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For assistance, please call the Permits Office at (801)535-7968 or email slcpermits@sic.gov
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1. Pre-screen

Pre-screen process

The pre-screen process evaluates if the plans submitted for review contain the
minimum information necessary for Plan Review.

Once the permit application is received, our permit processors route the plans to
the pre-screening staff. In general, the pre-screening involves Zoning and Building
Code taking a preliminary look at the documents submitted, identifying missing
items, and indlicating to our processors which departments will need to perform the
Plan Review of the proposal.

Note that the pre-screen process is only a preliminary scan of the plans, and it is not
intended to provide a comprehensive list of missing items. Additional, more in-depth
information, may be required during the Plan Review process.

No action is needed from the applicant while the pre-screen review is ongoing and
uploads are disabled. After the pre-screening staff completes their task (typically in
1-2 business days), the review is routed back to the applicant.

In submitting the plans, it is very important to read the instructions included
in the emails and to address reviewer’s comments. Drawings must be
uploaded according to the Upload Requirements included in the ProjectDox
invitation email. If instructions are ignored, plans may be rejected at pre-
screening or time added to the overall pre-screen process.

o Login to the Portal to check status

Citizen Access Portal

= Cart (0
[ e = e = Coliections (0) IECart (@) T @]Logom

Home R:NICIGEN Business License  Civil Enforcement  Engineering Events Fire  Fix the Bricks Planning  Real Estate Services more v

Bschedute an Inspection

@ oy for a Permit

O\ Check/Research Permits

Showing 1-5 of 5 | Add to collection | Addto ca' .

) Dbate Record Number  Record Type Description Project Name Address Status Action Short Notes
02/01/2022  BLD2022- ResidentialBilideg TesT TesT
Permit

01/31/2022  BLD2022- Rendendal Bulkling TesT TesT Void

Commercial Building  rer TEST Void

01/31/2022  BLD2022-
Permit

06/02/2019  BLD2019- Residential Roofing Tez’;'::g": replacement of shinglesonhouse gy ¢ Void Expired

(N O gON O E0)

03/07/2017  BLD2017- Residential Fencing VOID PER APPLICANT REQUEST (TEST)..fence  fence Void
<

earch for Building Permits

Until further notice the Salt Lake City Building Permits Office is closed to the public. Please submit applications electronically. There will be no interruption to

Login to the Citizen Access Portal. Select the “Building” tab to see all permit records
associated with the account and click on the permit you are working on.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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Management

Home R:WICIIEN Business License  Civil Enforcement  Engineering Events Fire Fixthe Bricks Planning  Real Estate Services more v

Q Check/Research Permits °Apply for a Permit

m Schedule an Inspection

Record BLD2022- '
Residential Building Permit

Add to cart
Add to collection

Record Info Payments Plan Review

Plan Review

To do task: None

Plan Review Status:

Review Type: Building Permit
Total Number of Files: 2 View uploaded files

Time Elapsed: 0 days 5 hrs
Prescreen Review Comments (L View review

Time with Jurisdiction: 0 days O hrs
Time with Applicant: 0 days 5 hrs

Status: Prescreen

Prescreen: 0 days O hrs

Current Non-Completed Tasks: 1
Prescreen Review Task: O days 0 hrs

e Uploads are disabled

‘Tnsk; Files  Status  Info  Reports  Discuss  Reviews

Start New Workflow

BLD2022. +  TEST

Refresh  Save Settings [ overdue || priority | show[13 |records

ACTION TASK. PROJECT GROUP STATUS PRIORITY DUE DATE CREATED

PROJECT TYPE DESCRIPTION
— Iv v v Iv v T T v
0-00f 0 records [ «prev | [ [ mext» |
Workflows
Refresh

NAME COORDINATOR GROUP  STATE INTEGRATION MODE VERSION STARTED COMPLETED

) BLD2022 - Plan Review PF - OLD - 2/1/2022 10:29:54
AM

1-10f 1 records l : m " l

Project Coordinator  Active Production

Version #1 (Version 1) iﬁlzz 1029

Select the “Plan Review” tab. When pre-screening is ongoing the “Status” will be
“Prescreen” and the “To do task” will be “None”.

ProjectDox will show no tasks during the review. Uploads are disabled but other
information is viewable to the applicant under the project tabs.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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2. Corrections Required

Notification email

Prescreen Corrections for -
«
DoNotReplySLC@avolvecloud.com € Reply | € Reply Al | —> Forword
To ® Wed 2/2/2022 2:25 PM

(D Click here to dowioad picturs. To hlp protectyourprivacy, Outlaok prevented utomatic download ofsome ictures i his messoge

EE3

Prescreen Corrections

Attention «. ¢

The plan review submission for Project: BLD2022 has been reviewed by the Building Permits Pre-
Screening Staff and corrections have been requested before the project can be accepted for plan review.

Please respond to the Pre-Screening review by taking the following steps:

«  Review correction comments and requirements by accessing the ProjectDox site and reviewing the
checklist items.

»  Checklist items are available by accepting the Prescreen Corrections task, and then clicking the

Checklist Items Tab.

Improperly loaded Items may be deleted by clicking the x.

Responses should be included in the Checklist in the Applicant Column.

Once all revisions have been submitted, please complete the task to re-route the project back to the

Building Permits Pre-Screening Staff.

*  Once corrections have been uploaded for review, no additional submissions will be accepted unless

requested.

Please make corrections within 180 days of this notice to prevent this application from expiring.

Project: BLD2022-+ ¢

Description: |TEST

Task: Prescreen Corrections

Project Access | Login to

If you need further assistance, please contact our front line staff @ 801-535-7968 or
frontlinebldgpermit@slcgov.com
Please do not reply to this email.

Access through the Portal

Home N:IT| B Business License  Civil Enforcement Engineering Events Fire FixtheBricks Planning Real Estate Services more «

Bschedute an Inspection

Q Check/Research Permits D oy for a Permit

Record BLD2022- =+ : Add to cart
Residential Building Permit Add to collection

Record Info Payments Plan Review

To do task: Prescreen Corrections Task

Plan Review Status:

Review Type: Building Permit
Total Number of Files: 2 View uploaded files

Time Elapsed: 3 days 0.5 hrs
Prescreen Review Comments (Unresolved): 1

Time with Jurisdiction: 0 days 23.5 hrs
Time with Applicant: 2 days 1.5 hrs.

Status: Prescreen Corrections
Prescreen Corrections: 1 days 20.5 hrs

Current Non-Completed Tasks: 1
Waiting Prescreen Corrections Task: 1 days 20.5 hrs

Email is sent when pre-screen review is complete and corrections are required. Access
application through the Portal (step 2) or click “Login to ProjectDox” (go to step 3).

Under the "Plan Review” tab, click “Prescreen Corrections Task” to access ProjectDox
through the Citizen Access Portal. Move to step 4 ahead.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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Accept task in ProjectDox Review comments

ProjectDox PRESCREEN CORRECTIONS ProjectFlow @ avalve

BUILDING jpga "
‘ Home H Q ‘ Project:lEn!erpw/eclnume H Create Project | | All Tasks || All Reports ‘ ‘ 2 ‘ Logout ‘e Admin
Standard Task List | Tasks | Projects Permit Information | Applicant  Contacts  Fees  Resources
Refresh  Save Settings El Overdue || Priority | Show| 13 |records Application Number BLD2022.

Type g
ACTION TASK PROJECT GROUP ‘ STATUS PRIORITY DUE DATE CREATED PROJECT TY... DESCRIPTI... Descripti
cription TEST
- T¥  conta ] ¥ Contains T¥ conta [vc [rc Vv ~ [ ¥ Contains. [ ¥ contain Balance Due 0

Residential Building 1.

Accept Prescreen BLD2022- Applicant Pending Medium 2/3/22 224 PM 2/2/22 224 PM e

Corrections Task .
Task Instructions  Learn how

After you have successfully uplnaded all required plans and documents, please click the (Resubmit for Prescreen) button
1-10f 1 records [ Prev | Next
Resolve Review Comments @

Unresolved Comments: 1
Info Only Comments: 0
Files with Markups:

-

File Upload for: BLD2022 %]

Select the destination folder to upload your files:  Learn how
Select arrow next to folder to expand folder list.

Drawings (2 - 0 New)
Specifications

Calculations

‘ Resubmit for Prescreen ‘ ‘ Save For Later

Login to ProjectDox and click “Accept”. A new page should open. If not, click Click “Review Comments” to see what corrections are required.
“Prescreen Correction Task”.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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Respond to comments Q Upload new and revised files

Dept: ‘ Show All V‘ Status: ‘ Show All V‘ Response: ‘ Show All V| Search: ‘ Enter keyword Close Window After you have successfully uploaded all required plans and documents, please click the (Resubmit for Prescreen) button.

Type: | Show Al v‘ Cyele: | Show All v‘ Timm‘ Show All v

Refresh
Resolve Review Comments @

0 selected) Add Comment / Ask Questi
P2 (Oselected) mment / Ask Question Please enter your responses @ Unresolved Comments: 1

Info Only Comments: 0
Files with Markups: 0

Complete and upload a Residential pr g checkist. http: . Logln_02-18.pdf
Plan Review: Review Comments

Ref# 1 Project Coordinator ” 2/2/22 2:24 PM. Type your response here.

Checklist Item

File Upload for: BLD2022- [>]

Select the destination folder to upload your files: ~ Learn how
Select arrow next to folder to expand folder list

Drawings (2 - 0 New)
Specifications
Calculations
Soils SWPP and Drainage Reports
Energy Reports
Cily Required Forms

> [ Fire Submittals
Approved Drawings and Documents
Coordinator Removed Files - Misloads
Quick Review
Additional City Information

Inspection Closeout Documents

‘ Resubmit for Prescreen ‘ Save For Later ‘

Respond to comments by typing in the yellow box. To add a question click “Add Com- Click on the appropriate folder to upload new and revised files.
ment / Ask Question”. Close window.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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o Complete task e Confirm

Additional City Information

' Prescreen Corrections - Google Chrome - o X
Inspection Closeout Documents

& slc-ut-usav jectDoxWebL n=18449

slc-ut-us.avolvecloud.com says

Completing this task will finish your participation in this step and

cannot be undone. Are you sure you want to complete the task?
Prescreen Review @

Prescreen Review @

Add Comment ‘Add Comment
Show 5 records

Show|5 V| records
DISCUSSION COMMENT PARTICIPANT CREATED s T T e
El 0-00f 0 records E|

0-00f0records

Invite/Remove Project User @

Invite/Remove Project User @

Invite to Group: | Upload Only ~ Remove from Group: | Upload Only A Invite to Group: | Upload Only v Remove from Group: | Upload Only v

First Name: ‘ ‘ Name: v
- \ e
Email: | | _—
Invite User

Confirmation @ Confirmation @
“I have uploaded the corrected documents and/or drawings as indicated above. *Required “I have uploaded the corrected documents and/or drawings as indicated above. *Required

‘ Resubmit for Prescreen | Save For Later

i [P [ sove fortane|
Click “OK” to confirm you have completed your task.

After responding to comments and uploading all files, check the confirmation box and
click “Resubmit for Prescreen”.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov



https://www.slc.gov/buildingservices/building-permits/

PRE-
SCREENING

3. Plan Review Fee is Invoiced

o Notification email

Prescreen Approved for BLD2022-
R
@ DoNotReplysLC@avolvecloud.com S Reply | € ReplyAl | > Forward

(@ Follow up. Start by Monday, February 7, 2022. Due by Monday, February 7, 2022.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

EES

Prescreen Approved

Attention &

The above listed project has been accepted by our pre-screening team and is ready to be submitted for plan
review

Plan review will not initiate if there is an outstanding plan review fee.

If there is an outstanding balance, please arrange to pay the balance due in order to proceed with plan
review.

The balance due may be paid online through the citizens access portal @
logov. Default.aspx

If further assistance is needed, please contact our front line staff @ 801-535-7968 or
frontlinebldgpermit@slcgov.com

Project: [BLD2022- ©
Description: {TEST
Project Access | Login to ProjectDox

Please do not reply to this email.

To ® Mon 2/7/2022 8:55 AM

The plan review fee is invoiced when the pre-screen is approved. The applicant then
receives an email directing them to make the payment in the Citizen Access Portal.

TIP - Understanding the fees:

Building permit fees are based on the total valuation of the proposed project.
Plan review fees are 65% of the building permit fee.

Plan review fees are due before plan review can begin and are non-refundable
after review has started.

The payment of plan review fees cover the cost of staff time and does not mean
the plans submitted have been approved nor that a permit has been issued.
For expedite building permits, the plan review fees are double the standard fee.
The Salt Lake City Consolidated Fee Schedule determines the cost of both

building permit fees and plan review fees. This document is approved by City
Council on an yearly basis.

To estimate the total cost of a building permit, go to https:/salt-lake-city.
opencounter.com/.

For assistance, please call the Permits Office at (801)535-7968 or email slcpermits@sic.gov
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4. Login to Citizen Access Portal

o Click “Pay Fees Due” Agree to terms

Citizen Access Portal G ]

[1] [=] Ca 8 Home [ENEIGEN BusinessLicense  Civil Enforcement  Engineering  Events Fire  FixtheBricks Planning  Real Estate Services more ¥
Announcements 0 nt Logout

Q check/Research Permits @ oy for a Permit [ e en I erecton

Listed below are pr ry fees based upon th you've entered. Some fees are based on the quantity of work items installed
or repaired. Enter quantitics where applicable. The following screen will display your total fees.

Home N:I LN Business License  Civil Enforcement Engineering Events Fire Fixthe Bricks Planning Real Estate Services more v

This application for a permit is subject to a pi ing review by the applicabl Payment does not constitute an
approval or acceptance by the City of Salt Lake until a review is completed. You will receive final notice of review
Q Check/Research Permits oApply for a Permit Bschedute an Inspection andacceptance/denial when completed.

If documents or drawings are missing or the project coordinator/reviewer has requested additional information given the nature

of the project, the application will be deemed as i and will not be i for review until the lissions have
been made.
Showing 1-5 of 5 | Add to collection | Add to cart After 30 days from the request for additional information a second notice giving a two week grace periodwill be sent out
O oate Record Number Record Type Description Project Name. Address Status Action Short Notes alerting the applicant that the file is being closed out and that further action would require a new application and application
fee.
(J oz2/01/2022  BLD2022- el TeST TEST . Need Info Pay Fees Due
| have reviewed the i for the lication and agree to these terms.
01/31/2022  BLD2022- Resicentisl Bulding TesT TEST Void .
Permit 1 agree to these terms by proceeding to payment processing:
Application Fees
01/31/2022  BLD2022 ol g A e ST TEST Void RE!
Permit Fees aty. Amount
Plan Check Fee (Enter 1 to Activate) 1 s29.24

Tear off and replacement of shingles on

0o 0o o o

06/02/2019  BLD2019- Residential Roofing Re-roof Void Expired
house and garage.
TOTAL FEES: $29.24
Note: This does not include additional inspection fees which may b d later Enter y of 1and to obtain fee.
03/07/2017  BLD2017- Residential Fencing UOIDIBER A CRLICANTIREQUEST) fence Void
(TEST)...fence
« »
#earch for Building Permits
ntil further notice the Salt Lake City Building Permits Office is closed to the public. Please submit icati ically. There will be no interruption to

Login to the Citizen Access Portal. Select the “Building” tab to see all permit records Read the terms then click “Check Out”.
associated with the account. Click “Pay Fees Due” on the right of the building permit.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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TIP - ree payment without a Portal account:

The fee payment is not restricted to those with an user account and password. To
pay without accessing your account (or to have someone else pay for the permit
fees), follow these steps:

1. Go to www.slcpermits.com
2. Select the “Building” tab

3. Type the “Permit Number” (BLD#) under General Search (no other information is
needed) and click “Search”

4. Select “Payments”, then click “Pay or View Fees”
5. Outstading fees will show. Click “Pay fees” located on the right of the listed item.
6. Continue from step 2 of the previous page.

e Check out

B, nouncements Bioggedinas

Citizen Access Portal

= Collections (0) <ot

E Account Management ﬁ Logout

LEGCH  Building  Business License  Civil Enforcement  Engineering  Events  Fire  Fixthe Bricks Planning  Real Estate Services more v

Dashboard My Records My Account Advanced Search
Cart

1 Selectitem to pay 2 ;avg,'p“zf"llon 3 E:S:E;Recurd
Step 1:Select item to pay

Click on the arrow in front of a row to display additional information. Items can be saved for a future checkout by clicking on the Save for
later link.

PAY NOW

‘The fee applied may represent a base fee ONLY. Additional fees may be assess based upon the type of Permit, License, or other application being
processed. No Permit, License, or other appli be issued by the Salt Lake City staff.

1 Application(s) | $29.24
»  Residential Building Permit
BLD2022

Total due: $29.24

Total amount to be paid: $29.24
o 5 ;

jote: y
Checkout » Edit Cart » Continue Shopping »

O Provide payment information

+Bank Account

* indicates a required field. |
Payment Options

Salt Lake City imposes a surcharge on credit cards that is no greater than our cost of acceptance.

Amount to be charged: $29.24

(@ Pay with Credit Card
O Pay with Bank Account

Credit Card Information:

*Card Type: *Card Number: *Security Code: ()
select v
“Name on Card: * Exp. Date:
o | 200w

Credit Card Holder Information:
() Auto-fill with

Country:
United States v
* Street Address:
*City: *State: *Zip:

*Phone:

E-mail:

Submit Payment »

Confirm that the amount to be paid is correct and click “Checkout”.

Fill out all the required fields (*) with credit card or bank information to complete
payment. Click “Submit Payment’.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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e Check payment status

Citizen Access Portal

= Collections (o) B Cart

[ —Y Logged in as. Nt Mansgement & Logout

Citizen Access Portal

= Cart (1)
[ e ELoggedmas = Collections (0) B8t @ EAcwumManagemem éLugou(

| Q-]

Home N:INIGIGEN Business License  Civil Enforcement  Engineering Events Fire  Fixthe Bricks  Planning  Real Estate Services more v

Q Check/Research Permits @ 1opy for a Permit Bschedute an Inspection

Record BLD2022- + : Add to cart
Residential Building Permit Add to collection

Record Status: In For Review

Record Info Payments

Home N:IGIEGE Business License  Civil Enforcement  Engineering Events Fire  FixtheBricks Planning  Real Estate Services more v

Q Check/Research Permits @ 1oply for a Permit Bschedute an Inspection

Record BLD2022-(+ : Add to cart
Residential Building Permit Add to collection
Record Status: In For Review

Record Info Payments

Pay or View Fees

\Work Location

Salt Lake City

Record Details

Applicant: Licensed Professional:
i Rt o

Paid:

|Date. Invoice Number Amount
02/04/2022 5204.98
02/04/2022 $133.24
02/04/2022 $205
Total paid fees: $340.27

To check that payment was successfully submitted, enter the permit record. Click
“Payments” and select “Pay or View Fees”.

The page will show all paid and outstanding fees. Those outstanding will indicate “Pay
fees” on the right. Those already paid will say “View Details”.

For assistance, please call the Permits Office at (801)535-7968 or email sicpermits@sic.gov
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