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HOW TO RESUBMIT CORRECTIONS AND SUBMIT REVISIONS

KEY TERMINOLOGY

RESUBMIT/RESUBMISSIONS - plans that have not yet been approved and permitted by Cosumnes Fire
Department and are required to be re-reviewed until approved and permitted.

REVISIONS — changes or revisions to plans that have been previously approved and permitted by
Cosumnes Fire Department.

PERMIT RECORD - the homepage of the permit number that contains all information including
application details, fees, documents, and Phase/Stage of the permit.

PHASE/STAGE - the phase or stage of the permit refers to where in the process the permit is. All
permits begin at the Application stage. When an application has been accepted by administrative staff,
the permit will move to the Review stage for plan review staff.

SUBMISSIONS TAB — the location of document file folders for first and subsequent reviews. A
Submissions tab is located in each unique permit record. Within the Submissions tab, a list of file folders
is displayed, with each folder containing a subcategory Details tab and Files tab. Documents for review
are uploaded here. (Go to: Permit Record > Submissions > select folder > Files > Add Files). The
subcategory File tab under the Submissions tab is different than the Files tab located on the permit
record’s home page.

FILE FOLDERS - located in the Submissions tab of a permit record. Documents for plan review are to be
uploaded here (Go to: Permit Record > Submissions > select folder > Files > Add Files).

FILES TAB (main) — the location of permits and letters from completed reviews (i.e. Correction Letters,
Permit Release Letters, Fire Permits, etc.). Please do not upload documents for review here.

FILES TAB (subcategory) - the location of documents to be reviewed. (Go to: Permit Record >
Submissions > select folder > Files > Add Files).
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HOW TO RESUBMIT CORRECTIONS

If Cosumnes Fire Department has reviewed your plans and corrections are required, please resubmit
your plans. To resubmit your plans, please follow these steps:

1. Loginto your Permit Portal account.

2. Select “My Permits” on the top of the page.

@COSLLMNES Home My Permits My Inspections Requests More I/O\ permit ) A e

Welcome to the Cosumnes Community Services District Portal.

This portal provides real-time access to Fire Department plan reviews and permits, as well as Landscape Architecture & Planning plan reviews. Loginto
follow the progress of your project, apply for a burn permit, pay fees, order inspections, and more. Please select the applicable button below to either
submit a Fire Department application or, separately, Landscape Architecture & Planning application. For questions concerning the submittal process, plan
reviews, permits, inspections, fees, and more, please visit our website at www.CosumnesCSD.gowv. For technical difficulties, please call the Fire
Department at $16-405-7100 or Landscape Architecture & Planning at 916-405-5600. We look forward to serving your project needs!
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3. From the My Permits page:
a. Select the “In Review” tab.

b. Locate the permit number that is to be resubmitted and click the permit number
hyperlink to open the permit record page.

@gﬁUMNB Home My Permits My Inspections Requests More (0\ Sezrch ) a ﬂ

My Permits
Below is 3 ist of your sctive parmits. To se= the details of a spacific permit, click on the permit number.

If youwould like to start 2 new permit application, 2o to the home page. To resume a paused application, 50 to "My Paused Apglications” in My Pamits Page

My All Permits Application In Review Completed nspection Paused Applications

Permits

In Review v % Printable View | Void Permit
1item » Sarted by Number » Filtered by My parmits - Phase » Updated 2 minutesage 0, Search thislist.. s | E2-| e slel Y

Nurber 1 ~ | Project ~ | Address v | ProjectType v | Type ~ | Work Type V| St

2024-0020541 Sprinkler Tl Test Project 10573 ESTOCKTONBLVD.ELKG.. Commercial-Te...  Fire Suppression Systems  Existing Fire Sprinker System Mino... Review

4. From the permit record page, select the “Create Re-Submission" button on the top right of the
page.

@CQSUMNES Home My Permits My Inspections Requests More (:(\ Search ) A 0

éb24.0020941 + Follow Creste Re-Submission Ravizicn Creste Inspection | w

Cc«;'nmen’_l'al -Tenant Improvement Fire Suppression Systems Rewad

C D Y o -
Details Files Fees Reguests  Submissions nspections  Properties  Revision Feed

» Applicant Details




5. A pop-up window will display. Please provide a brief description and click Next.

Create Re-Submission

Please enter in the description which decument you have to submit.

Providing corrections to b reviewed.

6. On the next pop-up window for Submission Templates, select “Other-Resubmission. Click Next.

Create Re-Submission

(B submission Templates

‘Submission Title

@  Other-Resubmission

€ Clear Selection
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7. On the Submission Requests pop-up window:
a. Locate the file name “Other-Resubmission”

b. Upload all files related to the resubmission (corrected plans, response letter, etc.) Itis
important that all resubmitted files are uploaded to this folder.

Create Re-Submission

Submission Requests

Upload your required documentation to the submission requestis] below for 2024-0020%41 Ensure
that each dooumnent is no larger than 1GE insize. You may upload multiple documents to each
submission reguest.

Other-Resubmission

2, Upload Files Or drop files
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c. Click Done.

Upload Files

m TEST FILE.doce

1 of 1 file uploaded

d. Click Close.

Create Re-Submission

Submissions added successfully.
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e. After successfully completing the resubmission, you will receive a notification on your
permit portal account for confirmation. You may verify that you have added all documents
or upload additional documents by going to the permit record page and selecting
Submissions tab > Other-Resubmission (folder name) > Files > Add Files.

Motifications Markall zsrezd X

Submission Added
A Mew Submission Record Added to your Permit

Details Files Fees Requests Submissions nspections

m
T

m

]
T
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8. Your resubmission will be processed within 2-3 business days.

9. |If applicable, provide payment for the first hour of the plan review service. Second
resubmissions (technically the third review) and subsequent reviews are charged at an hourly
rate. Resubmission fees are assessed during processing by administrative staff.

10. The turnaround for resubmissions is approximately 10 business days.
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SUBMIT FOR REVISIONS

If Cosumnes Fire Department has previously approved and permitted your plans and you have revised
plans that you need to have re-reviewed for approval, please submit the revised plans for review. To
resubmit your revised plans, please follow these steps:

1. Loginto your Permit Portal account

2. Select “My Permits” on the top of the page.

Home My Permits My Inspections Requests More (@ permit ) A O

Welcome to the Cosumnes Community Services District Portal.

This portal provides real-time access to Fire Department plan reviews and permits, as well as Landscape Architecture & Planning plan reviews. Login to
follow the progress of your project, apply for a burn permit, pay fees, order inspections, and more. Please select the applicable button below to either
submit a Fire Department application or, separately, a Landscape Architecture & Planning application. For questions concerning the submittal process,
plan reviews, permits, inspections, fees, and more, please visit our website at www.CosumnesCSD.gov. For technical difficulties, please call the Fire
Department at 916-405-7100 or Landscape Architecture & Planning at 916-405-5600. We look forward to serving your project needs!

Fire Department ETE L Enamt Make Payments

Planning
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3. Locate the permit record under My Permits:

a. PLEASE NOTE that depending on whether or not an inspection is required, you may find
the permit record in either tab for “My All Permits,” “Issued,” “Completed,”
“Inspection.” You may also use the search bar.

b. Locate the permit number that is to be submitted for revisions and click the permit
number hyperlink to open the permit record page.

@CQGUMNES Home My Permits My Inspections Reguests More (Q Search ) A o

My Permits
Below is a list of your active permits. To se= the details of a specific permit, click on the permit number.

Fyou would like to start s new permit application, go to the home page. Toresume a paused spplication. go to "My Paused Applications” in My Pemits Page

All Perm A evie = or Inspection
Permits . _ )
Inspection » 4 PrintableView | Void Permit
Liter « Sarted by Number » Filtered by My parmits - Phass + Upd @ = & | B ||C] €T
Mumber £ v | Project v | Address v | Project Type v | Type w | WorkType v | Stage v | DueDate v | TotalBalance w
FSP-2024-0020941  Sprinkler Tl Test Froject 10573 ESTOCKTONEAVD. .. Commercial - Tenant Improvem...  Fire SuppressionSystems  ExistingFire Spri.  Inspaction 50.00 v
H « st n .
4. From the permit record page, select the “Revision" button on the top right of the page.
@{:QSUMNES Home My Permits My Inspections Requests More (0\ 20240020941 ) F 3 Q
Permmit
ESP-2024-0020941 + Follow Create Re-Submission Revisicn Create Inspection -
Commercial - Tenant Improvement Fire Suppression Systems Inspectlcn Complete 7/17/2024
o corvn -
Details Files Fees Reguests  Submissions nspections  Properties  Revision Feed
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5. A pop-up window will display. Please select “Other” and click next.

Revision

E Submission Templates
Submissicn Title
Mew Construction plans
Hydraulic Calculations, 2s nesded
Manufzcturers Specification Shests
Fire flows testwater supply verification, as needed.

Other

6. On the Submission Requests pop-up window:
a. Locate the file name “Other.”

b. Upload all files related to the revision (revised plans, supplemental documents, etc.) It
is important that all files related to the revised plan are uploaded to this folder.

Revision

Submission Requests

Upload your required documentation to the submission request(s) below for REWV1-F5P-2024-
0020741, Ensure that each document is no larger than 1GB in size. You may uploed multiple
documents to each submission request.

10
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Other

Y, Upload Files Or drop files

c. Click Done.

Upload Files

H TESTFILE - REVISED docx

0 of 1 file uploaded

d. Click Next.

M Upload Files Ordropfiles




COSUMNEg

e. Click Close.

Revision

Your revision request is submitted

7. After successfully completing the resubmission, you may check the status on the revision from
the permit record page.

a. Select the Revision tab.

b. Locate the permit number beginning in “REV” and click the permit number hyperlink to
open the permit record page.

@COSUMNES Home My Permits My Inspections Requests More (L\ Search. ) A o
Permit
FSP-2024-0020941 + Follow Create Re-Submission Revisian Create Inspaction -
Commercizl - Tenant Improvement Fire Suppression Systems \rﬁbectl'on Complete 7/17/2024
Details Files Fees Requests  Submissions nspections  Properties | Rewvision Feed
Revision (1)
Number Phase QC Review Status ssue Date

REV1 Application Pending .

12
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c. If you would like to ensure that you have added all documents or need to upload
additional documents, you may do so by going to the permit record page and selecting
Submissions tab > Other-Revisions (folder name) > Files > Add Files.

J

Details Files Fees Requests | Submissions nspections Properties Revision Feed

[z}

8. Your request will be processed within 2-3 business days and then will move to the plan review
queue for review.

9. Please provide payment for the first hour of the plan review service. All revisions and
subsequent reviews for revisions are charged at an hourly rate. Fees are assessed during processing
by administrative staff.

10. The turnaround for revisions and subsequent reviews for revisions is approximately 10 business
days.
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