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User Guide: Processing RFIs from internal/external referral units/authorities

User Guide: Processing RFls from

internal/external referral units/authorities

This guide is for use by Planning Assessors (referred to as Planners in this User
Guide) and looks at the process from the point where an assessor has received
responses to both internal and/or external referrals in which the respondent has
requested further information.
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User Guide: Processing RFIs from internal/external referral units/authorities

Internal Referrals

How do | know if the internal referral unit has requested further information?

Task

The Planner will receive a task from an internal referral unit requesting further information (RFI1). This will

appear on your home page/dashboard under 'My Tasks' and under the notification tab (white envelope) next
to your login on the top right-hand side of the page.

Note: There is no need to claim this task, as the internal RFI will be automatically assigned to the Planner who
originally sent the internal referral to that referral unit.

= E‘, PlanBuild A Hobart ity Coundil
Home - ~
PlanBuild System =
T ELIZABETH STHO
Task Filter @ &
PlanBuild System 5
Q| Enteraddress, reference, project/sub project or application name, owner o ant deta Search Has Outstanding RFI f e .
My Task List @
Showing 1to 2 of 2 entrie show|10 v | | Previous [l nex
Created 4 Due Remaining Owners Applicants Address Sub Project Action RFI Referred Paused
As N
23/07/2024  20/08/2024  26days OwnerlUser  OwnerUser 18 ELIZABETH ST HOBART TAS 7000 Bullding Extension % v [2] ‘ u ‘
Assess Internal Request form
23/07/2024  24/0772024  Odays Owner User 18 ELIZABETH ST HOBART TAS 7000 Building Extension S [2]
Organisation Tasks @
Showing 1to 10 of 11 entries

Notification/Task Assigned

The notification/task assigned will provide a description of what action the Planner should undertake. You
can open the Internal Referral screen directly from the Notification via the 'Log in' link.

Notifications

Task Assigned Internal Request - 18 ELIZABETH ST HOBART TAS 7000 - PLANNA-HOB-2024-0006- Assess Internal Request form - Assigned

To:
Received: 23/07/2024 09:0

@hobartcity.com.au

@ PlanBuild

TASMANIA

nsion at 18 ELIZABETH ST HOBART TAS 7000 has been assigned to you in Planbuild.

requestin

1 information.

g ems can be added directly to a Request for Information that s sent to the applicant. When drafting the Request for Information to the applicant or external par
1 reasons provided by the referral nit. To close this form, select ‘Acknowledge

ty, use the ‘Add Reason from Related Form' option to
FLOE 1A 5 €6E thE dtaie:

DISCLAIMER

This is an automated email generated by PlanBuild Tasmania. If you have received the transmission in error, please ignore this email.
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User Guide: Processing RFIs from internal/external referral units/authorities

How do I view the internal referral unit's RFI?
The Planner can review this RFl and 'Acknowledge' the RFI.

Depending on business processes, Internal Communications can be used between officers at the organisation
or to share additional information that will not form part of the assessment documentation/outputs.

The section 'Information Requested' will include items from the organisation's RFl library or could be a
typed/specific request.

Internal Request rsi soe . o miect - St - e ppicion - s et

Property information

B 15 ELIZABETH ST HOBART TAS 7000

B guiding Baension
PROSHOBI28 010

Building Extension
P Ho® 20200007

PLN-HOB-2024-0009

L
Information Requested n

How to include the RFI library items from the internal referral for external RFI

The RFl items selected by the internal referral unit from the RFI library will be available to the Planner when
they draft the external RFI to the applicant.

Under 'Information Requested' select '+Add Reason from Related Form' and all previously selected items will
be available to be selected for inclusion in the external RFI.

Information Requested
Showing 010 00f 0 entries Show[20 v | | Previous | Next

To add the reason/s for the request you <an either:

$ 4 »  code  Description Reason

fibrary, No results

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

External Referrals

How do | know if know if an external referral authority has requested information?

How do | know if know if an (external) referral authority has requested information?

A PlanBuild user with the Referral Response Notification role will receive a notification upon submission of

a Heritage Tasmania or TasWater referral response which will include if they are requesting further
information from the applicant.

This role may be set as a mailbox group user.

Relevant users will receive an email notification as well as PlanBuild system notification.
The image shows the notifications relating to the responses from TasWater and
Heritage Tasmania requesting further information.

Note: There will not be a task linked to this request.

Notifications

Q| search Netifications

Filter by Received

Filter by Recaived.

o] o e
Showing 110 28 0f 28 entries how | 5 previous [l Next
~ Subject

@ Received

23j0712024 09:30
63 Referral Response Received - TasWater Request for Additional Information - 18 ELIZABETH ST HOBART TAS 7000 - TASWASPAN-HOB-2024-0003.

3 Heritage Referral Response Provided - 18 ELIZABETH ST HOBART TAS 7000 - RHT-HOB-2024-0002

The notification

Once the notification is open, users can click 'Log in' in the notification to see the details of the response.

= [\ PlanBuild

B R Hobart City Council (City Life)

Notifications

Heritage Referral Response Provided - ST HOBART TAS 7000 - RHT-HOB-2024-0002

PlanBuild
g TASMANIA

Received: 23/07/2024

Log

DISCLAIMER
This is an automated email generated by PlanBuild Tasmania. If you have received the transmissi

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Viewing the external referral response/s - (RFI/RAI)

Once the response (e.g. Interest Registered or Request for Additional Information) is open, you will be able to

review:

1. The completed form (summary) that can be downloaded as a pdf.

2. Any documents included as part of the response from the referral authority, as well as those

documents sent as part of the original referral.

The Planner can then review the request.

% [ Hobart City Council

Heritage Tasmania - Interest Registered - Summary =1 +0z 20240002

ST HOBART TAS 7000

g Extension
PROJHOB-2024-0014

E’uE‘lding Extension

PLANN-HOB-2024.0007

PLN—HOB—ZDP{—DOOS

Property Information

PROPERTY D (PID)

s662516

Time 16a
108081 Hobart
LocAuTY
Hobart

Heritage Precinet, Active Frontage, Centra! Business Core Area

Project - Sub Project

Parent Application  Herltage Tasmania - Inerest Registered

oo

&
R,
0

% %
8% X
%
o Uy,

Frankiim ¢
Square

Heritage Tasmania - Interest Registered

Completed Summary "4

StartDate: 23 Jul 2024
Completed Date: 23 Jul 2024

Completed Document Pack

Below are documents uploaded or selected to form part of this application o assessment. Please use the downioad ican to view the file.

Showing 110 50f 5 entries

Version Document Date

1 3072026
/0772028
1 2072028
/072028

Document Type

Notice of Interest

Property Title Document

Property Title Document

Architectural Plans

Deseription

Noticeof Interest

Folio Text and Plan.pdf

Survey Notes and Plan.pdf

Architectural Plans

Filename (size)

Notice of Interest docx (12 KB)

Folio Text and Plan.pdf

Surey Notes and Plan. pdf

Architectural Plans.pdf (3M

B Download POF

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Where can | find RFl/referral response documentation?

Where can | find response documentation?

Upon being notified of a referral response, the response and any accompanying documentation will become
available via the Planning Application Assessment page. This documentation will be available in the ‘Available
Documents’ section.

Note: The planner can quickly return to the Planning Application Assessment page at any time from 'My Task
List' on their home page.

Available Documents Search Document Type

Thi f this Project

Filter by document typ - Approved

Uploaded
Description 4 Filename (size) prepared Form
by

Documents listed in this
in thi

Document
Version
v

Planguild
Documer

1

Assessment Documents

ing 110 4 0f 4 entries

. Uploaded Document Prepared
$ Version
Date B,

Document Type Description Filename (size)
pate P it (size)

. s Property Tite
= O1 20704 207202
[PDE Document

stamp

Folio Test and Plan pef Owner User

Leave the St2mp Date blank to have the system apply the date at the time of stamping

[ oo

TasWater documentation

Note that TasWater’s PlanBuild form output is their RFI document and will include PlanBuild RFI library items.
These items will be available to the Planner to be directly applied to an external RFI to the applicant.
TasWater may have also uploaded documents with the RFI response that should be passed on to the
applicant with the external RFI.

Heritage Tasmania documentation

Heritage Tasmania will upload an externally drafted RFl document (Notice of Interest) to their referral
response. This document should be attached by the Planner to the external RFI to the applicant. Additionally,
or alternatively the Planner could copy the Heritage Tasmania RFl items into the ‘Information Requested’

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

section of the external RFI to the applicant. If the planner chooses to just attach the RFI document produced

by Heritage Tasmania, they should reference this document in the RFI text to bring attention to it.

For documents to be available for the RFI to the applicant

For documents to be available to the RFI form they must be moved to the ‘Assessment Documents’ section
on the Planning Application Assessment page.

Select documents under 'Available Documents' that you will need access to for any RFls and/or assessment

outputs.

Click '+Add Selected' to add these documents to 'Assessment Documents'.

Available Documents

allthe documen

ion uploads

of aRequest for Furt

Assessment Documents

These docume

nd Requests as well as the approve

sible to all Referrals and Re

available/visible to a Request for Information or Referral.

ck the ‘Add Selected" button, These documents

d with this planning application OR have been

ated as part of

seareh
.
version Descripion
Type
:
e e
1 Notieofimerest | Notcoofnterest
Plonsua
. Review ey
Socumet
L e Tasiter Request o Adinal

Document Infarmation

howing 1104 of 4 entries
a iy UPloaded Document
s v [ t
ersion S ocument Type
A PropertyTitle
= 24
: &

POF

X

Stamp Date

Leave the Stamp Date blank to have the system appl

Document Type

4 Filename (size)

RHT HOB 2024 0002 Heritage Tasmania - Interest Registered
(Completed).pdf

Notice of Interest.docx (12 KB)

PLANNA HOB. 20240006 Review Request (Completed).pdf

TASWASPAN.HOB 2024 0003 TasWater Requestfor Additional
Information (Rejected).pdf

Description Filename (size)

o Text and Plan.pdf

Uploaded
Prepared Form
by

23/07/2024  RHTHOB2024.0002

Russell Doble  Herit

Prepared
By

EE ==
E1ER
EE EE

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Making response documents available for planning assessment/applicant RFI

You will see that the selected documents are listed under 'Assessment Documents' and are no longer listed

under 'Available Documents'.

Available Documents
This section showis allthe documents available as part of this Project.
Information uploaded as part of a Request for Further Information or Referral will be shown here.

Documents listed in this section are not available/visible to a Request for Information ar Referral,
nts listed in this i inthe approval.

Version Decument Type Description 4 Filename (size)
“To make these documents available to Referrals and Requests as well s the approved output, use the
checkboxes to select relevant documents and click the 'Add Selected! button. These documents will be P —
moved o the Assessment Documents’ section.

Assessment Documents

‘These documents and certificates have been submitied with this planning application OR have been
added by Councilas part of the revi cess.

Search Document Type

Uploaded

Form

Preparedby

Uploaded  Document Propared
$ Version P Document Type Description Filename (size) " stamp
Dats Date By
Alldocy this section are . Refermals and Roquests gencrated as part of
this ssassment. F Planbuic
P — -
N
= O1 morpme o0 h Noticeaf Interest  otice of ntores Notice of Interest docx (12 KB)
- L planBuild PLANNA HOB 2024 0006 Review Request
- ) 24/07/2024 24/07/2024 F Review Request -
N POF Document “ i (Completed).pdf &
- A PlanBuild Her
N PDF Document Interest il &
- b Property Tile [
N POF Document 2 & User 2 &
~ a  Property Title Survey Notes and Owner - -
= njo7ame 2072024 Survey Notes and Plan.pd 3
~ L Architectural QOwner
= O1 morae 20708 Architectural Plans Acchitectural Plans.pet (3 M) 5
D1 mporams 207202 - ite Pl Additionsl Plans.pc (216 o
stamp bate

Leave the Stamp Date blank to have the system apply the date at the time of stamping

Additional documentation from the Planner/Assessor

Download Al

==

If the Planner has additional documents that need to be included in the external RFI to the applicant, they

can be added directly to the 'Assessment Documents' under the Planning Application Assessment page.

Click '+Add Document' button and select relevant documents from computer/device to be uploaded.

Note: This should be done prior to creating the external RFl form.

Assessment Documents

application OR

. Uploaded  Document t Prepared
3 version Dacument Type Deseription Filename (size)
Dat Date By
ted
F Plankuild
) [POF Document
O1 23072024 23/07/2024 .

O1  23/07/2024  23/07/2024

F Property Title  Falio Text an:
O1  22/07/2024  22/07/2024
[POF Document Plan.pdf

01 mouma mopc [l Doy T
' - B PDF D

L A
O zoyams wwpon [
POF Plans

Stamp Date

Leave the Stamp Date blank to have the system apply the date at the time of stamping

[(2)(&] [=])[=]

[o)ls] [=][e]
(= )le] [=])(=]
(= )le] [=])(=]
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User Guide: Processing RFIs from internal/external referral units/authorities

Checkpoint: Overview of Referrals and RFlIs relating to a Planning Application

At any time, you can track the progress of internal and external RFls and referrals from the Sub Project

Planning Summary page under Submitted or Active Applications/Forms. By clicking the related button next to

the application/form name, it will expand the list of related forms/processes and their status at that point in

time.

Information is also listed under 'Requests and/or Referrals' on the Planning Application Assessment page.

Sub Project Summary page
Submitted or Active Applications/Forms @

The below are the applications/forms that b
the

ated for this Sub Project, This list show
tstages (For example,

jiew the application, select the relevant row and it will open the summary page. Please note that you will only be
tage)

ableto

. Assessment A
Pla Applicati
anning Application m‘ Due:20/08/2024 L'

PLN-HOB-2024-0009

23/07/2024) (3 Further Information Requested

Compleed
Planning Application Assessment page
Requests and/or Referrals 1 o ol = rior
Any requests, referrals or fnvoices that have been created will be displayed here. e pesea - -
Croawdon  Relermee Retert reciiene Carrent - ComPEd oo s

- 2 x vuctheciormatioansowesisd | O
s v completas (2]
s aren 0 Assessment (=)
5 P Request l 4 v Completed (2]

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Checkpoint: Assessment Clock Update

Note that these processes will not pause the assessment clock. If there is a reason for pausing the
assessment clock during the above process/es the clock will have to be manually paused by the Planner. See
Process Guide: Assessment Clock for more information or refer to the help text within the Planning
Application Assessment form for more details.

Draft ;) Submitted [ ]

Staric 22/07/2024 | Completes 2/01/2024 Sarted: 2/0/2024 | Completed: 2372024

Assessment Determined
PR T —

o ;. |

Jeted, select and ih
tis compl = oty
Is the assessment complete?
==
Assessment Clock Activity Application Valid Date
This secton disp i thissection to 230772004
aaaaa ly pause/resume the assessment clock
v Days Clock Paused
0
the assessment.
nts how | 19 »
Such
start v Reason Days Paused
requestfor information or manual clock pause.
To manually 'pause’ the assessment clocks Late Aot dEad
= Select Pouse Clock.
. This can be any date
dateand the ‘Appiication Valid Dte’ an 10 »
from the st
start v End Reasos Days Paused

Ho Pause Event History

I
(oo [ |

# for cther party) via Plan Buld Tasmania will autsmatically

be raised priot to selzeting ot

only via the recipient's inthe

® Amanual pause can only be resumed manuslly.

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

How do | create a consolidated RFI to the applicant?

This will include all RFI/RAI items raised by internal referral units/officers and
external referral authorities.

Create consolidated RFI to applicant.

The Planner can create an RFI from the 'Generate Request, Referral or Invoice' section of the Planning Application

Assessment page.

Complete the required information on the RFI form as required.

Property Information
77 ST HOBART TAS 7000

Building Extension
PROJHOB-024.0014

Building Extension
PLANN HOB. 2024 0001

PLN-HOB-2024-0009

Recipient Recipient”

About This Request Request for Infermation

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Selecting documentation

The draft status of the RFl allows the Planner to select documents that are from the Planning Application
Assessment in the ‘Assessment Documents’ section.

On the RFI form, these documents are listed under 'Available Documents'.

Available Documents

Documents listed in this section can be provided to the applicant as part of his request.

o add a document to the request use the checkbox to select the document and then click the tdd
Selected button. The 3dded document will 3ppasr n the Dacumants to be Providad scction balaw.

Search

sofsentries

Document Type

Architectural Plans

y Title
Document

PlanBuild Document
Notice of nterest
PlanBuild Document
SitePlan

Property Title

Document

BlanBuild Dacument

>

Description

Architectural Plans.

Falio Text and Plan.pdf

Heritage Tasmania - Interest
Registered

Notice of Interest

Review Request

site Plan

Survey Notes and Plan.pdf

TasWater Request for Additional
Information

Document Type

Filter by document type Approved

Uploaded
Form

Prepared
by

Filename (size)

PLN HOB 2024 0009

Architectural Plans.pdf (3 MB)

Folio Text it

RHT-HOB
(Completed).pof

Heritage Tasmania - Interest Registered  23/07/202

% (12K8)

Netiea of Intere:

PLANNA HOB 20240006 Review Request (Completed).pdf

Additional Plans.pd (216 Kb;

tes and Plan

Selecting documents to be provided with the consolidated RFI

The Planner should ensure that the applicant is provided with all documents that relate to the RFl, including
any attachments that have been uploaded by the external referral authorities or internal referral units.

From the RFI form, select these documents from 'Available Documents' and click '+Add Selected' and the
documents will be moved to 'Documents Provided with this Request' section.

Available Documents

Version Document Type

1

1

1

Architectural Plans

Property Title
Dacument

PlanBuild Document

PlanBuild Dacumant

Description

Architectural Plans

Folio Text and Plan.pd

Survey Notes and Plan.pdf

Uploaded
Prepared
by

4 Filename (size) Form

Architectural Plans.pdf (3MB

PLANNA HOB 2024 0006 Review Request (Completed). pdf

Additional Plans.pdf (216 K

Survey Notes and Plan. pdf

—
Documents Provided with this Request

1l be provided to the recipient with this request. As part of their response, the

ersion of a document listed here and/or upload new documents to be

Documents it

wing 1to2

will be provided to the recipient with this request.

Uploaded
S version
Date

Document
Date

Document Type

F PlanBuild
0712024
POF Document

ﬁ Notice of
72026
Interest

—

Prepared
By

.-
=]
]

Filename (size)

Deseription

TasWater Request for
Additional Information

Notice of Interest Notice o

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Completing the RFl form
The Planner can edit RFI text when drafting an RFI.

The pre-filled text will need to be reviewed/edited by the Planner sending the consolidated RFI to ensure the
relevant text is added/deleted for the RFI.

They may also refer to attachments/requests made by other internal and external parties.

‘About This Request

Request for Information

B I & — ¢ = =B 8 ¢

OR - Delete non-applicable

Thank you for the information received on <ENTER DATE> which was submitted in relation to the Council's request for addiional infarmation pursuant to section 54 of the Land Use
received does not fully satisfy that aditionsl information request. You are

OR - For Section 56 Amendment (Delete if non-applicable)

Please provide the following additional information enable the assessment of the above minor amendment application:

Information Requested

Code  Description Reason

No results

Requirements Res

Ensure you review and update this text as

f this RF1 is for a Saction 56 Minor Am lease delete sections not required.

Please submit your additional information through PlanBuild Tasmania. Additional information submitted in any other way will not be sccepted,

Please note that if the additional inform:

nformation will be accepted on the

Un

Selecting RFI Reasons / Information Requested
The Planner drafting the RFI can add RFl items under the 'Information Requested' section, via the RFI library.
'+Add New Reason' - Reason can be manually entered by Planner.

'+Add Library Reason' - These are pre-set reasons (from your organisation) that can be added. Once added
to the form, they can be edited to be made relevant to the specific RFI.

'+Add Reason from Related Form' - This will allow you to select RFl items that have been added on referrals
internally or by TasWater.

Heritage Tasmania will have uploaded an externally produced RFI document that can be downloaded and/or
RFI items manually entered by the planner. (or both)

Information Requested

4% & code Description Reason

No results

e

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Save & Send

Once the consolidated RFI form has been completed, it can be sent to the applicant by clicking 'Save &
Submit' at the top right-hand side.

You will see a Review and Confirm window which will allow you to view the output that the applicant will

receive.

If any changes are required, cancel, and amend as required.

If you wish to continue, check the Confirm box, then click the green 'Confirm' button to send the request to

the Applicant.

Review and Confirm

TASMANIA

o PlanBuild

Tasmanian
Government

REQUEST FOR INFORMATION

Status: Draft

Reference Application Reference
PLANNA-HOB-2024-0018 PLN-HOB-2024-0009
Address

ST HOBART TAS 7000
Titles
70808/1

Recipient

Full Name
Owner User

About This Request
Request for Information

| refer to the planning permit application at the above address received on 22/7/2024* **

Under section 54 of the Land Use Planning and Approvals Act 1993, you are required by the Council
to provide the requested additional information and submit it via PlanBuild Tasmania.

Information Requested

#|Reason Origin

Reason for RFI to applicant via Planning Assessor

BPAFi 1 - Bushiire Prone Area Code
Documentation from an accredited Bushfire Hazard Practitioner (with the relevant scope of
work accreditation) demonstrating that the proposed development will comply with all

relevant provisions of the Bushfire-Prone Areas Code of the Hobart Interim Planning Scheme i
2015, LUPAA 1993

Advice:
Please telephone Council’s
Jf you have any queries regarding the above.

Additional information reauired

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Checkpoint: Assessment Clock Update

Note that when the RFl is sent to the Applicant, the Assessment Clock will automatically pause. There will
also be a red banner saying 'Assessment Clock Paused' on the Planning Application Assessment page.

See Process Guide: Assessment Clock for more information or refer to the help text within the Planning

Assessment form for more details.

Assessment Determined
P T—

Is the assessment complete?

 Refuse Appiication

Draft ;) Submitted
ot s Complt oo st e o e
Task
Assess Planning Application form
— —_—

S —— oty
Assessment Clock Activity ([
Thesetion W | s,
aaaaa I —————— o

o

during the course of

the sssassment.

request for information or manual clock pause.

To manually 'pause’ the assessment clock:

This can be any date:

from the lst

that the manual Thiscan bethe

Ho Active Pause Events!

No Pause Event History.

(RF1)sent to the applicant (or other party) via PlanBuild Tasmania will automatically

onlyvia the recipient's inthe

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

Checkpoint: Update on Sub Project Summary page

The new consolidated RFI to the applicant is now listed as a related document under the Planning Application
on the Sub Project Summary page.

The exclamation icon that is showing on the right-hand side inside the 'Assessment' status window indicates
that the Assessment Clock is paused. Once the assessment clock resumes, the icon will disappear, and the
due date will be displayed.

See Process Guide: Assessment Clock for more information on assessment clock functionality or refer to the
help text within the Planning Assessment form for more details.

Submitted or Active Applications/Forms @

ere are any. To view the application, select the relevant row and it will open the summary page. Please note that you will only be able to view the information that is

Assessment (]
Stated: 3/07/2024

Referral (23/07/2028) (2 Assessment

PUTICAN Futher information Requested

2024) (5 Completed

Completed

PLANNA HOB 2024.0018 - Request for Information (25/07/2024) (4 Request

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

How do | know when an RFI response from the applicant is received?

Find the Task / Notification

The user who requested the external RFI will receive a notification and task prompting them to
acknowledge and review the RFIl response submitted by the applicant.

= [R5 PlonBuild R T—

Home

PlanBuild System
Task Filter @

PlanBuild System 2daps e
Application avalable for assessment - Application for

PlanBuild System
Application available for a:

Q| Enter adess reerence,projct/sub project o spplication name, s o applicant detal search Has Outstanding RFL

My Task List @
PlanBuild System 2depage

Created A Due Remaining Owners. Applicants Address Sub Project Action RFI Referred Paused
20172024 25days Owner User Owner User T HOBART TAS 7000 Building Exension v v Z

RFI Status: Under Review

The RFI will be available in the ‘Under Review’ status with the applicant’s text response and any attached
documentation available for review.

It is important that the RFl response is left in the 'Under Review' status until such time as the information
provided has been circulated to all requesting (internal and external) parties and a determination has been
made as to whether the RFl response is satisfactory to all parties or not.

= [@5 PlonBuild = RHoborcyCound
Request for Information - Planning rLana sz 200s 001e (Eier ence: N/AE Project > SubProject = ParentApplication » Request Pl
Property Information ™
ST HOBART TAS 7000
b
ol
Building Extension P \
PROJHOB-2024.0014 & p
& /
PLANNING SUMMARY o,
Building Extension s
PLANN-HOB-2024-0007 f gy

/ > £ / : A ’ Ll
[ ) Request (: ) } Under Review Completed
Startod:25/07/2024 | Completed:25/07/2024 Staned: 25/07/2020| Completc: 750772024 Stated: 25/07/2024 | Due: /082028

© Withdraw Task

Task

Acknowledge response

Ifthe response is not satisfactory, you can use the ‘Create Additional Request section to raise a secondary Request for Information prior to selecting 'Not Satisfactory’ on this screen. If the secondary request is sent to the applicant prior selccting ‘ot Satisfied on this screen, the assessment clock will remain paused.

If the response to the request is satisfactory, “Satisfied" to acknow

Assigned to:

< seit | s

PlanBuild Tasmania
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User Guide: Processing RFIs from internal/external referral units/authorities

How do I circulate the RFI response to internal and external parties?

External RFl response to internal referral parties

For internal referral units/officers, the Planner can use the 'Communications' tab in the 'Internal
Communications' section on the RFI 'Under Review' screen to send a task to all internal parties that have
requested information.

From within the RFI response, go to the Internal Communications section, Communications tab, click '+Add
Communication', add the relevant internal recipient/s (this can be more than one person), include a follow-
up date that you require their response by and details of your task. The recipient will receive an internal
communications task and notification.

From the task/notification, they will have the ability to navigate to the RFI review screen, view the text
response and provided documents. They can then use Internal Communications to provide a Communication
back to the Planner advising if they are satisfied or otherwise.

Note: The internal parties should not claim the RFl review task from the planner, as they will have access to
documents and Internal Communications without having to claim.

Internal Communications

e with other users within your organisation. You do not need to

Sent A Recipient Preview Read

Attachments: ou can upload an attachmer

downloaded by anoth thin your o

‘Communications: You can communic a

2 due date for action. Tr
+ Add Communication

recipient/s wil g
Recipients *

Follow up date *

Commaunication -
B I S ZEEHE &

the RF| response and confirm if you are satisfied with he applicant's

e Save Communication [HERS
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User Guide: Processing RFIs from internal/external referral units/authorities

How to access documentation provided with the external RFl response to external parties

Until the RFI Response from the applicant is marked 'satisfied' by the Planner, the documents provided in this
response will not be available to select from within PlanBuild Tasmania to include as part of the response to
external parties.

To have these documents available to include in the RFI/RAI responses to external parties, the Planner needs
to download the relevant documents to their computer/device and upload these to the Planning Application
Assessment page 'Assessment Documents' or directly to the external RFI/RAI response.

If it is included in the 'Assessment Documents' in the Planning Application Assessment page, they will
continue to be available if required for other forms.

Note: Once the Planner has selected 'Satisfied' to the RFl response form the applicant, all the provided
documents from the RFI response will be available under 'Available Documents' on the Planning Application
Assessment page.

External RFl response to TasWater

To provide the RFI response to TasWater, the planner will go to the Planning Assessment page. From there, in
the Generate Request, Referral or Invoice section select 'TasWater Referral' button to create the form.

Note: This is the same button and process as the initial TasWater Referral that was initially sent with a few
extra steps.

Generate Request, Referral or Invoice

dditios

from the applica ally refer the

TaslWater Referral

‘ Provide RFI Response to Heritage

When completing the second Planning Referral to TasWater form, ensure that you select the related form
relevant to this RFI. There may be more than one listed.

This form will pre-populate with relevant information carried forward from selected related form/s.

You will need to select an 'Assessment Timeframe'. As this is the 'TasWater SPAN Response to Additional
Information' there will be a different timeframe calculated compared to the initial referral. See image for
detail.

Review and complete the form, provide details in 'Reason for Referral to TasWater' and upload any
documents provided by the applicant to 'Referral Documents'. Remember that the Planner must download
these from the RFI response outside of PlanBuild Tasmania.
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User Guide: Processing RFIs from internal/external referral units/authorities

When complete, click 'Save & Send' button. A Review and Confirm window will show the output that
TasWater will receive. You can review the document and cancel and make changes if required. If correct, you
check the 'Confirm' box and then click the green 'Confirm' button to send to TasWater.

Assessment Timeframe

Assessment Timeframe
Select the referral regulated time frames per the Water and Sewerage Industry Act for

Submission to Planning Authority Notice (SPAN): Start Date

ar

TasWater SPAN Initial Referral - 14 Calendar Days 250011202

TasWater SPAN Response to Additional Information - 7 Business Days Assessmenit Tiieframe

TasWater SPAN Response to Additional Info XV

Calculated Assessment Due Date

7 business days excluding local public holidays from assessment start

External RFl response to Heritage Tasmania

To provide the RFI response to Heritage Tasmania, the Planner will go to the Planning Application Assessment
page. From there, in the Generate Request, Referral or Invoice section select 'Provide RFI Response to
Heritage Tasmania' button to create the form.

Complete the form, provide details in 'Response comments' and upload any documents provided by the
applicant to 'Documents to be Provided'. Remember that the Planner must download these from the RFI
response outside of PlanBuild Tasmania.

When complete, click 'Save & Submit' button. A Review and Confirm window will show the output that
Heritage Tasmania will receive. You can review the document and cancel and make changes if required. If
correct, you check the 'Confirm' box and then click the green 'Confirm' button to send to Heritage Tasmania.

Documents to be Provided
Showing 1to 1 of 1 entie
Documents in this section will be provided to Heritage Tasmania
Uploaded  Document Prepared

with the Planni ication s provided t $ Version Document Type Description Filename (size
Date Date = e folze) By

Heritage Tasmania.

(2] «]

Respon

=]

,

When will the RFI response documents be available from the Planning Application Assessment page?

The Planner will not mark the RFI response as satisfied or not satisfied until a response is received from all
internal and external parties involved.

Once the RFl is finalised (satisfied or not satisfied), these documents will then be available from 'Available
Documents' on the Planning Application Assessment page.
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Checkpoint: Update on Planning Assessment Requests and/or Referrals

At any time, the Planner can see all the of the requests and referrals relating to this planning
application under 'Requests and/or Referrals' section on the Planning Application Assessment page.
The list of referrals and requests relating to this application as shown in the image are described
below:

1. This is the original referral (external) sent to TasWater. TasWater responded with an RAI,
therefore there is an outcome of 'x' which means TasWater were not initially satisfied and
requested additional information.

2. This is the original referral (external) to Heritage Tasmania which resulted in their Interest
Registered response. The outcome is marked complete as a Notice of Interest was provided by
Heritage Tasmania.

3. This is the original referral (internal) from the Planner to an internal referral unit/officer. It is in
Assessment status as the internal referral officer/unit is still assessing the information. This will
stay in Assessment status until the internal referral unit/officer is satisfied with the RFI response
provided by the applicant.

4. This is the response from the internal referral unit/officer that a RFI from the applicant is
required. It is marked complete as the Planning Assessor has reviewed and collated the request
information and included it into the consolidated RFI to the applicant.

5. This is the consolidated RFI sent to the applicant requesting further information from a number
of internal and external parties. It is currently under review by the Planner.

6. This is the second referral sent to Heritage Tasmania to review the RFl response from the
applicant. This is being reviewed by Heritage Tasmania.

7. This is the second referral sent to TasWater to review the RFI response from the applicant. This
is being reviewed by TasWater.
Requests and/or Referrals e i - show| 10 revious N

Any requests, referrals or invoices that have been created will be displayed here.

Created On Reference Referral Recipient Outcome status

s /0172028 % rurther information Requested | (3 |

RHT HOB-202¢

0002

23/07/2024 v Completed | @z ‘

PLANNA-HOB

30/07/2024 Assessment .3 A
(2]

2/07/2024 v Completed | [ ‘

PLANNA-HOB
2024-0018

14/08/2024 Under Review | @ ‘

PLANNA-HOB
N 14/08/2024 Review | [2] ‘

N gas W (=

05/08/2024 Review | 24 ‘
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User Guide: Processing RFIs from internal/external referral units/authorities

How do | know if the referral parties are satisfied with the RFI response

from the applicant?

Is the internal referral unit/officer satisfied with the RFI response from the applicant?

From the RFI form, the Planner will use the 'Communications' tab in 'Internal Communications' section to
task the relevant internal referral unit/officer to review the information provided and advise the Planner if
they are satisfied or otherwise.

To confirm that they are satisfied or otherwise with this additional information, the recipient/s provide a
Communication (via Internal Communications) back to the Planner. The Planner will receive a task and
notification when the recipient has provided a response under the Communications tab.

Note: If a note is made under the 'Notes' tab (via Internal Communications), the note will only be visible under
the Internal Communications tab. There will be no notification or task generated.

The internal referral officer will then need to complete the original Internal Referral form request and provide
an assessment report if required. Once the form is complete, they click 'Save & Send' and the referral will
return to the Planner who sent the original referral request.

= E‘- PlanBuild 12 [ Hobart City Council (Michaela Nolan)

Notifications

Task Assigned Internal Communication - ST HOBART TAS 7000 - PLANNA-HOB-2024-0018- Action Communication - Assigned

B PlanBuild
Eﬂ £1C TA;MAN[A

To: @hobartcity.com.au)
Received: 25/07/2024 15:41

DISCLAIMER
Thisis an automated email generated by PlanBuild Tasmania. If you have received the transmission in error, please ignore this ema
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User Guide: Processing RFIs from internal/external referral units/authorities

External - Is TasWater satisfied with the RFl response from the applicant?

If TasWater is satisfied with this response, those with the 'Referral Response Notification' role will receive a
system notification. It will also appear on the Planning Application Assessment page under 'Requests and/or
Referrals'.

The notification will read 'Assessment Complete - Submission to Planning Authority Notice - SPAN'.

The Planner can access this via the 'Log in' link from within the notification. From the summary page, the
Planner can download the completed summary (SPAN) as well as any associated documents.

The SPAN form will now be listed in 'Available Documents' on the Planning Application Assessment page. To
be included as part of the final assessment documents, the document will need to be selected and added to
'Assessment Documents'.

Note: If TasWater still require additional information, the previous steps continue until an ‘Assessment
Complete - Submission to Planning Authority Notice - SPAN' notification is received by the Planner.

Notifications

Assessment Complete - Submission to Planning Authority Notice - SPAN - 18 ELIZABETH ST HOBART TAS 7000 - TASWASPAN-HOB-2024-0008

E TASMANIA

ssssss Document Type

Available Documents

.......
uuuuuuuuu
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External - Is Heritage Tasmania satisfied with the RFI response from the applicant?

If Heritage Tasmania is satisfied with this response, those with the 'Referral Response Notification' role will
receive a system notification.

Any additional documents uploaded by Heritage Tasmania and included in their response will be available
within the Planning Application Assessment page under 'Available Documents'. To be included as part of the
final assessment documents, the document will need to be selected and added to 'Assessment Documents'.

The 'Referral of RFI response to Authority' (Heritage Tasmania) form is also marked as 'Completed' under
'Requests and/or Referrals' on the Planning Application Assessment page.

Note: If Heritage Tasmania still require additional information, the previous steps continue until a 'Heritage
Satisfied with RFI' notification is received by Council.

= [Rp PlonBuid

Notifications

Heritage Satisfied with RFI - ST HOBART TAS 7000 - PLANNA-HOB-2024-0019

To: Shobartcity.com.au)
Received: 25/07/2024 15:55

= PlanBuild

TASMANIA

Heritage Tasmania are satisfied with the Further Information provided in respect to the application at ST HOBART TAS 7000. Any additional docume

If the Planning clock has lly paused based on Heritage Tasmania's review of RFI, please resume.

uploaded by Heritage Tasmania are available within the Plann

1 for this application

DISCLAIMER

This is an automated email generated by PlanBuild Tasmania. If you have received the transmission in error, please ignore this email.
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What happens when everyone is satisfied with the RFl response

from the applicant?

Status of Planner's 'My Task List'
At this point, the Planner's 'My Task List' will have the following tasks relating to this planning application.

1. The task to assess the original planning application. Note that there is still an RFl and internal referral not
finalised and the assessment clock is paused (3 ticks on right hand side). These will disappear once these
tasks are completed.

2. The task to acknowledge response to the applicant's response to the consolidated RFI.

3. The task requiring action to review the response to an internal referral.

NS PlanBuild

Home

Task Filter @

Q| Enter address, reerence, projectsub projec or application name, owmer orapplicant deta search 125 Outstanding RF {as Outstanding Referal

My Task List @

Remainin 2 Ouners Applicants Address subProject Action Rl Referred Paused

Ouwiner User 18 ELIZABETH ST HOX

18 ELIZABETH ST HOB

3) worave asorams gyowse  owertier 13 ELTABET ST HOBART TS 000 outaingtersion
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User Guide: Processing RFIs from internal/external referral units/authorities

Finalising the consolidated RFI process

The Planner will need to review the response from the internal referral officer/unit and 'Save & Acknowledge'
the response once completed. Any documents included in this response will be listed under 'Available
Documents' once this is completed. Note: The tick under 'Referred’ on My Task List will no longer appear on
the Assess Planning Application task.

If all (internal and external) parties are satisfied with the RFl response from the applicant, the Planner
selects 'Satisfied' on the Request for Information - Planning form (in 'Under Review' status) to complete
this process.

All documents provided in the RFI response from the applicant are now under 'Available Documents'.

= Eﬁ”““’?“i,@ 82 RHobart ity Council Michaela Nolar)

Request for Information - Planning r.x 08-2024-0018 {External Reference: N/A) Project > Sub Project > ParentApplication = RequestforInforrhation - Planaing

B 15 ELIZABETH ST HOBART TAS 7000

Building Extension
PROJHOB-2024.0014

Heritage Precinct, Active Frontage, Central Business Core Area My 5

’ Completed

EEMl| O withdraw Task

Draft [:] Request o Under Review
Strtd: 250712024 Complted: 250772024 Sartad 25072004 Completed 51072624 Streds 25172124 D 140572128

Acknowledge response

* section to raise a for to selecting 'Not Satisfactory’ on this screen. If the secondary request s sent 1o the applicant prior selecting 'Not Satisfied on this screen, the assessment clock will remain paused

if the response is not satisfactory, you can

1fthe rasponse to the request is Satisfactory, you can select Satisfied" to acknowledge the response. The assessment clock il resume as of the date of the response.

Rssigned to: Michaela Nolan

The Assessment Clock
Once this Response to RFl is completed, the Assessment Clock will automatically resume.

The details of the assessment clock activity throughout the assessment process will be in the 'Assessment
Clock Activity' section at the top of the Planning Application Assessment page.

Details on the clock pause from this RFI to the applicant is now listed under 'Pause Event History' as the
clock resumed once the Planner was satisfied with the applicant's response.

Note that the assessment clock resumes on the date that the RFI response was received from the applicant,
not the day the Planner actions the RFI response as 'satisfied'.

See Process Guide: Assessment Clock for more information or refer to the help text within the Planning
Application Assessment form for more details.
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The Planner can continue with the assessment of the Planning Application. Note: Planner should move any
documents required as part of final assessment documentation to 'Assessment Documents'.

Draft o Submitted [ ) Assessment N Determined
St 20202 Compte 207224 Saned 2012020 Compeets 2307224 e 23077202 | owe 20002524 pd

I the assessment complete?

B kssue betermination |+ Refuse Appiication

Application Valid Date
nalso use this section to 2300772024

Days Clock Paused

he assessmen t Active Pause Events

Start + Resson Days Paused

NoActive Pause Events!

start v Ena Re:

/0712024 2510712024 PLANNA-HOB-2024-0018- Requstfor Information

ctthe date that the manual pase event ended This can be the
M PauseCock | I Recume Clock
lock was paused.

Not satisfied with the further information.

If any parties are not satisfied with additional information, the Planner can raise a secondary RFI to the
applicant from the initial Response to RFI review screen.

Go to the 'Create Additional Request' section and select 'Request for Information' and create the form.
Complete the form and click 'Save & Submit' to send this secondary RFI to the applicant.

Once this secondary RFl is sent, the Planner can mark the original RFl as 'Not satisfied' (red button at top
right-hand side of screen).

Important Note: This secondary RFl should be sent prior to selecting 'Not satisfied' on the original RFI. This
will allow the assessment clock pause to continue from the first RFl until the Planner is satisfied with the
response. If 'Not satisfied' is selected on the original RFI prior to sending the secondary RFI, the assessment
clock will resume and continue until an additional RFl is sent.
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