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How to… 
Request cancellation of an application with 
development approval Version 1.0 

Software version 3.04.0 

Background 
Only an application with ‘development approval’ can be cancelled. 
 
The council that granted the development approval will receive your ‘Application 
Cancellation Request’ and will be advised of your request by email. 

 
Included instructions 

• Submit an application cancellation request 

• Notified of Cancellation Request – Cancelled by council 

• Notified of Cancellation Request – Confirmed by council 

 

Related Instructions 
• How to – Process an application cancellation request 

 
Before you begin 
Log in to the ePlanning system and Your Applications dashboard is showing. 
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How to… 
Request cancellation of an application with 
development approval Version 1.0 

Software version 3.04.0 

Submit an application cancellation request 
 

1. Click on the ID number of the application to view the details. 

 
 
 
 
 

2. Click on Related Actions to show the Cancel Application option. 
 

3. Click on the Cancel Application. 
 

 
 

4. Type a reason for requesting the cancellation of the application in the Notes to the 
Relevant Authority field. 
 

5. Click on Upload and drag-and-drop a supporting document or letter into the Drop 
files here field. 

 
6. Click on Cancel to close the Open window. 
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How to… 
Request cancellation of an application with 
development approval Version 1.0 

Software version 3.04.0 

 
 

7. Categorise the document/s completing the fields as follows: 
 

• Document Category = Applicant Document 

• Document Type = Application Cancellation Request 

 
8. Click on Confirm to complete the request.  

 

 
 

9. Click on OK to the cancellation confirmation message. 
 

 
 
The Related Actions screen shows and is with the council to review and confirm the 
cancellation request. 
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Request cancellation of an application with 
development approval Version 1.0 

Software version 3.04.0 

Notified of Cancellation Request – Cancelled by council 
Upon reviewing the cancellation request and confirming the request was performed in error 
following conversations with the application contact/s an email notification will advise the 
application cancellation request has been cancelled, i.e. not accepted and the application’s 
development approval remains in place. 

 
 
Notified of Cancellation Request – Confirmed by council 
Upon reviewing the cancellation request and confirming the request was not performed in 
error the cancellation is confirmed and you will receive an email notification will confirming 
the application cancellation has occurred. 
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