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Introduction 

An applicant can submit an extension request for a development consent granted for less 

than 5 years via the NSW Planning Portal using two different methods:  

 as a related application (this will pre-populate information from the original 

development application into the extension request), or  

 as a new standalone surrender notice from the ‘Create new’ functionality on the 

dashboard.  

  Note: You can only submit one extension request during the life of a development 

consent, and you must lodge the extension request before the consent expires. 

 

Once submitted, the request will be sent to the relevant consent authority for assessment.  

The consent authority may: 

 grant the extension and provide a new lapse date 

 not grant the extension and provide a reason for its decision 

 request additional information to support its assessment. 

 

This guide explains how to request an extension, upload supporting documents and view 

the outcome in the NSW Planning Portal. 
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Workflow 

 

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

which are in the ‘More information’ section of this guide.  
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How to create and submit an 
extension request from a 
development consent 

This section outlines the process for creating and submitting an application from an 

existing development consent. When using this method, information from the development 

consent will pre-populate the extension request. 

 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 ‘Completed work’ tab, then select ‘DA Online’ from the ‘Application type’ 

drop-down menu. 
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3. Locate the determined development application you want to extend, then select its 

reference number to open it. 

 

4. Select ‘Extension of development consent’ from the ‘Request related application’  drop-

down menu. 

 

 Note: This option will not be available if there is an existing approved extension 

request or the consent has already lapsed. 

5. A new Extension of Development Consent request will open. Review the applicant 

details and complete or update all mandatory fields 
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  Note: Information is automatically populated from the related development 

application. Check that the information is correct and update any details that have 

changed. 

6. Select whether you are applying on behalf of a business or company. 

 

If you select ‘Yes’, complete the additional questions. 

 

7. Select who owns the development site. 

 

If you select ‘There are multiple owners of the development site and I am one of them’, 

provide the details for each owner. 

 

 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 
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To add another owner, click ‘Add Owner’. Select the checkbox to confirm that you have 

obtained consent from all owners of the development site. 

 

If you select ‘There are one or more owners of the development site and the applicant is 

not one of them’, provide the details for each owner. 

 

 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 

To add another owner, click ‘Add Owner’. Select the checkbox to confirm that you have 

obtained consent from all owners of the development site. 
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 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 

If you select ‘A company, business, government entity or other similar body owns the 

development site’, provide the organisation’s details. 

 

 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 
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8. Select ‘Save and continue’ to move to the next page.  

 

The development consent details are automatically populated from the related 

development application. 

9. Enter the current lapse date. This can be found in the notice of determination.  

 

 Note: This field will only be pre-populated if it was entered into the NSW Planning Portal 

when the application was determined. 
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 Note: If the current lapse date has passed, you will be unable to continue.  

 

10. Enter the reasons for requesting an extension. 

 

11. Click ‘Save and continue’.  

 

12. Click ‘Upload’  to add required or supporting documents. 

 

a. Select your files, or drag and drop them into the upload area. 
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b. Select a document type, then click ‘Attach’. 

 

13. Select ‘Save and continue’ to continue. 

 

14. Review the information and ensure it is correct. Scroll to the bottom of the ‘Review and 

submit’ page and complete all declarations. 
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15. Select ‘Submit’ to lodge the extension request.  

 

16. Select ‘Close and home’ to return to your dashboard. You can reopen the request from 

the Active Work tab to view its details, documents and status. 
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How to create and submit an 
extension request using the ‘Create 
new’ functionality 

This section outlines the process for creating and submitting an application using the 

‘Create new’ functionality on the NSW Planning Portal dashboard.  

 

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

 

2. Select ‘Development application (New, Mod, Review, Surrender, Extension’  from the 

application drop down, and click ‘Create new’. 
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3. Select ‘Extension of development consent’ as the application type. 

 

4. Enter the NSW Planning Portal application number (PAN) you would like to surrender. 

 

5. Click ‘Find application’ to relate the application. 

 

If the application reference number is valid, the application will be pre-populated with the 

details from that development consent. 
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6. A new Extension of Development Consent request will open. Review the applicant 

details and complete or update all mandatory fields 

 

  Note: Information is automatically populated from the related development 

application. Check that the information is correct and update any details that have 

changed. 

7. Select whether you are applying on behalf of a business or company. 

 

If you select ‘Yes’, complete the additional questions. 

 

8. Select who owns the development site. 
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If you select ‘There are multiple owners of the development site and I am one of them’, 

provide the details for each owner. 

 

 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 

To add another owner, click ‘Add Owner’. Select the checkbox to confirm that you have 

obtained consent from all owners of the development site. 
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If you select ‘There are one or more owners of the development site and the applicant is 

not one of them’, provide the details for each owner. 

 

 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 

To add another owner, click ‘Add Owner’. Select the checkbox to confirm that you have 

obtained consent from all owners of the development site. 
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 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 

If you select ‘A company, business, government entity or other similar body owns the 

development site’, provide the organisation’s details. 

 

 Note: If the required owner's consent has not been obtained, the extension request 

may not be granted. 

 

 



 

How to request an extension of a development consent v1 18 

 

9. Select ‘Save and continue’ to move to the next page.  

 

The development consent details are automatically populated from the related 

development application. 

10. Enter the current lapse date. This can be found in the notice of determination.  

 

 Note: This field will only be pre-populated if it was entered into the NSW Planning Portal 

when the application was determined. 

 Note: If the current lapse date has passed, you will be unable to continue.  

 

11. Enter the reasons for requesting an extension. 

 

12. Click ‘Save and continue’.  

 

13. Click ‘Upload’  to add required or supporting documents. 



 

How to request an extension of a development consent v1 19 

 

 

c. Select your files, or drag and drop them into the upload area. 

 

d. Select a document type, then click ‘Attach’. 

 

14. Select ‘Save and continue’ to continue. 
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15. Review the information and ensure it is correct. Scroll to the bottom of the ‘Review and 

submit’ page and complete all declarations. 

  

16. Select ‘Submit’ to lodge the extension request.  

 

17. Select ‘Close and home’ to return to your dashboard. You can reopen the request from 

the Active Work tab to view its details, documents and status. 
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What happens next? 

After you submit the extension request: 

 The request will be sent to the relevant consent authority for assessment. 

 The status will change to ‘Under consideration’. 

 You will receive an email confirming that the request has been submitted, and the 

request can be viewed from your NSW Planning Portal dashboard. 

 While the request is under consideration, you can provide additional information if 

requested by the consent authority, or withdraw the request if it was submitted in error.  

 

 Once the consent authority has completed its assessment, you will receive an email 

advising whether the extension has been granted. If it is granted, the email will include 

the new lapse date. 

 You can open the extension request in the NSW Planning Portal to view its details and 

any documents uploaded by the consent authority. The request and outcome will also 

be recorded against the original development 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  

G01  How to request an extension of a development consent  

SG02  How to provide additional information  

SG04  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. 


