
  

 

 Walgett Shire Council 
     ABN 88 769 076 385 

 

 
All communication to be addressed to the: General Manager PO Box 31, WALGETT NSW 2832 

Telephone: (02) 6828 6100         Email: admin@walgett.nsw.gov.au 
 

Guide to using the  

NSW Planning Portal  

This guide has been created by Walgett Shire Council to assist you in using the NSW 

Planning Portal to lodge various planning applications.   

 

 

Creating an account 

Step 1: Log onto the NSW Planning Portal on https://www.planningportal.nsw.gov.au/ 

and create an account by clicking “My Account”.   

 

 

 

 

 

 

https://www.planningportal.nsw.gov.au/


 

 
All communication to be addressed to the: General Manager PO Box 31, WALGETT NSW 2832 

Telephone: (02) 6828 6100         Email: admin@walgett.nsw.gov.au 
 

Step 2: You may choose to log in with your existing Service NSW Account.  

Otherwise, please click on Create Account to create a new account with the NSW 

Planning Portal.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: Select the first category when specifying the type of user you wish to register 

as and enter your personal details on the following page.   
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Lodging a Development Application (DA) 

 

Essential documents and information that must be lodged with DAs: 

 

Document/Information Reason 

Legal description of site (e.g. Lot and DP 
number) 

To ensure clarity of the site of your 
proposed development and any planning 
controls relevant to it. 

Statement of Environmental Effects To allow Council to assess any potential 
environmental impacts of your proposed 
development and steps you have taken to 
minimize or mitigate them. 

Breakdown of cost estimate report for your 
proposed development. 

To allow Council to appropriately charge 
relevant fees as prescribed by planning 
legislation. 

Owner’s consent To confirm that all landowners of the site of 
your proposed development consent to the 
lodgement of your DA. 

Site plans showing details (e.g. Orientation, 
elevation views, cross sectional views, 
street frontage, setback distances, 
neighbouring lots and roads) 

To provide a visual context of your 
proposed development to Council’s Town 
Planning team for accurate assessment of 
your DA.  

 

 

Step 1: From the dropdown menu on the NSW Planning Portal’s main menu, please 

select Development Application (New DA, Mod, Review) and click Create new.  
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Step 2: Please enter the street address OR legal description (e.g. Lot and DP 

number) of the site of your proposed development below. 

 

Step 3: Please confirm the legal site description of your DA.  If your DA involves 

multiple lots, please nominate one as the primary address.  Please note the lot 

below is only an example for illustration purposes. 
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Step 4: Please complete the following fields to continue with the DA lodgement 

process.  It is VERY important to keep note of the reference number in the top 

left corner of the page as it is a unique identifier of your DA, which always 

starts with PAN. 

   

 

 

 

 

 

 

 

Step 5: Please clarify the ownership of the site of your DA.  Please note that 

proof of consent from all parties must be obtained if you are not the sole 

owner of the site.   
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Step 6: For new DAs, please select Development Application and continue to 

Step 8.  To lodge a modification application (aka S4.55 application), please 

proceed to Step 7. 

 

 

Step 7: If lodging a modification application, please select the modification 

application button.  Please also ensure you have details on your original DA 

ready, including the date of determination and its Reference Number if it was 

also lodged via the NSW Planning Portal.  
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Step 8: Please continue through the online application form and select the 

most appropriate response for each question. 

 

Step 9: Upon reaching the Requirements and uploads section, you are 

required to upload the compulsory documents below before the application 

could be finalized.  

 

 

 

 

 

 

 

 

Step 10: Please confirm all your entered details are correct before clicking 

submit to finalize your DA.   
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Applying for a Section 10.7 Planning Certificate 

 

Step 1: From the dropdown menu on the NSW Planning Portal’s main menu, please 

select Planning Certificate 10.7 and click Create new.  

 

Step 2: Please follow the prompts on the application page.  Your application for a 

Section 10.7 Planning Certificate also comes with a unique reference number starting 

with PC10.7 on the top left of the screen.  This is handy to keep note of when referring 

to your application.   
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Step 2: Please specify whether you wish to apply for a Section 10.7(2) or a Section 

10.7(2&5) Planning Certificate.  

 

Section 10.7(2) Planning Certificate: Contains compulsory information as prescribed 

by the Environmental Planning & Assessment Regulation 2021.   

 

Section 10.7(2&5) Planning Certificate: In addition to the above, the more 

comprehensive version includes additional relevant information on the lot that 

Council is aware of.  Please note that Council will charge more for a Section 10.7(2&5) 

Planning Certificate.   

 

In addition, you will also need to provide the legal description of the site you wish to 

inquire in your Planning Certificate application (i.e. Lot and DP number).   

 

Step 3: Please continue through the online application form and verify all 

details are correct to finalize your Section 10.7 Planning Certificate application.  

Upon receipt of the application, Council will be in touch to arrange for 

payment.   
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Lodging a Section 68 Approval Application 

 

Essential documents and information that must be lodged with Section 68 

Applications: 

 

Document/Information Reason 

Legal description of site (e.g. Lot and DP 
number) 

To ensure clarity of the site of your 
proposed activity and its appropriateness. 

Owner’s consent To confirm that all landowners of the site of 
your proposed development consent to the 
lodgement of your Section 68 application. 

Site plans showing details (e.g. Orientation, 
elevation views, cross sectional views, 
street frontage, setback distances, 
neighbouring lots and roads) 

To provide a visual context of your 
proposed activity to Council’s Town 
Planning team for accurate assessment of 
your Section 68 application.  

 

 

Step 1: From the dropdown menu on the NSW Planning Portal’s main menu, please 

select S.68 of the Local Government Act and click Create new.  
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Step 2: Please continue to follow the prompts on the online application form.   

It is VERY important to keep note of the reference number in the top left corner 

of the page as it is a unique identifier of your S68 application, which always 

starts with S68.  The reference number in the screenshot below is only an 

example.       

 

 

Step 3: Please select the most appropriate choice of your Section 68 

application.  For new Section 68 applications, please select Section 68 

application and continue to Step 5.  You will also be asked if this Section 68 

application is related to another application (e.g. Complying Development 

Certificate, DA).  To apply for a modification of an existing Section 68 

application, please proceed to Step 4.   
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Step 4: When applying for a modification of a Section 68 application, you are 

required to provide details of the original Section 68 application, as well as a 

description of your proposed modification. 

 

Step 5: Please confirm the legal site description for your Section 68 application.  

If your application involves multiple lots, please nominate one as the primary 

address.  Please note the lot below is only an example for illustration purposes. 

 



 

 
All communication to be addressed to the: General Manager PO Box 31, WALGETT NSW 2832 

Telephone: (02) 6828 6100         Email: admin@walgett.nsw.gov.au 
 

Step 6: Please specify the type of activity you are seeking approval for in the 

Section 68 application.  Common examples include establishing connections 

to Council’s water/sewerage system, installing a septic tank, installing a 

manufactured home etc. 

 

Step 7: At the minimum, you are required to upload a Description of Works 

before your Section 68 application can be finalized.  While Council has no 

requirements on the number of additional supporting documents provided, it 

is advised that you provide as much as possible.  This will make the 

assessment process easier and thus providing Council with more 

opportunities to assist you in getting your application approved.     
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Step 8: Please confirm all your entered details are correct before clicking 

submit to finalize your Section 68 application.   

  

Given the vast variety of applications available on the NSW Planning Portal, this guide 

will only provide a walkthrough of the most common application types received by 

Council.  Should you require assistance in lodging your application through the NSW 

Planning Portal, you are more than welcome to arrange a meeting with Council’s Town 

Planning team by contacting Council on 02 6828 6100 or email 

admin@walgett.nsw.gov.au.  We would be more than happy to assist you to the best 

of our ability.    

 

 

Yours Faithfully, 

 

 

 

 

 

 

Leigh Sage 

Manager - Planning and Compliance 
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