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How to… 
Add and edit an assessing officer’s note 

Version 1.0 

Overview 
The option to add ‘Assessing Officer Notes’ is available from the Consent Summary page 
(for all consent types) during consent verification, assessment, and post decision; excludes 
the Development Approval Summary page, though a note can be added to the consent 
during development approval. 
 

 
 
An event audit entry is created each time the Assessing Officer Notes are modified, in the 
Event History of the application. 
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Who can see the Assessing Officer Notes? 
Only the consent relevant authority staff. 
 
Where consents (planning, land division and/or building) are being assessed by the same 
relevant authority, the Assessing Officer Notes are not carried over to the next consent; if 
required, notes can be viewed from the applicable consent. 
 
In scenarios where the consent is reassigned to a different relevant authority, the Assessing 
Officer Notes option is hidden and the notes are cleared; an event audit entry records the 
note clearing, in the Event History of the application. 
 

 
 

The relevant authority reassigned the consent will see the event audit entry records for the 
addition or modification of an assessing office note, however, they will not have the 
permissions to view the details. 
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Add/Edit Assessing Officer Notes 
1. Click here to add notes. 

 

 
 

2. Type an assessment note or add to an existing note (maximum of 2000 characters) 
and then SUBMIT to save. 

 

 
 

3. Click Yes to confirm or No to continue recording/editing the note.  
 

 



 

OFFICIAL 

4 

How to… 
Add and edit an assessing officer’s note 

Version 1.0 

The Consent Summary page is shown with the comments/notes visible in the Assessing 
Officer Notes option. 
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