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A request to withdraw a Certificate of Occupancy is notified by an email and delivered to the

organisation email address.

Withdrawal request submitted for Certificate of Occupancy
668
Applicant: Test Automation

Address: 162 THE PARADE NORWOOD SA 5067

A Withdrawal request has been submitted for Certificate of Occupancy 668 for
Development Application 2300101

Use the link below to view the request and action the withdrawal

View the Certificate of Occupancy Application.

Included instructions

Related instructions

Process Certificate of Occupancy Withdrawal Request
o Cancel Withdrawal
o Confirm withdrawal
o0 Refund Fee
Endorse the Fee Refund
o0 Endorsing the fee refund
o Endorser refuses fee refund
Acknowledge Refund Endorsement
Initiate another fee refund

Available from the Certificate of Occupancy | PlanSA guides and instructions:

e How to — Request withdrawal of a Certificate of Occupancy application


https://plan.sa.gov.au/about/support_library/certificate_of_occupancy
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Process Certificate of Occupancy Withdrawal Request

1. Click on Certificate of Occupancy within the Assessment dashboard.
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For your action

Application ID Certificate ID | Location Building Work(s) Initiated

Status

Days

2. In For Your Action the application shows with a status of ‘Pending Withdrawal'.

3. Click on ID number to view the application.

FOR YOUR ACTION (12) = WAITING (0) = UNDER APPEAL (0) REVOKED (1) | COMPLETED (9)

1 results for: "23001538"
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Status
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Pending Withdrawal @®-

4. The Certificate of Occupancy Details shows with a ‘Pending Withdrawal’ status.

5. Click PROCESS WITHDRAWAL OF CERTIFICATE.

Certificate of Occupancy for test at 43 JAMES ST
CAMPBELLTOWN SA 50...

Documents Checklist Fees Clocks Decision Inspection Related Actions

< Development application 23001538

Certificate 1D Building Address Building/Building Building Class
808 43 JAMES ST CAMPBELLTOWN SA 5074 Work 3
building work

Certificate of Occupancy Details

Certificate of Occupancy Status Pending Withdrawal

______

......

9 Help for this section

Submitted By

User One

Email: dptitesting99+user1@gmail.com
Phone: 0928282828
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ACTION LATER SUBMIT

6. The Process Certificate of Occupancy Withdrawal Request page shows with the
applicant comments.

7. Select your Decision to either confirm the withdrawal or cancel the withdrawal.

Use the Action Later option to exit the request, without making a decision.

Process Certificate of Occupancy Withdrawal Request

Certificate ID Building Address Building/Building Building Class Submitted By
808 43 JAMES ST CAMPBELLTOWN SA 5074 Work 3 User One
building work Email: dptitesting99+user1@gmail.com

Phone: 0928282828

Applicant Comments
Provide a note to the relevant authority advising the reason for requesting the withdrawal of your application.

If you are satisfied that the Applicant intended to withdraw this application, please click "Confirm Withdrawal'. If there is any doubt about the legitimacy of this request.
please contact the Applicant and confirm their intent. If this request was made in error, please click 'Cancel Withdrawal'. Once an Application for issuing a Certificate of
Occupancy has been withdrawn it cannot be reinstated. If there is a paid invoice for this application the applicant may be entitled to a refund.

Decision *

Cancel Withdrawal

8. Select Cancel Withdrawal decision and provide a Reason for cancelling the
withdrawal to be shared with the applicant.

9. Click SUBMIT to complete the request cancellation.

Process Certificate of Occupancy Withdrawal Request

Certificate ID Building Address Building/Building Building Class Submitted By
808 43 JAMES ST CAMPBELLTOWN SA 5074 Work 3 User One
building work Email: dptitesting99+user1@gmail.com

Phone: 0928282828

Applicant Comments
Provide a note to the relevant authority advising the reason for requesting the withdrawal of your application.

If you are satisfied that the Applicant intended to withdraw this application, please click "“Confirm Withdrawal'. If there is any doubt about the legitimacy of this request,
please contact the Applicant and confirm their intent. If this request was made in error, please click 'Cancel Withdrawal'. Once an Application for issuing a Certificate of
Occupancy has been withdrawn it cannot be reinstated. If there is a paid invoice for this application the applicant may be entitled to a refund.

Decision *

Cancel Withdrawal -

Reason for cancelling the withdrawal *

Provide a reason for cancelling the request

P
ACTION LATER SUBMIT
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10. The Certificate of Occupancy Details shows the status prior to the request for
example ‘validation in progress’.

Certificate of Occupancy for test at 43 JAMES ST CAMPBELLTOWN SA
50...

Documents Clocks Building Notifications Inspection Related Actions

(2] Help for this section
< Development application 23001538

Certificate ID Building Address Building/Building Building Class Submitted By
808 43 JAMES ST CAMPBELLTOWN SA 5074 Work e User One
building work Email: dptitesting99+user1@gmail.com

Phone: 0928282828

——Certificate-of Oceupaney-Details—rrmrreecees \

Certificate of Occupancy Status Validation in Progress

The applicant will receive an email notification or when ‘post’ is their preferred method of
communication, ensure to send them notice of the cancellation which includes the reason for
the cancellation.

< PlanSA

Cancellation of Withdrawal Request for Certificate of

Occupancy Application 808
Applicant: User One
Address: 43 JAMES ST CAMPBELLTOWN SA 5074

This email is to inform that the withdrawal request submittad for Certificate of
Occupancy 808 for Development Application 23001538 has been cancelled by the
Relevant Authority.

The reason why it has been cancelled is detailed below:

Provide a reason for cancelling the request

Please contact your Relevant Authority if you require further information or use the below
link to view the Certificate of Occupancy Application.

View the Certificate of Occupancy Application.

Regards.
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Confirm withdrawal

11. Select Confirm Withdrawal decision.

12. Click SUBMIT to complete the withdrawal request.

Process Certificate of Occupancy Withdrawal Request

Certifi
808

Applicant

cate ID Building Address

43 JAMES 5T CAMPBELLTOWN SA 5074

Comments

Building/Building
Work

building work

Building Class
3

Provide a note to the relevant authority advising the reason for requesting the withdrawal of your application.
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Submitted By

User One

Email: dptitesting99+user1@gmail.com
Phone: 0928282828

If you are satisfied that the Applicant intended to withdraw this application, please click ‘Confirm Withdrawal'. If there is any doubt about the legitimacy of this request,
please contact the Applicant and confirm their intent. If this request was made in error, please click 'Cancel Withdrawal'. Once an Application for issuing a Certificate of
Occupancy has been withdrawn it cannot be reinstated. If there is a paid invoice for this application the applicant may be entitled to a refund.

Decision *

Confirm Withdrawal

ACTION LATER

SUBMIT

13. Click Yes to confirm the withdrawal and acknowledge the application cannot be

reinstated.

Once the withdrawal has been processed, the application for the
Certificate of Occupancy cannot be reinstated. Do you wish to

proceed?

NO

YES
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Refund Fee

The Determine Fee Refunds for Invoice page shows following the acknowledgement of
the Certificate of Occupancy (CoO) withdrawal and only when validation of the CoO has
been completed and the CoO fee paid by the applicant (only relevant to councils).

Refund Not Required

Determine Fee Refunds for Invoice #8090

Invoice Fees

Please select and enter a dollar amount and reason for all required items. Ensure items which are not applicable for refunds are deselected.

Description Statutory Subtotal GST  Refunds TOt.aI Amount to Refund [(.SST Refund Reason
Amount Paid Inclusive)
Certificate of occupancy $54.50 $49.55 $4.95 50.00 $54.50 $0.00

Please nominate a Financial Approver from your organisation to endorse this refund *

REFUND NOT REQUIRED

1. Click REFUND NOT REQUIRED.

2. The No actions available message displays.

3. Click Summary tab to view the Certificate of Occupancy Details and shows the
status updated to ‘Withdrawn’ and the withdrawal reason.

Certificate of Occupancy for Accomodation at 3 MONTACUTE RD CAMPBELLTOWN SA...

Summary Documents Checklist Fees Clocks Decision Inspection Related Actions

< Development application 24002499

Certificate 1D Building Address Building/Building Work Building Class Submitted By
1310 3 MONTACUTE RD CAMPBELLTOWN SA 5074 Accommaodation 2 Applicant

Email: testplansa2023@gmail.com
Phone: 0123456789

?Certificate of Occupancy Details

§ Certificate of Occupancy Status Withdrawn




>

H t @ Government of South Australia
ow to... 4

2\ 5y Department for Housing

. . XZx5/  and Urban Development
Process request to withdraw a Certificate of PlanSA
OCCU pancy h Version 1.1

Refund fee in full or part
1. Click checkbox against the fee being refunded.

2. The Amount to Refund and Refund Reason are enabled.

a. Leave the Amount to Refund as the full amount or update to a lesser
amount.

b. Provide arefund reason (mandatory).

3. Nominate a financial approver to endorse the refund. Noting, only people in your
organisation assigned the ‘financial approver’ role will return in the search results.

Determine Fee Refunds for Invoice #29992

Help for this section

Invoice Fees
Please select and enter a dollar amount and reason for all required items. Ensure items which are not applicable for refunds are deselected,
7
ot Statutor Total ; .
Description y Subtotal GST  Refunds .1 Amount to Refund (GST Inclusive) Refund Reason
JpUIm—ly . Amount Paid |
{ \ H
: ¢er1iﬂca:e of occupancy $56.00 $50.91 §5.09 $0.00 $56.00 ; $56.00  Reason for audit purposes

Please nominate a Financial Approver from your organisation to endorse this refund *

EPN TestTen X

REFUND NOT REQUIRED m

4. The No actions available message displays.

5. Click the Summary tab to return to the Certificate of Occupancy details, showing

‘Withdrawn’ status and the applicant receives an email notification ‘confirmation of
withdrawal request’.

Certificate of Occupancy for Accomodation at 3 MONTACUTE RD CAMPBELLTOWN SA...

Summary Documents Checklist Fees Clocks Decision Inspection Related Actions

< Development application 24002499

Certificate 1D Building Address Building/Building Work Building Class Submitted By
1310 3 MONTACUTE RD CAMPBELLTOWN SA 5074 Accommaodation 2 Applicant

Email: testplansa2023@gmail.com
Phone: 0123456789

| Certificate of Occupancy Details

i Certificate of Occupancy Status Withdrawn
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6. Click on Fees to view the Refund — pending endorsement. The financial approver
nominated to the endorse the refund receives an email ‘A fee refund has been

created for application’.

Certificate of Occupancy for Accomodation at 3 MONTACUTE RD CAMPBELLTOWN SA...

Summary  Documents  Ched Decision  Inspection  Related Actions
< Development application 24002499
Certificate 1D Building Address Building/Building Work Building Class
1310 3 MONTACUTE RD CAMPBELLTOWN SA 5074 Accommodation 2

All fees raised on this application

v Show fees already raised on this application

Fees raised for this Certificate of Occupancy

Certificate of Occupancy Fee Advice - 29992 (Varied) - Paid on 26/08/2024

;" Refunds
Invoice #29992 Refund - 23 Sept 2024 - PENDING-ENDORSEMENT §

Endorse Invoice Refund

TTRefund Reference 56,

Number
Total Refund $56.00
Amount

Assessment Officer  EPN TestNinteen

Financial Approver EPN TestTen Edit

Refund Items

Description

Certificate of occupancy

Refund Reason

not yet ready to occupy

Submitted By

Applicant

Email: testplansa2023@gmail.com
Phone: 0123456789

>

~
Item Item
Subtotal Hem ST Total
$50.91 $5.09 $56.00
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Endorse the Fee Refund for Financial Approvers

Important! The Certificate of Occupancy fee refund and endorsement is performed from
the Certificate of Occupancy application; accessible from the development application.

<« PlanSA

A fee refund has been created for Application #24002499
Applicant: Test Applicant
Address: 3 MONTACUTE RD CAMPBELLTOWN SA 5074

Invoice #29992 for Application #24002499 has had a fee refund raised and you have
been nominated as the Financial Approver.

Please use the following link to review the refund and provide your endorsement decision

Fee Advices

1. Application shows in For Your Action with action ‘Awaiting Refund Endorsement’.
2. Click on application ID to view.

3. The Development Application Summary page shows with action ‘Respond to
endorsement request for refund’.

Development application - 24002499: 3 Montacute Rd Campbelltown SA 5074

Documents Event History Sharing access Building Notifications f Certificate of Occupancy f Inspection Operative Dates Related Actions
Click the property location image above to open the South Australian Property and This application currently requires 1 action

Planning Atlas {SAPPA} in a new tab, and view zoning and other layers for this location

Respond to endorsement request for refund ®-
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4. Click on Certificate of Occupancy tab to show the Certificate of Occupancy
application.

5. Click on Certificate ID with a ‘withdrawn’ status.

Development application - 24002499: 3 Montacute Rd Campbelltown SA 5074

summary Documents Event History Sharing access Building Notifications Certificate of Occupancy Inspection Operative Dates Related Actions

Certificate of Occupancy

Certificate ID : Location Building Work(s) Description Initiated Decision Date Status

! : I = .
P 1310 i ;MSCS;ZACUT RD CAMPBELLTOWN Accommodation 26 Aug 2024 Withdrawn

The Certificate of Occupancy Details page shows, includes the withdrawal reason.

6. Click on Fees tab to view the refunds pending endorsement.

Certificate of Occupancy for Accomodation at 3 MONTACUTE RD CAMPBELLTOWN SA...

Documents Checklist Fees Clocks Decision Inspection Related Actions

< Development application 24002499

Certificate 1D Building Address Building/Building Work Building Class Submitted By

1310 3 MONTACUTE RD CAMPBELLTOWN 5SA 5074 Accommodation 2 Applicant
Email: testplansa2023@gmail.com
Phone: 0123456789

Certificate of Occupancy Details

Certificate of Occupancy Status Withdrawn

7. Expand the Refund — Pending Endorsement to view the amount being refunded
and the refund reason.

8. Click Endorse Invoice Refund.

Fees raised for this Certificate of Occupancy

Certificate of Occupancy Fee Advice - 29992 (Varied) - Paid on 26/08/2024 >
Refunds
Invoice #29992 Refund - 23 Sept 2024 - PENDING-ENDORSEMENT hd

Endorse Invoice Refund

Refund Reference 562
Number

Total Refund $56.00
Amount

Assessment Officer  EPN TestNinteen
Financial Approver EPN TestTen Edit
Refund Items

i Item Item
Description Refund Reason siitota Item GST Tt

Certificate of occupancy $50.91 $5.09 $56.00
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On endorsement of the ‘fee refund’ an email ‘Refund for Invoice’ is received by the invoice
contact with the Refund Advice attached as a PDF.

~ PlanSA

Refund for Certificate of Occupancy invoice #29992 for
application ID 240024399

Applicant: Test Applicant
Address: 3 MONTACUTE RD CAMPBELLTOWN SA 5074

A fee refund has been approved for invoice #29992 - Certificate of Occupancy.

Refer to the attached ‘Refund Advice' for the refund amount. Please contact the sender if

you reguire further information.

9. Click Yes and SUBMIT to complete endorsing the fee refund.

Review and Endorse Fee Refunds for Invoice #29992

F Al t already Refunded P d Refund A t(GST

Description i Subtotal GST mogn e it g Total ropo.se gt S Refund Reason
Schedule Pending Inclusive)

Certificate of

SIS $50.91 55091 $5.09  (50.00) $56.00  $56.00

occupancy

Do you wish to endorse this fee advice refund?*

© ves

No

CANCEL SUBMIT

10. The Refunds record updates to ‘ENDORSED’ and the ‘Refund Advice’ generated and
available from the document store.

Fees raised for this Certificate of Occupancy

Certificate of Occupancy Fee Advice - 29992 (Varied) - Paid on 26/08/2024

Refunds P .
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Endorser refuses fee refund
On refusing the fee refund (not endorsing) an email ‘A fee refund has been refused

endorsement for Certificate of Occupancy’ is received by the team member who initiated
the Certificate of Occupancy fee refund.

<« PlanSA

Task for your action - Refund endorsement refused, related to

Certificate of Occupancy #971

Applicant: Test Applicant
Address: 98 ARTHUR ST MAGILL SA 5072

The Financial Approver — EPN TestNinteen has refused the refund of invoice #26938 for
Certificate of Occupancy ID 971.

Reason for refusal was:

Provide a reason for not endorsing the refund.

The ‘Refund Endorsement Refused’ task requires your action to acknowledge the refusal
and complete the process.

11. Click No and provide a reason for not endorsing the refund.

12. Click SUBMIT to complete.

Review and Endorse Fee Refunds for Invoice #26938

Fee Amount already Refunded or Proposed Refund Amount (GST
Description Subtotal GST 3 Y Total P . ( Refund Reason
Schedule Pending Inclusive)
Certificate of 549.55 $49.55 5455 ($0.00) $54.50  $54.50 Provide reason for audit
occupancy purposes

Do you wish to endorse this fee advice refund? *
Yes

O No

Please nominate an Assessment Officer from your organisation *

EPN TestTen X

Please specify a reason for not endorsing this refund *

Provide a reason for not endorsing the refund.

CANCEL SUBMIT

12
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The Fees page shows and the Refunds record updates with ‘Endorsement-Refused’.

Fees raised for this Certificate of Occupancy

Certificate of Occupancy Fee Advice - 26938 - Paid on 10/04/2023 >
Refunds
Invoice #26938 Refund - 23 Sept 2024 ENDORSEMENT-REFUSED A

Acknowledge Refund Endorsement

Refund Reference 563
Number

Total Refund $54.50
Amount

Assessment Officer  EPN TestTen
Financial Approver EPN TestNinteen

Endorsement Refusal Reason

Provide a reason for not endorsing the refund.

Acknowledge Refund Endorsement

Upon receiving the email ‘A fee refund has been refused endorsement for Certificate of
Occupancy’, the user who processed the Certificate of Occupancy withdrawal request is
required to ‘acknowledge the refund endorsement’.

« PlanSA

Task for your action — Refund endorsement refused, related to

Certificate of Occupancy #971

Applicant: Test Applicant
Address: 98 ARTHUR ST MAGILL SA 5072

The Financial Approver — EPN TestNinteen has refused the refund of invoice #26938 for
Certificate of Occupancy ID 971.

Reason for refusal was:

Provide a reason for not endorsing the refund.

The ‘Refund Endorsement Refused’ task requires your action to acknowledge the refusal
and complete the process.



20U Government of South Australia

HOW tO “aa Department for Housing

/" and Urban Development

Process request to withdraw a Certificate of
ST ~ PlanSA

Version 1.1

1. Click Certificate of Occupancy from the dashboard.

2. Search for the Certificate of Occupancy ID number.

3. Click on ID number to open the Certificate of Occupancy application.
4. The Certificate of Occupancy Details page shows.

5. Click on Fees tab to view the refund.

Certificate of Occupancy for A building work at 98 ARTHUR ST MAGILL SA 5072

summary Documents Checklist Clocks Decision nspection Related Actions

< Development application 24000438

Certificate ID Building Address Building/Building Work Building Class Submitted By

971 98 ARTHUR ST MAGILL SA 5072 A building work 1B City of Campbelltown
Email:
test.council.dpti+COUNCIL_CAMPBELLTOWN_CITY@gmail.
com
Phone: 08 888 1111

All fees raised on this application

v Show fees already raised on this application

6. Expand the Refund with ‘Endorsement-Refused’ to show option ‘Acknowledge
Refund Endorsement’ and the refusal reason.

7. Click on Acknowledge Refund Endorsement to complete the refund refusal.

Refunds

Invoice #26938 Refund - 23 Sept 2024 - ENDORSEMENT-REFUSED

{ Acknowledge Refund Endorsement

Refund Reference 563
Number

Total Refund $54.50

The acknowledge action is completed.

Refunds

Invoice #26938 Refund - 23 Sept 2024 - ENDORSEMENT-REFUSED

Refund Reference 563
Number
Total Refund $54.50

Amount
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