
Plan Submittal Requirements 
and Electronic Plan Review

Velina Valencia – Plan Review Coordinator



EPR Systems

WEB Portal

• Upload Plans/Docs
• Markups/Resubmit
• Download Approved Plans
• Email Engine (Task Completion)

• Permits
• Holds/Flags/Conditions



Pre-Submittal Requirements

Prior to submitting building plans, ensure the following 
items are complete (if applicable):

 Final site plan and zoning are approved

 Salvage permit is closed out with inspections staff

 Grading and/or storm water plan is approved

 Right of way bonds are posted for off-site work



Pre-Log Requirements

 Use the most current application, Self-Cert forms and 
checklists

 EPR staff can obtain sign-offs and complete the Water 
and Sewer Service Info Request Form – allow 48 hours

 Self-Cert Application must have both pages uploaded 
even if sign-offs are not completed

 If any plumbing is being revised or installed, a Water 
Sewer Info Request Form must be uploaded but can 
be left blank for EPR Team to complete



How to Get Started

 Visit the EPR Webpage:

www.phoenix.gov/pdd/onlineservices/electronic-plan-review

 Announcements
 Submittal Guidelines
 How-to Documents

http://www.phoenix.gov/pdd/onlineservices/electronic-plan-review


How to Documents

Once you have reviewed 
the Plan Submittal 
Guidelines and you are 
ready to begin Click EPR 



Online Application

Complete Online Submittal Application

 If you do not get the Self-Certification option when 
completing the on-line application

Contact EPR Triage Team at 602-534-5933 
or epr.support@phoenix.gov

mailto:epr.support@phoenix.gov


Online Application Example

To verify you have 
entered your Self-Cert 
information, click ‘My 
Profile’



ProjectDox - Upload
 Prior to uploading, name files using the information in the EPR Submittal 

Guidelines

 Files names must have:
 3 digit number sheet number and abbreviated sheet name 
 Match the plan Index
 Not exceed 30 characters including spaces

 Resubmittals: Sheets must be named exactly as the original sheet 
(corrected sheets will Version once uploaded~V2       )

Example: Index: ProjectDox File Name:



ProjectDox – Upload cont’d
 Provide 4” X 4” blanks area in lower right corner of cover sheet
 Upload into appropriate folder
 Drawings – Upload plan sheets to be reviewed (each sheet must be a 

separate file)
 Supporting Documents – Upload all calculations, specs and supporting 

documents
 Reference Drawings – Upload plans for reference (i.e. City approved site 

plan or grading plan)
**If files are uploaded incorrectly, you have access to delete them only at the initial upload using the 
delete     button**

Complete the “ApplicantUpload_Confirmation” task to submit project         
(Hint: Expand the E-form to select Upload Complete:                           )
 An Automatic email notification will be sent out if the task is not completed 

within 24 hours



ProjectDox – New Project 
Search Engine



ProjectDox – New Task Tab



ProjectDox – Tasks and 
Responsible Parties



ProjectDox – Tasks and 
Responsible Parties cont’d



ProjectDox - Audits
 Automatic Audits – When the submittal is greater than 50 plan sheets, a 

paper copy must be provided within 5 days of the self-certified submittal 
***due to the pandemic, you only need to provide a paper set if 

requested by the audit reviewer***

 Random Audits – The self-certified professional will be notified if a paper 
copy is required
 The permit will not be issued until the paper audit copy is received



ProjectDox – Fee Payment
Payment can be made:

PDD Online (fastest route):

https://apps-secure.phoenix.gov/PDD/Payments

Email:

payments.submittals@phoenix.gov

epr.support@phoenix.gov

**Email should include: Plan review number, contact information, and best 
time to call**

Phone: 602-534-5933 or 602-534-5934

https://apps-secure.phoenix.gov/PDD/Payments
mailto:payments.submittals@phoenix.gov
mailto:epr.support@phoenix.gov


ProjectDox – Department 
Review
Applicant must complete the “FeePayment” after payment
Plan review staff performs a thorough review of plans and documents
Commonly Missed Items:

Plans missing registrant seal and/or Self-Certification stamp
EVERY sheet must contain both a registrant seal and Self-Certification stamp

Cover Sheet must include owner/contractor notice and must have the signed 
statement: “I hereby certify that these drawings are prepared by me, under my 
supervision, or reviewed by me and to the best of my professional knowledge conform 
to the Phoenix Building Construction Code”
Missing documents from the Self-Certification Program Submittal Checklist

Within 5 business days of payment, the customer will be notified of any missing 
items or if permit is ready for purchase

Additional fees may be assessed for each additional hour it takes to complete the 
intake review



ProjectDox – Final Fee 
Payment and Approved Plans
• Payment Options: online, phone, email, or in-person.

 Note: If a new water/sewer service or right of way bond is required, 
the applicant will need to contact the Civil Permitting/Water 
Services Counter to complete the transaction (602) 262-6551 or 
cws.permits@phoenix.gov

• The “FinalFeePayment” task must be completed once all permit fees have 
been paid to initiate the batch stamping process.  Allow up to 24 hours to 
view the Approved plan set.

• ProjectDox will send an email notifying the applicant when approved plans 
are available for download.

 Plans must be download and printed for jobsite



EPR ProjectDox – Plan 
Revisions
• Complete new on-line submittal application

 Select Revision to Approved plan under plan type
 In the “Scope of the Project” state “Revision to (add original plan 

number & type)” and explain the nature of the revision.

• Upload all applicable revised checklist, plans, and supporting 
documents

• Complete “ApplicantUpload_Confirmation” task in ProjectDox to initiate 
the prelog process.

• After payment is made and FeePayment task is completed, city staff 
performs a limited cursory screening of plans and documents  

• Allow to 3-5 business days to process



Key Points to Remember
• PDD On-line Application and ProjectDox are two different systems

– Though fees are paid in PDD Online App, the FeePayment task must be 
completed in ProjectDox

• Tasks must be completed after every step 
***Project is not reviewable until complete***
 Upload
 Fee payment
 Resubmittal

• Revised and corrected plans must have EXACT SAME file name as the original 
so it “versions” and plans are comparable

• For EPR “How to Documents” visit:

 https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review

https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review


PROJECTDOX SUPPORT
and CIVIL INTAKE

Velina Valencia
EPR Triage Team

Administrative Lead

Shawn Lauridsen
Chief Engineering Technician

BUILDING INTAKE

Glen Burke
Building Code Examiner

602-534-6598

Steve Varnell
Building Code Examiner

602-534-8705

SITE PLANNING REVIEW
(Setbacks & Lot Coverage)

Bernadine Ailing
Planner II

602-534-6592
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