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This handout provides instructions for uploading project plans and documents for Electronic Plan Check. 
Follow these steps carefully to avoid errors, delays, or rejections. 
 
 
Project Plans (Drawings) 

• Upload all drawings to the DRAWINGS folder. 
• Use multi-page PDF files (one per discipline, landscape orientation) 
• Maximum file size: 50MB per PDF. 
• PDFs must be flattened before uploading. 
• Leave blank space on the Title/Cover page to allow for City approval stamps. 

 
File Naming Standards 

• File name must include the discipline name: 
o Architectural 
o Structural 
o Mechanical 
o Electrical 
o Plumbing 
o Energy 
o Green Building Code 
o Civil 
o Landscaping 
o (Others) 

 
• If a file is larger than 50MB, split it into parts and label them “1 of 2”, “2 of 2,” etc. 
• All sheets must be the same paper size: 

o Standard minimum: 18” x 24” 
o Solar and Signs: 11” x 17” minimum 

 
 
Supporting Documents (Documents Folder) 

• Upload all non-drawing files to the DOCUMENTS folders in their original orientation and by type of 
document. 

• Minimum size 8.5” x 11” 
• Include completed permit applications and forms: 

o File names must clearly identify the application type (e.g., Building, Electrical, 
Mechanical, Plumbing). 

• Include supporting reports and calculations: 
o File names must clearly identify the document type (e.g., Soils Report, Title 24/Zero 

Net Energy Report, Structural Calculations, etc.). 
 
 
Resubmittal 
For resubmittal files, see Resubmittal Guide for further instructions. 
 
 
 
*Incorrect file names, formats, or sizes may cause system errors, delays, or rejection. See Examples on page 2*  
 
 

https://www.santa-ana.org/documents/projectdox-resubmittal-guidelines-electronic-review-e-plan/
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Example of Maximum file size error: Over 50MB  

 


