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1.1 - Building Civil (BCIV) 
 
What is a Civil Permit? 
 
A Civil (BCIV) Permit is a permit that allows developers and contractors to submit and gain 
approval for civil drawings for sitework/groundwork (below-grade and at-grade) prior to the 
application of the main building permit.  
 
This permit reduces the total amount of review time for a project because it allows the applicant 
to secure DCRA and critical sister agency (DC Water, DDOE, and DDOT) reviews either prior to 
the submission of the main building permit application or even while the building permit is being 
reviewed. 
 
What type of work can be approved under a BCIV permit? 
 
The agencies that can review BCIV permits are DC Water, DCRA, DDOE, and DDOT and which 
agencies review a particular application depend on the type and location of the proposed work. 
Below are examples of construction elements and systems that can be reviewed under a BCIV 
application by agency. 
 
DC Water - new water service or repair of existing water service, new sewer systems or repairs 
of existing sewer lines. 
 
DCRA - site grading, plumbing elements/drainage systems built into foundations 
 
DDOE - Sediment/Erosion Control Plans and elements of the Storm Water Management Plan 
limited to below-grade or at-grade installation.  
 

***NOTE*** 
 
Elements of the Storm Water Management plan that are included in above grade construction 
(i.e. green roofs) cannot be approved in a BCIV Permit. 
 
DDOT - If any of the proposed work in the BCIV application is in Public Space, DDOT must 
approve the project because Public Space falls under their jurisdiction. 
 
How much does the permit cost? 
 
The base cost of a BCIV permit is $650.00 plus the 10% Enhancement fee, for a total of 
$715.00. Half of the total fee ($357.50) is collected as a filing fee when the permit is initially 
submitted. The applicant may submit full payment when the application is initially submitted. The 
filing fee must be paid before the application is released for review. 
 
Apply for a BCIV permit? 
 
There are two ways of applying for a BCIV permit: 
 

• In person plan submission at DCRA’s Permit Center 
• Online plan submission (ProjectDox) 



 
Regardless if the applicant chooses to submit the application in person at DCRA’s Permit 
Center or through our online plans submission system (ProjectDox), they will fill out the 
application online through the DCRA website. 
 

1. The below link will take you to the portal for submitting the application online. 
 

http://cpms.dcra.dc.gov/OCPI/PermitMenu.aspx 
 

2. Click on the “Prepare a New Building Permit Application” link. 
 

 
 

3. Input the address of the proposed work, the email address of the applicant in the 
indicated fields, and then click the “Next Page” button. 
 

Click here! 

http://cpms.dcra.dc.gov/OCPI/PermitMenu.aspx


 
 

4. Complete all required fields identified with the red asterisk (*) and in the “Type of 
proposed work field, select the “Civil Site Work Only” option box. 
 

 
 

Select 
this 
option 



5. Scroll further down on this page and enter in the description of work in the “Description 
of Proposed Work” field. Once the scope of work has been entered along with all other 
required fields, click the “Next Page” button. 

 

 
 

6. On the next page, complete the basic questions about the proposed building and click 
on the “Next Page” button. 

 



 
 

7. Provide the applicants name, address, and contact information in the required fields and 
click the “Next Page” button.  
 
Please note that if you do not have the contractor’s name and information when filling 
out the application, you will need to provide this information to the Inspections Division 
once the permit has been issued and the General Contractor has been selected. 
 



 
 

8. The application is now complete. You have the option of going back to review the 
application or saving the application. Once you have reviewed the application, click the 
“Save and Display Completed Application” button. 
 

 



 
9. The final screen will display your tracking number (FJ number) and give you the option 

of printing the complete application. Either write down the tracking number or bring the 
printed application along with the plans to DCRA or proceed with submitting the digital 
plans online through ProjectDox. 

 

 
 

10. If you wish to submit the project through ProjectDox, please see the online submission 
guide at the below link for instructions. 

 
http://dcra.dc.gov/sites/default/files/dc/sites/dcra/service_content/attachments/ProjectDox_Appli
cant_Userguide.pdf 
  

http://dcra.dc.gov/sites/default/files/dc/sites/dcra/service_content/attachments/ProjectDox_Applicant_Userguide.pdf
http://dcra.dc.gov/sites/default/files/dc/sites/dcra/service_content/attachments/ProjectDox_Applicant_Userguide.pdf
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1.1.1 - Intake 
 

1. Ensure that the customer has a tracking number generated by OCPI. 
 

2. For a BCIV permit, the customer will only be submitting civil drawings. 
 

3. Once the completion of all forms have been confirmed, from the Accela home 
screen, click the “OCPI to Accela” link located in the “Quicklinks” section 

 

 
 

4. Accela will now open a new OCPI window. Enter the OCPI tracking number into 
the “Enter OCPI tracking number FJ” field, and then click the “Apply by Tracking 
Number” icon button. 

 



 
 

5. OCPI has now generated a building permit number.  
 



 
 

6. Write down the newly generated building permit number at the top of either the 
printed building permit application or on the supplemental documents and 
provide the applicant a Q-Matic number to the Permit Review Coordinators. 

 
7. Ensure that customer has all required documents such as site plans, and 

Surveyors plats. 
 

8. Once you have determined that the customer’s application is complete with all 
supporting documentation, from the Accela home screen, click the “Search” icon 
button. 
 

BCIV1306530 



 
 

9. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 

 
 

10. Click the “Summary” icon button. 
 



 
 

11. Accela will open a new “Edit Record by Single” window.  
 

 
 

12. Scroll down to the “General Information” section. Select the correct job 
classification from the “Job Classification” drop down menu. 

 



 
 

13. Review the application materials to ensure consistency between the submitted 
plan set and the scope of work. 

 
14. Once review of all material is conducted, scroll down to the bottom of the window 

and click the “Submit” icon button. 
 

 
 

15. Click on “Manage Fees” link located in the “My Navigation” menu located on the 
left side of the screen in order to prepare an invoice for the BCIV permit. 

 



 
 

16. Click the “Add” icon button. 

 
 

17. All BCIV permits are $715, $650 is the permit cost in addition to the 10% ($65) 
Enhancement fee. Enter “650” in the “Manual - Permit Filing Fee” field, then enter 
“1” in the “Enhanced Services Fee - Permit Fee” field, and finally click the 
“Submit” icon button. 

 



 
 

18. Click the check box below the “Fee Calc Factor” field in order to select all fee 
records and then click the “Invoice” icon button. 

 
 

19. Accela has now generated a new invoice number. 
 

 
 



20. Click the “Invoice” link located in the “Reports” menu on the left side of the 
screen. 

 

 
 

21. Enter the invoice number that was recently generated and then click the “Submit” 
icon button. 

 

 
 

22. Accela has now generated a new invoice. 



 
 

23. Print two copies using the “Print” icon button and provide those invoices to the 
customer. 

 



 
 

24. Upon the customer’s return with the paid invoices, click the “Pay Fees” link in the 
“My Navigation” menu to apply the paid fees. 

 



 
 

25. “Click the “Pay” icon button. 
 

 
 



 
 

26. Select the correct method of payment in the “Method” drop down menu, enter the 
receipt number in the “Receipt #” menu, and then click the “Save” icon button. 

 

 
 

27. Accela now shows that the permit has been paid in full. 
 



 
 

28. Click the “Workflow” link located in the “My Navigation” menu. 
 

 
 

29. Click the “Permit Review Coordinator” link. 
 



 
 

30. Select “Application Accepted” from the “Status” drop down menu, and then click 
the “Submit” icon button. 

 

 
 

31. Click the “Active” box to unselect all of the review disciplines. 
 



 
 

32. With all disciplines now clear, select only the review disciplines relevant to the 
project, and then click the “Save” icon button. 

 

 
 

33. Note that the selected review disciplines are now highlighted. 
 



 
 

34. Click the “Permitting” link located in the “Reports” menu. 
 

 
 

35. With the “Permitting” menu now expanded, click the “Cover Sheet” link. 
 



 
 

36. Accela will now generate a cover sheet for the project. 
 

 
 

37. Left click on the newly generated permit window, and select “Print” from the 
menu. 

 



 
 

38. Click the “Print” button to print a copy of the cover sheet. 
 



 
 

39. Put a check mark next to each required review discipline on the printed cover 
sheet and bundle the application and all related application materials together 
and staple the package together with the cover sheet on top and provide the 
materials to the customer 
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1.1.3 - Issuance 
 

1. Examine the plans. There should be at least three sets of plans – one Assessor’s 
set, one Permanent set, and one or two Official sets. Each plan set should be 
stamped accordingly. If the plans are not stamped, direct the customer to secure 
the necessary stamps. 

 
2. Examine the application. Ensure that all required disciplines have signed off on 

the cover sheet. If the customer does not have all of the necessary signatures, 
direct the customer to secure the necessary signatures. 
 

3. Once the plans and application have been verified, from the Accela homepage, 
click the “Search” icon button. 
 

 
 

4. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 



 
 

5. Click the “Workflow” link located in the “My Navigation” menu. 
 

 
 

6. Ensure that “Issue Permit” is highlighted. If there are outstanding reviews, and 
“Issue Permit” is not highlighted, direct the customer to secure the required 
approvals. 

 



 
 

7. After confirming that all reviews have been entered in the system, open the 
application to verify that the fees have been specified by either the Fire or 
Structural divisions or one of the Division supervisors. If the fees are not 
specified, direct the customer to have the fees indicated on the application. 

 
8. After the fees have been verified, click the “Manage Fees” link located in the “My 

Navigation” menu. 
 

 
 



9. Examine the fees that are populated in the system. The BCIV permit should have 
been paid in full at the time of application. 

 
10. On the “Workflow” screen, click on the “Issue Permit” link, highlighted in red. 

 

 
 

11. On the following page, select “Permit Issued” from the “Status” drop down menu, 
and then click the “Submit” icon. 

 

 
 



12. The permit is now in “Issued” status and can be printed. Click the “Permitting” link 
located in the “Reports” menu on the left side of the Accela home screen. 

 

 
 

13. Clicking on the “Permitting” link will expand the menu. Once expanded, click the 
on the “Building Permit” link. 

 

 
 

14. Accela will now generate a PDF of the BCIV permit. 
 



 
 

15. Review the generated permit with the customer on the computer screen to 
ensure that all information has been captured correctly. 

 
16. After reviewing the permit with the customer, click the printer icon. 

 



 
 

17. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field once. Place one piece of DCRA permit paper, right-side 
up, on printer’s manual load tray. When done, click the “OK” button. 

 



 
 

18. Two copies of the permit will now print - one copy on DCRA permit paper, and 
one copiy on regular paper. 

 
19. Sign all three permits and provide the permit printed on DCRA permit paper and 

one of the permits printed on regular paper to the customer. 
 

20. Retain the remaining permit printed on copy paper, remove all staples from the 
remaining documents, and bundle the permit application documents together, 
signed permit on top, with a paper clip. The application package should include 
the following documents: 
 

21. Signed permit printed on copy paper (on top) 
• Application 
• Invoice 
• Receipt 

2 



• Assessor’s Set of plans 
• Permanent Set of plans 

 
22. Provide the customer with the copy of the permit printed on permit paper and one 

of the copies printed on regular paper as well as the official sets of plans. 
 

23. Prepare labels for both sets of retained plans and place the labels on the plans, 
place the completed application package and plans in the designated storage 
areas. 
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1.2 - Building Permit 
 
This section provides a comprehensive step-by-step instruction guide for processing 
Building permits from the OCPI application stage to Issuance. 
 
As per 12A DCMR 105.1, a permit shall be obtained from the code official before any of 
the construction activities or regulated actions specified in Sections 105.1.1 through 
105.1.13 shall begin. Depending on the scope of work, as specified in Sections 105.1.1 
through 105.1.13, a construction project shall require one or more of the following types 
of permit: 
 

1. Building permit. 
 

2. Interior demolition permit. 
 

3. Partial demolition permit. 
 

4. Raze permit. 
 

5. Sign permit. 
 

6. Special sign permit 
 

7. Projection permit. 
 

8. Public space permit. 
 

9. Specialty permit. 
 

10. Miscellaneous permit. 
 

11. Supplemental permit. 
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1.2.1  - Online Construction Permit Application Process 
 

1. Open Internet Explorer and navigate to DCRA’s main public webpage by typing 
in www.dcra.dc.gov. 

 
2. Click on the “Online Permit Application” link located in the “Featured Services” 

toolbar 
 

 
 

3. Internet Explorer will now open a new browser window. Scroll to the bottom and 
click the “OCPI Online Construction Permit” link. 

 

http://www.dcra.dc.gov./


 
 

4. Click the “Prepare a New Building Permit Application” link.  
 

 
 

5. Enter the address of the proposed work in the “Address of Proposed Work” field, 
the contact email address in the “Email” field, and then click the “Next Page” icon 
button. 



 

 
 

6. OCPI will now advance to a new screen. Enter information in the required fields. 
 

 
 

7. If the application is being completed by an agent, click the indicated box and 
enter agent’s information in the required fields. 

 



 
 

8. Scroll down to Question 11 and click the box directly to the left of the appropriate 
scope of work. 

 

 
 

9. Scroll down to Question 12 and enter the description of the scope of work in the 
“Description of Proposed Work” field. 

 



 
 

10. Scroll down to Question 13. If the proposed work is related to a Stop Work Order, 
click the “Yes” radial button. If the proposed work is not related to a Stop Work 
Order, click the “No” radial button. Once this question is answered, click the 
“Next Page” icon button. 

 

 
 

11. OCPI will now advance to a new screen. Answer questions 13-14b about the 
existing property conditions. 

 



 
 

12. Answer questions 16-17b about proposed property conditions 
 

 
 

13. Select the correct number of existing dwelling units in the “Existing Number of 
Dwelling Units” drop down menu and select the correct number of proposed 
dwelling units in the “Proposed Number of Dwelling Units” drop down menu. 



 

 
 

14. Provide the date for the start of construction using the mm/dd/yy format in the 
“Starting Date” field and provide the date for the proposed completion date of 
construction using the mm/dd/yy in the “Completion Date of Work” field  

 

 
 



15. Indicate the method of debris removal by clicking the box directly to the left of the 
appropriate method and indicate if the proposed work involves disturbing the 
earth by  

 

 
 

16. Scroll down and click the “Next” button 
 

 
 



17. OCPI will now advance to the next screen. Enter the Architect, Engineer, and 
Contractor’s information. 

 

 
 

18. Click the box next to the correct selection in the “Type of Construction,” “Fire 
Suppression,” and “Booster Pump” fields. 

 

 



 
19. Enter the total lot area in the “Total Lot Area” field and breakdown on Lot Area 

usage. 
 

 
 

20. Enter present gross floor area in the “Present Gross Floor Area of Bldg” field and 
enter proposed gross floor area in the “Proposed Gross Floor Area of Bldg” field 

 

 



 
21. Specify number of floor involved 

 

 
 

22. For Questions 29-34, select the correct radial box that corresponds with each 
question. If there are elevators involved in the scope of work, enter the number of 
elevators in the “No. of Elevators” field. 

 



 
 

23. Enter the cost of work in the “Estimated Cost of Work” fields. 
 



 
 

24. Click the “Next Page” icon button 
 



 
 

25. Select the correct radial buttons for questions 1and 2. 
 

 



 
26. Select the correct radial button for question 1. 

 

 
 

27. Click “Save and Display Completed Application” to continue. 
 

 
 

28. Note that OCPI has generated a tracking number 
 



 
 

29. Write the OCPI tracking number on the permit application or supplemental 
documents and proceed to the Information desk 
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