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Application for Plan Perusal 
                                                                                               Expiry Date:  30 June 2010 
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1. Any person with the written consent of the owner may make application to the Council 
for perusal of the building plans for that owner’s property. The owners consent may be 
provided on this form or a separate letter of authority may be submitted with this form. 

2. Fees shall be paid in accordance with Council’s adopted fees and charges. The 
application fee is not refundable. 

3. The responsible Council officers will carry out the necessary search to obtain the 
available records. 

4. After lodging the application for a plan perusal, any plans held by Council for the 
property will be retrieved and made available for viewing at the customer services 
counter only. You will be contacted when the search has been completed and advised 
of the additional file retrieval charges that are to be paid. 

5. The records that have been retrieved shall be held for a period of ten (10) working 
days, after which, failure of the applicant to respond will result in their filing. Response 
by the applicant after this time will require another application and fee. 

6. Copying of the document will only be permitted in the following instances:- 
a) If the application is over ten (10) years old. 
b) If the application is within the last ten (10) years, only with author of the 

documents written consent. 

7. Copying shall be either at Council at a charge or by private facility as approved by the 
Council. In the case of private facility the responsible officer shall make the necessary 
arrangements to have the documents delivered and collected from that facility.  Copy 
charges shall be paid directly to the private facility. 
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Title: Mr � Mrs � Miss � Ms � Other:   
Family name (or company): ................... ...........................................................................  
Given name(s): ...................................................................................................................  
Address: .............................................................................................................................  
Telephone (B)  (….) ...............................................  Fax (….) ...........................................  
Telephone (H)  (….) ...............................................  Mobile: .............................................  

Contact person (only if a company etc): ………………………………………………. 
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Street No:...........................  Street:.......................................................................................  

Suburb: .................................................................................................................................  

Lot(s):............................................................Section: ..........................................................  

Deposited Plan(s): ........................................Strata plan: .....................................................  

Other:....................................................................................................................................  
Get these details from rate notices, property deeds, or Council property maps. 
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Plan Perusal 
Application Fee $57.70 29  

File Retrieval Fee 
($22.00 per file)  246  

Other    
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Retain your receipt as proof of lodgement of the application. 

�  Receiving Officer:................................ Date: ................ 

�  Cashier: .............................................. Date: ................ 

Total:   
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Name(s): ................................................ ...........................................................................  
Address: .............................................................................................................................  
Post Code: ............................................................. Phone (….) 
................................................................................  Fax (….) ...........................................  

, � � + � � �&	�� �� 	� � ��

Must be signed by the 
owner of the land.  If 
more than one owner, 
every owner must sign. 
If the owner is a 
company or owner’s 
association, must be 
signed by a director  
under common seal. 

 

As owner of the land to which this application relates, I consent to the accessing of the 
building plans that exist for my property and to the copying of those plans, as applicable. 

 

 
�  Signature: ..........................................................   Date: ................................................  
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 � � ����# � � �� �� ����  I am applying to access the building plans for the subject property, in accordance with 

Council’s “Plan Perusal” procedure. I agree to pay all required file retrieval and copying 
fee’s, in accordance with Council’s adopted fees and charges. I declare that all the 
information given is true and correct. 
 
Signature: ...............................................................  Date: ................................................  
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Address the 
application to: 

The General Manager 
Woollahra Municipal Council 

You can send it to us by any of the following methods: 

Post: PO Box 61 
Double Bay 1360 

DX: DX 3607 Double Bay 

Courier or personal 
delivery: 

Council Chambers 
536 New South Head Rd 
Double Bay NSW  2028 

Contact us by phone, fax or electronically 

Phone: (02) 9391 7000 

Fax: (02) 9391 7044 

E-mail: records@woollahra.nsw.gov.au 

Web: www.woollahra.nsw.gov.au 

Fees 
The current fee for this service is $57.70 application fee per property 
plus $22.00 per file retrieved.  The file retrieval charges do not have to 
be paid at the time of lodging the application. 
 
Payment methods 
Payment can be made at our Customer Service Centre by the 
following methods: cash, EFTPOS, cheque or Money Order (make 
payable to Woollahra Council) or by credit card — American Express, 
Diners Club, MasterCard or Visa.  
Credit Card payment will incur a processing fee.
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The personal details requested on this form are being collected, and will only be used for, the purpose of processing your 
application. The supply of information by you is voluntary. If you cannot provide or do not wish to provide the information 
sought, the Council may not be able to process your application. Access to the information is restricted to Council officers 
and other authorised people. Council is to be regarded as the agency that holds the information. You may make application 
for access or amendment to information held by Council. You may also request Council to suppress your personal 
information from a public register. 

 

� � � �� � � ! � �� " � �  - Customer Service Officer allocated application:   
 
 

Files to be retrieved: Date Files Ordered Date Applicant Contacted Date Files Accessed 
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Credit Card Payment Form 
  

  
All credit card payment will incur a processing fee currently 1% 
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This matter will not be 
processed until the credit 
card payment has been 
authorised
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Please indicate in this 
section the reason for the 
payment and any other 
applicable information.  �
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