How to Complete Permit Application Requiring
Plan Review on MyBuildingPermit.com

Applies to: MyBuildingPermit.com Public Site
= This feature will allow the customers to apply for permit requiring plan review.

Preparation
Before starting this procedure, you will need the following:

1. This feature requires you to have a valid user name and password.
2. You should have completed and the pre-application process.

Instructions

After completing the pre-application process, please proceed with the following steps to complete the plan review

process.

| b WS
Home Login/Register Apply For Permit Basket Help

Permit Customer Login

You must be registered and login prior to using this web site:

Are you a licensed contractor? Oyes O No

Login Name: | |

Password: | |

r | want to register now

Forgot Password / Login Name

1. The ‘Permit Customer Login’
will open. You need to have
an existing account to move
forward with the application.

Identify if you’re a licensed
contractor by clicking on the
appropriate radio button.

Enter your Login name and
your password.

Click ‘Login’.

MyBuildingPermit.com ‘ - “

Home Log-Off - Iderro Apply For Permit Basket Help

Who is doing the work?

2. Click the appropriate radio

button on who is doing the
work.

1 am doing the work myself 1 am having a licensed & registered contractor do the work




Home Log-Off - Iderro

Who is doing the work?

®1 am doing the work myself O am having a licen

Property Owner Certification Statement

Apply For Permit Basket Help

sed & registered contractor do the work

I certify that I am the property owner or agent and

- I am exempt from the requirements of the Contractor Reqistration laws, RCW 18.27.010 and

18.27.110.
- I will do all my own work.

1 certify that I am the owner of this property or the owner's authorized agent, including an

appropriately licensed contractor. T have furnished true and correct information. T will comply with all
provisions of law and ordinances governing this type of construction work, whether specified herein
or not. I understand that failure to comply with the above may result in revocation of the permit

resulting from this application.
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_Agree [

Applicant Information

* First Name: |L0rna

= Last Name: |Derru

Company Name: |Testing0ne

3. The Property Owner
Certification Statement
appears. You need to agree
to the statement to move
forward with the application.

Click ‘Agree’.

* Email Address: |examp\e@examp\e.cum

* Phone Number (4254520000
with Area Code:

Phone Extension:

|

= Address Number: |423

= Street Name: |Testing Drive

Apartment or Suite Number:

“City: | Bellevue

= State or Province:

= Zip or Postal Code: |ggpog

Update my profile with this information: Oves ® No

1

Job Site Address
Address Number: 450

Street Name: W LAKE SAMMAMISH PKWY SE

* Floor Number:
* Suite or Room Number: 1[][]|

City: BELLEVUE
Zip or Postal Code: 98008

State or Province: WA

II

County Parcel Number:

Associated Building Permit Number:
* Tenant Name:

Additional Information:

Work Location:

Save & Continue

3625059048

]

[Who's Who

(i.e. equipment location or special instructions) Limited to 75 charac

(i.e. specifics of location of work to be done) Limited to 150 charact
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4. A summary of the Applicant

Information will open. Fill out
the necessary/required (*)
information.

Click ‘Save & Continue’.

5. A summary of the Job Site

Address will open. Continue
filling out the required and
necessary information.

Click ‘Save & Continue’.




General Description of Work
Application: Project Name: =
Applicant Energy Efficient
Information

Description of Work: =

Job Site_ More energy efficient system.
Information

Description of
Work

Property Owner
Information

Project Contact

Supplemental Save & Continue

Questions

6. The ‘Description of Work’
window will open. Complete
the ‘Project Name’ and the
‘Description of Work’. These
are required fields.

Click ‘Save & Continue’.

File Upload

Application
Review

General Property Owner Information

Application: = First Name: |EII\0H J

Applicant

- * Last Name:
Information |Seuerson

Job Site Company Name if applicable: |

Information

Email Address: |
Property Owner

Information

App_\ication
Review Phone Extension:

= Address Number: |450

shonstember [
with Area Code:

* Street Name: |y LAKE SAMMAMISH PKWY SE

sparmertorsuke [ ]
= City: |BELLEVUE

* State or Province:

= Zip or Postal Code: |g9g0p3

Save & Continue

General Project Contact

Application:
pp []same as aApplicant
Applicant = Tame:

Information -

Job Site = Last Name:

Information

7. The ‘Property Owner
Information” window will open.
Some fields may be pre-filled.
Continue filling out the necessary
information.

Click ‘Save & Continue’.

Company Name:

Description of
Work

* Email Address:

Property Owner

o i I
with Area Code:
reneesension: |

Project Contact

File Upload
Ll —
App_hcation

Review * Street Name: |

Apartment or Suite Number: l:l
o —

= State or Province: I:l

L E—

Save & Continue
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8. The ‘Project Contact’ window
will open. You may also check
the box next to ‘Same as
Applicant’ if the project contact
and the applicant are the same
and the required fields will auto
populate. Otherwise, fill out the
required and necessary
information.

Click ‘Save & Continue’.
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Form 1

Mechanical Permit

Mechanical Permit
Click on the following link for general information on mechanical permits before answering the questions below.

http://www.bellevuewa.gov/pdf/PCD/forms_mep.pdf

Is any equipment located on the exterior or vented to the exterior of a building; i.e., rooftop or wall-mounted equipme}t,
generators, HVAC equipment, exterior louvres, vents or exhaust terminals, gas piping, etc etc?

*

O¥es - Architectural elevations & site plans required for Land Use review({See Land use tip shest xx)

Cno

Does the work include installation or modification to a fume hood, 1ab, chemical starage, paint spray booth, fuel tank or ki

*

CIves - Fire review required and a fire permit may also be required.

Ono

Does the work include the installation or modification of a Type 1 or Type II kitchen hood?
http://www.bellevuewa.gov/pdf/PCD/sd_55.pdf
*

O Yes - Click on link above for the commercial kitchen hood checklist

Cno

9. The Supplemental Questions

Save & Continue |
File Uploads

MNote: All files must be in pdf format and less than 250mb in size.

Required Files: *

Document Type File Size Upload Date View Upload

Building/Construction Plans

Civil Plans

Save & Continue

Choose File to Upload

Laak, in: @ Desktop

= o2 e m

[F]mc_oss4.7rG
|G _osae. G

L;é BData

:} My Computer

My Recent WMy Network Places ¥ e _osa9, PG
Diatauis E Adobe Reader 9 EL]kenmore_1e520.05v
?'E: ﬂ Call Logging @Kenmore_lSEZDa‘csv
@ eCopy PaperWorks @_]LornaDarro_resume_user_resee
Desktop & 1D Edwards Solutions Explarer T May2011.pdf
ﬂMozﬂla Firefio @MBP &Plan Weekly Status Emaile
’) ﬂ (CFfice 2010 Resource Sike - Nwmaps BUSINESScards. pdf
I'Etl' Par @_]Sienna_suecs.dmcx
Do I FloorPland_Files Igstakeho\dersmg‘csv
- - Aw'C_PoliceFireDataPortal_ProjectBrochure. pdf E‘_]Stakeho\dersLog‘xlsx
> 2o wiCla_wishinar. pdf
My Computer
. <
My Metwork  File name: FlaarPlanda/ htm Open
Places
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for Permit Type you’ve
selected will appear. There
might be multiple forms
required depending on the
type of permit and items
you’re applying permit for.
Make sure to answer all
required fields (*).

Click ‘Save & Continue’.

10

If a file upload is required,
the ‘File Uploads’ will open.
Each file must be in pdf
format and less than 250mb
in size.

To upload a file, click

‘Upload’.

11. Select the appropriate file.

Click ‘Open’.




File Uploads

General
Application: P i
pplication Note: All files must be in pdf format and less than 250mb in size.
Appl\cam;
Information Required Files: *
%2Pof:nt§tlon Document Type File Size  Upload Date View Upload
Tl Building/Construction Pla 45353 (kb) 8/3/2011 View D Upload

Work

Property Owner Civil Plans Upload
Infarmation =
Save & Continue

Project Contact

Supplemental
Questions

File Upload

ome Log-Off - lornaderro Apply For Permit Basket Help My Account

Please review your application using the links to the left before moving on to the final step in submitting your application. Once v
your application you will no longer be able to edit your information.

By submitting this application I certify that I am the owner of this property or the owner's authorized agent, including an appropt
licensed contractor. I have furnished true and correct information. I will comply with all provisions of law and ordinances governir
of construction work, whether specified herein or not. T understand that failure to comply with the above may result in revocatior
permit resulting from this application.

Applicant
Information

Job Site
Information

Description of

Work 1 agree

Property Owner
Information

Project Contact

Supplemental

J-Off - lornaderro Apply For Permit Basket Help My Accoul

Order Confirmation

Application Confirmation

Thank you for submitting an application with MyBuildingPermit.cofa_vour Application ID number is; 112213,

The jurisdiction will screen your application and supporting documentation within two business days.If additional
information is required, you will receive a request from the jurisdiction. If vour application has enough information to review
for completeness and begin plan review, you will receive an invoice for required submittal fees.

Upon receipt of submittal fee payment your application will be accepted and a determination of completeness will be made,
if required by the jurisdiction. Once your application is complete, plan review will begin.

To view your application and associated documents, log into your account at www.mybuildingpermit.com, navigate to the

"My Account™ menu on the right, and select "Permit Dashboard”. In the Applications in Plan Review section click on "Project
Name" to view the application and "View Files” to view documents.

To view the plan review process flow chart, please click here. This will show
you the steps for completing the whole plan review process.
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12. If successfully uploaded, the

file you selected should
appear on ‘file uploads’.

When done uploading all
the necessary files, click
‘Save & Continue’.

The Application Review
window will open. You can
go back and review your
application by clicking any of
the ‘General Application’
links on your left before
submitting your application.

Once done reviewing the
information, click ‘Submit
Application’.

14. If your permit application is

successfully submitted, the
‘Application Confirmation’
message will appear. This
confirmation contains your
application ID number you
can reference when making a
follow-up or inquiry. It also
contains information on the
next process.

You may view your
application at
www.mybuildingpermit.com



http://www.mybuildingpermit.com/Help/SOPs_Customers/Plan_Review_Process_Flow_FINAL.pdf
http://www.mybuildingpermit.com/

