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	Digital Plan Submittal Policy
For Commercial Building Permits

	Community Development Department  1525 Broadway, P.O. Box 128  Longview, WA   98632   360.442.5086/Fax 360.442.5953



Policy: Commercial construction projects requiring a permit and plan review must submit 2 sets of paper plans for review. Prior to issuance, a digital copy of the approved design will need to be submitted to the City for archiving, in PDF or TIFF format. Commercial Permits will not be issued until a digital copy is provided. 
Submittal Steps
1. Submit two sets of full-size paper plans for review.
2. Wait for results of plan review.
3. Make corrections to plans (if required) and submit revised plans on paper sheets, or a complete revised set for review.
4. Submit a digital version of approved plans to the City for archiving. 
Digital Plan Submittal Instructions:
1. Receive notification from City of Longview to submit digital plans for archiving:
· Acceptable formats are Portable Document Format [PDF] or Tagged Image File Format [TIFF]. 
· Please include the site address and building name/description in the file name [example: 1700 Ocean Beach Highway- Blue Boat Credit Union]
2. Log onto City of Longview FTP site by opening a file window [right click on the Start Button and Open Windows Explorer] or use your your favorite FTP client 
[image: ]Right Click

A typical file window opens: 
Enter the ftp site address: ftp://ftp.mylongview.com/  and hit enter[image: ]

Right Click, or look under File for ‘Login As…’

[image: ]or
[image: ]
The login window opens to allow access to the Plans folder where your files can be uploaded.
[image: ]
Login: plans
Password: Longview
(password is case sensitive)
3. Upload the final approved set of plans to the site [drag and drop using Internet Explorer]. 
[image: ]

If you have trouble please call or email: 360-442-5086 or mikemu@mylongview.com  



FAQs
· What are commercial plans?
· ‘Commercial’ includes multi-family, institutional and industrial projects.
· Do specification books and engineering books need to be provided digitally? 
· No.
· Do digitally submitted plan drawings need to have digital signatures/stamps or certifications? 
· Yes.
· Are copyrighted digitally submitted plans ‘safe’?
· All plans are public records and may be given out if requested, but may not be used for commercial purposes.
· Can plans be submitted on a CD?
· Yes, although it may be easier to submit online given that the plans must be submitted after the designs have been reviewed approved. 
· Can plans be submitted on a flash drive?
· No.
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Make CEDC info on
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Adam Trimble
Planner
City of Longyiew Community Development
P.0. Box 128

Longview, WA 08632-7080

P (360) 442-5002

F (360) 442-5953

adem.trimble@ci.longview.wa.us

To save costs and energy, most Gity of Longview offices are cumrently on a 4/10 work week (effective February 1, 2010). Extended hours of operation for the
public are Monday through Thursday, 7 a.m. to 6 p.m.. Gty offices, with the exception of the Longview Public Library, Police Department, and Fire Department,
are closed on Fridays. Please visit us online to leam more about the closure dates s well as the ity services available online 24/7 at

www mylongview com (ust click on the blue ASK Longview button)
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