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Provide additional information for a State 
Design Review Panel application 

This guide provides steps on how the primary contact can provide additional information 
requested for a State Design Review Panel (SDRP) design advisor through the NSW Planning 
Portal (the Portal). 

The request is issued through an ‘Additional Information’ child case (AI-XXX). Both the 
primary contact and any additional contacts receive an email notification containing the 
SDRP application reference number. However, only the primary contact can respond to the 
request through the Portal. 

This process is different from responding to a request for missing information where an 
SDRP submission is incomplete. For instructions on providing missing information, refer to  
the guide: How to provide missing State Design Review Panel submission information. 

Tip: Mandatory fields are marked with an *asterisk.  You must complete all mandatory fields 
on the application and any desired fields as required. 

Locating the additional information case 

1. Log in to the Portal to display your dashboard. 
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2. Click the SDRP application reference 
number (SDRP-XXX) to open the 
application.  

3. Select the ‘Related Cases’ tab, then click the AI-XXXX link.   

In this example, the AI case is a child case to the SDRP meeting case.   However, a 
request for additional information may also be initiated from the submission 
requirements case. 

Alternatively, use the global search field in 
the top right of the dashboard to find the 
additional information case.  Enter the SDRP 
application or additional information 
reference number, then press [Enter] on your 
keyboard. 

 

The additional information child case opens on a read-only screen with a status of ‘Pending 
Information’. 
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Providing additional information 

4. Select the ‘Additional Information Summary’ tab and review the request comments 
provided by the SDRP design advisor. 

 

5. When you are ready to respond, 
select ‘Actions’, then select ‘Provide 
Additional Information’. 

 
 

Note: Do not use the ‘Provide Additional Information’ option to upload the proponent’s design 
package.  To upload a design package, refer to the step-by-step guide: How to respond to 
State Design Review Panel submission requirements. 

The ‘Provide Additional Information’ screen displays.   

6. If required, enter a response in the ‘Provide Additional Information’ field (optional). 
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7. Click ‘Upload’ to attach one or more 
documents. 

 

8. Click ‘Select file(s)’ and navigate to 
the document location. 

Alternatively, drag and drop the file 
directly in the upload area 

 

 

9. Click the ‘Category’ drop-down and select ‘Others’. 

 

10. Click ‘Attach’ to upload the 
document(s).  

 

11. Click ‘Submit’ to complete the task. 
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12. The status of the additional 
information child case is ‘Complete’. 

 

 

 

 

 

 

 

What happens next? 
After you submit your response: 

 the SDRP design advisor receives an email notification confirming that additional 
information has been provided  

 the status of the Additional Information case changes to Complete  

 the uploaded documents are available from the Documents tab. 
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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:   

 Primary contact - How to respond to State Design Review Panel submission 
requirements. 

 Primary contact – How to provide missing State Design Review Panel submission 
information 

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. 


