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How to… 
Initiate fee refund in full or part 

Version 1.1 
Software version 3.42.1 

Background 
The refunding of a fee may occur when: 

• processing an application withdrawal  

• determining public notification is not required during planning assessment 

• determining a referral is not required. 

 

Noting, the ‘lodgement fee’ cannot be refunded if an application is withdrawn. 
 

How is the amount refunded to the applicant? 
On endorsement of the ‘fee refund’ by the delegated financial approver, the refunded fee 
amount for payments made through the BPoint payment method are credited to the credit / 
debit card used to make the initial fee payment. 
 
When the applicant and/or invoice contact for the application has paid the fee advice over 
the counter or by post, the refund method will be determined by the council. 
 
Included instructions 

• Initiate the fee refund 

• Reassign refund endorsement to a new financial approver 

Related Instructions 
Visit the Support Library page – Fee invoicing and Payments to view: 

• How to – Endorse a fee refund 

• How to – Acknowledge the financial approvers refund refusal 

 
 
  

https://plan.sa.gov.au/about/support_library/fee_invoicing_and_payments
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Initiate the fee refund 
On completion of the fee refund the nominated ‘financial approver’ will receive an email 
notification to endorse the refund. 
 
 
 

1. Search using the ID of the application and uncheck the Assigned to me only box to 
view all results. 

 

 
 

2. Click on the application (not the ID) to view the Status detail, then click on Planning 
consent with a status of ‘Assessment in progress’. 
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3. Click on the Fees tab to view the invoice fees. 
 

4. Expand the Invoice Refund – Pending Endorsement to view the details. 
 

Information: 
A Postal Correspondence message displays when the ‘primary 
contact’s’ or ‘invoice contact’s’ preferred communication method is ‘post’. 

 

 

5. Click on Process Invoice Refund to initiate the refund process. 
 

 

6. Complete the invoice fees fields as follows: 
• Click on the checkbox against the fee(s) to refund. 
• Type in the refund amount in the Amount to Refund (GST Inclusive) 

column or leave the default amount when processing a ‘full’ refund. 
• State a reason for the refund in the Refund Reason column, e.g. public 

notification is not required. 
 

  

Refer to the application Fees 
and Charges for the current 

financial year statutory 
t  

https://plan.sa.gov.au/development_applications/before_you_lodge/application_fees
https://plan.sa.gov.au/development_applications/before_you_lodge/application_fees
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7. Click in the ‘Type to select the user’ field and type the first letters of the financial 
approvers ‘first name’ and select their name from the list of matches. 

 
8. Click on Submit to complete. 

 

 

The Fees page will show a new Refunds section with an ‘Invoice Refund – Pending – 
Endorsement’ record. 
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Reassign refund endorsement to a new financial approver 
You can reassign the refund endorsement to another financial approver if/when a financial 
approver is unavailable - e.g., on holidays, away on sick leave, or they have had a change of 
role.  
 
 

1. Search using the ID of the application and uncheck the Assigned to me only tick 
box to view all results. 
 

 
 

2. Click on the application (not the ID) to view the Status detail and then click on 
Planning consent with a status of: ‘Assessment in progress’. 
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3. Click on the Fees tab to view invoice fees. 
 

4. Expand the Invoice Refund – Pending Endorsement to view the details. 
 

Information: 
A Postal Correspondence message displays when the ‘primary 
contact’s’ or ‘invoice contact’s’ preferred communication method is ‘post’. 

 
5. Click on Edit against the Financial Approver’s name.  

 

 
 

6. Click in the ‘Type to select the user’ field and type the first letters of the ‘first name’ 
of the new financial approver and then select their name from the listing. 
 

7. Click on Submit to complete the reassignment. 
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