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LIST OF THE MOST COMMON REASONS FOR

APPLICATION AND PLAN SCREENING REJECTIONS

Applicants should review the lists below to ensure the most common reasons for application and plan
screening rejections do not occur. Being well-prepared could save time when processing your project.

List of Top 10 Most Common Reasons for Application Screening Rejections
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The owner information provided on the application did not match SDAT information.
The tax account number was missing or incorrect.

The occupant information was missing on the application.

The address did not match the site address.

The Scope of Work description was missing information or not detailed.
e Example for Business: You must indicate the nature or function of business.
e Example for Special Events Permit (UTZ): You must provide dimensions, materials, location, and details of event.

The contractor information was missing, or the license number had an incorrect expiration date.

The raze application was missing utility company cut-off letters or letters were not submitted on company letterhead.
The application was applied for using the Virtual Permit Center (VPC) walk-through option but did not meet eligibility.
The owner name was changing, but the applicant did not upload the deed or the land intake sheet.

A copy of an approved Use and Occupancy (U&QO) Permit was not provided when applying for sign permits.

List of Top 18 Most Common Reasons for Plan Screening Rejections
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The applicant did not upload any plans/documents.
The applicant did not upload a full plan set.

The plans were missing required information (signature/seal/professional certification statement, dimensions
and details, etc.).

The building plans were not uploaded as individual sheets as required.

The plans were blurryor illegible.

The applicant selected the incorrect application type.

The site plan was missing and/or the scope of work was not highlighted.

The plans were missing minimum requirements.

Plan sheets were uploaded in .jpeg, .1iff, .ong or other document formats instead of .pdf files.

The Special Event Permit (UTZ) checklist was missing from the submitted documents.

The Scope of Work does not match the cover sheet or the Scope of Work provided in the application.
The Site Plan is not stamped and sealed by a P.E. and/or was missing data.

The plans were not submitted in landscape orientation as required.

The site address was missing on the fitle block for commercial building plans.

The wrong case type was used, i.e., Commercial Interior (CE) when it should be Commercial Exterior with Grading (CGU).
The application was applied for using the VPC walk-through option but did not meet eligibility.

The plans were submitted with the wrong address. DPIE prefers no address on the plans.

The index was missing or inaccurate on the cover sheet.
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