner at the top of the screen  will indicate the type 

that is being created. The system will also assign a unique reference number for you to use to track 

the application starting with the letters PAN. You will see this number on the top left -hand side of 

your DA submission page.  

Step 2: Captur e applicant details  

 

8.  Enter the primary applicant’s details.  
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  Note : Your user profile name and contact email address will automatically populate in the 

applicant detail fields. These fields may be edited as required. The email address provided should 

be the same email address the applicant uses to log into the Portal. Th is email address will receive 

all system generated emails.  

9. Indicate  if you are applying on behalf of a business or company.  

 

If you select  ‘Yes’,  

• Select either ‘ACN’, ‘ABN’, or ‘Name’ from the drop -down list.  

• Enter  the ACN, ABN or business / company name in the search field.  

• Click  ‘Search’.  

• Select  a result from the displayed list . 

• Indicate if the nominated business or company is the applicant for this 

application.   

 

  Note : If you wish to search by ABN, select ABN from the drop -down list, then enter the entity 

ABN in the space and click the search icon.  
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10. Identify the owners of the development site.  

 

If you are the sole owner, you do not need to provide any further information.  

 

If there are multiple owners and you are one of them, select  the appropriate button and 

click  ‘Add Owner’ to enter the details for each owner. Your information will be 

automatically populated as Owner 1. You will also be required to provide owners consent 

to support this application.  
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  Note : It is an offence under Section 10.6 of the Environmental Planning and Assessment Act 1979  

to provide false or misleading information in relation to this application.  

If there are multiple owners and you are not one of them, select  the appropriate button 

and click  ‘Add Owner’ to enter the details for each owner.  
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  Note : You will be required to upload the owner(s) consent when submitting this application.  

  Note : It is an offence under Section 10.6 of the Environmental Planning and Assessment Act 1979 

to provide false or misleading information in relation to this application.  

If a company or business owns the development site, enter  the company name and 

ABN /ACN . 
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  Note : You may be required to upload the owner(s) consent when submitting this application.  

  Note : It is an offence under Section 10.6 of the Environmental Planning and Assessment Act 1979  

to provide false or misleading information in relation to this application.  

11. Indicate if it is a Crown development.  

If ‘Yes ’, you will be prompted to enter the NSW government agency in the space 

provided.  

 

12. Indicate  if there are any security or site conditions which may impact the inspection.  

If ‘Yes ’, you will be prompted to provide further details.  

 



 

10 

 

How to submit a development application  v10 

13. To enter  the developer details, you can  search  to locate the company/business by a 

keyword. Use the drop -down menu to select  a search option.  

 

  Note : For all C lass 2, 3 and 9c developments, it is mandatory to enter the developer details.  

14. Click ‘Save and continue ’. 

 

  Note : If you no longer wish to continue with the application, choose  ‘Cancel ’. To save your 

application to complete later , choose  ‘Save and exit ’ and you will be redirected to your ‘Active 

Work ’. Save and exit will only work if all mandatory fields have been completed on the current 

page.  

Step 3: Captur e application details  

 

15. Select  development application . 
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16. The next step is the site of development which may be pre -populated based on the 

information entered when you initiated the application. If this field is blank, you can 

follow the steps earlier in this step -by -step guide to enter  the site of development.  

 

17. The Planning controls affecting the property can be viewed by clicking  on the arrow 

next to the site address.  

 

  Note : The planning controls will give you an indication whether your application may be 

referred to other agencies. For example, the development site may be adjacent to a train line in 

which case the application may need to be referred to Sydney Trains.  

18. Select  a common application type to define associated development categories.  
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  Note : Development types are grouped under common application types. Once you select a 

common application type(s), the related development type(s) will appear, organised under 

development categories. Some development types may appear under more than one common 

ap plication type.  

If you select ‘Subdivision’, you will be prompted to enter details about the proposed subdivision.   

19. Click  the arrow beside the development category to view the associated development 

types. Select  all development types that apply to your development.  

 

  Note : Each development type includes a ‘ What is this? ’ hyperlink, which you can click  to view a 

definition.   

  Note :  Additional questions may display and will vary depending on the development type(s) 

selected. For example, if a business -related development type(s) is/are selected, you will be 

required to enter business hours of operation.  

  Note : A summary of selected development types will be displayed below and can be edited by 

clicking  on the bin icon or making new selections as required.

 

20.  Enter a detailed description of the development that you are proposing.  
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  Note :  Additional questions around the NSW Pattern Book application pathway  will display 

when ‘Residential flat building ’ and/ or ‘Shop  top housing ’ development types are  selected . 

21. If a NSW Pattern Book application pathway is selected, indicate  if you are using a NSW 

Housing Pattern Book mid -rise design for your development.  

 

If ‘Yes’, enter the unique Pattern Identification Number.  

 

22.  Indicate  if the proposed development is to be buil d-to-rent housing.  

 

  Note : This question will only appear where certain development types are selected, 

such as  Multi -dwelling housing, Residential flat building and Shop top housing.  

23.  Indicate  if the development includes affordable housing.  

 

If ‘Yes’ , is the application for infill affordable housing?  
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Enter the name of the registered community housing provider that will be managing 

the affordable housing component of the site.  

 

24.  Provide  details of the proposed development, including number of dwellings/units 

proposed etc.  

 

  Note : Each field has a 4 -digit character limit.  

25.  Include  if the development result in a loss of low rental dwellings.  

 

26.  Indicate if the application is a direct result of an emergency and/or natural disaster as 

declared by the government.  

 

27.  Enter  the estimated development c ost.  

 



 

15 

 

How to submit a development application  v10 

28.  Enter the estimated development cost including GST.  

 

  Note : Review the information in the What is this? tooltip for further guidance on 

identifying the estimated development cost of a development / project.  

29.  Indicate  whether you have a BASIX certificate .  

 

  Note:  A BASIX certificate is only required for certain residential developments. If this 

question appears on your application, click the ‘What is this?’ tool tip to find out more.  

If you select ‘Yes’, enter  the BASIX certificate number/s and select  ‘Validate ’. 

 

This will automatically upload the valid BASIX certificate/s onto the ‘Documents’ tab 

within your application. You will not need to upload the certificate/s on the ‘Requirements 

and uploads’ step of the application process.  

 Tip:  A dditional BASIX certificate numbers can be entered by clicking the ‘Add another 

BASIX Certificate’ button.  
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To remove an incorrect certificate, click on the recycle bin beside the relevant field.  

 

 Note: When you click ‘Validate’ the system will confirm whether the certificate BASIX 

reference number you input is valid (green message), requires review by the nominated 

certifier (orange message), or is not valid (red message).  

You will need to delete any invalid certificates, these have a red cross beside them, to 

be able to submit your application. You do this by clicking the recycling bin beside the 

relevant field/s.  

If you have an address mismatch message (orange), the application can be submitted 

but the relevant BASIX certificate/s will not be visible on your ‘Documents’ tab until the 

nominated certifier has validated the reference number. If needed, you can downloa d 

those BASIX certificates from the BASIX service.   

These messages are displayed below:  
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30.  Complete  the proposed operating details including staff/employees on the site and 

parking and loading information by clicking  on ‘Add Category of development’.   

 

a. Enter the details by selecting the category of development, then entering the 

details as required.  

 

31. Indicate if a new road is to be proposed.  

 

32.  Indicate  if the development is to be staged.  
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a. If ‘Yes’, Indicate  if it is a concept only application, then enter a description in the 

space provided.  

 

33.  Click  ‘Save and continue’.  

 

Step 4: Captur e related planning information  

 

  Note : Based on your answers you may be asked to complete further details.  Noting 

some questions are mandatory.  

34.  Indicate if the development is on land which is subject to a wilderness protection 

agreement or conservation agreement within the meaning of the Wilderness Act 1987 . 

 

35.  Indicate if your DA needs to be referred to an external Agency or other body.  

 

  Note : Your application may still need to be reviewed by an Agency, and you may need extra 

approvals before you can start construction. Council or the Development Coordination Authority 

(DCA) can help you understand what approvals you might need. If you are uns ure whether your 

application needs to be reviewed, select ‘Not sure’ to proceed with your application.  
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a. If ‘Yes’, a list of external Agencies and bodies will display . 

 

b. Click on the category  to display a list of associated clauses.  

 

c. Select a clause(s) from the list of options.  

 

  Note : After submitting this application, the selected clause(s) will be reviewed by Council 

and/or the Development Coordination Authority.  

36.  Indicate if your proposal is categorised as a designated development.  
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37.  Indicate if your proposal is likely to significantly impact on threatened species, 

populations, ecological  communities or their habitats, or is located on land identified as 

critical habitat.  

 

If ‘Yes’ is selected , indicate if any of the following Acts apply to the application.  

 

38.  Indicate if the application is for biodiversity compliant development.  

 

If ‘Yes’ is selected, provide reasons in the space provided.  

 

39.  Indicate if this application is subject to a private land conservation agreement under the 

Biodiversity Conservation Act 2016 . 
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40.  Indicate if the application proposes a ny variation s  to a development standard  (for 

example building height or floor space ratio) contained  in an environmental planning 

instrument  such as a local envir onmental plan (LEP) or State Environmental Planning 

Policy  (S EPP) ? 

 

a. If ‘Yes’, select the relevant environmental planning instrument . 

 

b. Sele ct the relevant SEPP or LEP from the list of available options.  

 

  Note : If ‘S tate Environmental Planning Policy (S EPP )’ is selected, the list relevant 

SEPPs will display.  
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c. Select the name of the development standard being varied.  For example, if you 

wish to request a variation to the height, select Height from the list of options  and 

enter the remaining information . 

 

  Note:  Click the ‘Plus ’ and ‘Bin ’ icons to add or remove requests as required  

 

d. Complete  the remaining questions related to variations to development standards.  
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41. Indicate if the application is accompanied by a Planning Agreement.  

 

If ‘Yes’, enter the description and select the appropriate status  of the planning 

agreement . 

 

  Note : Click the  ‘Plus ’ and ‘Bin ’ icons to add or remove details as required.  

42.  Indicate  if approval under Section 68 of the Local Government Act 1993  is required.  

If ‘Yes ’, you may be able to apply through the Portal. Follow the application prompts and 

complete the corresponding fields.  

 

  Note : If you are applying for the Section 68 approval and have initiated the application at this 

step , a related case will be created once you submit the application. You will need to enter the 

draft application and continue completing the outstanding information to submit the related 

application.  
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43.  Indicate  if tree removal or pruning work is proposed.  

If ‘Yes’, enter the details in the space provided.  

 

44.  Indicate  if the development site includes an item of local heritage.  

 

45.  Complete  the affiliations and pecuniary interests’  questions to be reviewed by the 

consent authority.  

 

46.  Indicate  if you are aware of any person who has financial interest in the application who 

has made a political donation or gift in the last two years.  

 

  Note : If ‘Yes’, you must complete the political donations or gifts declaration.  
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47.  Click  ‘Save and continue ’. 

 

Step 5: Indicate if development is exempt from the 
Sustainable Buildings  

 

48.  Indicate  if the development is exempt from the State Environmental Planning Policy 

(Sustainable Buildings) 2022 Chapter 3 , relating to non -residential buildings.  

 

If ‘Yes’, select  a reason for exemption. Once an exemption is chosen you, proceed by 

clicking  ‘Save and continue’, and navigate  to Step 6: Enter  payer details . 

 

https://legislation.nsw.gov.au/view/whole/html/inforce/current/epi-2022-0521#ch.3
https://legislation.nsw.gov.au/view/whole/html/inforce/current/epi-2022-0521#ch.3
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  Note : If none of the exemptions listed apply it is likely that the sustainability provisions in 

Chapter 3 of the policy apply and the development is not  exempt.  

If ‘No’, indicate  which general sustainability measures have been proposed for the 

development, selecting all that apply.  

 

  Note : When selecting  ‘Other’, you will be asked to enter  details in the space available.  

a. Enter a list of  any reports or documents that identify the general sustainability 

provisions you indicated for the development in the previous question.  

 

b. Indicate if the development is seeking certification from a sustainability rating 

system.  
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If ‘Yes’, select  which rating system(s) are proposed for the development from the list 

available.  

If ‘Other’ is selected  in the list, enter  the name of the rating system(s) in the space 

available.  

 

c. Enter  the star rating or sustainability level achieved for each rating system.  

 

d. Indicate  if you have completed a NABERS Embodied Emissions form for the 

development.  If ‘Yes ’, you will be asked to  enter  the details of the qualified person 

certifying the form.  
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  Note : If the NABERS Embodied Emissions form is a mandatory document for your development 

type, it is required to be uploaded when you reach the Requirements and uploads section of the 

application.  

e. Indicate if a voluntary NABERS Agreement to Rate relating to embodied emissions 

has been prepared for each prescribed large commercial development type 

applicable to the application.  If ‘Yes ’, enter the relevant Agreement to Rate 

reference number(s).  

 

f. Enter  a description of any low emissions construction technologies incorporated in 

the development.  

 

g.  Indicate if the development is designed to retain or reuse an existing building on 

site.  If ‘Yes ’, enter  the percentage of total development re -used.  

 

h. Indicate if the development is designed to use recycled materials from the site or 

elsewhere.  If ‘Yes’ is selected, you will be asked to enter details.  

 

i. Indicate if a whole of Life Cycle Analysis (LCA) has been prepared for this 

development.  
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j. Indicate if the development is a prescribed large commercial development.  

If ‘Yes ’, further questions will be defined.  

If ‘No ’, proceed by clicking  save and continue, and navigate  to Step 6: Enter  payer details . 

 

k. Indicate if the development is designed to operate as a net zero development 

immediately.  

If ‘No ’, indicate if the development is designed to not use on -site fossil fuels after 1 

January 2035 . 

 

l. Select the net zero provisions the development has incorporated. Select all that 

apply.  

If ‘Other ’ is chosen, enter  details in the space provided.  
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m. Enter  the estimated annual energy consumption for the building.  

 

n. Enter  the estimated amount of emissions relating the energy use in the building.  

 

o. Indicate  if a NABERS Agreement(s) to Rate relating to water use has been 

prepared for each prescribed large commercial use in the development.  

If ‘Yes ’, complete  the table.  

 

p. Indicate  the preferred Section J pathway for the development.  

 

q. Select if the development in the City of Sydney Local Government Area and a 

prescribed hotel, motel or office?  

If ‘No’ is selected , choose  if  NABERS Commitment Agreement(s) or Agreement(s) to 

Rate relating to energy been prepared for each prescribed large commercial use in the 

development.  
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49.  Click ‘Save  and  continue ’. 

 

Step 6: Enter  payer details  

 

The Environmental Planning and Assessment Regulation 2021  and the consent authorities 

adopted fees and charges documents establish how fees are calculated for this 

application. Once this application form is submitted to the relevant consent authority for 

lodgement the fees will be calculated by the consent autho rity. The consent authority 

will contact the nominated payer to obtain payment. Note that the application may be 

rejected if the fees are not paid.  

50.  Indicate  if the payer is an ‘Individual ’ or ‘company, business, government entity or other 

similar body ’ and complete the required information.  

 

a. If individual, enter the individual payer details.  
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b. If company, business or government entity, enter the details as required.  

 

51. Click  ‘Save and continue ’. 

 

Step 7: Upload required documents  

 

  Note : There are certain required documents that must be uploaded to your application. 

However, there may be additional documents to upload to complete your application. Ensure you 

satisfy all application requirements required by the consent authority to minimise  delays.  

52.  Click  ‘Upload ’. 

 

a. Select  file (s) or drag and drop  

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

c. Click ‘Attach’. 
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  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.  

53.  Click ‘Save and continue ’ to progress to the next step.  

 

Step 8: Input  housing and productivity contribution 
details  

Certain residential, commercial, and industrial developments will be subject to a housing 

and productivity contribution (HPC), if the development application is approved. The 

development site location and development types entered on your DA will identify if a 

contribution is required to be applied to your development.  

If an HPC is identified, you will be directed to input details of the proposed development 

for which a contribution is payable.  

This section of the guide provides instructions on how to complete the applicant inputs 

on the contributions case.  

If a HPC has not been identified for the development, continue by navigating to  the  Step 

9: Review and submit  section of this guide . 
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  Note : Once the application is submitted, t he consent authority who will assess your DA will 

finalise the input that is required for the housing and productivity contributions. It is the 

responsibility of the consent authority to ensure the appropriate contribution amount is calculated 

and will be imposed as a condition of the consent, if approved.  

Additional development details for contributions purposes  

1. Identify  if a previous payment for contributions or planning agreement applies.  

 

  Note : Some previous arrangements may impact contributions for new development.  Evidence 

will be required and can be uploaded.  Each item selected will require supporting documents to be 

uploaded.  

Proposed development  

  Note : The development types and common application types that are entered on the 

development application  will display. If the listed development(s) which require a contribution do 

not appear in the table titled ‘proposed number of units for calculating contributions’ below, you 

can capture further contribution uses by following the below steps.  
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2. To add a proposed development, select  a category from the available list.  

 

3. Click the  down -arrow to select a development type from the available list  

 

  Note : Select  as many developments from the available list as relevant. This list will be filtered 

based on the category selected in the previous step.  

  Note : You may click  ‘Add Contributions ’ uses and repeat the previous steps to add further 

contribution uses to the table below.  

4. Click ‘Complete Selection ’ to refresh and update the Proposed number of units for 

calculating contributions.  
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Proposed number of units for calculating contributions  

5. Enter  the total number of units.  

 

  Note : The unit of charge relates to the type of development being proposed. For residential 

development, the total is calculated by entering the number of units of charge (i.e. the number of 

new dwelling lots). For commercial and industrial development, the tota l is calculated by 

multiplying the units of charge by the square meterage of new gross floor area (GFA) applicable to 

the development.  

Existing development  

6. Indicate  if you want to add existing development, such as an existing residential lot, 

that applies to your development.  

 

a. If ‘Yes’, select  a category from the available list.  

 

b. Click  the down -arrow to select a development from the available list.  
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c. Select  ‘Add type/use’ to add additional existing development, if required.   

 

d. Click ‘Complete Selection’ to refresh and update the table for existing number of 

units for calculating contributions.  

 

7. Enter the total number of units per unit of charge.  

 

Staged developments  

8.  Click  ‘Add stage’ to add additional stages for a staged development consent.   

 

  Note : The current selections will be displayed as stage 1.   

9. Click  to expand each stage and enter the number of units for each stage of 

development.   

 



 

38  

 

How to submit a development application  v10 

  Note : Each stage will have a question whether you wish to add an existing development. If ‘Yes’ 

is selected, follow the steps above for adding existing developments.  

 

10. Once you have finished entering the contribution details, click  ‘Submit’.  

 

  Note : After clicking  ‘Submit’, the contribution details entered will be saved with your 

application . You  can  review  the details entered via the system generated document located in the 

documents tab of the development application . You will be re-directed back to complete  the final 

page of the development application, which is the Review and submit page . Following submission  

of the development application , the consent authority will notify you of any contribution amounts 

payable following their assessment as part of the conditions of consent.  

S tep 9: Review and submit  

 

The review and submit section displays the information entered on the application and 

allows you the  opportunity to review the information entered for your development 

application  by navigating down the page.  

You may navigate to previous sections of the application or close and return to the 

application later.  

11. Once you have reviewed the application details for accuracy and are ready to submit,  

Complete the declarations.  
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12. Click  ‘Submit ’. 
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What happens next ? 

• Your application will be sent to the relevant council for review.  

• The council  may request additional information . If they do, you will receive a system 

generated email asking you to provide the requested information. Please view the ‘ How 

to provide additional information ’ step -by -step guide on the Support Hub for more 

information on how to respond to these requests.  

• If you have creat ed a Section 68 of the Local Government Act approval  application 

during this process , you must complete the ‘In Progress’ application . You will find this 

application on your ‘Active Work’  dashboard . 

• If you need to withdraw your application, open this application and select ‘Withdraw’ 

from the ‘Actions’ menu. Please view the ‘How to withdraw a development application’ 

step -by -step guide on the Support Hub for more information.  

• When the council has completed their review, you will receive an email with the 

outcome of their review.  

• BASIX certificates with an ‘address does not match’ validation message will be tagged 

‘Review required’ for council / certifier review. They will not be visible on your 

‘Documents’ tab until the council / certifier has validated the BASIX certificate 

refer ence number.  However, the certificate can be viewed from  within  the  BASIX 

service, where it was originally generated.   
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More information  

Need help using the NSW Planning Portal?   

 

 

 
 

R ecommended  s tep -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 navigate the NSW Planning Portal dashboard      

• How to provide additional information  

• How to withdraw 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 . 

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

