
 

Building Department Electronic Submittal Instructions 

Residential and Commercial  
New and/or Alteration/Addition 

Effective September 1, 2013 
 

As always paper submittals will be accepted. Alternatively those who wish to submit 
electronic plans and documents on CD’S please see the following requirements. 
 
Note: Your submittal documents must either be completely in electronic form or completely 
in paper form. Example: do not combine paper truss packages or other documents with 
electronic building plans on compact disks.  
 
Permit Application: The application documents portion is completed in paper form as usual.  
 
Accompanying Submittal:  
Provide (1) Compact Disc originally formatted as/like a USB and of sufficient capacity in 
order to have the Approved File saved back to the same disk and issued to you. On that same disc 
you will find the approved File will be prefixed by “AFP” standing for Approved for Print  
followed by the assigned permit number. 

In permanent ink label each disk: 

1. Contractor or Company  
2. Subdivision 
3. Lot Number 
****Your writing must be legible 

Disk contents: 

To enable our approval processes submit one (1) multiple page PDF file. Please do not 
submit disks having separate PDF files or separate File Folder Groups. 
 
Some processes may be required prior to combining electronically signed and or sealed 
documents. Please seek guidance at 1-941-932-9405 regarding how to assemble files with 
Electronic or Digital Seals and Signatures. Adobe Pro 9 software or newer may be required. 

Required Documents and Assembly Order of Contents/Pages within the File: 

Pg. 1 Sealed and Signed Boundary Survey/Plot Plan 
Pg. 2 Sealed and Signed Soil Bearing Test Results Residential or Soil Geotechnical Report         
Commercial as required 
Pg. 3 Signed Energy Efficiency Calculations 
Pg. 4 Florida Product Approval Numbers and/or Miami Dade “Notice of Acceptance” Matrix 
List 
Pg. 6 Additional documents as required (typically commercial ex. Threshold Inspection etc.) 
Pg. 7 Engineer of Record Truss Acceptance Letter 
Pg. 8 Truss Layout from Truss Manufacturer 
Pg. 9 -∞ Individual Truss Profile Package with each profile Signed and Sealed or having a Truss 
index Signed and Sealed 
Pg. 10 -∞ Signed and Sealed Building Plans each page as required and as appropriate for all 
construction and trades. 
 



 
Plan Scale & Paper Size – The design professionals will be required to set the scale of their 
drawings to no less than 1/8" = 1'- 0" and print to 11" x 17" paper at a minimum. In cases where 
1/8” scale is not feasible on 11x17, 24” x 36” size will be acceptable. 
 
Font Type and Size - All text shall be no smaller than 8pt with 10pt preferred. 
 
Page/File Orientation - All sheets shall be properly oriented so that the top left of the page 
always is at the top left of the monitor when viewed. All submittal documents included above 
and such documents as architectural, structural, mechanical, electrical, and plumbing plans shall 
be in one file so that the plans examiner may scroll through the file and have the ability to review 
all pages without opening another file and to add efficiency to affixing approval watermarks. 

 


