
 
 

ePlans Electronic Submittal & Review 
 
All DRB, PEC, building, public works and fire department permit submittals are eligible for Electronic Plan 
Submission & Review.  
 
The following description serves as the guideline for the submittal and processing of projects plan review in an 
electronic format. All project applications are electronic and must be applied for on-line. Electronic plan review 
is required for all plans created by a design professional (Architect, Engineer, Etc.). This allows for enhanced 
time review periods, reduced costs for the applicant as well as creating a high level of communication with the 
town during the plan review process, thereby reducing excessive resubmittals.  
 
Information required for the submittal is available by going to the Town of Vail web page Building & Public 
Works Permits, Design Review Board (DRB) or Planning & Environmental Commission (PEC) Applications. 
You will find the submittal information that is required for your project on our ePlans Electronic Review page. 
Please contact the Community Development Department at 970-479-2139 for additional information.  
 
Applying for your Project 
 
• Login & submit your project application through our 24/7 Citizen Portal 

o Apply for a Permit – Building & Fire Permit Applications 
o Apply for a Public Works Permit – Public Right of Way, Floodplain Use, Dewatering 
o Apply for a Planning Application – All DRB, PEC, Administrative & Town Council 

*If submitting you plans electronically, our Development Services team will verify and accept your 
application, then you will receive an invitation to upload your plans & documents to our ProjectDox 
plan review software. 

• Contact the Development Services team for any required payment 
 
Upload your Plans 
 
• Login to ProjectDox 
• Upload your plans into the drawings folder for your project (see plan requirements below) 
• Upload any support documentation into the documentation folder for your project 
• Notify the Town that you have completed uploading your supporting information (Workflow Portal) 
 
 
Electronic Plan Requirements 
• All plans must be submitted in PDF (Portable Document Format). 
• Supporting documents may be submitted in their native format (Word, Excel, etc.). No .TIF format files will 

be accepted. 
• All digital documents submitted in PDF must be compatible with Adobe Acrobat Version 7.0 or greater. 
• All plan pages must be submitted as individual sheets. No sets of plans will be accepted. 
• All plan pages must be a minimum of 11” x 17” and must be a scaled drawing. Other associated 

documentation should be submitted on a minimum size of 8-1/2”x11”. 
• All text shall be no smaller than 10 point. 
• All digital documents submitted shall be a minimum of 300 dpi 
• All initial plans materials shall be titled by using Eagle County Assessor ownership data.  
• All application contents shall be labeled as indicated below: 

1. A complete index of plans must be provided with every submission 
  

https://www.vailgov.com/licenses-permit-downloads#102077-strongbuilding--public-works-construction-permitsstrong
https://www.vailgov.com/licenses-permit-downloads#102077-strongbuilding--public-works-construction-permitsstrong
https://www.vailgov.com/licenses-permit-downloads#102074-strongdesign-review-boardstrong
https://www.vailgov.com/licenses-permit-downloads#102075-strongplanning--environmental-commissionstrong
https://www.vailgov.com/government/boards-commissions/design-review-board-drb/eplans-electronic-submission
http://vail.onlinegovt.com/
https://vaileplans.magnetserver.com/Projectdox/index.aspx
http://property.eaglecounty.us/assessor/web/


2. Each sheet shall follow the AIA ConDoc® System for naming by utilizing the following format: 
G-General project requirements  

Sitework 
TS-Topographic survey   C-Civil 
SB-Soil borings data    L-Landscaping  
SD-Site demolition 

 Major Disciplines 
A-Architectural    P-Plumbing 
S-Structural     FP-Fire protection 
M-Mechanical     E-Electrical 

 Special Elements 
  ID-Interior design    FF-Furniture/furnishings 
  FS-Food service    AA-Asbestos abatement 
  SG-Signage/graphics 

3. Labeling and numbering for each page shall utilize the following format: 
ANNN (i.e. A000, A001, P001, A1.1, etc.) 

4. PDF Page names cannot be longer than 10 characters and/or numbers, including spaces, in length. For 
example: A1.1 First = 10 characters. Page names longer than 10 characters and/or numbers will be 
rejected for processing as they may exceed the maximum number of characters allowed for our system 
to version pages. Additionally, page names must remain constant throughout the project. Any changes 
to page names will delay plan review. 

5. All plans and specifications drawn by an architect or engineer shall bear the seal and signature per 
State of Colorado registrant rules  

• A 2” x 2” box in the uppermost right hand corner of all plan sheets shall be made available for Town of Vail 
review stamps. 

• All plan sheets shall contain the appropriate scale information 
• All sheets shall be oriented so that the top of the page is always at the top of the computer monitor. 
• Plans not meeting these minimum requirements shall be returned to the applicant as incomplete. 
  



 
  



Workflow Portals 
 
• Submit your plans for pre-screen review – Applicant Upload 

 

 
 

 
 
 

• Check “I have uploaded all required drawings and/or documents 
• Select Upload Complete – Notify Jurisdiction 

 

  



Plan Review Process 
 
• Review times may vary, but will align with adopted customer services standards for the department. 
• All plans requiring corrections shall be submitted through ProjectDox.  
• The imaged files will be reviewed and corrections placed on document 
• Plans requiring corrections shall be notated in the plan review and permit tracking software. Applicants will 

receive an email invitation to view notated plans through the plan review software. 
 

 
 
Corrections Required / Applicant Resubmit 
• View list of corrections as requested by members of the review team 
• Open appropriate project 
• Select Workflow Portal (previously shown) 

 

 
 
• Select Applicant Resubmit Task 
• Task will open in a new window as demonstrated below 

 



 
• Select “View Changemark Items” 

 

 
 
• Select “File Name” or “Markup” name to bring you to the unresolved corrections. 
• Upload all required corrections to the Drawings folder (File names must be identical to the original 

submission. Any change in naming conventions will result in rejection of your corrections.) 
• Re-Open Workflow Portals, scroll down 



 
• Select all three check boxes and click “Resubmit Complete” 
 
ePlans Revisions  
• All revisions shall be submitted with a completed Town of Vail Transmittal form found on our website. 
• Revisions to previously submitted documents shall be labeled the same as the original naming formats. 
 
ePlans Issuance 
• Upon receipt of full payment, approved electronic plans, receipt and permit shall be made available on the 

Departments plan site.  
• You may also come into the office and have the approved plans and documents downloaded to your flash 

drive or CD. 
• After permit issuance you will need to provide one (1) hardcopy of the approved plans at the project site for 

building inspector usage. 
 
ePlans Scanned Documents 
• PDF documents produced by scanning paper documents are inherently inferior to those produced from an 

electronic source. Documents which are only available in a paper format should be scanned at a resolution 
which ensures the pages are legible on both a computer screen and when printed. We recommend 
scanning at a minimum of 600 dpi to balance legibility and file size. Additionally, scanned plans must 
contain a scale for measurement verification. Plans submitted in an unacceptable or unreadable format will 
be rejected from the ePlans process. 

 
Questions and/or comments on Electronic Plan Submittal and Electronic Plan Review can be directed 
to cdev_submittal@vailgov.com or call 970-479-2139. 
 
 
 

https://www.vailgov.com/Portals/0/docs/community%20development/Building/Transmittal%20042117.pdf
mailto:cdev_submittal@vailgov.com

