
      Department of Planning and Zoning 
       Town of Vienna, Virginia  
        127 Center Street S 
        Vienna, Virginia  22180 
        Phone: 703-255-6341 | Email: DPZ@viennava.gov  
        Hours: Monday – Friday, 8:00 am - 4:30 pm 
 

How to Guide: Applying for a Large-Scale Residential Building Permits through idtPlans 

 

Follow the steps on the following pages to apply for a large-scale residential building permit review in the Town of Vienna. Applicants must apply for building permit review with 

Fairfax County separately prior to submitting for the Town’s review through idtPlans.  

Please contact staff at buildingpermitreview@viennava.gov if you have any questions. 

mailto:buildingpermitreview@viennava.gov
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1. Plan Review Phase 

1. Visit https://vienna.idtplans.com/secure. 

 

2. Create an account. 

 

 

3. Submit for review and choose “Large-Scale Residential Building Permit (i.e., NSFD, Additions, 

Pools, etc.)” under the Residential Project category, then enter the address of the project. 

 

https://vienna.idtplans.com/secure
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4. Review checklist for required documents, including the civil plans, architectural plans, and the 

authorization form. These documents will be submitted through idtPlans after the application is 

filled out.  
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5. Add the project address. Start entering the address and the system can auto-complete the 

address. If a verified address cannot be found, enter the unverified address and continue. 

 

6. Enter a project description. This does not have to be a long description as more information will 

be asked in the next step.  
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7. Enter contact information. Include contact information for both the applicant and the owner of 

the property. The other contact information for architect, engineer, contractor, etc. is not 

required.  
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8. Enter project data information. This is specific to large-scale residential building permit projects. 

Please fill out as accurately as possible. 
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9. Review the information entered for the application and check the box and hit confirm if ready to 

continue.  
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10. Hit “Upload files” and upload the required documents listed under the checklist. Sheets must be 

uploaded individually and following the naming conventions provided at the upload screen. Click 

to “Start Upload” and save and continue.  
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11. No fees are required at this time so click “Save and Continue” at the Plan Review Fees screen. 

Fees will be emailed to you once the application has been accepted. 

 

 

 

12. Click “Confirm and Submit for Review.” 

 

 

 

 

 

 



10 
 

13. After you have submitted your application, intake reviewers will review the submission to 

ensure all required documents are included. After the submission is accepted, you will receive 

an email with the review fees for the application, as well as fees for the as-built review and the 

Certificate of Occupancy application. Reviewers from the Planning and Zoning, Public Works, 

and Parks and Recreation departments will then begin reviewing the application.  

 

14. If there are any comments, you will receive notification via email from idtPlans and will be 

prompted to address the comments and resubmit.  
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15. When you resubmit, you must resubmit all sheets that were submitted in the first submission, 

regardless of whether or not all sheets have been revised. You must also reply to all open issues 

when you resubmit. Responses must be specific and detailed. General responses such as 

“Acknowledged” or “Comment Addressed” are not acceptable.  

 

16. If there are no comments, the Town’s portion of review for the permit will be approved and 

Town staff will issue an approval letter and approved plans will be stamped. Approval 

documents will be saved to an “Approved Documents” folder under “Documents” and the 

applicant will need to provide said documents to Fairfax County through their ProjectDox 

system. You will receive an email with the next steps for the Pre-Construction Phase, which will 

detail the documents you will need to upload. Please note that if you have not paid for your 

review fees at this point, your approval letter will not be issued and the application will not 

move forward.  
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13 
 

2. Pre-Construction Phase  

1. After your plans have been approved, you will move on to the Pre-Construction Phase. At this 

point you will be required to submit information required for issuance of the Right-of-Way 

Permit and you will need to submit several documents for review, such as the Water and Sewer 

Agreement and Stormwater Management Agreement. The email you received notifying you of 

next steps will include all documents you need to upload.   
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2. After you submit the documentation required for the Pre-Construction Phase, staff will review 

all uploaded documents and make comments as necessary. The stormwater management 

agreement, after reviewed and approved by staff, will need to be recorded with Fairfax County 

Land Records. During this phase, staff will also send information all required bond and water 

and sewer fees through the review cycle.  

3. Before moving onto construction, staff will confirm that all documents are uploaded, and 

recorded if necessary. Additionally, all Public Works bonds and fees will need to be paid. Staff 

will also confirm that Fairfax County has issued the building permit for new construction.  

4. Once the applicant has completed all necessary steps during Pre-Construction, the Right of Way 

permit will be issued and the application will move to the Construction Phase. 
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3. Construction Phase 

1. During the Construction Phase, applicants will be able to begin construction.  

2. After the foundation of the house is set, applicants will need to submit a wall check survey. This 

will be done through idtPlans through the inspections module. Under the inspections tab, 

applicants will need to request an inspection for the Residential Wall Check Survey.  

 

3. After requesting the inspection, applicants will be able to upload the wall check survey.  
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4. Once submitted, staff will review the wall check survey and either pass, conditionally pass, or fail 

the wall check survey review.  

5. During the Construction Phase, staff will also conduct erosion and sediment control inspections.  

6. Once the applicants have finished construction applicants will need to apply for Occupancy 

Review.  
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4. Occupancy Review Phase 

1. Applicants will need to submit a new application for Large-Scale Residential Occupancy Review 

in order to receive the Certificate of Occupancy.  
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2. The checklist will include all required documents for occupancy review. Please note the FEMA 

Elevation Certification will only be required for projects sites located within the floodplain.  

 

3. You will be required to re-enter the address of the project and will need to enter the occupants 

to be listed on the Certificate of Occupancy. 
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4. After the application information is filled out, you will need to upload all files required from the 

checklist.  
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5. After the application is accepted, final Town of Vienna inspections will be completed and the 

documents will be reviewed. Inspections, with the exception of the Fairfax County Final Building 

Inspection Review, will be scheduled by staff and the applicant will not be required to request 

them. The Fairfax County Final Building Inspection Review will need to be requested by the 

applicant after Fairfax County has completed and passed all of its inspections. 

 

 

6. Once all inspections have been completed and passed and all documents are reviewed and 

approved, the Certificate of Occupancy will be issued. Additionally, a bond permit will be issued 

notifying the applicant of when the bond will expire. After these are issued, the original LSR 

application will be moved from the Construction phase to the Bond Release and Closeout Phase.  
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