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Building Permit Application

Through ProjectDox, DCRA has the ability to intake building permit applications and building
plans electronically. Applicants may complete and submit a building permit application, as well
as the plans online. This guide will help applicants through the process. The following steps are
required to have plans submitted electronically.

Please complete the following prior to getting started:

1.

2.

10.

11.

This program only works with Windows Internet Explorer browser.

Go to the DCRA main webpage — dcra.dc.gov — to complete a building permit
application.

Click Online Services.
Click the link File Your Permit Application Online (OCPI).

Fill out and complete a new building permit application (Incomplete applications will
be rejected).

Once completed, an FJ number will help track the progress of the project.
Write down the FJ submission number.

Bring the FJ number to DCRA’s Permit Division (1100 4th ST SW 2nd floor).
Get a ticket to see a Plan Review Coordinator (PRC).

Pay the Filing Fee.

Once the application is processed an email with instructions on how to upload the
plans online is sent.

Supporting Documents!!!

Depending on the permit type, supporting documents are required before a review will be
performed. Please review the requirements for supporting documents. A submission will
be rejected if the required supporting documents have not been submitted electronically.
(Plats, Approvals, Etc.)
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Submission Standards

Cover Sheet

1. Project cover sheet must be included with submission.
2. Anindex of all drawings must be included.
3. Index sheet must include designations.

a) Example: A0002-Second Level Floor Plan

Drawing Size Standards

e Drawing minimum size should be 18" x 24" to facilitate more efficient review of the
plans.
e All plans must be drawn to scale and properly set with the appropriate graphic scale
included on every drawing sheet.
o When more than one scale is used on a sheet, an independent graphic scale must
accompany the applicable detail.

Border Standard
e A 57X 5” area must be reserved at the TOP RIGHT corner of ALL drawings for DCRA

approval stamps. Please leave the top right corner completely blank on all drawings
(with exception of the border). This is applicable to all sheet sizes. —

e Professional of record electronic stamp must be on every drawing.

File Type Standards

e Each page of the drawings must be submitted as a single file.
o Multiple page files submitted for drawings will be rejected.
o DCRA will only accept multiple page files for supporting documents.
e Only Searchable PDF files are accepted for calculation, reports and other supporting
documentation (i.e. — non-drawing files).
e Confirm that only trade lines are dark on electrical, mechanical or plumbing/gas drawings
by changing the background to grayscale prior to saving as a vector PDF file.
e Files must be monochrome with white background (print-ready).
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Naming Documents

1. ProjectDox files must match the page name of the submitted drawings. The first character
must start with the Discipline Initial followed by the Sheet Number. (See chart below)
1) Example filename: A0002-SecondLevel.PDF

2.

How

Discipline — First character
must represent the discipline
area. Example: A for
Architectural, S for
Structural. The table at right
details all required Discipline
characters. Ensure that all
plans are submitted under the
correct discipline.

Sheet Number — Must be 4
digit numbers with leading
zeroes. If subsets are needed,
place the decimals after the 4th
digit. Ex: P0001-99.

Use the "-" to separate the
numbers. Do not use periods in
the filename except to denote
file type (PDF, DWG etc.)

Use alphanumeric symbols
only. Non-alphabetical and
non-numerical characters,
including but not limited to, the
below cannot be used:

Drawing Discipline Sheet I_Example
Type Number | File Names

Architectural | A 0000-9999 | A0010

Structural S 0000-9999 | S0002

Zoning Z 0000-9999 | Z0001-99

Electrical E 0000-9999

Fire

Protection F 0000-9999

Mechanical M 0000-9999

Plumbing P 0000-9999

DDOT DDOT 0000-9999

DOH DOH 0000-9999

DDOE DDOE 0000-9999

HPRB H 0000-9999

WASA W 0000-9999

NPCP N 0000-9999

WMATA WM 0000-9999

CFA C 0000-9999

ChinaTown |CT 0000-9999

White House | WH 0000-9999

Civic Cl 0000-9999

EISF E 0000-9999

Elevator ELV 0000-9999

1@#8% &> () _{[}]\[=+:5%0<,>2/~
File names MUST NOT EXCEED 70 characters in length.
Please note: Improperly named files may result in the file being rejected and sent back for

proper renaming.

Upload Folder Standards

All documentation (any non-drawing files like Plats and Approvals) must be uploaded

into the SUPPORTING DOCUMENTS folder for each project.

All plans/drawings must be uploaded to the DRAWINGS folder for each project.
Resubmitted Drawings must always be re-submitted with the exact SAME FILE
NAME as the original submissions.
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Markup Name and Color Standards
e Standard markup names and colors will be used for each reviewing discipline for easy
identification. A markup can have one or more changemarks. Changemarks are created
to quickly identify a markup and associated comments

CHANGE MARKUP MARKUP

MARKUP NAME TITLE COLOR
Structural STRUC Dark Blue
Zoning ZONING Brown
Electrical ELEC
Fire Protection FIRE Red
Mechanical MECH Purple
Plumbing PLUMB Purple
Elevator ELV Light Blue
EISF EISF
DDOT DDOT Black
DOH DOH Black
HPRB HPRB Black
WASA WASA Black
NPCP NPCP Black
WMATA WMATA Black
CFA CFA Black
China Town CT Black
White House WH Black
DDOE DDOE Green
DDOE Erosion DDOE ER Green
DDOE Storm Water DDOE SW Green
DDOE Flood Plain DDOE FP Green
DDOE Air Quality DDOE AQ Green
DDOE Environmental DDOE EV Green

Architect Stamps

Architect stamps are required on the electronically submitted plans. Please ensure that all plans
are stamped before they are uploaded. DCRA will also accept, in addition, a certification letter
on the firm’s official letterhead. If submitting a certification letter, the letterhead should contain
the project name, project address and state the name of the architect on record, and must be
uploaded into the Supporting Document Folder. All letterhead submissions must include
license numbers for verification with the Office of Professional License Administration (OPLA)
located at DCRA. During the Prescreen process all Licenses will be verified.
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Initial Invitation to Upload Plans

Once the application is processed, an ePlan Review invitation will be sent to the email address
attached to the application. The invitation email will contain instructions and login information.
Below is a screen shot of the ePlan Review Invitation.

Department of Consumer & Regulatory Affairs

District of Columbia ePlan Review Invitation

Hello DCRA ProjectDox, You have been invited to Project: B1104265

Welcome to the The District of Columbia ePlan Review system. This project invitation has been sent to you in
response to your permit request. A permit project has been created to allow you to electronically upload your
drawings for plan review. To access your new permit project. follow the instructions below. Upon logging into the site
for the first time you will be asked to create a permanent password. This password will be used to access the
ProjectDox site for any future permits that require ePlan Review.

Supported Drawing Plan Formats: DWG, DGN, DWF, PDF, PLT

Instructions

Click the Project Access link below

Enter your User Login and Temporary Password

Click on the Project link on the "My Projects” page

Click on the Supporting Documents folder

Click the Upload Files button and follow the instructions to upload your supporting documents
Click on the Drawings folder

Click the Upload Files button and follow the instructions to upload your drawings

Your drawings and support documents have now been submitted for plan review

1.
2.
3.
4.
5.
6.
T.
8.

O 2010 Department of Consumer and Regulatory Affairs

Click Login To ProjectDox to upload drawings and supporting documents.
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Installing Required ActiveX Components

Prior to logging on to the ProjectDox application, disable all pop-up blockers. Google tool
bar includes a separate pop-up blocker and must also be turned off.

Full admininistrative rights are required. Windows 7 users must turn off the Account Control
Setting. To access: Start/Control Panel/User Accounts/Change User Control settings/Never
Notify/Click OK. To complete the installation reboot the computer.
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The logon page has an MSI (Microsoft Silent Install) component required to install all necessary
ProjectDox ActiveX controls. This installation will only be done once. Utilizing different
computers will require separate installations on each unique computer.
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Login

New Users — When invited to a project, customers will receive an email containing login
information as well as a link to the project.

1. Tosign in, enter the email address and temporary password.
2. Click Login.
3. The Profile Information Screen will display for first time users only.

4. Enter a new password and personal account information. A security question is required.

5. Click SAVE to save the profile.
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Existing/Returning Users

1. Access the ProjectDox website — projectdox.dcra.dc.gov.
2. Enter full email address and password. Click Login.
3. Forgot Password.

a. Click Forgot Password.

b. Follow prompts for new password.

c. Answer the personalized security question.

d. The new password will be sent via email.

4. If unable to reset the password contact eplans.dcra@dc.gov.

a. Ask for assistance with the ProjectDox Password Reset.
b. Supply full email address of the applicant.
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Uploading the Drawings and Documents

1. After login, the project list screen will display current projects. Outstanding tasks
requiring action are displayed in the My Task List under Project. Projects are listed in
order by permit number. The 15 most recent projects display first. Click All Projects or
the directional arrows to find all other projects. The Task List will only display current
projects requiring a completed step.
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2. To upload Drawings and Supporting Documents select the specific project.
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3. The project screen will display project information and the folder used for uploading both
Drawings and Supporting Documents.

4. Click the Drawings folder to upload plan drawings.

5. Click the Supporting Documents folder to upload other related supporting documents.
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6. Click Upload Files.
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using the Shift or Ctrl keys.

7. Select the proper file location to upload documents. Multiple files may be selected by

8. Click Open. The files will then be copied to the upload windows.
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9. Once all documents have been uploaded click Upload Now.

10. Click OK in the dialog box.

a. Check Do not ask me again when uploading to the URL and then click OK to
eliminate this step in future uploads. The file will be copied to the project.

Deag-2-Drop Ses of folders.
Fles 8) | See {LBSHIE) |
_ @ _migretien Deswngs 55110\ 2-Hosrcheechus dwg 478,068 bytes
L G megratien Diawings 28551100 o dozrekctnicl dng 100,183 byten
_ & _migratien'\ Deswings_ 23561100 st-Hlocplandng 330,551 bytes
*, G\ _mignaben Durwings_85LI0VALLO2-L15-07.11F LTR03 bytes
G4_migratizn’\ Deawings 156110 BrockeaodPist deg Q2130 bytes
0 GA_megratien Diswings_B¥1I0Brockaod?lee, pd! LI02,219 bytes
*, G4_migratien\ Drywings 255110 fnalgng 14,562 brtes
| G mgratieet\ Duawingt_SSS5110FP-1 dwy 493,69 bytms
_ G migration’\ Deawings 2856110 plar-tayoutl dwg 25,800 byes

Miphag v

N

W
You ae sboud $ opdoad 3 Ber hom yoer conpules. Do you wert i conbes?
LR b/ dpromendoetest dcda 4. gow Paope Don ploader 3i5x
et Pen | Setoct Pabdera | iphond UL | [ iphey | T Do et oy b o o the UFL

_—

16

DCRA Electronic Plan Submission - Applicant User Guide



11. Click Close to exit the upload process.
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12. Once the files are uploaded, the folder is replaced by thumbnail images of each file
contained in the folder. The file name, author, date and any relevant file icons are
displayed under each thumbnail.
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Congratulations! Part one of submitting the project plans electronically has been completed.

A notification has been sent to the Plan Review Coordinator (PRC) who will start the
Prescreening Review and determine that all submittal requirements have been met. Please log
out. The next step will require the PRC to review submitted drawings and supporting documents
to ensure proper submittal.
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Document Upload Error

Below, one of the documents did not load successfully. Please save the document in a different
location and follow the steps above to upload the drawing(s) again.
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Prescreening Process
A Prescreening Approval e-mail is sent once the applicant has met all submittal requirements

containing instructions for the next step. A Prescreening Rejection e-mail is sent if the
applicant has missing items or questions from DCRA about the submission(s).

Prescreening Approval

The applicant receives a Prescreening Approval e-mail indicating the project submission was
accepted and the PRC starts the review process.

ePlan Pre-screen Review Approval Notification B1100081  1nbex | x

pdtest@dcra.dc.gov to me

Department of Consumer & Regulatory Affairs

DEPRATUERTOF CONDIMER L EECUIATOEY AFEARE

Attention: ,

Thank you for using the City of Washington DC ePlan Review System. This is to inform you that permit application
"B1100081" has passed the pre-screen review process and will now begin the formal review process. If you have any
questions please contact the DCRA Building Department.

NotifyApplicantPreScreenAcceptance |

Project Access | &nbspLogin To ProjectDox -
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Prescreening Rejection

The applicant receives a Prescreening Rejection e-mail if submittal requirements were not met.

At this point, the applicant may review any comments from the PRC by accessing the project.
The applicant must respond and complete the necessary task for resubmittal. The following
steps explain how to resubmit the plans.

Department of Consumer & Regulatory Affairs

DERAATUENTOF CONRUMER 3 M5C LATO®EY AF FARE

Attention: ,

Your plan review submission for Project: B1100072 has not met the minimum requirements for acceptance. You may
review correction comments and requirements by accessing the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow the
instructions provided for re-submittal.

Please be advised when re-submitting plans and or documents:

= All corrections must be uploaded using the same file names as the original submittal
+ Once corrections have been uploaded for review, no additional submissions will be accepted unless requested

+ Please make corrections within 30 days of this notice to avoid your Permit Application from expiring

B1100072
Herbert Williams
CorrectionComplete

Project Access | &nbspLogin To ProjectDox < @——

1. Select Login To ProjectDox at the bottom of the Prescreening Rejection e-mail to
access the Task List.
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2. Select the project.
3. Select Workflow Portals to access the Task List. A new task will be assigned.

4. Select CorrectionComplete.

[ 8 Mty et sontest dera e goud D= A MarbLeID = &yl AFrocti) =753 VNFLOKFI/GKTXICEA= - Winchows Isteemet Explevey =8 @]
B1100072 Lok | ot 5 || vopeets || Prosne | 21| ] W0 aome ||
San Contact Wikams hebart @kt Pocts | | @ e | | tes | [0mat
P I8 Phew Bakdrg Fermit
= BI0I0T2

|3 Dramngs 2 i3 howy e S — s o - — N—
0 Batome Toaimest Task AsachedTo  Sutes  CroatdOn Uptaot On Upeaed By
OSSR TR sppscant Mcorpled TR 04T PU TIME0Y 50541 Y AMtansSEEIETIE com
Wit —=—=[p. in Page 10011 fems)
@ Interret | Protected Mode: OFF G R0% v
-

22

DCRA Electronic Plan Submission - Applicant User Guide



9.

The eForm will show issues/questions with the submission.

Select Save and Close at any point to exit the eForm.

a. Note: Access to the CorrectionComplete task is granted until Corrections
Complete is selected.

Make all requested changes to include uploading new or additional drawings.

Select | have uploaded the corrected documents and drawings as indicated below
once all corrections are completed.

Select Corrections Complete.

10. The task is complete and the PRC has been notified of the updates.

 hi/fprejectdortest dora.dc gou/?LaunchMode=frameBFicaTasidD=2647 - ProjectDox Plan Review Fo - Windows Inéeret Exgicrer

Department of Consumer &

| ]

“Task Instructions

Review Information

Project Manager Herbert Wilkams ( herbert wilisms@cc.gov )
Review Cyde i
Workfiow Name [ Actiity Name StartBulding?eview_14 / ComectionComplete =
Actwity Instructions Flease review the Plan Review Coordnator's notes and submit the required .
drawings and documents.
Current User Logon Appicant SGA Holdngs LLC ( hwiliamsS953@gmail.com)

PEAMIT Infomiation

Regqured Document are nod presse;t-\‘u sutmitthe zpplicaion in eleconic -
famal Flease upload the appicationn inthe Docaments faler

Tt [ || Swereden |G §
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Sending an Email

E-mails are used to communicate between the PRC, Plan Reviewers and applicants. Under the
Project List screen, an e-mail icon allows the applicant to send e-mails to DCRA staff.

A5 e ity ariarid grogect|s) sat of 38 e Apmbrant SEA Hettings | L IvilassSAShgpmet comn

bk [ Fomnd 5 | #rajesss | prarme

Provs Eanw T Samtic

1. Navigate to the Project List screen.

Project Cptons Descrpton Owmer Srams
E1900004 049= New Suédng Fermit Eudsnp Harmits HC
H1850003 [ L] Nyw Bisdng Fermit Euden g Farmin Lndsr Ravew
#152008 092 g Permd Euleng famit HEC
E1220001 [ i) New Befding Faomt Bslang Famets Lnisat oo
E1a00088 0oa= New Beiding Permit Buteng farmis Lindet Redew
B13:008 042 New Sefcing Fermit Butang Panmits gpromd
#153007% 0oam New Butding Fermt Euddng Permits Usdet Reven
B192008 082 New Betdng Permit Budsng Parmn Usdat Redew
B1ys00TH 04= New Butddng Peent Buddnp Fermity Linoer Reven
B1M0012 09 tew Buding Fermit Eudeng Syrmits Pre-Screen Rewew
BY0307 04 Haw Betidng Peemit Bultng Pesmste MC
20090 0a= New Buiding Pemt Bulang Hemen HEC
041 Naw Betding Feemit Buaiaing Farmits Pendieg Payment
09 New Butding Pemt Budang Sermite PreSaeen Redew
08 New Bubing Feemit Bt WC
" ‘ ] Page 1001 (15 derm) |
Progect Name Task Antacted To Status Cragted O Weana On Upedatend By
HARILICH Apa b 30003 gyt Apgcant Aosapted TAR01161401PN TIZON E1645PU Patiams Sa5ag) mall com
B10087 scalcmRsssendt Asphicant Accstled  TIROVA0TEIPM TR0 125406 P Iadiams 550G mal tom
E1102078 fredeRaued = Fending 62211 112040 4 22001 112043 A4
QNoe3E Aqgicanfagusmd Apliant Aapked SV 122516 FY S0 1228317 Iiiams S3sa@gmal tom
TR i b vao-wmwulf
@ beterrat | Protected Mode Off

2. Select the =] icon under the Options column next to the desired project.
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3. The below e-mail message window will pop-up.
4. Enter the Subject of the email.

5. Enter the Body Text of the Email.
6. Select the desired DCRA staff from the User Group list.

a. Names are listed by Group/Division.
b. Note: To e-mail reviewers, select the E-mail Group.

7. Click Send.

8. A confirmation screen appears listing all selected DCRA staff.
9. Close the window.

10. DCRA has also provided a direct contact e-mail for general questions:
eplans.dcra@dc.gov

OWMMW
Enbdthpa ,_

Tumm ma for Peopect 07102094
Emraet typec Standard Wad

Sutwect: © Arphicart Emat To DCRA

Boag
Tha 200HCASE CON COTMUTICN wi 31 & DCRA 9y wsing B0 mad Mncuon winen Progect Dox. - Tha se0e<) Rad mesr of PRC wib ot e emad D

sarstiroups Do wet be smates © < - ———
L]
¥ ovepect: 21100094 (121680 mecndcrnant, dow. sk pov |
N hen diop Mambes

W venegerant

W e
1ewezh Barvyry DCRA \ryemes Parte DA gre
Asres Caatading Asron DetetinpBdc poe

orwrve Tharas Potenre. e manddi gas
- Whierre oCcna hertws s e @de pas
Mandius WikaTa (S T} Mt LR e Taeac. poe

|

" ‘. ’ » Paga 1 of4 (5 deerm |
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Tracking Review Status

Applicants may track the progress of reviews utilizing the DCRA Online Building Permit
Application Tracking program.

1. Go to the DCRA website DCRA.DC.GOV to access a specific application.
2. Click Online Services.

3. Click Check Your Permit Status Online (OBPAT).

Fie tom Vaw Favontes Tock Hels

« Corgle o Wsench+ e Mon» Sigaln W,
o Fovortes. | g > Mip--tacelennmeeado. D Ips--tpaceibraryatorn.. @ Supgestrd e v @ Wk Sie Gallery »
s DORA Orline Senvices | e LpHeme = 1 « TResdMal apPrae v Pagew Sefetyv Tooke @ Hep~

OF COLUMBIA
“One City, Ose Fetury * Mayor £
VINCENT €. GRAT [}

Department of Consumer and Regulatory Affairs

@ degov O aradegov

(IR  Pormits, Codes & Zosing  Impections  Business Licensieg & Reglsration About DCRA

Dopartmont of Consumer # Listen B roTE B8, TotRen| RG]
and Reguiatory Aftairs

DCRA Online Services

DCRA 15 pleasst 10 prawna Tese 09hne 5690085 50 You can “sig 18 np” 1o o

pces and conduct yaur DCRA busineas wharaver and whaneves you chogsa

Permit Services
sy pmey———— LR LS

OfMce Hoaws ﬁ + Chach Your Permé Status On
0 y, It

+ Get 2 Swpplamental Buddng Permmt

Coraect W Us
1130 4t Street, SW. Washinglon
0C 2002

Survuyer Services

TY (202 123455 + Got 2 Budng Plat
=al
| Inspections
‘b‘.' "
455 e Drackn o Use a Theed Patty hepection Compuany
Sk UG Loy
Lmguags Suppert Business Licenses
Iitg i denn B¢ o/ externb- Tk ¢ hack o ie-gettril bub-crdine o Intonad | Protected Mode OF e e -
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4. The application will prompt you to enter the Application ID or Property Address.

5. Select Continue.

fie Bdt Vs Foomles Tock Help

Looge - -":'curh . ii’hge Mote ® Sagein W -
2 Fovostes | g @ Wip-aracetennenzendo.. TV hops--tpeceiboaryator., B Suppmteiite e @ e udery
& Depertment of Comumer & Reguistory M ByHome + * [iPesdMsl @Pit v Poje~ Sefetyv Toshe @) Hep ~

Tue DistricT R

OF COLUMBIA )
*Ono City, Ose Faturn® *  Mayor /L/

VINCENT C. GRAY

Arkfhe ayer  Subacrbe s Emede  AgancyOvectory V1 Ovive  Choswews

311 Cnine Distnet Resdents Busnesses Visitors Meda Onine Services

OC Hame > DCRA Hms

Track Status of Bullding Permit Application

To review the statue of an sppbeation, enter the Application 1D o Property Address beiow ané select continue

Application 1D

ﬁ
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6. The system will display the below screen.

7. Click Description for detailed comments from each reviewer.

E Department o Consmes & Regetey A3t - Windows e xperer =
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Building Plan Review Status
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» Date filed: 1042010
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» Agent WOODROW GEL, (301) 5650089
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Resubmitting Rejected Drawings

The applicant will receive an e-mail indicating the drawing(s) has/have not met the minimum
requirements for acceptance. The applicant must make corrections and upload only the
corrected drawings using the same file name as the original submission.

ProjectDox Task Assignment Notification for B1100088 1nbox |x

pdtesti@dcra.dc.gov to me

Department of Consumer & Regulatory Affairs EI EEE E: :|:=: : | IE

DEPRATUERTOF CONZUMER 1 RECUILATORY BFFARES

Attention: ,

Your plan review submission for Project: B1100088 has not met the minimum requirements for acceptance. You may
review correction comments and requirements accessing the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow the
instructions provided for re-submittal.

Please be advised when re-submitting plans and or documents:

= All corrections must be uploaded using the same file names as the original submittal
= Once corrections have been uploaded for review, no additional submissions will be accepted unless requested

* Please make corrections within 90 days of this notice to avoid your Permit Application from expiring

B1100088
Herbert Williams

ApplicantResubmit

Project Access | &nbspLogin To ProjectDox <

Use the following steps to resubmit drawings:
1. Click Login To ProjectDox to access the project.

2. Sign in using the associated email address and password.
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3. Navigate to the Project Link and open the project.

4. Click Workflow Portal.

5. Click ApplicantResubmit.

B{00E et Fcnmt | | e 3 4] ) o

Man Coract sz et ey 3t tis| Qe Siies| Do
e | New Buidiag Permit
= BHONES

TS B -0t

2 Susgedno Damunarts

Task AtackedTo  Stalis Created On Updated On Upéated By
fosicaTRpyind osicant Aepd  THDIMEIEHAN e EESA heiliznest0Ziggnai on

Pagefof1(! fems)
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6. The next screen contains comments from project reviewers.

7. Scroll down the main screen to see the reviewer comments or use the inside scroll bar to
see all review comments.

8. The tabs contain all information submitted on the application.

9. |If necessary, use the Review Cycle dropdown to view comments from previous/most
current reviews.

10. The third section contains all comments from each of the selected reviewers.

Heview Infarmatian

Praject Manager Herbert Wiams [ herbert wikams@dgov )

Reriew Cyde 1"

woekfow Name / Activty Neme StatBuldngReview_14 / AppicantResubenit

Aty Instructions Fleass revew @l SecnOns of the sFom &0 drawiiQ markups 8nd résubent the . «
required Information priar to completion of task

Current Lser Logen Applcant SGA Hakings LLC ( nwillemsS553@gmai com)

o B1900Es
»;'_ucmnu % Tidaz -0 Miwet
4 4 Supptrtng Documanes

REVIEWER

AR ST PENTE
ETUOENTIGEC 00V

ELECTRUAL REVIEW
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11. Drawings have not yet been reviewed by the applicant.

12. Click Save and Close on the eForm.

2CAA STULENTY
STUOENT I @EC 90V

7 et 31 B3GR ESA0 e 1 MRS it weed |AaiTed during B (5 e &

(77 | han roviaweet and adoressed wlaf £16 M I ha MarkLDs St

m v wokoaded e creze drwmgz 10 B Drowmgs" &
7 the name 3z e onginal s i i

T b l ek i Clane

13. Review the necessary drawings and make corrections.

14. Upload the revised drawings (see Page 12-19 of this manual)

VERY IMPORTANT
The applicant must replace the corrected drawings with the SAME FILE NAME.
Corrected drawings with a different file name will be rejected and must be uploaded
again.
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15. After all corrected drawings have been uploaded, navigate to the Workflow Portal.

16. Click ApplicantResubmit.

B1100028 - m]ﬂ;}ﬂ ¥

Lopa
M Cotact iz et . Wit Pati]| | Qs | S| Do
e zoerti Cotaoe) Nes BuidisgPemd

Task MactedTo  Subs  Craed0s Ipdatt0n Upéaed By
grivFennt  gkat ATeet  TMONEILHAN MG EEP heizmsEiggnl
bl bl ———h Page d 1 (1 e
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17. Click the following Task Instructions:

a. | have reviewed and addressed the reviewer comments that were identified
during the plan review and provided on the form above.

b. I have reviewed and addressed all of the items in the Markups section above
that were identified during the Plan Review.

c. I have uploaded the revised drawings into the “Drawings” folder and, if
requested, uploaded any revised documents into the “Supporting
Documents” folder using the SAME file name as the original files.

18. Click Complete.

STATUS & NOTES

SCRA STULGWTY
STUOENTIQEC 00V

@ | hawa revkaeed ard a3t Sa0 116 MRt COMMATES it wess

(71 | ham roviaweet and adoressed alaf S1E M I8 ha MALDS 3a¢tos atov at

{91 | hve upluaded e crszac drawngs oo e “Trawngs" friderand, f1eg
7 Ml name 3z e orginal e IR B

Congratulations! The resubmission process is completed. The File Room will be notified
that the drawings have been resubmitted. The File Room will then notify all previous
selected reviewers that the drawings have been resubmitted.
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Obtaining Approved Permit

The applicant will receive an e-mail indicating all reviews are approved. The applicant must
come to the Department of Consumer and Regulatory Affairs office — located 1100 4™ St SW
Washington, D.C. 20024 2" floor — to obtain the official permit and pay the required permit fees.
The Building Permit will be issued and all approved drawings and supporting documents moved
to the Approved Drawings and Approved Supporting Documents folders in ProjectDox. The
applicant may access, download and print the final approved drawings.

Eplan Review Approval Notification B1100063  tnbox | x

pdtest@dcra.dc.gov to me

Department of Consumer & Regulatory Affairs

DERSATUERTOF GONSIMER L S8GULKTONY SFEARG

Attention: ,

Thank you for using the City of Washington DC ePlan Review Systern. Congratulations, Permit Application "B11000683"
has passed the eplan review process.

In order to receive your permit and begin waork, please remit payment far the final permit fee in the amount of 63. Flease
submit payment to the DCRA 1100 4th St, SWY - 2nd Floor Washington, DC 20024. Payment must be received prior
to permit issuance.

Flease print this notification to accompany vour cash or check payment if you will be submitting payment in person.

After your permit is issued, you will receive a notification and the ability to download and print the plans from project
B1100063.

MotifyPlanfpproved
Project Access | &nbsplogin To ProjectDox

1. Come to the Permit Center.

2. Present a copy of the approval notification e-mail.
3. Pay the cashier.

4. Go back to the Issuance counter.

5. Present the cashier receipt.

6. DCRA will issue the Official permit.
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7. The applicant will receive an email indicating the drawings are approved and ready for
downloading. Note: It may take a few minutes to move the files to the approved
folder(s).

ProjectDox Apprm;.Ld Plans Ready for Download Notification for B1100081  nbox | x

pdtest@dcra.dc.gov to me

Congratulations

Your approved plans are ready for download for Project B1100081. In order to download your approved plans Login to
ProjectDox and download your plans from the Approved Plans and Approved Supporting Documents folders.

511000861
Harbert Williams

NotifyDownload

Project Access | &nbspLogin To ProjectDox

DCRA Electronic Plan Submission - Applicant User Guide



Printing Approved Drawings

All drawings are converted to PDF's. Adobe Acrobat reader is required to review and print
approved drawings. Adobe Reader may be downloaded for free from the Adobe website. The
drawings must be downloaded to print.

1. Login to ProjectDox.

2. Open the project.

3. Click Approved Drawings folder.

a
81100081 4o ook | dormane | [ ogects | pomte || 3)|| ] || Logoue |
Main Contact Wik srs hecan @t Pors | | @neo | | Pistes | | St
Eawd coeeiTiteen) @ Naw Beding Penmt
— e ]
L Dranigs (=2 Fhu -1 hew
4+ 08 Bigrotng Document Projct Name: B1900961
repmen = Cescrptar: New Bstidrg Permi
eyl - Prapct maga No imagh suit
Lecatios: 0300 0029
Contact Wliams hatten
Contacrs Emat
Phors:
Coll Phose:
Pager.
Prejoct Curer: anitame
Owmter's Emalt PIOTEANNSX N
Project AMdmiss Buiang Permtz Rotan Red Roser Heary
e fproved
Staias ino:
Propct SamEnd: S S50 €IG0IPM | End; 12952011 4002 PU
Pass-Throwgh: i, stm wira
Tcaming Fies: Fac | Emek SEgneacke 413 6o
Verameg: Eratied b s zrmpect
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4. Select the drawings to be downloaded.

a. Click Select All above the first listed to drawing to select all drawings.
b. Note: Applicant may select individual drawings or grouped drawings for printing.

5. Click the icon to download selected drawings.
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6. ProjectDox will convert multiple drawings into a zip file.

7. Click Download Zip File. The file size will be indicated.
8. Click Save.

a. Note: If you click Open, the files are placed in the user’s Windows Profile. Take
note of the folder Windows picks for the download if needed to print the files at a
later time.

9. After the download has completed please delete the zip file from the server for protection
of the applicants’ intellectual property.

10. Open and Print the files using Adobe PDF software.
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CONGRATULATIONS - Job Well Done!
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