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DPD Project Portal: Submitting Permit 
Applications & Plans 

What Kind of Projects Can I Submit? 
You can submit construction, demolition, grading, land use, and mechanical projects electronically. If you 
have scheduled in-person intake for a project and would like to submit it electronically, please send an e-
mail to DPD_Portal@seattle.gov to ask about converting your intake appointment. Applications already in 
review cannot be converted to electronic review. 

To submit a revision to an issued permit, see Submitting Permit Revisions. 

Plats can be submitted and reviewed via the electronic system. However, you will be required to bring 
a hard copy of the final plat to DPD for recording with King County.  

Prerequisites for Application Submission 
Before your can submit your permit application, you need to complete a preliminary application. If you 
haven’t done this yet, please see Starting a New Project before continuing. 

Once your preliminary application has been processed by DPD, you can start your permit application. 
Before you can submit, however, the following must be complete: 

 The pre-application site visit (PASV), if required for your project. A PASV is required for all new 
construction projects and most land use projects; it’s required for other projects if they involve 
ground disturbance over a certain amount. If a PASV has been performed on the site within the 
last two years, it may be waived for your project. 

 A preliminary assessment of project requirements by DPD and Seattle City Light, Department of 
Transportation, and Public Utilities. This assessment is required for all new construction projects 
and most land use projects. When it’s complete (usually no more than 10 business days after 
your preliminary application is processed), you’ll receive a report detailing requirements. 

 Environmentally critical area (ECA) or shoreline exemptions, if you’ve applied for them. 

If Seattle Department of Transportation requires a street improvement plan (SIP) for your project, it must 
be approved by your scheduled intake date. Approval is not required to submit your application. The 
preliminary assessment report contains details about SIP requirements. 
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Step 1: Project Information 
To start your permit application: 

1. Click a project number with Pre-Application Processed status from the Applications in Progress 
section of the Portal. 

  

If you don’t see your project in the Applications in Progress section, you are not the primary applicant. 
Call the Applicant Services Center (ASC) at 206-684-8850 for information about changing the primary 
applicant. 

2. Review the project information to make sure you’re working with the right project. 

 

3. Click Next to continue. 

Each time you click Next, the information you’ve entered on the current step will be saved. You can exit 
the application at any point and complete other steps later. 
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Step 2: Applicant Information 
Because you initiated the project, you are the primary applicant. If you need to change the owner or 
financially responsible party: 

 Click Change next to Owner or Financially responsible party. 

 
 To use someone from My Contacts, select the check box next to his or her name and click Save.. 

 

The Portal allows you to add contacts to your account so that you can easily select business 
associates as co-applicants. See Changing DPD Project Portal Account Settings for details about 
adding people to My Contacts. 
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 To select someone other than an associated contact, click search for other contacts or 
contractors. 

 

 Type a first and last name or business name and click Find. 

 

 If you found the right contact, select the check box next to his or her name and click Save. 
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 If you didn’t find the right contact, click create a new one. 

 

 Type the contact details, making sure to complete all fields marked with an asterisk (*). Click Save. 

 

 To complete the Applicant Information step, select the check box acknowledging that owner and 
financially responsible party information is correct and click Next. 
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Step 3: Intake 
If you’re submitting your permit application electronically, you don’t need to come to DPD for an in-person 
intake appointment. However, you do need to choose a day for your intake so we have staff scheduled to 
screen and process your application. If you submit all your application materials before your scheduled 
intake day, your application may be screened and processed earlier. 

If you do not have a consistently prepared applicant rating of 80 percent or higher, you will not see the 
intake step, because you need to submit your application and plans for screening before scheduling. 
Continue with the application; you will be able to submit your application for screening at the end of the 
process. 

If you have a project that you believe qualifies for a subject to field inspection (STFI) permit, skip this step 
and click the Plans step. 

 

You will be able to submit your application for STFI screening at the end of the process. STFI permits are 
issued for simple construction projects, such as roof repair, that don’t require extensive plan review. See 
CAM 316 to determine if your project qualifies as an STFI. For mechanical projects, please see the 
Mechanical STFI checklist on our Building Permit Forms page 

To schedule intake: 

1. If you are submitting a project that involves more than two buildings, select the check box. The list of 
available times refreshes to show appointments designated for these types of projects. 
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2. Select your intake day and click Schedule Intake. 

 
A confirmation of your intake appointment appears. 

 
You cannot change your intake day online after it’s scheduled. If you need to cancel or reschedule, call 
the ASC at 206-684-8850. 

3. Click Next to continue  

Step 4: Plans 
Plan Set Requirements 

We require that you follow these guidelines on electronically submitted plans: 

 Unless your plan set is very large (over 200 pages or 200 MB), submit the entire plan set as one 
document. Large plan sets may be submitted in plan sections (e.g., architectural, site, structural). 

 Ensure pages display at the correct orientation and do not require rotation. 

 Include an index of plan sheets and use bookmarks to distinguish different sections of the plan 
set (e.g., site, architectural, structural). 

 Leave a space, preferably in the lower right corner, for DPD's approval stamps, in the same exact 
place on each sheet of the plans.  The minimum size for this space is 4½”  wide X 1” tall, OR, 2 
½” wide X 2” tall. 

 Upload the cover sheet as a separate document from your plan set. 

 Construction documents and plans must meet the requirements of section 106.5.2 of the 2009 
Seattle Building Code Section, including the requirements for seal and the signature of the a 
registered design professional before the permit is issued. DPD does not require “wet” stamps on 
building permit submittals.  
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To upload your plan set: 

1. Click Upload Files next to the Plan Set field. 

 

2. Select a file from your hard drive or network drive and click Open.  

 

If your plan set is over 200 MB or 200 pages, you’ll be able to upload additional plan sections in the 
next step (Application Documents). 

The plan set appears as an uploaded document. You can delete documents after they’re uploaded, but 
not after you submit them to DPD. 

 

3. Click Next to continue. 
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Step 5: Application Documents 
1. Click Upload file for each document type you need to upload. 

 

2. Select the documents from your hard drive or network drive and click Open.  

Documents other than plan sets can be submitted in PDF or Microsoft Office format. 

3. To upload a document type not listed on this page, select the document type in the Type list at the 
bottom of the screen and click Upload file. 

 

All uploaded documents appear in the Documents to be submitted list..You can delete documents 
after they’re uploaded, not but after you submit them to DPD. 
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4. If you’re ready to submit, select the check box acknowledging that submission doesn’t constitute 
acceptance by DPD. 

 

5. Click Submit for Intake, if you’ve scheduled an intake appointment. Click Submit for Screening if 
you believe your project qualifies as an STFI or you do not have a CPA rating of 80 percent or higher. 

Your application, including plans, must be submitted by 7:00 a.m. on the day of your scheduled 
appointment. 
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Next Steps 
After your submit your application: 

 You’ll receive an e-mail confirmation (if you signed up for e-mail alerts) and the project will appear 
with Application Submitted for Intake or Application Submitted for Screening status in the Pre-
Applications in Progress section of the Portal. 

 

 Once DPD processes your application, you’ll receive an e-mail ( if you signed up for e-mail alerts) 
letting you know the results. 

If Intake Is Approved 

Projects for which intake is approved appear in the All Projects section of the Portal, with Intake 
Approved Status.  
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To move your project into the review stage, you need to pay intake fees. Fees will appear in the Payable 
Fees section of the Project Portal. You can click the project number to pay online, or visit the ASC to pay 
by check. 

 

If fees are not paid within 2 business days, you will be required to reschedule intake and resubmit. 

If Intake Is Not Approved 

If intake is not approved, the screener will enter notes and/or upload screening corrections to let you 
know what changes are necessary.  

To view notes: 

1. Click the project number from the Applications in Progress section of the Portal. 

 

2. Click Add/View Project Notes. 
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Notes entered by DPD staff display. 

 

To view screening corrections: 

1. Click the project number from the Corrections and Documents section of the Portal. 
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2. Click the document titled Screening Corrections to open it. 

 

Resubmitting Your Application 
If your intake was not approved, make the necessary corrections and repeat the submittal process. You 
will be required to schedule another day for your intake. 


