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Introduction 

An applicant can submit a request to extend their development consent through the NSW 

Planning Portal. Submitted requests appear in the council’s ‘DA Council’ work basket, 

where they can be assigned to a council officer for assessment. 

This guide explains how to review an extension request, record the outcome and upload an 

optional assessment outcome document. 

Workflow 

 

Caption: This workflow includes references to the related support resources, the details of 

which are in the ‘More information’ section of this guide.  

 Note: A development consent can only be extended once, for up to 12 months. The 

NSW Planning Portal will show a warning if more than five years have passed, but 

council must check the new lapse date meets the relevant requirements. 
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Steps 

 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. Select the ‘Unassigned tasks’ tab, then select the ‘DA Council WB’ workbasket. 

 

3. Locate the 'Extension of development consent' request, then click the reference 

number to open it. 
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4. Click the 'Assign to me' button. 

  

5. Select 'Assign this task to me' checkbox, then click 'Submit'. 

 

6. Verify the 'Current lapse date' matches the lapse date in the Notice of 

Determination. If it does not match, update the 'Current lapse date' before recording 

the assessment outcome. 

 

 Note: If the current lapse date is more than five years old, the NSW Planning Portal 

will display a warning. The request can still be processed, but approval is subject to 

council’s assessment and decision. 

7. Indicate if the extension has been granted or not granted  

 

If ‘Granted’ enter date the development consent will lapse.  
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If ‘Not granted’ provide  reason. 

 

 Note: If an extension is ‘Not granted’, the applicant can submit another extension 

request. The new lapse date must be later than the current lapse date. It cannot be the 

same date or an earlier date. 

8. If required, click 'upload' to attach the assessment outcome or supporting documents. 

 

a. Select the file or drag and drop it into the 'Attach Documents' screen 
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b. Categorise the file type before clicking ‘Attach’.  

 

9. Click ‘Submit’ to complete outcome of request.   

 

10. Select ‘Close and home’ to return to your dashboard. 
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What happens next? 

 The status of the extension request will update to ‘Granted’ or ‘Not granted’, 

depending on the outcome selected. 

 The applicant will receive a system-generated email advising them of the outcome. 

 If the extension is granted, the email will include the new lapse date. 

 The extension request can be accessed from the ‘Related cases’ tab of the original 

development application. 

 The completed extension request will be available from the ‘Completed work’ tab on 

the dashboard. 

 Details of the extension request can be viewed in the review harness. 

 

 If the extension is granted, the status of the original development application will not 

change. However, the new lapse date and extension activity will be recorded against 

the application. 
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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: 

Reference  Title  

G02  How to review and process a request to extend a development consent  

SG01  How to request additional information  

SG04  How to withdraw a development application  

Note: the reference numbers are from the workflow in the introduction.  

 

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. 


