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Requirements for Electronic Submissions

In order Lo ensure the most expedient review of your application, please mest the requirements

below for all submissicons:

= All applications must be submitted electronically via e-mail to
permitting@portlandmaine.gov. Paper applications will nat be acce pted.

= Drawings sheets shall be submitted individually— each PDF file shall contain no more than
one drawing sheet. Only PDF files are acce ptable for plan review, and each file shall not
exceed SMB in size.®

* Drawing files shall be named based on the drawing sheet number and name. It is
recommended to include a Category/Discipline letter {such as A for Architectural), a sheet
number and a descriptive title (e.g., A1 Existing Exterior Elevation).

* Revised file submissions must use the exact same file name as eriginally submitted. The
Electronic Plan Review softwara will recognize this submission as Version 2.

* Supporting documents shall be submitted as an individual PDF file for each document
(these documents may be multi-page PDF fi les) and named based on the document type
{e.g., “Deed”, “Stormwater Report”, “Permit Application”, etc. ). Searchable PDF files are
requested for caleulstions, reports and other supporting documents.

= A graphic scale or a scale to reference shall be included on each drawing sheet.

* Plans prepared by a design professional shall include a Code Analysis sheet, referencing
the Maine Uniform Building and Energy Code and Portland City Code, Chapter 10 - Fire
Prevention and Protection, which includes National Fire Pratection Assaciation (NFPA) 1,
Fire Code and NFPA 101, Life Safety Code. Chapter 10 of the City Code can be viewed at:
hLLp:jfmm.pﬁrtlandrnaine.guu,-":ityn:n:udeﬁ:h apter010.pdf.

* Files shall be submitted via email to permitting@portland maine.gov. The email subject
line shall include the project address and type of permit. Muliiple emails may be sent for
one project if the files exceed the maximum file size.

* Submissions should include all required documents and drawings as listed on the
appropriate Submission Checklist sheet specific to the type of work being performed.

For further information and to access POF versions of this and ather lorms, visit the Pormitting and Inspections
Deparlment online at htlp:,.l'fp-nrtIandm::inr._gw.n"lmﬂ"ﬂmittiﬂg—ln:pm:tiuns.

*To download a free version of Adobe Acrobat Reuder, please visit: https:/fgel.adobe.com/freader/
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