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QUICK REFERENCE GUIDE  

Submit Revisions to Permits Rejected at Completeness Check or Plan Review 

 

Your permit is reviewed for completeness after submittal.  If there is information missing, you may be 

asked to submit additional information.  At plan review, revisions may also be required.  Depending on 

the type and scope of permit, one or more reviewers may be assigned to review your project at plan 

review.  If you receive a notification that revisions are required at either Completeness Check or Plan 

Review, follow these steps to resubmit your permit. 

1. Click the link in the email notification to view the Review Results Letter.  The letter will provide 

comments from the staff who reviewed your application. 

 

2. Log in to Permit Arlington and select Home > My Records from the menu in the upper left 

corner. 

3. Open the appropriate Planning, Building or Zoning list and find your project on the list.   

a. Select the Edit link in the Action column. 

 

4. The next step(s) vary depending on which part of the application needs revision.  To revise the 

application itself, continue with Step 5 below; to submit revised or additional plan sheets, skip 

to step 6.   

5. To revise the application itself:   

a. From the Review page, you may edit the application as requested, by selecting the Edit 

button next to the section you need to update.    

b. Update your response(s) on the form, as requested.   

https://aca-prod.accela.com/ARLINGTONCO/Default.aspx
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c. Once you have made your updates, select the Continue Application button at the 

bottom of the page.  

d. Be sure to repeat steps a – c for each section you have been requested to 

update to address all items listed by staff. 

 

6. For all revisions: Scroll to the bottom of the page and check the box to certify that all your 

updated responses are true and correct, and select the Submit Updated Information button.  

If this application was a plumbing, electrical or mechanical permit that did not require plan 

review, or, if no plan sheet revisions were required after rejection at Completeness Check, you 

are done.  You will next land on the document upload page.   
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NOTE – KNOWN ISSUE:  IF you get the following message indicating that your revision was 

successfully submitted, you still have an additional step to submit your permit – select the blue 

record number of your permit and select the Plan Review tab to return to the document upload 

page.  Then either continue with step 7 if you have revised application documents to submit, or 

select Submit for Review to complete your resubmission.  

 

7. To submit revised or additional application documents: 

Note: Do not delete any files:  Never delete plans or drawings that have been submitted, 

unless directed to do so by the County) 

a. When submitting a plan or drawing, you must include a Comment Response Letter (PDF 

or Microsoft Word format).  The letter should describe how outstanding County 

comments have been addressed and should identify any additional changes made to the 

plan or drawing file since the last review cycle. 

i. To upload the Comment Response Letter, select Browse to select the file 

containing your Comment Response Letter and select Open. 

b. To submit revised plan sheets, either: 

i. [Preferred option] To submit a revised sheet with the SAME file name as the 

original sheet Select Browse on the document upload page to select the revised 

file with the same name, and select Open; or 

ii. To submit a revised plan sheet with a DIFFERENT file name as the original, select 

the [paper with the up arrow icon]  in the center of the Action column 

next to the sheet to be replaced and select the replacement sheet with a 

different name and select Open. 

c. Select Upload to complete upload of all new and revised documents. 

In the example below, a Comment Response Letter and a revised version of the Fire 

Pump Information sheet have been uploaded. 
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d. When all documents have been uploaded, select Submit for Review to complete your 

submittal. 


