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What’s changing 
 
We're introducing a faster, more streamlined way to handle batch payments on the 
Planning Portal - designed to benefit both agents and their finance departments. 
 
Each organisation interested in making batch payments will need to enter into an 
agreement with TerraQuest to facilitate this. As part of the setup, the organisation will be 
assigned dedicated bank account details. 
 
Once set up, agents within the organisation will automatically see a new payment method 
available when submitting planning applications: 
 
“Send a payment request to your finance team” 

 
 

 

 

 

 

 
 
 
 
  



 

 

 
When this payment method is chosen, the system automatically triggers an email to the 
organisation’s finance team.  
 
The email includes key details about the application so that finance can authorise the 
payment. These include: 
 

• Application reference (PP-12345678) 

• Local Planning Authority (LPA) 

• Applicant name and address 

• Application site address 

• Planning fee amount due 

• Service charge information 
 This will be sent to the finance email address supplied by your organisation, such as: 
finance@agency.com 
 
The finance team can then process the batch payment according to their internal financial 
procedures, using the dedicated bank account details to make payment. 
 
The bank account details provided will depend on the organisation’s financial structure. 
Each finance department will receive its own dedicated bank account details unique to their 
organisation or office.  
 
For example, if an agency operates multiple offices across the UK and each location has its 
own finance team, then each team will be assigned separate bank account details. 
 
However, if the organisation has a single, centralised finance department handling all 
transactions, only one set of bank account details will be issued. 
 
 

Who it affects 

• Agents using the Planning Portal and submitting applications. 

• Finance teams processing application payments on agent’s behalf. 

 

Benefits 

 

• Better security through dedicated bank details. 

• Clearer reconciliation with unique account references. 

• Smoother payment handoff to finance teams via automated emails. 

• Consistent payment requests with standardised email templates. 

• Reduced errors in manual bank transfers. 

• Improved user experience for planners and finance. 
 

 



 

 

What’s required to enable an organisation for batch payments 
 
Only organisations with an agreement with the Planning Portal will have access to the batch 
payment facility. 
 
To enable the new payment option, we will require: 
 

- A list of Planning Portal accounts—identified by their registered email addresses—

for all agents or employees your organisation wishes to enable for access to the 

Batch Payments facility. 

 

- The dedicated finance email address to receive the finance notifications. 
 

 
Remittance advice 
It is essential that the finance team provides remittance advice outlining which applications 
to reconcile the batch payment against. This breakdown is a critical requirement to ensure 
accurate and timely reconciliation of each application and must be included as part of the 
process. 
 
If needed, we can provide a remittance advice template to support your reconciliation 
process. If you would like a copy, please let us know and we’ll send it across. 

 
 
Agent user journey 

1. Payment option available: “send a payment request to finance team”  
  



 

 

 
2. Select payment option available: “send payment request to finance team”  

 
 

  



 

 

 
3. Pop up to confirm sending of finance request 

  



 

 

 

 
4. Confirmation of payment request sent to finance team 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  



 

 

 
5. Email notification - Individual application payment request sent to Agency finance team 

(draft email notification with content to be finalised)  
 
 

  



 

 

 
Batch payment process summary 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 
FAQs 

What happens if the email doesn’t arrive? 
Finance emails will be sent from notifications@planningportal.co.uk. Make sure the finance 
team's mailbox allows emails from the Planning Portal. It may be necessary to check the 
junk or spam folder and mark the sender as safe. 

Can the agent see when the payment is made? 
Yes. The agent will receive an application submission confirmation email once the payment 
has been received and processed by the Planning Portal. 

Where to find their unique bank account details? 
Your organisation's dedicated bank account details will be provided during the onboarding 
process. 

 
Questions about this payment process or document 
 
Planning Portal Support 
Phone: 0333 323 4589 
Email: Support@planningportal.co.uk 
 

 

Join our research 
 
We’re keen to hear from planning agents like you. Join our user research to share your 
experiences and help us improve. 

If you're interested in taking part or providing feedback: 
Email: nida.aziz@terraquest.co.uk 
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