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Team Coordinator assigns to relevant officer to 
assess request 

Less than $50,000  
and less than 75% variation 

Minor* 

Greater than $500,000 variation 

CEO provides approval/refusal 

Team Coordinator prepares Request for 
Variation of Application Fees report and 

forwards to General Manager for approval 

Officer completes Request for Variation of 
Development Application Fees email and forwards 

to Team Coordinator for review 

Administration Team register the approval/refusal in Objective and 
updates Pathway Register.  If required, Administration Team prepare 

the Response to Request for Variation of Application Fees letter.  
Letter is tasked to relevant Team Coordinator for signing. 

For requests that do not require a response letter, no further action. 

Team Coordinator reviews request and forwards 
to Branch Manager for approval 

Branch Manager provides approval/refusal 

Strategic Client Branch 
scan/register request to 

Objective and task to relevant 
Administration Team. 

Team Coordinator signs and saves letter into Objective. 

Letter is tasked to the Administration Team for distribution. 

*Minor requests include: Local Government Infrastructure, Application 
Fee Cap, Community Organisation and Purpose, Development Constraint 
Overlay Error, Incorrect Fee Quotation, Implementation Guideline or 
Policy, Resubmission of DA and Transfer of DA Fees. 
 
All other requests are to follow the approval process for Unreasonable 
Prescribed Fee. 

Team Coordinator completes Record of 
Fee Variation email and forwards to 

General Manager for approval 

General Manager signs off report and 
forwards to CEO for approval Team Coordinator forwards approval/refusal to 

Administration Team  

NOTE: Where there is a recommendation to amend the 
Register of Fees and Charges or create a new category of 
fee variation, cc the Business Support Branch Manager. 

Application involves a community service 
obligation (e.g. Proposed Public 

Housing/Community Infrastructure 
Designation) 

Application is lodged and lodgement 
documents registered in Objective. 

General Manager provides 
approval/refusal 

$50,000 to $500,000  
or greater than 75% variation 

Branch Manager reviews request and forwards to General Manager for approval 

Applicant submits Request for 
Variation of Application Fees form 
(including relevant attachments)  

Strategic Client Branch forward 
email to the relevant 
Administration Team. 

Hard Copy 

Email 

Administration Team registers the email (if required) 
and Request for Variation of Application Fees form 
separately in Objective, then create an entry in the 
Pathway Fee Variations Register (recording register 

number on form).  Form is tasked to the relevant Team 
Coordinator. 

Unreasonable 
Prescribed Fee/ 

Other 

Team Coordinator 
assesses request 


