

The following checklist is not meant to be an exclusive list of the matters to be considered when undertaking a file audit.  It is meant as a guide to assist council.  Council can amend this list to suit its needs. 

For instance, council may use the file audit to confirm or deny matters raised by stakeholders or to check whether or not planning permit conditions are being applied correctly.  In these cases, council will need to vary the checklist to include these issues. 

Name of auditor:

Title of auditor:

Date of audit: 

Counter signoff:

Date of previous audit:

	Task 
	Comments 

	Description

· Has the planner accurately described the type of application in the file, the advertising material etc? 


	Describe and document instances where this has not occurred. 



	Task 
	Comments 

	Pre-application

· Was a pre-application meeting held?

· Was it documented?

· Who undertook the meeting?


	Yes / No

Yes / No



	Further information

· Was a request for further information made?

· If yes, how long did it take to send out?


	Yes / No 

Number of days




	Public notification

· Did the planner document the material detriment test? 

· How long did it take to advertise the application once all information was received? 


	Yes / No

Number of days

	Delegation

· Was the permit determined under delegation?

· How long did it take to get a delegated decision?


	Yes / No

Number of days

	Referral

· How many days did it take to refer the application?

· How long did the internal referral comments take? 

· How long did the external referrals take? 


	Number of days

Number of days

Number of days

	Neighbourhood and site description (where relevant)

· Did the planner certify the site description? 

· How long did it take?


	Yes / No

Number of days

	Site inspections

· Did the planner undertake a site inspection?

· After how many days?

· Was the visit documented?
	Yes / No

Number of days

Yes / No

	Task 
	Comments 

	Application assessment

Did the planner document:

· Why a permit is required? 

· Was the application assessed against the relevant provisions? 

· Were relevant policies used to assess the application? 

· Was the officer report concise yet complete in its assessment of the issues? 


	Permit triggers

Yes / No

Yes / No

Yes / No



	The decision

· Were the conditions on the officer report consistent with the permit / the NoD? 

· Did the permit refer to which plans were being approved? 

· Were referral authority conditions accurately applied? 

· Was the decision made in accordance with the Deed of Delegation?


	Yes / No

Yes / No

Yes / No

Yes / No



	Time taken

· How long did it take to decide the application (in total)?

· How long did it take to make a decision after receipt of all information? 

· How long did it take to issue the NoD, permit or refusal after the officer report was approved? 

· Was a decision made before a ‘failure to determine’ review lodged at VCAT?

	Number of days

Number of days

Number of days

Yes / No



	Review

· Was a review lodged?

· Was there internal and/or external representation?

· Was information provided to VCAT on time?

· How long did it take to issue a permit or refusal? 
	Yes / No

Yes / No

Yes / No

Number of days



	Task
	Comments

	Register

Were the details recorded in the planning register:

· Quickly?

· Accurately?
	Number of days after receipt of an application

Yes / No



	File management

· Was material on the file kept in date order? 

· Were file notes legible and adequate? 

· Was the file complete or were documents missing? 

· Was the file kept in good order? 


	Yes / No

Yes / No

Yes / No

Yes / No
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