
 Site Utility e-PLAN Review Process (Revised 11-15-13)
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Department Review

Completes formal review (plan
 markups, comments, checklist items;
 (uploads Permits/Account Research
 Data sheet only on 1st formal
 review); updates eForm.

-----
 Process time: 2 weeks (includes 3
 days for Prescreen review)

PERMITS

Department Review

Completes formal
 review (plan
 markups,
 comments,
 checklist items);
 and updates
 eForm.

DESIGN
(DPM/PM)

Begin Review

INTAKE distributes for formal review by all
 applicable Department Review(s). Sends
 an OUTLOOK email directly to assigned
 reviewers (DESIGN and PERMITS)
 according to a predefined list to advise of
 the project number.  If the Design reviewer
 is in DU the Design review & hydraulic
 review will be done by that Project
 Manager. If the Design reviewer is in DDU,
 HYDRAULICS (DPU) will be sent an  
OUTLOOK e-mail.

INTAKE

Review QA

Reviews and coordinates
 ALL Department Review
 comments; and updates
 eForm.

REVIEW COORDINATOR 
(DPM/PM)

Review Complete

Completes task. If formal
 review comments exist,
 updates eForm (returns
 project to APPLICANT).
 If review approved,
 updates eForm (proceed
 to plan approval).

REVIEW COORDINATOR
(DPM/PM)

Batch Stamp

Completes Batch Stamp process
 and approves plan (WSSC
 approver name and date; no PE
 signature at this point); updates
 eForm. (ePlan Review makes
 available the Approved plan file
 in the Approved Folder).

REVIEW COORDINATOR
(DPM/PM)

PE Signed Mylar

DPM/PM verifies plan from
 Approved Folder; issues
 Site Utility Permit (if
 applicable); scans Mylar
 and SU Permit; uploads
 both to Signed Folder.
 Forwards Mylar/plan to
 TSG for scanning and
 processing in GIS.

REVIEW COORDINATOR
(DPM/PM)

Processes Mylar

Completes scanning GIS process; sends Mylars 
out for processing (aperture cards); Forwards 
returned Mylars to Permit Services Unit.

Technical Services Group

Mylar Ready

Notifies 
 APPLICANT
 via OUTLOOK
 email when
 Mylar is
 available for
 pickup at
 Permit Services
 counter
 (applicable
 security protocol
 applied).

INTAKE

Create Project

INTAKE receives
 submittal request
 for site utility
 (Standard or
 Minor) with fees;
 creates a new
 project in WSSC
 e-Plan Review
 system (ProjectDox).

-----
Process time: 

3 days 

INTAKE

Prescreen Review

 INTAKE performs Prescreen
review in accordance with
 the Rejection Checklist;
 creates Prescreen workflow
 (only on initial review); and
 updates eForm.
 Note: Additional Prescreen
 reviews may be required.

-----
 Process Time: 3 days

INTAKE

Resubmit Received

INTAKE performs cursory review
 (additional pipe footage and
 applicable fee; re-review fee);
 distributes for additional formal
 review(s) for all applicable
Department Review(s);
 sends OUTLOOK email directly to
 assigned previous reviewers
 (DESIGN and PERMITS).

----
 Process time: 3 business days 

INTAKE
(as REVIEW COORDINATOR)

PE Signed Mylar

INTAKE receives Mylar/
 plan package with
 Inspection Fee; verifies
 and processes fees;
 uploads fee receipt to
 Documents Folder; makes
 notation in e-Plan Review
 under Topics & Notes; and
 forwards Mylar/plan
 package to project DPM/
 PM.
 Process time: 2 days 

INTAKE 

NOTE:
 Additional 

revision 
submittals 

with 
applicable 
fees from 

engineer and 
reviews by 

WSSC follow 
this same 

flow pattern.

Issues Permit(s)

Permit Services issues service
 connection/abandonment
 permit(s); generates Building
 Certification Release (BCR);
 provides permit #s to engineer
 for engineer to record on site
 utility plan for next submittal.

PERMITS
(Permit Agent at counter)

NOTE:
 A PERMITS 
Department 
Review after

permit issuance 
is required to 
verify permit 
numbers are 

recorded 
correctly on plans 

before plan 
approval.

Engineer Submits

Engineer submits
 a Project Submittal
 Request for WSSC
 e-Plan Review for
 a NEW project
 with applicable
 fees to DSG –
 Permit Services
 Unit (INTAKE).

e-Plan Review
 notifies 

APPLICANT
via

Invitation
email

 of 
 Project Number

 plus
login instructions.

e-Plan Review
 notifies 
 INTAKE

via
New File

Notification
email that
Electronic

files
are uploaded.

e-Plan Review
 notifies 
 INTAKE

via
Prescreen

Review
email that
project is

returned to WSSC.

Corrections Complete

Engineer makes revisions
 to Site Utility plan in
 accordance with  Prescreen
 comments provided and
 uploads corrected plan files
 or omitted files in e-Plan
 Review. Engineer completes
 eForm which re-submits
 project for additional
 Prescreen review(s).

e-Plan Review
 notifies 

APPLICANT
via

PreScreen
Correction Request

Email that project
was rejected

(see Rejection
Checklist Items)

e-Plan Review
 notifies 
 INTAKE

via
Applicant
Resubmit
email that
Project is

returned to WSSC.

Applicant Submit

Engineer makes
 revisions to Site Utility
 plan in accordance
 with formal review
 comments provided;
 uploads corrected
 plan files; and
 completes eForm.

‘Ready to Apply for 
Permits’

(Topics & Notes email)

Engineer submits
 applications for service
 connection/abandonment
 permits with applicable
 fees to Permit Services
 counter. Note: all
 required documents
 must be received.

Approved Plan email

 Engineer down loads
 approved plan from Approved
 Folder, prints Mylar, PE signs,
 and submits with Site Utility
 Permit with Inspection Fee
 (permit & fee not due with
 Minor) to DSG – Permit
 Services Unit (INTAKE)
 (package is dropped off in
 consultant pickup area).

Mylar 
Pickup

 Engineer
 picks up
 Mylar.

e-Plan Review
 notifies 

APPLICANT
via

Review
Correction

email
 project returned
with comments.

e-Plan Review
 notifies 

APPLICANT
via

Approved
Plans
Ready
email

 (requests submission
of Mylar and Permit).

Department Review
Completes HIS review; (Includes
 comments from PG – SPU when
 applicable); updates eForm.

HYDRAULICS
(DSG – Development Planning Unit)

Invitation email

 Engineer receives Invitation email with file
 upload instructions from WSSC e-Plan
 Review (ProjectDox). Engineer logs into
 e-Plan Review system, uploads electronic
 files of proposed site utility plan, plus all
 supporting plan and document files into
 e-Plan Review in accordance with Site
 Utility Water & Sewer Design Checklist and
 Applicant Guide using file naming
 convention and WSSC base template.

Reject

Accept

Note: Once all 
PERMITS comments 

regarding
plan corrections are 

addressed; 
PERMITS

 notifies APPLICANT 
(engineer)

 via Topics & Notes 
email ‘Ready to 

Apply for Permits’

Accept
Reject
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