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1.1 - Plumbing 
 
 
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. 

Further, as per 12A DCMR 105.1.16: 
 

Installation, replacement or repair of refrigerating or cooling equipment, 
pressure vessels or boilers, other than equipment exempt under Section 
105.2.2.2, shall require a supplemental plumbing installation permit. 
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1.1.1 - Intake 
 

1. Before proceeding in Accela, ensure that the customer is a Master Plumber of 
Gas Fitter by verifying the Master’s license. If the customer is not a Master 
Plumber or Gas Fitter, proceed to step 2. 

 
2. If the application is for a Fire Suppression system only, then a Master’s License 

is not required. An application for a Fire Suppression system only will request the 
following device types, and no other device types: 

 
i. Sprinkler NFPA 13 
ii. Sprinkler NFPA 13D 
iii. Sprinkler NFPA 13R 
iv. Nozzles Hoods and Ducts 

 
3. If the customer is a designee of the Master, verify that the designee has a copy 

of the Master’s license and a letter of authorization in hand or that copies of both 
documents are on file digitally. 

 
4. To determine if copies of the master’s license and authorization letter are on file, 

navigate to “My Computer.” 
 

5. Locate the “Network Connection” section and double-click on the “I” drive, which 
is labeled “Authorization Letters.”  
 

6. Locate the appropriate set of documents for the customer in the “Authorization 
Letters” folder. The documents are organized alphabetically by company name. 

 
  

 
 



7. If the Master is not in possession of their license or the customer is not a Master 
and does not have the appropriate documents or in hand or on file digitally, direct 
the customer to secure the appropriate documents before allowing them to 
proceed further. 

 
8. If a Master’s designee provides new documents, place them in the provided bin 

for scanning after confirmation. 
 

9. Once the customer has been authorized, confirm that the application is filled out 
completely. The designated fields identified on the Plumbing permit provided 
below must be filled out to be considered complete. 

 



 
 

10. If the “Type of Work” is identified as “New” or “Remodeling” on the permit 
application, then a base Building Permit is required. Ensure that 

  



• The address of the base Building Permit matches the address on the 
Plumbing Permit application. 

• The customer provides a copy of the base Building Permit. 
• The customer indicates the Building Permit number on the application. 

 
11. If the “Type of Work” is identified as “Replacement” or “Repair” on the permit 

application, then a base Building Permit is not required. 
 

12. Ensure that all required fields are completely filled out on the application and all 
necessary documents have been provided. If the application is not complete, 
direct the customer to complete the application and return when complete. 

 
13. Once the application has been verified as complete, initial the top of the 

application and provide the customer with a Q-Matic number for Issuance. 
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1.1.2 - Issuance 
 
Plumbing Permit - Issuance 
 

1. Ensure that the Contact Representative staffing the Information Desk has 
initialed the top of the application, which denotes that the application has been 
verified as complete. If the application is not initialed, send the applicant back to 
the Information Desk to have the application initialed. 

 
2. Ensure that the application is filled out in its entirety, ensuring that 

 
• The customer has provided the lot and square on the application 
• If the type of work is identified as “New” or “Remodeling”, that the base 

Building Permit number is provided on the application and that a copy of 
the Building Permit is provided and that the address on the base Building 
Permit matches the address on the application 

• The Master Plumber has signed the application and indicated the license 
number on the application 

• The customer has printed their name at the bottom of the application 
 

3. Once the application has been verified as complete, you may begin processing 
the application in Accela. 

 
4. From the home screen in Accela, locate and click on the “New” button in the grey 

toolbar at the top of the home screen. (see Figure 2.1) 
 

 
Figure 2.1 
 

5. Accela will open a new window with three drop down menus. The first drop down 
menu, “Group” is pre-populated with “Building” (see Figure 2.2) 

 
• Select “Supplemental” from the “Type” drop down menu (see Figure 2.2) 
• Select “Plumbing and Gas” from the “Subtype” drop down menu (see 

Figure 2.2) 



 

 
Figure 2.2 
 

6. After selecting “Plumbing and Gas” from the “Subtype” drop down menu, Accela 
will automatically open a new window where the permit information will be 
entered. (see Figure 2.3) 

 

 
Figure 2.3 
 

7. Input the complete address on the application, quadrant included, and then click 
the “Search” button. (see Figure 2.4) 

 



 
Figure 2.4 
 

8. If the address is valid and recognized by Accela, then Accela will display that the 
record was found in red at the top of the address field. Ensure that the “ANC” 
field populates, because if this field is not populated, the applicant will not be able 
to schedule inspections via the Automated Inspection Request and Permit 
Information System, also known as IVR. (see Figure 2.5). 

 
9. Ensure that the “Primary” drop down menu is set to “Yes” (see Figure 2.5) 

 

 
Figure 2.5 
 

10. If Accela does not recognize the address, refer the customer to Joe Bembry or 
one of the Permit Center supervisors for address verification. 

 
11. After populating the fields in the “Address” section, click “Get Parcel and Owner” 

twice to populate the Parcel and Owner information (see Figure 2.6). 
 



 
 

12. Ensure that the information in the “Parcel” and “Owner” sections populates (see 
Figure 2.7). Do not change any of the populated ownership information unless 
the customer provides a copy of a deed. 

 

 
 

13. After populating the fields in the “Parcel” and “Owner” section, you may begin 
populating the information in the “Professionals” field. 

 
14. The “Professionals” field is where the Master Plumber or Gas Fitter’s license 

information is displayed. To populate the Master’s information, first search by the 
license number that is indicated on the application. To search by the Master’s 
license number, type the “%” sign in the “License #” field, directly followed by the 
license numbers. Then click the “Search” button. (see Figure 2.8) 

 



 
  

15. If the license information does not populate after searching by the Master’s 
license number, search by the company name or the Master’s last name. (see 
Figure 2.9) 

 

 
Figure 2.9 
 

16. The search may yield multiple license records. Select the record that matches 
the Master’s license information on the application and ensure that the populated 
license information in Accela matches the information on the application. In the 
case of multiple entries for the same license, selected the record in Accela that is 
the most recent record and ensure that the record is not expired. (see Figure 
2.10) 

 



 
 

17. Once selected, Accela will populate the Master’s license information. Confirm 
that the populated information matches the Master’s license number. 
 

 

 
 

18. After the Master’s information has populated, delete the information in the bottom 
two rows of the “Professionals” section. (see Figure 2.12) 



 

 
 

19. After deleting the information in the last two rows of the “Professionals” section, 
you may scroll down to the “Agent for Owner” section. Populate the fields in this 
section by clicking “As Lic. Prof.” (see Figure 2.13) 

 

 
 

20. Once the fields in the “Agent for Owner” section have been populated, you can 
scroll down to the “App Specific Info” section. In the “General Information” sub-
section, type either “N/A” or a number in the “Q-Matic Number” field. (see Figure 
2.14) 
 



 
 

21. If a Building Permit number was provided, input the Building Permit number in 
the “Building permit number” field. If no Building Permit was provided, type the 
letter “B” in the “Building permit number” field. (see Figure 2.15) 

 

 
 

22. Examine the application to determine the “Type of Work” and select the matching 
type of work from the drop down menu. (see Figure 2.16) 

 

 
 

23. If a Building Permit was provided, capture the proposed and existing uses from 
the Building Permit. If no Building permit was provided, capture the proposed and 
existing uses from the application. (see Figure 2.17) 

 



 
 

24. If the applicant is seeking an extension to an already issued permit, manually 
enter the appropriate expiration date in the “Expiration Date” field. If the 
application is not for an extension, then leave this field blank.  

 
***IMPORTANT*** 

 
All permit extensions must be approved by the Code Official or one his designees, 
currently the Permit Operations Division Chief or the Fire Division Chief. If one of these 
individuals has not approved the permit extension, direct the customer to secure the 
necessary approval. 
 

 
 

25. After capturing the information in the “Gas Plumbing Specific Section,” you may 
now begin the process of entering the requested plumbing and gas devices on 
the application. 

 
26. Create an individual entry for each requested plumbing and gas device type by 

pressing the “Add” button. (see Figure 2.19) 



 
 

27. Once the entry has been created, select the correct device type from the drop 
down menu and enter the number of requested devices. 

 

 
 

28. After creating entries for each requested device type and entering the number of 
requested devices for each device type, review the entries to ensure that the 
devices and number of devices have been entered in accurately. 

 
29. If you need to remove an entry, click the box to the left of the entry and then click 

delete. (see Figure 2.21) 
 

 
 

30. After confirming the accuracy of the devices entries, click the “Submit” button. 
(see Figure 2.22) 

 



 
 

31. After clicking “Submit”, Accela will close the “New Record” window and return to 
the home screen. The newly created record will now display at the top of the 
Record Menu. (see Figure 2.23) 

 

 
 

32. Write the newly created permit number on the top of the application and then 
click the link for the newly created record. (see Figure 2.24) 

 

 
 

33. Examine the application, and determine if the customer has requested additional 
information or devices that do not appear in the drop down menus in the “Other” 
box. If the customer has requested additional information or devices, click the 
“Conditions/Comments” link located in the “My Navigation” panel on the left side 
of the Accela home screen. If the applicant has not requested any additional 
information in the “Other” box, proceed to Step 35. (see Figure 2.25) 

 

 
 

34. Click the “New” button to create a new Conditions and Comments field. (see 
Figure 2.26) 

 



 
 

35. Enter the information or devices that the applicant has requested in the newly 
created Conditions and Comments field and click “Submit” when complete. (see 
Figure 2.27) 

 

 
 

36. Now that all of the permit information has been entered, you can begin to prepare 
an invoice for the customer. 

 
37. Click the “Manage Fees” link located in the “My Navigation” panel on the left side 

of the Accela home screen. (see Figure 2.28) 
 

 
 

38. Accela will automatically generate the correct fees for the requested plumbing 
and gas devices, based on the number and type of each device requested. (see 
Figure 2.29) 



 
 

39. If the customer has requested additional devices via the “Other” box, you must 
manually add the fees for these devices. Click the “Add” button to initiate this 
process. (see Figure 2.30) 

 

 
 

40. Enter the appropriate fees in the corresponding fields, and click the “Submit” icon 
when finished. (see Figure 2.31) 

 

 
 
 

41. When all fees have been added, click the box next to “Invoice #” to select all of 
the permit fee entries, and then click the “Invoice” button to generate an invoice. 
(see Figure 2.32) 

 



 
 

42. Accela has now generated an invoice number. (see Figure 2.33) 
 

 
Figure 2.33 
 

43. Navigate to the “Reports” menu located at the left hand side of the Accela home 
screen and click the “Permitting” link. (see Figure 2.34) 

 

 
Figure 2.34 
 

44. Clicking on the “Permitting” link will expand the menu. Once expanded, locate the 
“Invoice” link and click the “Invoice” link. (see Figure 2.35) 

 



 
Figure 2.35 
 

45. Clicking the “Invoice” link will open a new window. In the new window, enter the 
invoice number generated earlier in the “Invoice Number” field and click the 
“Submit” icon. (see Figure 2.36) 

 

 
Figure 2.36 
 

46. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a 
new window. Click the printer icon located at the top left-hand corner of the 
window. (see Figure 2.37) 

 



 
Figure 2.37 
 

47. 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 and then click on the “OK” button. (see Figure 2.38) 

 



 
Figure 2.38 
 
 

48.  Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 

 
49. When the customer returns, confirm that the permit has been paid by examining 

the invoice. The invoice should now have blue printing at the top right-hand 
corner of the invoice. (see Figure 2.39) 

 
 



 
Figure 2.39 
  

50. Upon confirming that the invoice has been paid, retain the copy of the invoice. 
The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts.  

 



 
 

51. Once you have confirmed that the invoice has been paid, bring up the permit 
record by typing the permit number in the “Permit Number” field in the “Record” 
section. Then click the “Submit” icon.”  

 

 
Figure 2.41 
 

52. On the following screen, locate the “Pay Fees” link under the “My Navigation” 
menu located on the left hand side of the Accela home screen and click the “Pay 
Fees” link.  



 
Figure 2.42 
 

53. On the “Pay Fees” page, click on the “Pay” icon located at the top left hand 
corner of the “Payment” section. 

 

 
Figure 2.43 
 

54. Examine the invoice or the receipt and discern what method of payment the 
customer used. Select this method of payment from the “Method” drop down 
menu. Now, examine the invoice or the receipt, locate the receipt number, and 
enter this number in the “Receipt #” field. Once this information is entered, click 
on the “Save” icon.  

 

 



55. On the “Apply Fees” page, click on the box directly below the phrase “Amount 
Not Applied” in order to select all of the outstanding fee entries. Next, click on the 
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally, 
click on the “Submit” icon in order to complete the application of fees. (see Figure 
2.45) 

 

 
 

56. Once the fees have been applied, you may begin the finalization of the Issuance 
process. Click on the “Workflow” link which is located on the “My Navigation” 
menu on the left hand side of the Accela screen. (Figure 2.46) 

 

 
 

57. On the “Workflow” screen, click on the “Issue Permit” link, highlighted in red. (see 
Figure 2.47) 

 
 



 
 

58. On the following page, select “Permit Issued” from the “Status” drop down menu, 
and then click the “Submit” icon. (see Figure 2.48) 

 

 
 

59. The permit is now in “Issued” status and can be printed. Navigate to the 
“Reports” menu located at the left hand side of the Accela home screen and click 
the “Permitting” link. (see Figure 2.49) 

 

 
 

60. Clicking on the “Permitting” link will expand the menu. Once expanded, click the 
on the “Plumbing Permit” link.(see Figure 2.50) 



 
 

61. Upon clicking the “Plumbing Permit” link, Accela will generate a copy of the 
permit. (see Figure 2.51) 

 

 



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

 
63. After reviewing the permit with the customer, click the printer icon located at the 

top left-hand corner of the window. 
 

64. A Print Dialogue box will now open. Change the number of copies to “3” by either 
inputting the number “3” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field twice. Place one piece of DCRA permit paper, right-side 
up, on printer’s manual load tray. When done, click the “OK” button.  

 

 
 

65. Three copies of the permit will now print - one copy on DCRA permit paper, and 
two copies on regular paper. 

 
 
 



66. 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. 

 
67. 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: 

 
• Signed permit printed on copy paper (on top) 
• Application 
• Invoice 
• Receipt 
• Building Permit (for jobs with “New” or “Remodel” as the “Type of Work,” 

or if the customer provided a Building Permit otherwise 
 

68. Place the completed application package in the designated storage area. 
 

69. Below is a sample copy of an issued Plumbing permit. 
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1.2 - Permit Extensions 
 
As per 12A DCMR 105.5.1 and 105.5.2: 
 

Permit Extensions: A permit extension is required if no work has begun 
within one year. Upon written request, and upon a showing of good cause, 
the code official is authorized to grant extensions of time not to exceed six 
(6) months per extension. Not more than three (3) extensions of time will 
be granted to any permit. 
 
Exception: For any permit issued for work on premises or structures that 
have been deemed to be unsafe or unfit for human occupancy (in 
accordance with Section 115A), or abandoned or deteriorated property (in 
accordance with D.C. Official Code § 42-3171.01 et seq.), work must 
commence within thirty (30) days after the initial permit is issued, and be 
completed within six (6) months after the date work is begun, unless an 
extension of time is granted by the code official. If the work has not been 
completed within the thirty (30) day period, and any extension period 
granted by the code official, the Department is authorized to complete the 
work in accordance with D.C. Official Code § 42-3131.01 et seq. and to 
seek any other remedies or penalties authorized by law, including 
monetary fines, criminal prosecution or court orders directing correction or 
abatement of the violation. 
 
Lapsed Permits. Permits issued under the Construction Codes shall not 
be extendable if permitted to expire, unless extension is approved in 
writing by the code official. 
  



 
Permit Extensions - Overview 
 
The expiration date on a first-time permit will, by default, be one year from the date of 
permit issuance. However, this does not mean that the permit automatically expires one 
year from the date of issuance. If an inspection occurs before the expiration date listed 
on the permit, the life of the permit is extended by one year beyond the most recent 
inspection date. 
 
If work has not started by the expiration date as indicated on the permit or if no 
inspections have been performed by the expiration date as indicated on the permit, then 
the permit holder will need to apply for a permit extension. 
 
In order to initiate this process, the permit-holder will initiate an application through 
OCPI as covered in an earlier chapter. Once the OCPI application has been accepted 
into Accela, the following changes will need to be made to the application. 
 
Scope of Work 
 
If not already done by the permit-holder, the scope of work needs to be formatted in the 
following manner: 
 
“(1st, 2nd, or 3rd and final) extension to BXXXXXXX to expire on XX/XX/XXXX.” 
 
First, you must determine what number (1st, 2nd, or 3rd and final extension) the permit 
holder is eligible for. As per 12A DCMR 105.5.1, the original permit may be granted 
three six-month extensions beyond the original expiration date. However, it is not 
uncommon for a permit-holder to apply for an extension well after the original permit has 
expired.  
 
The expiration schedule for permit extensions is governed by the original permit’s 
expiration date. 
 
For example, if the original permit’s expiration date is 1/1/2013 and the permit-holder 
applies for a permit extension on 5/1/2013, then the permit-holder is within the 1st six-
month extension window because the 1st permit extension window is open until 
1/1/2013. Using the same expiration date of 1/1/2013, if the permit-holder applies for a 
permit extension on 8/1/2013, the 1st six-month extension window closed on 7/1/2013 
and the permit-holder is now in the 2nd six-month extension window. It is important to 
note that just because the permit-holder may be applying for a permit extension for the 
first time, does not automatically mean that the first extension window is still open. 
 
Second, you must be reference the original permit in the scope of work. Examine the 
expired permit and ensure that it is properly referenced as indicated in the scope of 
work. 
 



Third, you must indicate the proper expiration date in the scope of work. As stated 
previously, the expiration schedule for permit extensions is governed by the original 
permit’s expiration date, not by the application date of the permit extension. In order to 
determine what the proper expiration date is, you must first determine what number (1st, 
2nd, or 3rd) extension the permit will be. Once that is determined, set the expiration date 
of the permit extension by the expiration date on the expired permit. For example, if the 
original permit expired on 1/1/2013 and the permit-holder is in the first extension 
window, then you will set the expiration date at 7/1/2013, six months after the original 
expiration date. Using the same original expiration date of 1/1/2013, if the permit-holder 
is in the second extension window, then you will set the expiration date at 1/1/2014, 
which is twelve months after the original expiration date. 
 
Approval of Extensions 
 
As per 12A DCMR 105.5.1, only the Code Official (Chief Building Official) is authorized 
to approve permit extensions. The Code Official may authorize designees to approve 
permit extensions on his behalf. Ensure that all permit extensions are approved by the 
Code Official or one of his/her designees. 
 
Permit Cost 
 
The cost for all permit extensions is $36.30 because the permit fees have already been 
satisfied in the cost of the original permit. The $36.30 fee is an administrative cost for 
the permit issuance only. However, if a permit holder is seeking an extension beyond 
the first extension and they have not previously secured a permit extension, then they 
must pay the cost for the preceding extensions that they did not secure.  
 
For example, if a permit holder is seeking an extension and the first extension window 
has already passed and they did not secure an extension in the first window, then the 
cost of the permit will be $72.60 ($36.30 x 2). If the second extension window has 
closed and the permit holder had not previously paid for a permit extension, then the 
cost of the permit will be $108.90 ($36.30 x 3). Ensure that all permit fees are properly 
assessed in Accela before providing an invoice to the customer. 
 
Recap 
 
To recap, permit extensions must: 
 

• Reference the number of the permit extension (1st, 2nd, or 3rd) in the scope of 
work. 

• Reference the original permit number in the scope of work. 
• Reference the new expiration date in the scope of work. 
• Be approved by the Chief Building Official or one of his/her designees 
• Have a cost of $36.30 unless the permit holder is seeking an extension beyond 

the first window. If the permit holder is seeking a permit extension beyond the 



first window and they have not previously secured a permit extension, then they 
must pay the costs of the preceding extensions they did not secure. 

• Be assigned an updated expiration date in Accela. Accela will automatically 
assign an expiration date one year from the permit issuance date, which will be 
incorrect for all permit extensions. 
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1.2.1 - Intake 
 

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

 
 

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

 

 
 

3. Click the “Summary” icon button. 
 



 
 

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

 
 

5. Scroll down to the “General Information” section. Select “WT” from the “Job 
Classification” drop down menu. 

 



 
 

6. Scroll down to the “Fee Calculations” section and, if the job is classified as an 
Alteration and Repair, ensure that the number “1” is entered in the “Alteration and 
repair cost” field. 

 

 
 

7. Ensure that the number “1” is entered in the “Total valuation cost” field. 
 

ENSURE “1” IS 
ENTERED HERE 



 
 

8. Review the application to ensure consistency between the underlying permit and 
the scope of work on the After Hours permit. 

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

and click the “Submit” icon button. 
 

 
 

10. Accela will now return you to the home screen. Click the “Workflow” link located 
in the “My Navigation” menu. 

 

ENSURE “1” IS 
ENTERED HERE 



 
 

11. Click the “Permit Review Coordinator” link. 
 

 
 

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

 



 
 

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

 
 

14. With all disciplines now clear, select only “PRC Review” if you are able to 
determine if the project meets the criteria to issue without management approval 
(not in a residential zone, not within 500 feet of a property with sleeping 
quarters). If the application does not meet these criteria, then select 
“Management Review.”  

 



 
 
 

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

 
 

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



 
 

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

 
 

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

 



 
 

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



 
 

20.  If the permit does not meet the criteria, direct the applicant to secure the 
approval of a manager. If the project meets the criteria, then you will now 
approve the application in Accela. 

 
21. From the Accela home screen, click the “Workflow” link located in the “My 

Navigation” menu. 
 



 
 

22. Click the “PRC Review” link. 
 

 
 

23. Select “PRC Review Approved” from the “Status” drop down menu and then click 
“Submit” 

 



 
 

24. The permit is now approved and you may now transfer the customer to Issuance. 
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1.2.2 - Issuance 
 

1. Examine the application. Ensure that all required signatures are on the cover 
sheet. If the customer does not have all of the necessary signatures, direct the 
customer to secure the necessary signatures. 
 

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

 
 

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

 



 
 

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

 
 

5. 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. 

 



 
 

6. 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. 

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

Navigation” menu. 
 

 
 



8. Examine the fees that are populated in the system. If the fees in the system do 
not match the fees in the application, remove all fees and enter the correct fees 
as specified in the application. All AFTER HOURS PERMITS ARE $36.30 ($33 
Permit Fee + $3.30 Enhancement Fee). If the fees in the system match with the 
fees specified in the application, click the box directly under the “Fee Calc. 
Factor” header to select all fee records, and then click the “Invoice” icon button. 

 

 
 

9. Accela has now generated a new invoice number. 
 

 
 

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



 
 

11. Once the “Permitting” menu has expanded, click the “Invoice” link. 
 

 
 

12. Clicking the “Invoice” link will open a new window. In the new window, enter the 
invoice number generated earlier in the “Invoice Number” field and click the 
“Submit” icon.  

 



 
 

13. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a 
new window. Click the printer icon located at the top left-hand corner of the 
window. 

 

 
 



14. 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 and then click on the “OK” button. 

 

 
 

15. Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 

 
16. When the customer returns, confirm that the permit has been paid by examining 

the invoice. The invoice should now have blue printing at the top right-hand 
corner of the invoice. 
 



 
 

17. Upon confirming that the invoice has been paid, retain the copy of the invoice. 
The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts. 

 
 



 
 

18. Once you have confirmed that the invoice has been paid, from the Accela home 
screen, click the “Search” icon button. 

 
 

 
 

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

 



 
 

20. On the following screen, locate the “Pay Fees” link under the “My Navigation” 
menu located on the left hand side of the Accela home screen and click the “Pay 
Fees” link. 

 

 
 

21. On the “Pay Fees” page, click on the “Pay” icon located at the top left hand 
corner of the “Payment” section. 

 



 
 

22. Examine the invoice or the receipt and discern what method of payment the 
customer used. Select this method of payment from the “Method” drop down 
menu. Now, examine the invoice or the receipt, locate the receipt number, and 
enter this number in the “Receipt #” field. Once this information is entered, click 
the “Save” icon button. 

 

 
 

23. On the “Apply Fees” page, click on the box directly below the heading “Amount 
Not Applied” in order to select all of the outstanding fee entries. Next, click on the 
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally, 
click on the “Submit” icon in order to complete the application of fees. 

 



 
 

24. The fees have now been applied and you may begin the finalization of the 
Issuance process. Click the “Workflow” link located on the “My Navigation” menu. 

 

 
 

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



 
 

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

 

 
 

27. 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. 

 
 
 



 
 

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

 

 
 

29. Accela will now generate a PDF of the Building permit. 
 



 
 

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

 
31. After reviewing the permit with the customer, click the printer icon located at the 

top left-hand corner of the window. 
 

 
 



32. 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. 

 

 
 

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

 
34. 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. 
 

35. 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: 
 



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

 
37. 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. 
 

38. 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. 
 

39. Below is a sample copy of an issued Building Permit. 
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1.3 - ProjectDox 
 
Key Concepts 
 
Task List  
A task list is a list of to do items for end users that have been assigned for a workflow 
process.  If a user doesn’t have any tasks assigned to them in the ProjectDox 
application no Task List portal will display on the users Active Project’s page.  If a user 
has been assigned a task for a given workflow process the list will display in two areas 
of the ProjectDox site. 
Global Task List 
The global task list is displayed on the Active Project’s page below the list of project’s 
the user has been invited to.  This task list will show all tasks assigned to a user across 
all projects.  Tasks can be selected by clicking the link under the Task heading of this 
portal or select the Task List (PD Flow) button on the Active Project’s page to display 
the task list as a separate window.  
Project Specific Task List 
A project specific task list contains is a focused view of a task for a specific project.  It is 
accessed by first entering into a project and while inside the project selecting the Task 
List (Workflow Portals) button.  Selection of this button while in the project will display a 
workflow page that will show any WF reports the user has access to, the project specific 
task assigned and the start workflow section if permission has been granted.   
 
eForm 
An eForm is an html form that is used by the workflow to transfer information and 
progress the workflow.  A user only has access to the eForm when a task has been 
assigned to them and/or they have taken responsibility to perform a review for a given 
assignment. 
 
First in Group 
The first user who accepts a task takes responsibility of the assignment and the 
completion of the step.  The Fire Department may consist of 5 persons.  Using the 
concept of first-in-group the entire department will be notified of the review and a task 
issued to their task list.  If user 1 of Fire accepts the task it will be assigned specifically 
to User 1 and the other 4 users of the group will have the task removed from their task 
lists. 
 
Packaged Review 
Electronic Plan Review uses the concept of packaged corrections where a single 
resubmit notice is sent to the Applicant after all review departments have completed 
their portion of the review process (“QA Review” and “Review Complete” steps must be 
completed before notice is sent to Applicant).  The notice contains all departmental 
problems and issues to be resolved.  The notice also contains links to the drawings and 
documents in question with respective markups and notes.  
 
 



Project Creation from OCPI 
 
A ProjectDox application must be initiated by using DCRA Online Construction Permit 
Intake (OCPI).   An applicant must use OCPI to enter application information from either 
home or they can come to DCRA and use our  Public Computers.   Once the applicant 
completes the submission he/she receives a FJ number used to  identify the 
submission.   The applicant must submit this number to the PRC in person to continue 
the process.  Note Once DCRA institute online payment for Permits this step will be 
eliminated. 
 
A PROJECT CAN NOT BE CREATED IN PROJECTDOX UNTIL THE APPLICATION 
FEE HAS BEEN PAID THRU OCPI OR THE CASHIER 
 
 

 
 
 
 
 
 
 
 

The Links to convert The OCPI 
application to Accela and 
Project Dox 



 
The PRC will take the number provided by the customer and enter it in the program that 
will convert the OCPI application to an Accela cap.   The PRC can run this application 
from the Accela Quick Link Portlet or from this URL 
http://10.1.13.185/AAOCPI1/AAOCPI.aspx 
 
The program will provide the PRC with an Accela Cap ID.  Take note of the Cap Id you 
will use in the Next Step. 
 
 

 
 
 
 
 
 
 
 
ProjectDox Creation 
Before an application can be moved into ProjectDox  the PRC must verify or populate 
the required fields in Accela.  The required fields are; 
 



Agent For Owner 
 

• Last Name  - This filed must be filled in.  If the applicant is a company enter the 
company name in this field 

• Relationship - This field must be set to Agent for Owner.   May be already 
populated by System 

• Email -  This field must be field in for the applicant to receive any email 
 
App Specific Info - General Information 

• Qmatic Number 
• Job Class - This field is required to allow ProjectDox to determine the processing 

path. Either 14 or 30 day review. 
 

 
 
 
Once the PRC has completed the application including paying the fees in Accela the 
application can be move to ProjectDox for processing.  To move the application to 
ProjectDox the PRC enters the Accela Cap Id into the program used to convert the 
Accela application to ProjectDox.  Once the application has been move to ProjecDox, 



the applicant is notified by email indicating the application has been accepted and a 
following Email will provide instructions for uploading Drawings.    
 
The PRC can run Accela to ProjectDox application from the Accela Quick Link Portlet or 
from this URL  http://10.1.13.185/AAProjectDOX/AAOCPI.aspx 
 

 
At this time the applicant receives a customize email notification detailing the submittal 
process.  The First time applicants will be provided a temporary password (initial login 
only).  When the applicant submits plans to the project the responsibility falls to the 
Plans Review Coordinators (PRC) to start the workflow process.   



Once the Applicant has uploaded the Plans the PRC will receive an email indicating the 
drawings have been uploaded for pre-Screen review.  If the drawings are acceptable 
the PRC then can Start the Workflow to begin the review Process 

 
 
  

 
 
 

New File Notification  
 

 
Attention Herbert Williams:  
 
One or more files have been added to the project listed below. 
Project: B1100063 

Path: B1100063\Drawings 

Uploaded by: Applicant SGA Holdings LLC 

Login to ProjectDox  

 
Files:  

1. 0406A-214.pdf 
2. 0406A-214a.pdf 
3. 1st-floorarchitectural.dwg 
4. 1st-floorelectrical.dwg 

 
 
If you do not have access to the specified folder, please contact the Project 
Administrator. 
 
Login to ProjectDox  |  Unsubscribe from this notification  

 

 

http://projectdoxtest.dcra.dc.gov/ProjectDox
http://projectdoxtest.dcra.dc.gov/ProjectDox/?FileID=1041
http://projectdoxtest.dcra.dc.gov/ProjectDox/?FileID=1042
http://projectdoxtest.dcra.dc.gov/ProjectDox/?FileID=1043
http://projectdoxtest.dcra.dc.gov/ProjectDox/?FileID=1044
mailto:gviteri@dc.gov
mailto:gviteri@dc.gov
http://projectdoxtest.dcra.dc.gov/ProjectDox
http://projectdoxtest.dcra.dc.gov/ProjectDox/?N_ID=145


 
 
You can access your assigned task by either selecting the specific project from Global 
Task List  
 
    or you can use the Project list Screen 
 
 
 
 
 
 
 
Starting the Workflow (PRC) 
 
 
The PRC Group is responsible for starting the workflow for the DCRA building process.  
When projects are created the applicant receives an email notification inviting the user 
to the site and project and providing instructions on how to upload documents to the 



site.  Once the applicant uploads plans/documents to the site an email notification 
[ProjectDox New File Notification] is sent to each user in the PRC Group.  These emails 
are the indication that a WF (Workflow) may be started for a review.  Below are the 
steps required to start a WF. 
One person from the PRC Group accesses the project in ProjectDox and starts the 
workflow: 
 

1. Login to ProjectDox  
2. Select the Project Name from the available list of active projects verifying the 

project status is set to "[None]".  None means no workflow has been started. 
3. Verify drawings/documents have been uploaded to the project before you 

start the workflow 
4. Select the Workflow Portal button. 
5. Locate the Start Workflows Link in the right pane ( at the bottom)  and select the 

appropriate workflow.  See next page (Red Arrow) 
6. A dialog box will display “Are you sure you want to start this workflow?”  Select 

OK to start the workflow. 
a. Starting the workflow initiates an email to be sent to all members of the 

PRC group and assignment of a Pre-screen review task to their task list.   
b. It is recommended that the user that starts the workflow perform the next 

step of the process the “PreScreenReview”. 
IMPORTANT 

• DO NOT CLICK THE START WORKFLOW LINK MORE THAN ONCE. THIS 
WILL CAUSE MULTIPLE WORKFLOWS ALLOWING THE APPLICANT TO 
UPLOAD ADDITIONAL DOCUMENT AND CONFUSING THE REVIEWERS.   

• Electronic Plan Review requests that have not had the workflow started will show 
with a status of [NONE] on the users Active Projects Page.  Reviews that have 
been started will show some other Status of the project on the Active Project’s 
Page. 

• A workflow should not be started until documents are available in the project.  
Once a WF is started the applicant’s ability to upload documents is removed.   



 
 
 
 
Click the Link to Start Workflow. The system will display the appropriate link depending 
on the Job class entered in Accela.  So it is important to select the correct job class 
before moving the record to ProjectDox. The 14 Day review link 
(StartBuildingReview_14).  The 30 Day link ( StartBuildingReview) 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

 
 

  

Pre-Screen Review Task Assignment 

, 
You have been assigned a task on B1100065. Please log into ProjectDox to review the 
initial document submissions from the Applicant for this permit request. 

Project Name: B1100065 

Assigned By: Herbert Williams 

Task Assignment: PreScreenReview 

Project Access  |  Login To ProjectDox 

@ 2010 Department of Consumer and Regulatory Affairs 
 

 
Group Notification Email Sent to PRC Group requesting a project Pre Screening review. 

http://projectdoxtest.dcra.dc.gov/ProjectDox/?ProjectID=94
http://projectdoxtest.dcra.dc.gov/ProjectDox
http://projectdoxtest.dcra.dc.gov/projectdox


 
 
 
Pre Screen Review (PRC) 
 
This is the first step in the process and is used to review the uploaded 
drawings/documentation for the project prior to assigning the review to the departments.  
It replaces the manual intake of the plans done at the counter when an Applicant 
applies for a permit in the business center.   After a workflow is started by a PRC, the 
PRC group is notified via email that a Pre Screen Review task has been assigned to 



them and a task has been placed on their task list in ProjectDox.  At this time no person 
has accepted the assignment allowing any person in the PRC Group to complete this 
step.  A best practice is for the person who starts the workflow to complete the initial 
pre-screen review by following the below steps: 
 

1. Login to ProjectDox 
2. Locate the Project 
3. Click Workflow Portal if necessary  
4. Select the task link “PreScreenReview” found under the heading Task on the 

Task List to open the eForm. 
5. A dialog box will display “Do you want to accept this task? “. Select “OK” to 

accept responsibility for completing the task. 
6. Click the Save button on the eForm to save the task until you have completed the 

pre screen review. 
7. Navigate to the Drawings and Supporting Documents folders and review the 

documentation as required based on your business rules to determine if the 
review will be Approved, Rejected or cancelled (Void). 

8. Select the Pre Screen task again form workflow portal to show the eForm and 
choose the appropriate button.  Button selection will determine the progress of 
the WF.  

 
a. Approve – WF will progress forward to the Begin Review step where the 

PRC will route the reviews to the required departments. 
 

b. Reject – WF will send an email to the applicant, restore the applicant’s 
upload permission and place a task on their task list to complete.  When 
rejecting a review the comment text box can be used to provide 
information to the applicant explaining the reason for the resubmit request. 

 
c. Void Review – WF will be cancelled.  History will be maintained on the 

Workflow tab of the project (available to SA/PA) to show the WF was run.   
 

9. Once the appropriate button is selected the eForm will close and the task 
removed from the PRC’s task list.   

 
 
 
 
Applicants Response to Rejected Plans 

 
Correction Complete (Applicant) 
 
This step is used to notify the applicant of issues with the uploaded 
drawings/documentation and requests for more information or correction of information 
prior to the departments being assigned.  This step is the responsibility of the applicant 
and initiated by the PRC when the “Reject” button is selected in the pre-screen review.  



The applicant will receive an email notification informing them of the resubmit request 
and to login to ProjectDox to get more information.  The applicant has 30 days to 
resubmit to DCRA.    
The applicant should perform the below steps to complete the task. 
 

1. Login to ProjectDox 
2. Locate the permit number on either their global or project specific task list. 
3. Select workflow Portal button 
4. Select the task link “CorrectionComplete” found under the heading Task on the 

Task List to open the eForm. 
5. Review the comments provided by the PRC (if applicable) on the eForm. 
6. Click Save button on the eform. 
7.  Upload to the respective folder in ProjectDox the additional documents or 

drawings as requested 
8. From workflow portal click the "CorrectionComplete" link toNavigate back to the 

eForm and select the checkbox to indicate items have been provided.  This 
action enables the “Correction Complete” button to become enabled. 

9. Select the “Correction Complete” button to close the eForm, complete the task 
and remove it from the task list. 

a. Selection of this button will allow for the following: 
i. Email notification sent to the PRC Group inviting them to perform 

the prescreen review again 
ii. Revoke the applicant’s upload permission 

IMPORTANT 
• The applicant has 30 days to complete the resubmit during the “Correction 

Complete” step.  If no action is taken by the Applicant the WF will 
programmatically jump to the “pre-screen review” step giving control to the PRC 
Group to determine how to proceed with the review (Approve, Reject or Cancel).  
The Applicant, PRC and File Room groups will be notified via email that the 30 
days has expired.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
The pre screen process is used to make sure all the supporting document and the 
submitted plans are in order, if everything is in order then click the Approved button.  If 
the applicant has not fulfilled all of the requirement, then enter comment in the pre 
screening comment box and click the Reject button.  This will send the applicant a 
message informing them that the submission is incorrect as discussed on the previous 
page. 
 
 
 
 



 
 
If the PRC approved the submission an Email is sent to the PRC indicating that a task 
has been assigned.  This task is to Begin the Review.  This step is where the PRC will 
assign the Review departments and send Email to all selected reviewers. 
 



 
 
Formal Review Process 
 
Begin Review (PRC) 
 
The main function of this step is to route the review to the required departments/users.  
Once the pre-screen review is approved an email notification is sent to the PRC Group 
and a task added to the user’s task list.  Upon selection of the task the eForm will 
display all possible departments available to assign the review to.  While there are two 



types of assignment that can be used all groups in the Begin Review step use the 
concept of First-In-Group (explained below).   
First  Selection Approach (FirstInGroup) 
PRC assigns the review task to all Department Reviewers. The first Reviewer to select 
and accept the review task has it assigned to him/her. The review task is then removed 
from the other Department Reviewers’ task lists. 
Supervisor (Individual) 
This option allows a department manager or supervisor to assign a plan review task to a 
specific Plan Reviewer. The department manager can review the application review 
request and decide who on their staff should complete the required tasks, based on 
Reviewer availability, skill set, etc.  (Note Structural and Zoning use this option) 
 
To Begin Reviews use the following steps; 
 

1. Login to ProjectDox 
2. Select the task link “BeginReview” found under the heading Task on the Task 

List to open the eForm for the project. 
3. A dialog message will display Do you want to accept this task?  Select OK to 

take responsibility for the task completion removing it from the others task lists. 
4. On the eForm locate the Select column in the Department Review table  

a. NOTE:  Five departments will be programmatically selected indicated by a 
checkmark in the checkbox for the following departments: Electrical, Fire, 
Mechanical, Plumbing, Structural Review Supervisor, and Zoning Review 
Supervisor. 

5. Verify the pre-selected departments are required and add or remove 
departments as needed. 

a. Add new departments by placing a checkmark in the checkbox of the 
select column for the department 

b. Deselect a department by removing the checkmark from the checkbox for 
the department 

6. Select the “Begin Review” button a dialog box will display “Completing this task 
will finish your participation in this step and cannot be undone."  Continue? “. 
Select “Ok” to initiate the review and send the email invite notifications to the 
selected departments and their corresponding users. 

a. The eForm will close, the task completed and the task removed from the 
users task list. 

 
 
 
IMPORTANT 

• Only departments with a checkmark in the checkbox will be invited to the review. 
• Once the Begin Review button is selected and the dialog response given the 

PRC will no longer have access to the eForm to add additional departments or 
make changes. 



 
 
 
 
ADDITIONAL FEATURES 
 
Change Assignment Type 
 



When the eForm displays there are 3 columns that are enabled for the end user to 
make selections from they include the Select, Assignment and Reviewer columns.  
Upon display the Assignment column displays the intended assignment type 
(FirstInGroup).  The PRC can select the dropdown to change the assignment from 
FirstInGroup to Individual or vice versa for exceptions in the assignment process. 
 

1. Select the checkbox for the required department 
2. In the Assignment column select the dropdown box and choose Individual for 

the specific department 
3. In the Reviewer column select the name of the single person that should 

perform the review for the selected department 
 
Request for Additional Groups Received 
 
A task can be assigned back to the QA Group by a department while in the Department 
Review Step requesting an additional group added to the review.  When a plan reviewer 
selects the “Request Additional Groups” button on the eForm (WF is in the Department 
Review step) a task is assigned to the QA Group.  The QA will receive an email 
notification stating in the subject line a new group has been requested.  The department 
reviews are not affected by this request; however the Request Additional Groups button 
will show as disabled until the QA fulfills this request.  A QA should follow the below 
steps to complete this task: 
 

1. Login to ProjectDox 
2. Select the task link “DepartmentReview” found under the heading Task on the 

Task  List screen and accept the task by selecting “OK” to the dialog message. 
3. Review the Requested Groups section of the eForm for the group being 

requested. 
4. Navigate to the “Select Reviewers” section and select the checkbox for the new 

department(s) to be assigned. 
5. Click the “Assign/Remove Reviewers” button 

a. The Assign/Remove Reviewers button must be selected to initiate the 
invitation to the selected group 

6. Click the “Complete Group Request” button to close the eForm and complete 
the task. 

 
Removing an Assigned Department  
 
A department can be removed by a QA when the Request Additional Groups button is 
selected as long as no plan reviewer for the department has accepted the task.  If the 
task for the department to be removed shows as Assigned the below steps can be 
followed to remove a department. 

1. On the eForm remove the checkmark from the Select Column of the Select 
Reviewers table on the eForm. 

2. Click the “Assign/Remove Reviewers” button. 



a. The page will refresh and the row displayed in the Department Review 
table will be removed and the task removed from the task list of the users 
associated to the group. 

3. Click the “Complete Group Request” button to close the eForm and complete 
the task or follow the above steps to add an Additional Group. 

IMPORTANT 
Departments cannot be added and removed in the same action.  The addition or 
removal of users must be a done sequentially if both actions are required. 
 
 
 
 
Update Accela Workflow 
 
The last step for the PRC is to update the Accela Workflow.   
 

 
 
 



 
 
 
 
 
 
The status must be changed to "ProjectDox Under Review." This will allow progression. 
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1.4 - Raze 
 
In order to raze a building (take a building down to the ground), the property owner or 
contractor must first get a raze permit) in order to disconnect utilities and gain further 
regulatory approvals. 

Raze Permit fees are assessed based on the cubic volume of the structure that is to be 
razed; any fee adjustment necessary after field inspection will be assessed on issuance 
of the Raze Permit. Razing a building before you get a Raze Permit is a violation of the 
Construction Code and can result in significant fines and penalties. 

• Sidewalk deposits and/or tap bills may be required before Raze Permit issuance. 
Contact DDOT’s Public Space Management Administration at (202) 442-4670 to 
get more information. 

• Get the soil erosion package for Raze Contractors from DDOE’s Soil Erosion 
Unit, located in the Permit Center, to prepare your raze operation plan. 

• A plumbing supplemental permit, obtained by a plumber Registered and 
Licensed in the District of Columbia, is required for any water/sewer line cap. 

• Fees are required for abandonment of the water/sewer services in the public 
easement (paved road). 

• You must pay any outstanding water bills before a Raze Permit can be issued. 

• You are required to obtain a sign-off by any adjacent property owners when the 
raze involves party walls. 

Step 1. Complete Areas 1-4 and Section A of the Raze Application Package and 
submit: 

1. Certification for Raze Permit Application 

2. Current Certificate of Insurance – General Liability 

3. Environmental Intake Form (EIF) 

4. Photo(s) accurately depicting premises 

Step 2. For residential property, DCRA staff will prepare and forward clearance letters to 
the Rent Administrator for review and approval. 

Step 3. DCRA staff will prepare and give letters to the applicant for the Historic 
Preservation Review Board and/or the US Commission of Fine Arts, if applicable.  



Step 4. Payment of the Raze Permit fee is required. Fee calculation is based upon the 
volume of the structure in cubic feet times .02. 

Step 5. DCRA staff will prepare and issue clearance letters to the applicant for these 
agency approvals/sign-offs: 

• DCRA (Construction Inspection)  

• Department Of Health (Vector Control)  

• Washington Gas (Utility Cut-Off) 

• DCRA (Plumbing Inspection)  

• DDOT (Public Space)  

• DC Water (Sewer/water line cut) 

• DDOE (Asbestos Abatement)  

• PEPCO (Utility Cut-Off) 

• DDOE (Soil Erosion Control)  

• Verizon (Utility Cut-Off) 

• DCRA Zoning Administration (Overlay Impacts on Site) 

Step 6. The applicant is responsible for submitting clearance letters to required 
agencies, paying any required fees to the agencies, getting written approvals, and 
returning the originals to DCRA. 

Step 7. Before DCRA will issue a Raze Permit, the building(s) must be unoccupied. If 
the building is still occupied, DCRA will accept and process the Permit Application, but 
will not issue the Permit until the applicant notifies the Permit Division that the building is 
vacant. 

Step 8. After the applicant has provided all required approved clearance letters, vacated 
the property, and paid any additional fees as determined by the field inspection, DCRA 
will issue a Raze Permit granting the applicant the authority to raze the structure by the 
razing method specified in the Application. 

• Any fee adjustment necessary after field inspection will be assessed on issuance 
of the Raze Permit. 

• A plumbing supplemental permit, obtained by a plumber registered and licensed 
in the District of Columbia, is required for any water/sewer line cap. 



• Fees are required for abandonment of the water/sewer services in the public 
easement (paved road). 

• The applicant is required to obtain a sign-off by any adjacent property owners 
when the raze involves party walls. 

• Insurance Coverage 

1. The applicant must submit a Certificate of Insurance covering the raze 
operation/contractor – unless the building you plan to raze is an accessory 
building 500 square feet or less in area and not more than one story, wholly 
detached from any other building on the same or adjoining premises. 

2. The Certificate should: 

• Show the holder of the insurance as: Deputy Director, Permit Division,1100 4th St 
SW Washington DC 20024 

• Include a 30-day advance notice cancellation clause. 

• Include these amounts of insurance coverage: Bodily Injury, $100,000; 
Aggregate, $300,000; and Property Damage, $100,000. 

• State that the insurance covers “Razing Operations in the District of Columbia,” if 
the scope of the insurance is for blanket coverage. 

• If the insurance is for one specific address only, state that, “Razing Operations at 
_____” 
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1.4.1 - Intake 
 

1. Below is a copy of the application for a Raze permit. This application must be 
filled out in its entirety and the applicant must provide pictures of the structure 
to be razed along with a Certificate of Insurance. 

 

 



 
 
 

 
 
 
 



 
 
 

 
 
 
 



 
 
 

 
 
 
 



1. From the Accela home screen, click the “CAP New” link in the “My Navigation” 
menu. 

 

 
 

2. Accela will now open a new “Record Type Select” window. Select “Construction” 
menu, and then select “Raze” from the “Subtype” drop down menu. 

 

 
 
 
 
 



3. Accela will now open a new window.  
 

 
 

4. Enter the description of the building to be razed in the “Description of Work” field. 
 

 
 

5. Scroll down to the “Address” section, and input the complete address on the 
application, quadrant included, and then click the “Search” button.  

 



 
 

6. If the address is valid and recognized by Accela, then Accela will display that the 
record was found in red at the top of the address field. Ensure that the “ANC” 
field populates, because if this field is not populated, the applicant will not be able 
to schedule inspections via the Automated Inspection Request and Permit 
Information System, also known as IVR. 
 

 
 

7. If Accela does not recognize the address, refer the customer to the agency’s 
coordinator for addresses, the Permit Center Manager or his/her designee for 
address verification. 
 



8. After populating the fields in the “Address” section, click “Get Parcel and Owner” 
twice to populate the Parcel and Owner information 

 

 
 

9. Enter the Agent and Contractor’s information as provided on the application. 
 

 
 

10. Enter the measurements of the building in the indicated fields. 
 



 
 

11. Once all information has been completed, scroll down and click the “Submit” icon 
button. 

 

 
 

12. After clicking “Submit”, Accela will close the “New Record” window and return to 
the home screen. The newly created record will now display in the Record Menu. 

 



 
 

13. Accela will now return you to the home screen. Click the “Workflow” link located 
in the “My Navigation” menu. 

 
 

 
 

14. Click the “Application Review” link. 
 



 
 

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

 
 

 
 

16.  
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