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This document assists the Applicant with Uploading Files, Prescreen Review, and Plan Review Re-
submittal process in ProjectDox. The Applicant will be required to provide documents based on 
the permit application type and description of work.  

Applicants can complete the  бStandard Permit Plan Review Checklist ˟в  
This document is a guide to facilitate a smooth review process for permit application pre-
screening review process and plan review. The Applicant must meet minimal requirements be-
fore a permit (project) can be submitted to Plan Review. * DOB currently conducts its review un-
der the 2017 DCMR Construction Codes.   

All Commercial projects including commercial residential units of three (3) or more projects, ex-
tensions, Special Historic Permits , and After - Hours Permits  use the Citizen Access  Portal .  

For one -  and two - family residential projects, use the DOB Permit Wizard .   

Items listed are the minimum prescreening and submission requirements. Failure to pro-
vide them will result in rejection during prescreen review.  

¶ Identify applicable permit type.  

¶ Each plan sheet has the following: Project Address (Sheet numbers and label).  

¶ Drawings reflect the scope of work on the application.  

¶ Coversheet ( ref. Coversheet Template ). NOTE: A cover sheet is required for 30 - day 
projects with multiple sheets and one - day projects with multiple sheets.  

¶ Coversheets must include: Address, Scope of work, Applicable Building Codes Index.  

Seal and signature of licensed design professionals on new residential and commer-
cial projects are reflected. NOTE: A design professional is not required for non -
structural work of one - and two - family structures.

¶ Plans sheet - sized at a minimum of 11 x 17 inches  

A minimum 3x3 clear space in the uppermost, far - right corner of all plan sheets

Items listed are the minimum prescreening and submission requirements. Failure to pro-
vide them will result in rejection during prescreen review.  

¶ PLAT for any exterior work.  NOTE: Required for all exterior work including: New Con-
struction, Additions, Areaways/Stairwells, Retaining Walls, Window Wells, Foundation 
Repairs, Porches, Decks, Accessory Structures, Fences, Overhead/Rollup Doors, etc.  

https://dob.dc.gov/sites/default/files/dc/sites/dob/Standard%20Permit%20Plan%20Review%20Checklist%208.28.24.pdf
https://dob.dc.gov/node/1616021
https://dob.dc.gov/node/1615876
https://aca20.dcra.dc.gov/citizenaccess/Default.aspx
https://aca20.dcra.dc.gov/citizenaccess/Default.aspx
https://permitwizard.dcra.dc.gov/landing-21860
https://dob.dc.gov/sites/default/files/dc/sites/dob/Sample_Coversheet%20Template_3.18.2024%20%20.pdf
https://dob.dc.gov/sites/default/files/dc/sites/dob/Contractor%20Agreement.pdf
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¶ Display all existing and proposed improvements on the lot Drawn to scale.  

¶ Zoning Code Analysis:  NOTE: Required for all New Construction, Additions, and any 
project where a change is proposed to the Lot Occupancy (decks, porches, accessory 
structures, etc.).  

¶ Property information and zoning district  

¶ Development standards applicable to the property  

Ý Information to demonstrate compliance with the Zoning Regulations.  

* NOTE: Certificate of Occupancy cannot be provided, a change - of - use must be 
completed.  

To start prescreening, complete the "Applicant Upload & Submit" task in ProjectDox. The 
application review depends on the completion of this task. Plan Review starts upon suc-
cessful prescreening. Ensure folders are not empty; pictures may suffice for simple scopes 
of work.  

¶ File names reflect sheet number and description.  
NOTE: The first character should start with the Discipline Header followed by the Street 
Number and a Brief Detailed Description of the information depicted on the individual 
̤̙̖̖̥̤ˬ ̥̙̖ ̨̣̟̘̒̕̚ ̥̥̝̖̚ ̠̟ ̥̙̖ ̡̠̣̣̖̤̠̟̟̘̔̕̚ ̡̝̟̒ ̤̙̖̖̥ˬ ̖˟̘˟˝ б˲ˡˡˢ ˴̧̠̖̣ ̙̖̖̥̄˟в 

¶ ˢˡˡ˖ ̠̗ ̨̣̟̘̤̒̕̚ ̣̖̒ ̡̦̝̠̖̒̕̕ ̦̟̖̣̕ ̥̙̖ б˵̨̣̟̘̤̒̚ ˷̠̝̖̣̕˟в 

¶ ̡̡̦̠̣̥̟̘̄̚ ̠̦̞̖̟̥̤̔̕ ̣̖̒ ̡̦̝̠̖̒̕̕ ̦̟̖̣̕ ̥̙̖ б̡̡̦̠̣̥̟̘̄̚ ˵̠̦̞̖̟̥̤̔в ̗̠̝̖̣̕˟ 

¶ All plans are uploaded in the Landscape position.  

¶ Do not use graph paper.  

On the project information sheet or cover sheet, include an itemized "Scope 
of Work" describing the work to be performed and identifying the buildings and structures includ-
ed under this permit. Ensure that the scope of work on the plans matches the scope of the permit 
application. The Applicant must contact the Plan Review Coordinator (PRC) to update the scope 
of work at dob@dc.gov .  

https://dob.dc.gov/sites/default/files/dc/sites/dob/release_content/attachments/Zoning%20Code%20Analysis%20Sample.pdf
https://dob.dc.gov/
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˵˴ ̧̦̣̖̪̠̣̄Я̤ ̝̥́̒ is required for new buildings, construction and equipment outside of the 
existing structure.  

¶ ̧̣̠̖́̚̕ ̒ ˵˴ ̧̦̣̖̪̠̣̄Я̤ ̝̥́̒˝ ̤̤̦̖̚̕ ̟̠ ̞̠̣̖ ̥̙̟̒ ̨̥̠ ̪̖̣̤̒ ̘̠̒˝ ̤̘̟̖̚̕ ̪̓ ̥̙̖ ˵˴ ̠̗˞
fice of the Surveyor and property owner or authorized agent.  

¶ The Applicant must show all existing structures and any new construction or external 
̢̡̖̦̞̖̟̥̚˟ ̡̝̠̆̒̕ ̥̙̖ ̡̝̥̒ ̟̥̠̚ ̥̙̖ б̡̡̦̠̣̥̟̘̄̚ ˵̠̦̞̖̟̥̤̔в ̗̠̝̖̣̕˟ 

¶ Plats can be ordered online at Office of the Surveyor . 

¶ For assistance or more information, please contact the DC Office of the Surveyor at 
202- 671- 3500 or dob@dc.gov . 

 

Neighbor Notifications give notice of construction to adjacent properties and are required 
for any alteration, repair, additions to structure, party walls, chimneys, underpinning or similar 
work adjacent to the property.  

¶ Complete the Neighbor Notification Form . 

¶ Provide proof of notification (i.e., certified mail receipt).  

 

Energy Verification Worksheet (EVS)  is submitted in the official plan set when applying for a 
building permit.  

¶ The EVS provides a transparent and consistent method of communication between 
the designers, code reviewers, and inspectors to show compliance with the DC Energy 
Conservation Code.  

NOTE: DOB no longer accepts structural certification forms.  

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

https://dob.dc.gov/node/1616551
https://dob.dc.gov/node/1616551
mailto:dob@dc.gov
https://dob.dc.gov/page/neighbor-notification
https://dob.dc.gov/service/energy-and-green-building
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¶ is an extension or increase in the building area, aggregate floor area, 
number of stories, or height of a building or structure (i.e., a newly constructed enclosed 
space).  

¶ are for the first - time occupancy of a "new building" space. Please provide 
a copy of the previously issued building permit for a "new building" or "addition." Upload the 
̡̖̣̞̥̚ ̟̥̠̚ ̥̙̖ б̡̡̦̠̣̥̟̘̄̚ ˵̠̦̞̖̟̥̤̔в ̗̠̝̖̣̕˟  

¶ are for foundation - to -̘̣̖̒̕ ̨̠̣̜ ̗̠̣ ̒ ̨̟̖ ̦̝̟̘̓̚̕̚ ̠̟̝̪ ̟̒̕ ̟̔̒Я̥ 
include underpinning, sheeting & shoring.  

¶ are for the construction of a new detached garage. For residential pro-
jects, if there is a second - story accessory unit or if the NEW garage will include a bathroom, 
̥̙̖ ̡̖̣̞̥̚ ̡̥̪̖ ̤̙̠̦̝̕ ̖̓ б˿̨̖ ˳̦̝̟̘̚̕̚˟в  
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̡̖̤̠̟̤̖̃ ̥̠ ̥̙̖ ̧̨̣̖̖̖̣̚Я̤ ̠̞̞̖̟̥̤̔ ̞̦̤̥ ̖̓ ̤̦̞̥̥̖̓̚̕ ̨̥̙̚ ̒ ̡̣̖̤̠̟̤̖ ̝̖̥̥̖̣˟ 

̙̖̅ ̝̖̥̥̖̣ ̤̙̠̦̝̕ ̖̓ ̗̠̣̞̥̥̖̒̕ ̪̓ ̡̤̝̟̖̔̕̚̚̚ ̟̒̕ ̟̝̦̖̔̚̕ ̥̙̖ ̧̨̣̖̖̖̣̚Я̤ ̠̞̞̖̟̥̔˙̤˚ 

̒ б̡̖̤̠̟̤̖̃˫в ̤̒ ̥̠ ̨̙̠ ̥̙̖ ̠̞̞̖̟̥̔ ̨̤̒ ̣̖̤̤̖̒̕̕̕ ̟̒̕ ̥̙̖ ̤̙̖̖̥ ̟̦̞̖̣̓ ̥̙̖ 

comment was addressed on. See the example below.  

Electrical  DCMR 12A млсΦмΦт ¢ƘŜ !ǇǇƭƛŎŀƴǘ ǎƘŀƭƭ 

ǇǊƻǾƛŘŜ Ǉƭŀƴǎ ŀƴŘ ǎŎƘŜŘǳƭŜǎ ǿƛǘƘ ŘŜǘŀƛƭ 

ŀƴŘ ŎƭŀǊƛǘȅΦ ! ǇƘƻǘƻ ƻŦ ŀƴ ŜƭŜŎǘǊƛŎŀƭ ǇŀƴŜƭ 

ǿƛƭƭ ƴƻǘ ōŜ ŀŎŎŜǇǘŀōƭŜ ƛƴ ǇƭŀŎŜ ƻŦ ŀƴ ŜƭŜŎπ

ǘǊƛŎŀƭ ǇŀƴŜƭ ǎŎƘŜŘǳƭŜΦ  

Electrical panel 

schedules submitted  

E101 
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¶ Two business days from the time the Applicant completes the task in Pro-
jectDox.  

¶ ˵̀˳Я̤ ̘̠̝̒ ̤̚ ̥̠ ̡̠̞̝̖̥̖̔ ̥̙̖ ̗̣̤̥̚ ̧̨̣̖̖̚ ̪̝̖̔̔ ̨̥̙̟̚̚ ˤˡ ̦̤̟̖̤̤̓̚ 
days from the time the project completes the prescreening phase.  

¶ 15 business days for all other review cycles.  

¶ Is processed within two business days after all re-
views have been completed and approved.  

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

¶ An assignment in the workflow process.  

¶ ˲̡̖̥̟̘̔̔̚ ̒ ̥̤̜̒ ̡̧̣̠̖̤̚̕ ̖̤̤̒̔̔ ̥̠ ̥̙̥̒ ̥̤̜̒Я̤ ̖˷̠̣̞˟ ̙̖̅ ˲̡̡̝̟̥̔̒̚ 
who accepts the task is responsible for completing the associated tasks, including upload-
ing files and making necessary corrections.  

¶ Completing a task confirms the requested actions.  

¶ Online electronic form designed to capture uploaded files, review comments and 
submissions.  

¶  Applicant task for responding to comments and submitting their 
plans.  

¶ A review of documents that the Applicant has submitted based on the 
permit application, type and description of work.  

¶ Project is under Plan Review.  

¶ Reviewer comments the Applicant must respond to.  

¶ The status when all reviews have been completed.  

¶ The ProjectDOX Coordinator completes a Quality Assurance review after all reviews 
have been completed and approved.  
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Upon acceptance of the permit application, the Applicant will receive an email invitation con-
taining the login information, including a link to the project to upload electronic plans 
(Drawings) and Supporting documents.  
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Hello [Applicant Name]  

You have been invited to Upload and Submit files for review for project: [Project.Name] , 

As a member of the Applicant group. Your login is [Current email ID] . To access this pro-

ject, follow the instructions below.  

1. Click on the б̡̖̟̀ ̛̣̠̖̥́̔в below to be directed to the project page.  

2. ̌Ю̡̖̟̀ ̛̣̠̖̥́̔Я ˳̦̥̥̠̟ˠ˽̟̜̎̚ To access this project.  

3. Login using your Access DC account. Your Access DC email does NOT have to 

match the invitation email.  

4. If you do not have an Access DC account with this invitation email address, visit 

Access DC https://accessdc.DOB.dc.gov/signin/register   and create an Access 

DC account by signing up.  

5. Once your account is created, you will receive an email to activate your account.  

6. After activating your account, return to the project page, and you should be able 

to view the project.  

If you have any questions about your project or encounter any issues during this pro-

cess, feel free to reach out for assistance by sending an email to dob@dc.gov . 
 

Please do not reply to this email.  

https://accessdc.DOB.dc.gov/signin/register
mailto:dob@dc.gov
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˲̡̡̝̟̥̤̔̒̚ ̞̦̤̥ ̤̖̝̖̥̔ б˲̡̡̝̟̥̔̒̚ ˽̠̘̟̚в ̥̠ ̝̠̘̟̚˟ ˳̨̖̝̠ ̤̚ ̥̙̖ ̡̤̝̪̒̕̚ ̠̗ ̥̙̖ ̝̠̘̟̚ ̡̘̖̒ ̥̒ 
https://washington - dc - us.avolvecloud.com . 

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

https://washington-dc-us.avolvecloud.com
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˲̗̥̖̣ ̖̟̘̓̚ ̝̠̘̘̖̕ ̟̥̠̚ ̛̣̠̖̥́̔˵̀̉˝ ̥̙̖ ˲̡̡̝̟̥̔̒̚ ̨̝̝̚ ̤̖̖ ̥̙̖ б̖̝̠̞̖̈̔ ̥̠ ̥̙̖ ̠̣̥̝́̒в ̥̒̓˟ ̙̤̅̚ 
tab allows the Applicant to view instructional E - plan learning videos related to tasks.  

Click the б̥̙̈̒̔ ̖̠̇̚̕в links below to view short clips on performing tasks using the system 
features.  

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

GETTING STARTED ACCEPTING A TASK  
DOWNLOADING APPROVED 

PLANS 

Click on б˴̠̟̥̟̦̖̚в to see the б̛̣̠̖̥́̔˵̀̉ ˵̤̙̠̣̒̓̒̕˟в 

https://player.vimeo.com/video/845963248
https://player.vimeo.com/video/841928435
https://player.vimeo.com/video/841928631
https://player.vimeo.com/video/841928631
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The Applicant б̛̣̠̖̥́̔˵̀̉ ˵̤̙̠̣̒̓̒̕в provides fast access to tasks. Applicants can open the 
eForm and complete tasks without entering ProjectDOX. Click the б̡̖̟̀в to open the Project 
directly or б̛̣̠̖̥́̔ ˔˟в 

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

Under the б˾̪ ̛̣̠̖̥̤́̔в  section, click on б̨̖̇̚ ˲̝̝ ̛̣̠̖̥̤́̔˟в The Applicant б̤̜̅̒в Window will 

open showing all Projects and Status.  
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Two task tabs will appear in the Applicant task window: (1) Tasks and (2) Projects . 

̙̖̅ ̤̜̅̒ ̅̒̓ ̨̤̙̠̤ ̝̝̒ ˲̡̡̝̟̥̔̒̚ ̛̣̠̖̥̤́̔ ̥̤̜̤̒ ̥̠ ̖̓ б˲̡̖̥̔̔ˠ˴̡̠̞̝̖̥̖˝ ̡̝̠̆̒̕˝ ̦̄̓˞
̞̥̚˟в 
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Accepting a б̤̜̅̒в ̡̧̣̠̖̤̚̕ ̖̤̤̒̔̔ ̥̠ ̥̙̥̒ ̥̤̜̒Я̤ ̖˷̠̣̞˟ ̙̖̅ ˲̡̡̝̟̥̔̒̚ ̨̙̠ ̡̖̥̤̒̔̔ ̥̙̖ ̥̤̜̒ ̤̚ 
responsible for completing the associated tasks, including uploading files and making neces-
sary corrections.  

In the б̤̜̅̒в window under the б˲̥̠̟̔̚в column, (1) click on б˲̡̖̥̟̘̔̔̚в to accept the task 
and open the eForm. *Only one Applicant can accept any task. The Applicant should ensure 
that they are prepared to complete the task before accepting. * 

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  



 мр 

 

In the eForm the Applicant will see the options below and can complete the following Applicant 
Task Steps: (1)  Upload Documents , (2) Confirm Completion of Task , (3) Submit the Project to 
Prescreen Review . 

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

Additional users can be added or removed from the eForm.  

Click on б˺̧̟̥̖̚ ̥̙̖̣̤̀в and complete the following fields: First/Last Name and Email Address.  

˴̝̜̔̚ ̠̟ б˺̧̟̥̖̚ ̤̖̣̆˟в 
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For uploading documents to the Drawings and Supporting Documents folders, complete the 
below Steps 1, 2, 3. 

DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

Click on the tab б˵̨̣̟̘̤̒̚в to upload б̝̟́̒ ˵̨̣̟̘̤̒̚в ̠̣ б̡̝̠̆̒̕ ̡̦̄˞

̡̠̣̥̟̘̚ ˵̠̦̞̖̟̥̤̔в to upload another related supporting document. The Uploading window will 

open.    

Click on б˳̨̣̠̤̖ ̗̠̣ ˷̝̖̤̚в or б˵̣̘̒ ˷̝̖̤̚ ̟̥̠̚ ˲̣̖̒ ˳̨̖̝̠˟в  

̖̝̖̥̄̔ ̥̙̖ ̗̝̖̤̚ ̠̣ ̡̫̚ ̗̝̖̚ ̝̠̥̖̔̒̕ ̠̟ ̥̙̖ ˲̡̡̝̟̥̔̒̚Я̤ ̡̠̞̦̥̖̣̔˟ 

The Applicant can now Upload a Zip file to the Drawings folder, and it will separate 
the files by Discipline.  
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Uploaded Files will show in Upload window in the color . 

The Applicant can б˵̖̝̖̥̖в files before completing the Upload task by clicking on the red б̩в 
across from the file size to the right.  

To complete the Upload, click on б̥̣̥̄̒ ̡̝̠̆̒̕в at the top right of the screen. The files will up-
load and the Applicant will be returned back to the Upload and Submit eForm.  

The files uploaded will be displayed in the Upload and Submit eForm, under б̡̝̠̆̒̕ ˷̝̖̤̚˟в 

The Applicant will see the б˵̨̣̟̘̤̒̚ ̟̒̕ ̡̡̦̠̣̥̟̘̄̚ ˵̠̦̞̖̟̥̤̔в folder showing the number of 

files uploaded.  

To view files uploaded, click on the б˲̨̣̣̠в next to file. To delete a file, click on the trashcan with 
the red x . 

The Applicant must delete before submitting the project.  
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The Applicant confirms they have completed this task and is 

now ready to submit.  

Check the box next to б˲̝̝ ˷̝̖̤̚ ̗̠̣ ̙̤̅̚ ̛̣̠̖̥́̔ ˹̧̖̒ ˳̖̖̟ ̡̝̠̖̆̒̕̕˟в *Required  

Click the б̦̞̥̄̓̚в button below to Complete the Ap-

plicant task and submit to Prescreen Review.  

The Project will return to the Applicant Task  window. If the Applicant has additional Projects, they 

will appear in the Task window.  

The Applicant has successfully submitted 

their plans electronically to Prescreen Review. 

There are no additional tasks to complete.  
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After the initial review, a project is either approve or rejected. A minimum of two (2) business 
days after the Applicant has uploaded documents and completed the Applicant Upload and 
Submit task for the Prescreening process to take place.  
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If submittal requirements were not met, the Applicant will receive an email notification that the 
prescreening review has been rejected . The Applicant must make corrections and submit the 
project back to Prescreen Review  

Click the link in the email notification to access ProjectDox 9.3 site and log in.  

The Applicant task б̣̖̤̣̖̖̟́̔ ˴̠̣̣̖̥̠̟̔̚в will appear under the Tasks  tab. Click on the 
б˲̡̖̥̔̔в tab to accept the task and open the eForm to view comments.  
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In the Review Comments eForm, the Applicant will see the Prescreen Comments.  
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To view Comments, click б̣̖̤̣̖̖̟́̔ ˴̠̣̣̖̥̠̟̔̚в to open eForm. Applicants can complete the 
following tasks from within the eForm: Review and Respond to Comments and Ask Questions . 

To view and respond to the Prescreen comments click on the б̧̨̖̖̃̚ ˴̠̞̞̖̟̥̤в 
tab.  
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To respond to the Prescreener Comments type directly in the б̝̖̤̖́̒ ˶̟̥̖̣ ̠̦̣̊ ̡̖̤̠̟̤̖̤̃в or 
б˲̕̕ ˴̠̞̞̖̟̥ˠ˲̤̜ ̦̖̤̥̠̟̂̚. Click on б˴̝̠̤̖ ̨̟̠̈̕в to post comments and/or questions.  

Upload any New  or Updated files.  

The Applicant has completed this task and is now ready to submit. 
Check the box б̡̖̤̠̟̤̖̃ ̙̤̒ ̖̖̟̓ ̡̧̣̠̖̚̕̕ ̗̠̣ ̝̝̒ ̠̞̞̖̟̥̤̔ ̟̒̕ ̗̝̖̤̚ ̧̙̖̒ ̖̖̟̓ ̡̦̝̠̖̒̕̕˟в 
Required  
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The Applicant has completed this task and is now ready to submit. 
Check the box б̡̖̤̠̟̤̖̃ ̙̤̒ ̖̖̟̓ ̡̧̣̠̖̚̕̕ ̗̠̣ ̝̝̒ ̠̞̞̖̟̥̤̔ ̟̒̕ ̗̝̖̤̚ ̧̙̖̒ ̖̖̟̓ ̡̦̝̠̖̒̕̕˟в 
Required  

The Applicant clicks the б̦̞̥̄̓̚в button below to complete the task, and will be re-
turned back to the Applicant Task window.  

Click on the б˴̡̠̞̝̖̥̖в tab to acknowledge completion of the Applicant task. The project has 
been submitted to Prescreen Review.  
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Once the Project has been reviewed and approved by the Permit Review Coordinator 
(Prescreener) the Project will be assigned to a Discipline Review Supervisor for assigning Plan Re-
viewers. Once Reviewers have been assigned the Project will move into Plan Review.  

¶ There will be б̟̠в ˲̡̡̝̟̥̔̒̚ ̥̤̜̒ ̥̠ ̡̠̞̝̖̥̖̔ ̨̙̝̖̚ ̥̙̖ ̛̣̠̖̥́̔ ̤̚ б̟̖̣̆̕ ̧̨̖̖̃̚в 

¶ If the Project is not approved it will be returned to the Applicant for corrections.  

The б̧̨̖̖̖̣̃̚в is responsible for reviewing the drawing and documents provided by the Appli-
cant to ensure that the project complies with the relevant codes and regulations.  

NOTE: There will be б̟̠в Applicant task to complete while the Project is under review.  

Please be advised when re - submitting plans:  

¶ All revised drawings must be uploaded with the EXACT file name as the originally sub-
mitted drawing. Failure to upload revisions correctly will delay the review and approval 
of the project.  

¶ Once the Project has been resubmitted the DRAWINGS FOLDER IS NO LONGER AVAILABLE 
for uploaded.  

¶ Please make sure to upload supporting documents.  

¶ ̖̤̦̞̥̥̝̤̃̓̒̚˫ ̙̖̅ ˲̡̡̝̟̥̔̒̚ ̞̦̤̥ ̡̠̞̝̖̥̖̔ ̥̙̖ ̥̤̜̒ б˴̡̠̞̝̖̥̖ ̥̙̖ ̤̜̅̒в ̤̖̟̤̕ ̥̙̖ 
project back to Plan Review active queue. Resubmittals are reviewed within 15 business 
days for al other view cycles.  

To review the Status , click on the б̛̣̠̖̥̤́̔в tab to see the Task bar at the top left of the screen.  

Cick on the б̥̥̦̤̄̒в tab.  
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The Applicant will receive an email indicating the drawing(s) has/have not met the requirements 
for acceptance. The Applicant must make corrections and upload the correct drawings using the 
same file name as the original submission.  

Hello [Applicant Name],  

Review comments are now available.  

Your responses and requested file corrections are required for your plan review to continue.  

˺̥Я̤ ̖̤̖̣̒̚ ̥̠ ̡̦̝̠̒̕ ̞̟̪̒ ̗̝̖̤̚ ̨̙̖̟ ̨̟̖ ̧̖̣̤̠̟̤̚ ̣̖̒ ̟̞̖̒̕ ̥̙̖ ̤̞̖̒˟ ̦̥́ ̝̝̒ ̥̙̖ ̨̟̖ ̧̖̣˞

sions to be uploaded into a separate folder on your computer. Now rename each new ver-

̤̠̟̚ ̥̠ ̥̙̖ ̖̩̥̒̔ ̤̞̖̒ ̗̝̖̚ ̟̞̖̒ ̪̠̦ ̤̦̞̥̥̖̓̚̕ ̡̣̠̣̚˟ ˷̠̣ ̡̖̩̞̝̖̒˝ ̗̚ б̗̝̖̚˟̡̗̕в ̨̤̒ ̤̦̞̥̓̚˞

̥̖̕ ̖̗̠̣̖̓ ̟̒̕ б̗̝̖̚-̧ˣ˟̡̗̕в ̤̚ ̥̙̖ ̨̟̖ ̧̖̣̤̠̟̚˝ ̥̙̖̟ ̣̖̟̞̖̒ б̗̝̖̚-̧ˣ˟̡̗̕в ̥̠ б̗̝̖̚˟̡̗̕в˝ ̧̣̖̞̠˞

ing any suffixes (i.e., - v2, _v2, or Ьr2).  

To begin, please click on б̥̣̥̄̒ ̤̜̅̒в below.  
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In the Applicant Task window click on б̡̖̤̠̟̃̕ ̟̒̕ ̖̤̦̞̥̃̓̚˟в The eForm will open.  

̙̖̅ б˲̡̖̥̔̔в ̥̒̓ ̨̝̝̚ ̡̦̥̖̒̕ ̥̠ б˴̡̠̞̝̖̥̖Φέ 



 нс 

 DC Department of Buildings | 1100 4th St SW, Washington, DC 20024 | 202.671.3500 | dob.dc.gov  

Click on the б̤̜̅̒ ˺̟̤̥̣̦̥̠̟̤̔̚в tab to return to the eForm. There will be б̤̜̅̒ ˺̟̤̥̣̦̥̠̟̤̔̚в 
steps 1Э4 to complete.  

Respond to All Comments as Requested ЭClick  the б̧̨̖̖̃̚ ˴̠̞̞̖̟̥̤в button to 
view the Reviewer Comments.  

The Applicant will need to review the necessary comments and drawings to make corrections. 

̧̨̖̖̖̣̃̚ ̠̞̞̖̟̥̤̔ˠ̤̥̥̦̤̒ ̨̝̝̚ ̨̤̙̠ ̦̟̖̣̕ ̥̙̖ б̖̗̃ ˔вˬ ̧̨̖̖̃̚ ̟̒̕ ̥̥̦̤̄̒ ̨̝̝̚ ̖̓ ̣̠̤̤̒̔˟ 

The Applicant can respond to comments by typing directly in the yellow box б̝̖̤̖́̒ ˶̟̥̖̣ ̠̦̣̊ 

̡̖̤̠̟̤̖̃в or click on the б˲̕̕ ˴̠̞̞̖̟̥ˠ˲̤̜  ̦̖̤̥̠̟̂̚в button.  

Click on the б˲̕̕ ˴̠̞̞̖̟̥ˠ˲̤̜ ̦̖̤̥̠̟̂̚в button will open the text comment window.  
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Once the Applicant has responded, at the bottom of the form click on the б˲̕̕в ̦̥̥̠̟̓. The win-
̨̠̕ ̨̝̝̚ ̝̠̤̖̔˝ ̟̒̕ ̥̙̖ б˴̠̞̞̖̟̥̤в ̨̝̝̚ ̡̡̖̣̒̒ ̥̒ ̥̙̖ ̠̥̥̠̞̓ ̠̗ ̥̙̖ ̖˷̠̣̞˟ 

After the Applicant has finished entering their response, select б˴̝̠̤̖ ̨̟̠̈̚̕в at the top right of 

the screen.  
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̡̝̠̆̒̕ ̟̪̒ б˿̨̖в ̠̣ б̡̥̖̆̒̕̕в ˷̝̖̤̚ ˺̟̥̠ ̙̤̅̚ ̛̣̠̖̥́̔˟ 

Select б̖̣̤̠̟̖̇̚̕ ˷̝̖̤̚в to upload files as new version updates for files previously resubmitted 
and received.  

Select б˿̨̖ ˷̝̖̤̚в to upload any additional new files into this project as requested.  

 

Are the files that the Applicant is uploading named exactly the *Same  as the prior versions? Click 
on б̖̤̊˟в 

Click on б̡̝̠̆̒̕ ˵̨̣̟̘̤̒̚˟в 

*The Applicant should make sure they are using the same file name, otherwise they will re-

̧̖̖̔̚ ̟̒ б˶̣̣̠̣ ˾̖̤̤̘̖̒˟в 
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Click on б˳̨̣̠̤̖ ̗̠̣ ˷̝̖̤̚˟в 

Select б̡̥̖̆̒̕̕в File. 

The Updated Version will appear in б˳̝̦̖˝в click on б̥̣̥̄̒ ̡̝̠̆̒̕˟в 
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The window will return to the eForm, and the updated files will have the file Version б̇ˣв next to 
the name of the file.  

The Applicant checks all to б˴̠̟̗̣̞̚в they have completed this task and are now 
ready to submit.  

Complete the б˴̠̟̗̣̞̥̠̟̒̚̚в Questions by checking the boxes.  

To view the Original File and the Updated File, click on б̇ˣ˟в 








