
PROJECT INFORMATION 

Project name: I Date: 
Address: City: J State: I ZIP: 
Scope of work: 

Reference no.: Map and tax-lot no.: 
Contact person name: Company: 
Phone: Fax: 
Cellular phone: E-mail:

NOTES AND IN\STltUCTIONS 

• The purpose of this checklist is to help define a complete submittal package for the scope of work. Plan
review will not take place until a complete package is submitted.

• This checklist can be used for all commercial construction projects, including new construction, additions,
alterations and tenant improvements.

• For complex projects, applicants should use the "location" space to note the item's location and page
number from the plans or the specification book.

• It is not necessary to duplicate submittal information, even if it is asked for in multiple sections .
• In the checklist, "Required" means that the applicant must provide this information for plan review .
• In the checklist, "P" means -

• if checked by the applicant - the information is provided for the plan review .
• if checked by the plans reviewer - this information is required for the plan review .

• In the checklist, "NA" means that the information does not apply .
• Choose only those sections of the checklist that apply to your scope of work. Section 1.0, "General Project

Data," must be included with each project submitted.
PRE-SUBMITTAL PROCESS 

An applicant may request a pre-submittal meeting with representatives of the jurisdiction in which the project 
will be built. The meeting may take place during the conceptual, schematic, or in-progress phase, or when the 
applicant has completed plans. 

INDEX OF CHECKLIST SECTIONS 

1.0 General project data .................................... Page 2 7.0 Mechanical data (Types I and II 
2.0 Civil data .................................................... Page 2 kitchen-hood permits) ............................. Page 6 
3.0 Architectural data ....................................... Page 3 8.0 Plumbing data ......................................... Page 7 
4.0 Structural data ............................................. Page 4 9.0 Electrical data .......................................... Page 8 
5.0 Mechanical data ( new construction, tenant 10.0 Fire-suppression data .............................. Page 9 

improvement, gas-piping permits) ............. Page 5 11.0 Fire-detection and fire-alarm data ........... Page 9 
6.0 Mechanical data ( additional or replacement 12.0 Re-roof installation data ........................ Page 10 

rooftop-equipment installation permits) ..... Page 6 13.0 Jurisdictional requirements ................... Page 10 
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