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Please use this form to apply for pre-application or post-decision advice. All sections should be completed, with the 
relevant information attached (see checklist below). Your enquiry will not be processed until all requirements, 
including the fee for a written response, have been received. 

1) Applicant Name: 
Address: 
 
 
Postcode: 
Contact Telephone: 
E-Mail address: 

2) Agent name (if any): 
Address: 
 
 
Postcode: 
Contact Telephone: 
E-Mail address: 

3) Address of application site: 
 
 
Is the application site currently owned by the applicant? Yes / No 
Can the site be seen/accessed from a public road/footpath/other public land? Yes / No 

4) Description of proposed development: 
 
 
 
 
If following a recent refusal, please include the relevant planning reference number: 

5) Plans to be submitted with this form: Please tick as appropriate 
All Enquiries should include: Additional requirements for Non-

Householder enquires  

□ Fee for written response  
(see separate guidance) 

□ Location Plan (1:1250 or 
1:2500) 

□ Details of existing use 

□ Proposed Floor Plans at 1:50 or 
1:100 

□ Proposed elevations at 1:50 
or 1:100 

□ Block Plan (existing site layout) at 
1:100 or 1:200 

□ Site plan (proposed site layout) at 
1:200 or 1:500 

  

Please note that your enquiry will not be progressed without the necessary plans 

For change of use, only a fee and a location plan are required unless scheme includes external alterations. 

Any documents submitted will NOT be returned to you or used in future planning applications. Please retain a copy of 
all plans for your information. 

Important notes: 

 Please ensure each request is accompanied by a set of plans, sufficient to show the proposal 

 Please ensure there are no discrepancies between the plans, including dimensions.* 

 All plans should include a north point and the relevant scale as a minimum level of information* 

 Please submit payment at the same time as your enquiry. Payment should be made by cheque, payable to 
Chiltern District Council or by credit/debit card. 

*We would recommend that if you are having plans specifically drawn, these meet the standards set out in the ‘Guidance on information 
requirements and validation’ document published by the Department for Communities and Local Government. Advice concerning these 
requirements can be found on the Council’s website (http://www.chiltern.gov.uk/planning/forms). 

 

6) Declaration 
 

□ I the undersigned confirm that I am seeking pre-application/post decision advice on 
the proposed development described above and as detailed on the attached plans. 

 
 
 

Signed: ____________________________ (on  behalf of: _____________________)    Date: ______________ 
 

□ If you would like your enquiry to be considered for a meeting with a Planning Officer, 
please tick to confirm your request and sign to agree to make the necessary 
additional payment upon request. 

 
 
 

Signed: ____________________________ (on  behalf of: _____________________)    Date: ______________ 
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Frequently Asked Questions: 
 

Why should I request pre-application advice? 
We welcome and encourage discussions prior to the submission of most applications. Early discussions can be of great 
benefit to the applicant by identifying the key planning issues, and steering projects in the right direction, resulting in 
better quality applications which stand a better chance of a successful outcome. 

The Main Benefits: 

 Quicker handling of applications following their formal submission because all the information required by the 
Council will be part of the initial submission  

 Provides help and guidance to applicants at an early stage thereby helping to make the formal planning 
application process easier and focusing at an early stage on the main issues. 

 A greater understanding in relation to the likely outcome. 

 Increases the likelihood of the planning application being valid on its receipt 

 Gives opportunity to revise the proposal prior to the submission of a formal planning application 

 Provides feedback on the design and quality of the proposal 

 Reduces the likelihood of developers pursuing applications that are completely unacceptable, thus preventing 
unnecessary financial outlay. 

 Increases the likelihood of a successful outcome, and helps reduce the time and associated costs to applicants 

 Early identification of any need for specialist information supporting the applications relating to such matters as 
highways information, listed buildings, trees, flood prevention, planning obligations etc. 

 Potential for substantial cost savings for all parties. 

 Pre-application enquiries are an opportunity for local authorities and applicants to work together to achieve 
developments that deliver benefits to the community and the economy. 

 

Is there any help available for filling in the form or checking I have the correct plans? 
The Duty Officer for planning is available between 9am and 12.30pm each weekday and will be able to help with any 
enquiries relating to completing pre-application enquiry forms. It should be noted that he cannot give advice on site 
specific matters, only general advice. 
 

How and what should I pay? 
You must pay the fee (the fee required for a written response only) at the time of submitting your enquiry. You can pay by 
cheque (payable to Chiltern District Council) when submitting the information by post, or over the telephone by 
debit/credit card or you can pay in person at the Council Offices, between 9:00am and 5:00pm Monday – Thursday, and 
between 9:00am and 4:30pm Friday. Full details of the fee payable can be obtained at the Council Offices or on the 
Council’s website. 
 

Can I have a meeting? 
You can request a meeting at the start of the process by ticking the relevant box overleaf. At this stage it is only 
necessary to submit a fee for a written response. Not all enquiries justify a meeting and these will be dealt with via written 
correspondence only. The Development Control Manager, or the Principal Planning Officer - Enforcement, will determine 
whether or not a meeting is necessary. Where the Development Control Manager/Principal Planning Officer- Enforcement 
determines that a meeting is not essential, a full written response will be sent. If it is agreed to hold a meeting a letter will 
be sent out providing confirmation of this and also requesting the additional fee required for a meeting. The case officer 
will contact you to arrange the meeting at a mutually convenient time. The additional fee for the meeting must be paid at 
least 24 hours before the meeting is scheduled to take place, otherwise the meeting will not take place. If the additional 
fee is not received or the meeting is not held as scheduled then the query will be dealt with in writing only. 
 

What happens to my enquiry? 
Once the request for pre-application advice has been received, there will be a checking process to ensure all requested 
information has been submitted. Once all information has been received, including the fee, the enquiry will be validated 
and allocated to a case officer. An acknowledgement letter will be sent to you by post or email, with details of the case 
officer who will deal with your enquiry and the target date to respond in writing. The case officer will then process your 
request and provide you with a written response, or a meeting and a written response, as appropriate. If a meeting has 
been agreed then the acknowledgement letter will also include details of the additional fee required for the meeting. 
Following this the case officer will contact you to arrange a mutually convenient time for the meeting. 
 

How long will it take to get advice? 
If you have asked for a written reply only, the aim is to provide the written response for household enquiries within 15 
working days and other enquiries within 30 working days of receipt of your valid enquiry (a completed application form, 
appropriate plans and fee). 
If a meeting is requested and deemed necessary, the aim is to schedule and hold the meeting within 20 working days of 
receipt of your valid enquiry (a completed application form, appropriate plans and fee), a follow up meeting within a 
further month and provide a written response within 7 working days of the last meeting. The case officer will contact you 
to schedule a meeting at a mutually convenient time. 
 
 

Further details and guidance on the pre-application process are available from the planning pages of 
our website, www.chiltern.gov.uk/planning 


