
FILE NAMING CONVENTION FOR ELECTRONIC DA LODGEMENT  
FROM 31 MARCH 2008 
 
Documentation Requirements 
All plans must be to scale. 
All plans must be rotated to landscape. 
All plans are to be clear and concise and consistent with Australian Standard 1100.301 - 1985 
and Australian Standard 1100.301 supplementary - as updated from time to time. 
 
Convert document to PDF  
Convert document/plans into PDF. Photos can be submitted in JPEG format. With the exception of 
photos, please restrict the size of individual files to no more than 1 megabyte.  
Documents must be named in accordance with the file naming convention table below. Using this 
convention will allow correct record keeping and assist to restrict the size of the document files.  
 
Proposal Number ‘200xxxxxx’  
The proposal number included in the convention is unique to the application and provided by the 
ACT Planning and Land Authority.  If you have already had dealings with us about your proposal 
through a pre-application meeting or written pre-application advice, you would already have a 
proposal number allocated for your DA.  To find out what this proposal number is contact the 
Applications Secretariat.  If you have not been allocated a proposal number, leave this number out of 
the file name.  
 
For example:  
 

If your proposal number is 200400001, the development application form would have the file 
name APP-200400001-01.PDF 
 
If you don’t have a proposal number, the development application form would have the file 
name APP-01.PDF 

 
Optional free text 25 characters  
This field can be used to further describe a particular document or plan, such as elevations, floor 
plans, energy assessment or lessee authority.  
 
For example:  
 

ELEV-200400001-south and north-01.PDF  
ELEV-200400001-east and west-01.PDF  
FLOOR-200400001-Ground-01.PDF  
FLOOR-200400001-First-01.PDF  
FLOOR-200400001-Second-01.PDF  
ENTITYADVICE-200400001-Heritage-01.PDF 
ENTITY ADVICE-200400001-ACTEW-01.PDF 
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