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E-PLAN SUBMITTAL REQUIREMENTS
All City paper forms normally submitted with a project must be completed and submitted along with E-Plan in person:
S U B M I T T A L   R E Q U I R E M E N T S
E-PLANS
 •
• 
  •
CITY FORMS
Application
Commercial/Residential Take-Off
Data Sheet
TCA Form
School Fees Form
OCFA Screen Form
 •
• 
  •
E-Plans may be submitted on a DVD, CD or a flash drive in person (NOTE: These will not be returned to the applicant).          Once an E-Plan project has been submitted, all subsequent resubmittals, including revisions, must be E-Plan.
Black and white drawings in landscape orientation and PDF format. No color.
Pages in each PDF shall be the same sheet size. Refer to formatting requirements beginning on page 4 for instructions on how to prepare your PDF documents.
One half-sized hardcopy set of plans marked FOR REFERENCE with all new major projects such as new commercial buildings, new model homes, new apartment complex or buildings with added square footage.
Architect or Engineer of record stamps (renewal date, license, & signature) should be on each appropriate plan sheet as required by law. Signatures need to be embedded as part of the document. Do not use electronic or digital signatures.
No file folders
No Word documents/Excel files
No Layers
1 MB per page
 •
• 
  
•
 
•
 
 
•
•
•
•
IMPORTANT! For applicants using BLUEBEAM software.  The City's software has compatibility issues with some features used in Bluebeam. Therefore, you must print to PDF using Adobe Professional before you burn to disc or store to flash drive.
Each section should be a separate PDF file. 
Do not password protect files. 
If a section is not applicable to your project then please do not include.
 •
• 
  •
Naming Convention: The following list shows how each section of plans should be labeled. 
E-Plans should utilize the following format:
At first submittal, please preface your PDF file with V1:
V1  Plumbing.pdfV1  Landscaping.pdfV1  Site Security.pdfV1  Photometrics.pdfV1  Civil.pdf
V1  “Other Reports” (Label, eg. Title 24-Energy Calculations, Soils Report Structural Calculations, Acoustical Report, WQMP, etc.)
V1  Summary Index Sheet.pdf **
V1  Title Sheets.pdfV1  Site Plan.pdfV1  Architectural.pdfV1  Structural.pdfV1  Electrical.pdfV1  Mechanical.pdf
 **The Index must match your sequence of plan sections for each submittal. Refer to sample index on Page 3.
Resubmittals will be brought into the City of Irvine on a new CD/DVD or flash drive. 
Resubmittals must be complete sets of plans. 
Use the same naming convention as previously noted and preface the PDF files with:
Multiple revisions must be submitted on separate media, including submittals and resubmittals. 
REVISIONS/DEFERRED SUBMITTALS
RESUBMITTALS
When plan check corrections are ready, the applicant listed on the application will receive a link that directs them to Dropbox where they can sign-in and retrieve their plan check corrections. This will allow the applicant to receive their corrections and share them with others who may need to see them. Corrections will also include any additional reference documents from City staff.  
CORRECTIONS
APPROVAL
The applicant or contractor will be given a CD/DVD of the approved plans in PDF format after all approvals are complete.The applicant or contractor will be required to produce one or more full size sets of plans from the approved PDF file for inspection field use.
 •
• 
  •
V2 for the second submittal
V3 for the third submittal
V4 for the fourth submittal
 -
- 
  -
 •
Revisions/Deferred Submittals are modifications to existing permit(s).
Ex. Field Changes, Stair Submittals, Handrails, Guardrails, MEP revisions, Truss Calculations, etc. 
If the original plan check was an E-Plan submittal, the field changes must be done via E-Plan as well. 
Submit only the sheet(s) showing the proposed revisions.
E-Plan revisions should only contain two PDFs: 
 •
•
•
 -
 -
The first PDF should contain only the revised plan sheets. Sheets in PDF shall be the same size.
The second PDF should contain all related documents for the revision other than plan sheets.
On first submittal of a revision, name the file with a short description of the revision. Upon submittal at the Permit Counter, we will rename your files to reflect the correct revision number & version number.
 •
Ex.          REV-1 V1 "revision description"
                REV-1 V1 "documents"
When you are resubmitting a revision that has corrections, the applicant is responsible for following the formatting below to name the second submittal and any subsequent resubmittals.  The permit counter WILL NOT rename your files for any resubmittals.
 •
Ex.          REV-1 V2 "revision description"
               REV-1 V2 "documents"
 •
The following permits will require additional print out for the City Inspector to keep:
RBP, RBPF, RBPD, SBP, SBPF, SBPD - One (1) half size set to be given to the City Inspector at pre-construction meeting.
GP, RG - One (1) full size set to be given to the City Inspector at the pre-grade meeting.
PLI - Two (2) full size sets of Parking Lot Mod sheets ONLY, to be given to the City Inspector at the pre-construction meeting.
 •
 
•
•
**SAMPLE** 
 
SUMMARY SHEET  INDEX*
*This is an example ONLY, sheet ID and order do not have to match sample
V1 03 STRUCTURAL PLANS.pdf
 
SHEET ID         DESCRIPTION                           SHEET #         S1.0                  General structural notes         1/10         S1.1                  General structural                  2/10         S2.0                  Foundation                           3/10         S2.1                  Second floor framing                  4/10         S2.2                  Roof framing                           5/10         S3.0                  Foundation details                  6/10         S3.1                  Foundation details                  7/10         S4.0                  Framing details                           8/10         S5.0                  Roof details                           9/10         S6.0                  Miscellaneous details                  10/10
V1 02 ARCHITECTURAL PLANS.pdf
 
SHEET ID         DESCRIPTION                           SHEET #         A1.0                  Architectural site plan                  1/12         A1.1                  General notes                           2/12         A2.0                  Building slab edge                  3/12         A2.1                  First floor layout                  4/12         A2.2                  Second floor layout                  5/12         A2.3                  Roof layout                           6/12         A3.1                  Exterior elevations                  7/12         A3.2                  Exterior elevations                  8/12         A4.1                  Sections                           9/12         A4.2                  Sections                           10/12         A6.0                  Details                                    11/12         A6.1                  Details                                    12/12         
V1 01 SITE PLAN.pdf
 
SHEET ID         DESCRIPTION                           SHEET #         S-1                  Overall site plan                   1/2         S-2                  Site plan notes                           2/2
FORMATTING REQUIRMENTS FOR ELECTRONIC PLANS
Portable Document Format (PDF) is the industry standard for electronic plans. Building & Safety only accepts PDF files for plan review. PDF files must be properly formatted as described below. Please read the following instructions carefully. Improperly formatted plans can delay the plan review process for your project. 
PDF FILE REQUIRMENTS
Layers must be merged or flattened 
 
Raster 
 
300 pixels per inch (ppi) 
 
Monochrome (1 bit) 
 
Single PDF with multiple sheets 
Multiple Layers:
 
Format: 
 
Resolution:
 
Color Depth:
 
Grouping:
See "Formatting Q&A" for more information on PDF formatting and instructions on how to create, convert, and merge PDF to proper format. 
FORMATTING Q & A
Question:
 
Answer:
 
 
 
Question:
 
Answer:
 
 
 
 Question:
 
Answer: 
Why does Building & Safety only accept a specific type of PDF? 
  
Electronic permit plans are maintained in City's Electronic Document Management System for access by public which must be compatible with a wide range of computer software and size must be manageable for transfer and use through network and Internet. 
  
Why some raster image are loading slower in the PDF reader?  
  
Transparent raster images require considerable resources to display. Even though the source image is not transparent, your CAD software may be plotting it with transparency (white pixels plotted as see-thru). Be sure to set image transparency "off" before plotting.   
  
How do I convert a vector-based PDF to a raster-based PDF? 
  
The industry standard software for working with PDF is Adobe Acrobat; however, there are numerous PDF tools available in the market. 
Step 1:          Save the vector-based PDF files as raster images (TIFF or PNG).
Step 2:          Change the image file settings accordingly to monochrome and 300 pixels/inch. 
         We also recommend choosing LZW for compression 
Question:
 
Answer:
How do I combine multiple files into a single PDF?
 
On the Create menu, select "Combine Files into a Single PDF"  
C:\Users\jcrandall\Desktop\66-120-21 PICTURES\combine1.bmp
Check the the "Single PDF" option on the top and drag all the files in the order you want to the Combine Files input box. 
C:\Users\jcrandall\Desktop\66-120-21 PICTURES\combine2.bmp
Click Combine Files button at the bottom right to create the file.  User "Save As - PDF" to name the file to what you want it to be named. 
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