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Provides Insite with information 
including:

RPD and address of site

site description (eg. detail 

survey, photos, sketches)

drawings or plans of proposed 

development if available

Preliminary meeting with 

prospective client or their 

representatives to consider:

planning issues

site constraints and 

opportunities

timeframes

project team and interested 

parties (local Council, State 

agencies, other consultants)

Invites Insite to prepare a detailed 

proposal for town planning services

Prepares and sends proposal for 

consulting services to prospective 

client, including:

town planning approach

detailed services and 

exclusions

timeframes

consulting fees

terms and conditions

Sign and return contract to Insite

Commences project work as 

defined in proposal such as:

site inspection

site analysis

assessment of proposal for 

compliance

consult Council and referral 

agencies

liaise with other consultants 

and provide direction for 

further technical requirements 

and reports

draft planning lodgement 

report

Confirm lodgement fee with Council 

and forward draft report to client for 

comment

Council confirms lodgement fee 

with Insite
Review draft report and provide 

comment where necessary

Provide cheque for Council’s 

lodgement fee to Insite

In liaison with Insite, Council, 

referral agencies and third parties 

  may be requested to provide 
       pre-lodgement advice

Refine and finalise town planning 

documentation. Bring together all 

technical reports, drawings, 

application fees and forms for 

lodgement with Council

Provide a copy of lodged 

application documentation to client

Invoice & receive client paymentEnd

Consultants commissioned by 

client and commence project work 

in liaison with Insite

Considers other specialist technical  

information needed and 

commissions relevant consultants

Receives full set of lodgement 

documentation and receipt for 

Council’s lodgement fee

In liaison with Insite, other project 

team members refine and submit to 

Insite technical reports and 

drawings for comment, revision, 

completion and distribute final 

copies to Insite for lodgement

Note: The example above is provided to illustrate to prospective clients 

an overview of the stages that may be involved in preparing and lodging a 

development application on their behalf.  In the event that there is any 

conflict between this document and any contract between Insite 

Strategies Pty Ltd and the client, such contract will prevail.  No warranty 

or guarantee, whether express or implied, is made with respect to the 

above flowchart.  Insite Strategies Pty Ltd accepts no liability or 

responsibility whatsoever for or in respect of any use of or reliance upon 

this document.
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