
           

      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 Small-Scale 

Residential Building Permit through idtPlans 

 

Follow the steps on the following pages to apply for a small-scale (less than 2500 square feet of land 

disturbance, decks, porches, etc) 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. 

 

1. Submitting a small scale (less than 2500 square feet of land disturbance, decks, porches, etc) 

permit via: https://vienna.idtplans.com/secure/.  

 

If you are utilizing vienna.idtplans.com for the first time you will need to register before 

submitting your plan 

 

Click in the upper right-hand corner where it says register: 

 

mailto:buildingpermitreview@viennava.gov
https://vienna.idtplans.com/secure/
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2. Once you have registered you will need to choose “Submit a Project for Review”  

 

 

You will be prompted on the next page to choose your “Application Category” which you will choose 

Residential Project 
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3. Your next prompt will be to choose the “Application Type”, you will choose Small-Scale 

Residential Building Permit (i.e. decks, porches) 

 

You will then need to enter the Address of the Project in the next prompt 

 

After entering the address click Save and Continue to go to the next screen 
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4. On the next screen you will find the checklist of requirements, please be sure you have all items 

when checking the boxes.  If any items are missing your submission will be declined and you will 

be required to resubmit your application with the missing required documents 

 

Click Save and Continue to go next screen 

 

5. You are required to choose contact information for applicant and owner as well as indicating 

any additional contacts.  When you have entered contact information requests, click Save and 

Continue.  
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6. On the next page you will be asked the project address.  Click on Add Project Address 

 

Please add project in the project address prompt  

 

When you have keyed in the address, please click confirm. 
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Once you have confirmed the address you will need to click Save and Continue 
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7. You will need to key in the description of the proposed work for your application 

 

After keying the description of the proposed work please click Save and Continue 

 

8. Use the drop-down box the choose the type of work.  In the following boxes you will need to 

add the Lot Area, Area of Land Disturbance, and your Fairfax County Building Permit Numbers 

 

 

If you are unsure of the answers, click on the for assistance.  When you have completed those steps, 

click Save and Continue.  
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9. Your online application will pop up for your review and confirmation 

 

Please be sure to review the entire application, check the box and click Confirm.  If you need to make 

changes, choose Edit 
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10. You now need to upload the required documents.  Chose the Upload files option 

 

 

The acceptable file format for uploads is PDF.  You will be given the prompt to add files, please do so 

using the naming example chart listed in the Document Upload page 
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When all files are added, click Start Upload 

Once your files have been uploaded click Save and Continue 

 

11. On the Plan Review Fees page click Save and Continue.  You will receive your applicable fees in 

an email at review acceptance 

 

12. To complete the submittal process you need to click Confirm and Submit for Review on the 

Confirm and Submit page 

 

To ensure you are ready to submit you will be prompted one more time to confirm your submittal 
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If you are ready to submit, please click confirm 

Your submittal is now complete 

 

 

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. Reviewers from the Planning and Zoning and 

Public Works 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 or comments have been addressed through subsequent rounds of 

resubmittals and reviews, the Town’s portion of review for the permit will be approved and an 

approval letter will be issued and approved plans will be stamped, and you will receive an email 

that the Town of Vienna has approved its review of the building permit application. 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.  

 

17. After the review has been approved by the Town, applicants will have to continue Fairfax 

County’s permitting process by providing the County an approval letter and approved plans and 

will need Fairfax County to issue the building permit before starting work. 
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18. Town inspections, such as setback inspections, will be added to your project in idtPlans and you 

will need to schedule the inspection(s) once the foundation has been set or footers have been 

installed. Fairfax County inspections will be conducted through the County’s permitting and 

inspections system. 

 

 


