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When submitting plans for Plan Review, submit the following: 
 

Three (3) sets of scaled drawings and a labeled CD or flash drive (PDF format) 

 

Sets should consist of the following information (when applicable): 

 

❑ Site / Plot Plan 

❑ Floor Plan (existing and proposed) 

❑ Roof Plan 

❑ Exterior Elevations 

❑ Section(s) cut through addition and existing structure 

❑ Foundation Plan and Details 

❑ Roof, Floor Framing Plan & Details 

❑ Energy Compliance Sheets 

❑ Mechanical, Electrical & Plumbing Plans 

❑ Grading Plans 

 

* Minimum size plans is 24” (h) x 36” (w) 
 

Sets should include three (3) sets of the following documentation (when applicable): 

 

❑ Engineer’s Structural Calculations 

❑ Energy Compliance Forms / Calculations 

❑ Soils Report (less than 2 years old) 

 

NOTE: WE DO NOT ACCEPT INCOMPLETE SUBMITTALS 
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PA S ADENA  PER MIT  CENTER  • WWW.CITYOFPASADENA.N ET/PERMITCENTER  

175 N Garfield Ave, 1st Floor Pasadena, CA 91101 • (626) 744-4200 

Portable Document Format (PDF) is the industry standard for electronic plans. Building & Safety only 

accepts PDF files for plan review. PDF files must be properly formatted as described below. Please read 

the following instructions carefully. Improperly formatted plans can delay the plan review process for 

your project. 

PDF File Requirements: 
 

Multiple Layers: Not permitted. Layers must 

be merged or flattened. 

Grouping: Multiple‐sheet PDF (single file with multiple sheets) 

Media: Embedded media files 

(audio/video) are not permitted. 
 

Security: Locked/password-secured 

PDF files can not be marked 

up and are not permitted for 

review files. 

 

✓ Correct 

 

Each sheet of the plans must be sealed and signed by the designer of record. The signature may be 

applied to the drawing electronically (CCR Title 16, Div. 5, Sec. 411e). 
 

✓ Correct 

Only one hard copy of the plans will be required for the job site. This copy must include the City's stamp 

of approval. 

 


