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User Guide: Processing RFIs 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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Internal Referrals 

 

How do I 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 (RFI). 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. 

 

 

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. 
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How do I view the internal referral unit's RFI? 

The Planner can review this RFI 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 RFI library or could be a 

typed/specific request.  

 

 

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

The RFI 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. 
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External Referrals 

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

 

How do I 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.  

 

 

The notification 

Once the notification is open, users can click 'Log in' in the notification to see the details of the response.  
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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. 
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Where can I find RFI/referral response documentation? 

 

Where can I 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. 

 

 

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 RFI 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 RFI items into the ‘Information Requested’ 
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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 RFIs and/or assessment 

outputs. 

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

 

 

 

Additional documentation from the Planner/Assessor 

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 RFI form. 
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Checkpoint: Overview of Referrals and RFIs relating to a Planning Application 

At any time, you can track the progress of internal and external RFIs 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. 
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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.  
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How do I 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. 
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Selecting documentation 

The draft status of the RFI 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'. 

 

 

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 RFI, 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.  
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Completing the RFI 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. 

 

 

Selecting RFI Reasons / Information Requested 

The Planner drafting the RFI can add RFI 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 RFI 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) 
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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. 
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Checkpoint: Assessment Clock Update 

Note that when the RFI 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. 
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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. 
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How do I 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 RFI response submitted by the applicant. 

 

 

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 RFI 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 RFI response is satisfactory to all parties or not.  
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How do I circulate the RFI response to internal and external parties? 

St 

External RFI 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 RFI review task from the planner, as they will have access to 

documents and Internal Communications without having to claim. 
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How to access documentation provided with the external RFI 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 RFI 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 RFI 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. 

 

 

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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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. 

 

 

 

External RFI 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. 

 

 

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 RFI 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 RFI 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. 
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How do I 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. 
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External - Is TasWater satisfied with the RFI 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.  
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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. 
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What happens when everyone is satisfied with the RFI 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 RFI 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. 
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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 RFI 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'. 

 

 

 

The Assessment Clock 

Once this Response to RFI 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'. 

 

 

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 RFI is sent, the Planner can mark the original RFI as 'Not satisfied' (red button at top 

right-hand side of screen). 

Important Note: This secondary RFI should be sent prior to selecting 'Not satisfied' on the original RFI. This 

will allow the assessment clock pause to continue from the first RFI 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 RFI is sent.   


