
 
 

Applicant fills out 
application form and 

provides required 
documents from Residential 

Checklist 

Applicant submits 
Application and/or Required 

Documents thru the 
customer portal online 

Plan Reviewer performs 
validation task to verify 

completeness of submittal 
within 5 business days 

Validation 
Complete 

Y/N? 

Once review is complete 
and plans approved, Plan 

Reviewer calculates fees and 
advises applicant 

Applicant pays fees online or 
over the counter 

*Note: Multidepartment 
Plans Examiners review for 
Engineering, Planning, and 

Building as applicable 

Review timeframes for 1st 
response for Commercial is 20 

business days and Residential is 10 
business days. Any resubmittals or 

revisions will result in a new 
review timeframe. 

*External resources for expertise if 
needed: Engineering Dept, Planning Dept, 

Fire Marshall,3rd party review utilized 
when volume of submittals is high 

Plans Examiner completes all data 
entry, issues permit and notifies 
registered contractor/applicant 

Applicant Responsibility: Submit 
plans to appropriate Utility 

Providers Separately 

Required reviewers for all 
disciplines must complete 

technical review of plans & 
documents within 10 business 

days and create responses 

Start - Residential Project 
Design Complete  

Residential Plans Examiner 
advises applicant review 

time begins at this point – 
All required reviews are 

distributed*  

No 

Yes 

All reviews 
approved & 
Complete 

Y/N? 

Each Plans Examiner 
uploads a review memo 

into Cityworks requesting 
additional information and 

sends to applicant 
separately by email 

No 

Yes 

Note:  Applicant may 
schedule pre-development 
meeting with Development 

Coordinator and 
InterDepartment Team 

(Optional) 

Plan Reviewer Notifies 
applicant by email of 

deficient items 


