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How to… 
Initiate and discontinue a submitted 
development application Version 1.0 

Background 
The discontinuing of a development application is available after 6 months and where a task 
for action is outstanding with the applicant, primary contact and/or invoice contact. Includes: 

• Make payment of lodgement fee advice, and 
• Respond to request for mandatory documentation. 

 
A request can be sent either by email or post to the applicant and primary contact and they 
are given 10 business days to advise keeping the application active or to discontinue. When 
10 business has lapsed, the relevant authority receives a task to proceed with discontinuing 
the development application. 
 
Tracking discontinue requests is managed through the Discontinued Report available from 
the DAP Reports menu. 

Can the discontinued development application be found in either 
the Assessments or application dashboards? 
No. A discontinued development application is removed from Your Assessments dashboard 
for relevant authorities and My Applications for applicants but does remain searchable.  

Can an outstanding task be completed with a request to 
discontinue? 
Yes. The applicant, primary contact and/or invoice contact can respond to the 
documentation request or pay the outstanding lodgement fee advice. This will cancel the 
request to discontinue and resume verification or lodge the development application. 

Are the outstanding tasks cancelled on discontinuing a 
development application? 
Yes. On discontinuing a development application any outstanding tasks i.e. Make payment 
or respond to request for documentation are cancelled and an event history is created 
recording the cancellation. 

Can I repeat the discontinue request when no response has been 
received? 
Yes. Another discontinue request can be initiated prior to the 10 business days timeframe to 
respond. 
 
Included instructions 

• Request development application discontinuation 

• Review response to discontinue application 

• Discontinue development application event history 

• DAP Discontinued Applications Report 
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Request development application discontinuation 
1. Click Related Actions in the displayed Application Summary page. 

 
2. Click Discontinue Application. 

 

 
 

Email method of communication 

The Discontinue Application displays with ability to record notes and upload 
documentation. 
 

3. Enter notes to discontinue application (mandatory). The note is for internal 
purposes only and recorded in the event history record ‘Discontinue application 
request submitted’. 

 

 

Post method of communication 

Where the applicant and/or primary contacts preferred method is post the Discontinue 
Application pages shows additional fields distribution date, contacts requiring postal 
correspondence and link to download template letter ‘Intent to Discontinue’. 

 
4. Manually enter the letter distribution date or select from the calendar. 
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5. The Contacts requiring postal correspondence shows the contacts who are to 
receive the Intent to Discontinue letter. 

 
6. Download the letter template. 

 

 
 

7. Open the letter to print and then close the letter. 

The letter signatory is the relevant authority of the current consent. 
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8. Upload the letter as evidence into the application document store, including other 
supporting documentation. 
 

9. Click CONFIRM. 

 

10. Confirmation of the submission displays. Click OK to close the message. 
 

 
 

The Related Actions page displays with the Discontinued Application option removed. 
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Record the letter distributed date 
 

The distributed date provided in the Discontinue Application request is only for the DAP 
Report - Discontinued Applications Report. To record a distribution date on the uploaded 
letter this is performed separately within the applications document store. 

 

1. Click Documents tab. 
 

 
 

2. Click on the document to view more details, includes the date distributed. 
 

3. Manually enter the letter distribution date or select from the calendar. 
 

 
 
The date displays in the document Date Distributed column. 
 

 
 

4. Click UPDATE DOCUMENTS to save changes.  
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An email with subject ‘Inactive Application’ is sent to the applicant and primary contact and a 
copy sent to the relevant authority organisation email and/or allocated assessor. 
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Applicant’s View 
Available to the relevant authority from the Application Summary page is the ability to view 
the Actions required by the applicant, this includes the tasks outstanding (e.g. Make 
Payment) and the task ‘A response to intent to discontinue application is required’.  
 
As required, the relevant authority can respond on behalf-of the applicant and/or primary 
contact. 
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Review response to discontinue application 

Email notification ‘Review response to discontinue’ is received to inform a response sent 
with the applicants Yes or No response. This is received by the organisation email and/or 
the allocated assessor’s email. 

 

 
 

1. An action ‘Review response to discontinued application’ is created and available in 
the For Your Action tab. 
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The Development application Summary page displays with action ‘Review Response to 
Discontinued application’. 

 

The Assessment Status for the consent will continue to show the status for example 
Awaiting Mandatory Documentation and once the applicant confirms discontinue the  
development application the status will then update to ‘discontinued’. 

 

2. Click on Review Response to discontinued application hyperlink to open the 
applicant’s response. 

Applicant advises to continue with the development application 
 
The Review Response to Discontinued Application page displays with the applicant’s 
Yes response and reason for continuing with the application. 

3. Click No to discontinuing the application. 
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4. Provide a comment (optional). 
 

5. Click CONFIRM AND SUBMIT to complete. 
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Applicant advises to discontinue the development application 
The Review Response to Discontinued Application displays with the applicant’s No 
response to continue with the development application.  

 
 

1. Select Yes to proceed with discontinuing the development application. 
 

2. Provide any comments, these are optional. 
 

3. Upload supporting documentation, this may include the applicants response 
received in the post or in-person.  

 
4. Click CONFIRM AND SUBMIT. 

 

 
 
The development application summary page displays and the Development Application 
Discontinued. 
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No response received - 10 business days to response has expired 
 

When 10 business days has lapsed, and no applicant response received an action is 
automatically created ‘Review response to discontinued application’ and an email with 
subject ‘Review response to discontinue’ is sent to the organisation email and allocated 
assessors’ email (as applicable). 

 

 
 
The relevant authority for the active consent has an action ‘Review response to discontinue 
application’ in the For Your Action dashboard. 
 

1. Click on ID of development application to view. 
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2. Click on task hyperlink ‘Review Response to discontinued application’ to open. 
 

 
 
The Review Response to Discontinued Application page shows with the Applicant’s 
Response section showing ‘No Response’. 
 

3. Click Yes to discontinue the development application. 
 

4. Provide a comment (optional). 
 
5. As required, upload any supporting documentation. 

 
6. Click CONFIRM AND SUBMIT. 

 

 
 
The development application summary page displays and the Development application 
discontinued. 
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Development application discontinued 
An email with subject ‘Application Discontinued’ is sent to the applicant and primary contact 
and a copy sent to the relevant authority and allocated assessor (if allocated). 

 

 
The development application summary page shows with ‘Discontinued’ as the application 
status. 
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On discontinuing the development application any outstanding actions in the Applicant’s 
view are now cancelled and replaced with a message ‘There is currently no action required’ 
and ‘Discontinued’ is the new status of each consent and development approval. 
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DAP Discontinued Applications Report 

Request to discontinue application 
The request to discontinue application is added to the Discontinued Application Report, 
includes: 

• Submission Date – is the application submitted date 
• Intent to discontinue communication date - is the date the request sent 
• Method of communication – how the request was sent i.e. email or post 
• Applicant Response – defaults to ‘no response’ 

 

Respond to request timeframe has lapsed  
If no response has been received by the applicant and/or primary contact within 10 
business days, the report will continue to show ‘No Response’. 
 
Outstanding actions completed 
When the outstanding actions ‘Make Payment’ or ‘Provide Mandatory Documentation’ are 
completed by either applicant or primary contact the request to discontinue is cancelled. 
The request will remain in the report with an applicant response of ‘no response’. 
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Applicant responds online to the discontinue application request 
On responding to the request, the application Applicant Response updates from ‘no 
response’ to ‘Yes’ (keep application open) and populates with the Response date. 

 

Alternatively, the application response shows ‘No’ to keeping the application open and for 
the relevant authority to discontinue the development application. 

 

Confirm application discontinuation 
On accepting the applicant’s response to continue with the application the Discontinue Date 
updates. 

 

Reject applicants request to keep development application open 
On rejecting the applicant’s response to continue with the application, the applicant response 
continues to show ‘Yes’ and the Discontinue Date updates with the date rejected. 
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