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How to… 
Endorse a variation decision 

Version 1.0 

Background 
The person nominated to endorse the decision (e.g. manager or team leader) will receive an 
email notification advising the variation for a consent has been assessed and the decision 
requires endorsement.  
 

 
 
Included instructions 

• Locate the application consent 

• Decision Not Endorsed 

• Decision Endorsed 

 

Related Instructions 
• Guide – Issue a decision on a variation application 

 
  

https://plan.sa.gov.au/__data/assets/pdf_file/0006/886299/Guide_-_Issue_a_decision_on_a_variation_application.pdf
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Locate the application consent 

Search for application 
 

1. Search for the application by the ID number if known or the location address. 
 

2. Click on the application ID to open the application. 
 

 
 
My Tasks assigned to me 
 

In My Tasks assigned to me the task ‘Respond to variation endorsement request’ shows 
and assigned to me. 
 

3. Click consent type, e.g. PC to open the consent. 
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Search Active Variations dashboard 
 

1. Click on ACTIVE VARIATIONS in the main menu. 
 

 
 
The ACTIVE VARIATIONS dashboard opens with ‘active’ variation requests for the 
organisation, excludes variation requests with a different relevant authority and endorsed. 
 

2. Located the variation request by performing one or more of the following. 
 
a. Search for the application by ID number, variation ID, location, nature of 

development or primary contact name. 
 

b. Filter applications by variation status. 
 

c. Variation request from and to date 
 

d. Consent allocated to filter consents allocated to me, or someone else in my 
organisation. 

 
3. Click on application ID to open the application. 
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Review the consent decision and details 
The development application Summary page shows with task ‘Respond to variation 
endorsement request for variation request – Planning Consent’. 
 

1. Click on the Variation Requests tab to respond to the request. 
 

 
 

When the initial decision was not endorsed and the assessor (same/different) has 
submitted the revised decision for endorsement, then a new record is created for the 
second request. 

  
Make an endorsement decision 

1. Click on Respond to endorsement. 
 

 
 
Decision Endorsed 
 

The act of endorsing the assessment officer’s decision will generate the Decision 
Notification Form (DNF) and send an email notification to the relevant parties advising the 
variation has been granted. If the preferred method of communication is post, then print 
the DNF from the Documents store. 
 
The Decision Notification Form (DNF) is not generated when the variation decision is 
‘assessment not required’.  
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The Respond to decision endorsement request page shows the variation decision of 
variation – not minor, not a variation – new application or assessment not required. 
 

 
 

1. Click on Yes to endorse the decision. 
 

2. Leave the Decision date default, i.e. today’s date. 
 

On endorsement of a ‘deemed minor’ variation the stamped plans are made available in 
the application document store (if applicable) and the Decision Notification Form (DNF) 
generated. 

 

3.  Click SUBMIT to endorse the decision. 
 

The Variation Request page displays with the variation record with status of ‘endorsed’ no 
further decisions required or ‘not minor – new application required’ or ‘not a variation’ or 
‘under assessment’ with the same or different relevant authority for the next consent with an 
‘under assessment’ status. 
 
An email is sent to the assessor advising the consent variation request is endorsed. 
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Not Endorsed 
 

When the decision is not endorsed no email notification is sent to the assessment officer 
to advise the decision outcome, the endorser will need to notify.  
 

The assessment officer on resolving the reason(s) will make the decision without seeking 
endorsement or they will request endorsement of their decision. 

 
1. Click on No to not endorse the decision. 

 
2. Include a reason for not endorsing. 

 
3. Leave the Nominate an Assessment Officer default. Alternatively, remove ‘X’ the 

assessment officer that initiated the decision and nominate another (as required). 
 

 
 

The ‘Stamped Plans’ remain internal to the organisation until a decision is made/endorsed. 

 
4. Click on Submit to complete the response to the decision endorsement request. 

 

The Variation Requests page shows with action ‘review variation request’. Click on the 
request to view more details including the reason why the decision was not endorsed. 
 
The variation process re-starts with ‘reviewing the variation request’. 
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