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How to Request a Preliminary Plan Review (PPR)

To schedule a Preliminary Plan Review (PPR), login to Accela (skip to page 3).
You don’t have an Accela account? here is how to create one:

Go to: https://aca.tampagov.net

How to Create an Account in Accela
1. From the home page, click on “Register for an Account” at the top right, or
“New Users: Register for an Account” at the bottom right.
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Reqister for an Account Login

In accordance with Florida Statutes 162 21 and 166.0415, the City of Tampa does not accept anonymous complaints of code violations. In order
to investigate potential violations of codes and ordinances requires the name and address of the complainant.

You do not have to b logged in to

Search by Address or Record

Welcome to the City of Tampa Citizen Access Portal Login
We are pleased to offer our ciizens, businesses, and isitors access to buiiding. zoning, planning, historic preservation,  [ITRRECIRRECRURIE
and enforcement govemment services online, 24 hours a day, 7 days a week.

Please note that many functions can be used without a log-in, just type the address you are
looking for above.

What would you like to do today?

General Information Building

Parcel | Owner | Legal Description Construction Parmits | Utility Permits

Lookup Property Information Create an Application MR
Search Applications I'va forgotten my password
Schedule an Inspection New Users: Register for an Account

Construction Services Tutcrial Videos

2 Yfou do not need to be logged in or registered to access
Planning Enforcement I .
Zoning | Subdivision | Right of Way | Tree Permits Rental Certificates | Code Violations | Make A Payment it

Create an Application Create an Application or Complaint

Search Applications Search Applications or Complaint
Schedule an Inspection

Business Tax

Business Tax Receipt

Search



http:https://aca.tampagov.net

d

1.
2.

ﬁ M | have read and accepted the above terms.
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Read and accept the Conditions & Use for Online Services.
Click on “Continue Registration”.

Account Registration

You will be asked to provide the following information to open an account:
« Choose a user name and password
« Personal and Contact Information

« License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

Conditions & Use For Online Services ~

City of Tampa online payment (ecommerce} services are not available during certain hours due to normally
scheduled mai 1ce activities ding to the schedule below. If your business transaction has a due
date associated with it, it is your responsibility to ensure that your payment is made by that due date.
Delays caused by unavailability of any online service DO NOT warrant the reversal of late fees, as payments
may also be made by other means, such as postal mail and walk-in during normal business hours.

At present, we accept MasterCard, Visa, Discover, and American Express only. After completing your

payment, you will be presented with an online receipt to print for your records. If you provide a valid email
address, you will also receive a receipt via email. Your payment will be processed at the close of the current
business day. except for weekends, holidays or after 9:00 pm, in which case your payment will be [V
processed at the end of the next business day.

Continue Registration »

Complete the registration form.

Click on “"Add New” to add your contactinformation.
Once complete, click on “Continue Registration”.

REQISTEr TOT 3T ACTOUIT — CognT

Search by Address or Record

Account Registration Step 2:
Enter/Confirm Your Account Information
* indicates a required field.

Login Information

*User Name: @

*E-mail Address:
|

* Password: @
T 1

*Type Password Again:

*Enter Security Question: @

* Answer: @

Contact Information

Choose how to fillin your contact information.

Add New h
S

The account registration process is complete. You will receive an email confirming
the registration.
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Preliminary Plan Review (PPR)

How to Schedule a Preliminary Plan Review

1. Log into your Accela account
2. Go to +NEW tab and select BUILDING PERMIT

Building Permit Collections (0) ®Cart 0) Account Management ~Logout

In accordance with Florida
to investigate potential viol.

not accept anonymous complaints of code violations. In order

Planning Application d address of the complainant

Right of Way Permit Conditions & Use For Online Services

Hello, Zulema Rq  utility Application City of Tampa enline payment {ecommerce) services are not available during certain hours due to normally
scheduled maintenance activities according to the schedule below. If your business transaction has a due
Code Enforcement / Rental Certificates [P — date ted with it, it is your ility to ensure that your payment is made by that due date. Delays

caused by unavailability of any online service DO NOT warrant the reversal of late fees, as payments may also
be made by other means, such as postal mail and walk-in during normal business hours.

- — oo . P P At present, we MasterCard, Visa, Discover, and American Express only. After completing your payment,
Rrgare no:ltems inyaur shopping o] Ruconsbhayeany collentone gk you will be nted with an online receipt to print for your records. If you provide a valid email address. you
right now. now. 2 & !
will also n /e a receipt via email. Your payment will be processed at the close of the current business day,
except fgfweekends, holidays or after 3:00 pm, in which case your payment will be processed at the end of
i usiness day.
O | have read and accepted the above terms.

RecordName | Record ID Modate Creation Date cton

Norecords found Continue Application »

3. Check box under Conditions & Use For Online Services, then Click on
Continue Application.

4. Select a Record Type; Click on Preliminary Plan Review; Click Continue Application

5. Fill out project address; enter only the Street No. and
Street name then click Search.

Choose one of the following available record types.
— 7Y

« BUILDING RECORDS 6
O Add Contact to a Building Record .

Once the system provides the complete address,
O Add Contractor License To a Record . . . - - -
cmin Payments parcel and owner information, click Continue Application.

O Alternative Methods and Materials Request or (f
Building Plan Revision
Commercial Annual Facility Permit
Commercial Building Alterations (Renovations) 7
Commercial Building Trade Permit .

“Step 1: Applicant” Click Select from Account to
Commercial Burglar Alarm-Alarm Components . . ’ . .
Commercial Demolition Permit find Applicant’s name among a list of possible matches.

O Commercial Electrical Trade Permit
O Commercial Fire Trade Permit Cl |Ck Conti nue Application
Commercial Mechanical Trade Permit "
0 Commercial Miscellaneous Permit . it it i ic il
e T AR (Note: Additional Contacts or Licensed Professional are not needed at this time.)
Commercial Permit Extension
O Commercial Plumbing Trade Permit
Commercial Roof Trade Permit Step 1 : Required Information

Commercial Site Trade Permit

O Commercial Temp Certificate of Occupancy Applicant se"eCt ContaCt from ACCOU nt
Commercial Utility Application
Flood Veriﬂcalio(:y pe Salect a contact to attach te this application.

To add a new contact, click the Add Contact link. To edit a contact,

O Pre-Application Consultation If the contact has multiple addresses, you can select which to use in the next step.
@® Preliminary Plan Review .
O Residential Building Alterations (Renovations) < SelectiromArpount bl | Showing 1-2 of 2

O Residential Building Trade Permit

Category Type Name

Associated
(O] Individual Zulema Rodriguez

Contact

Associated
(@) Florida West Coast Public Broadcasting Inc
~  Owner

Discard Changes
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8. “Step 2: Application Information” Enter information for all required fields
marked with an asterisk (*). Click Continue Application.

Preliminary Plan Review

Required Application - Submission
1 Information 2 |nformation 3 Review 4 Pay Fees 5 Complete
Step 2 : Application Information > Application Detail
*indicates a required field.
ASI|

PRELIMINARY PLAN REVIEW

Type: ‘ --Select-— Vl
ﬁ *Preliminary Plan Review Type: ‘ —Select-- vl

9. At this point, an automatic System Message will populate indicating the next steps,
based on your previous inputs. Click Continue Application.
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10. “Step 3" Review all previous entries and Edit any fields or click Continue Application.

System will prompt you to pay the Application Fees due at this time.

Click “Check Out” to process your online payment.

Once payment is processed, STOP.

Your PPR Record Number was generated. Upload Plans and Documents Now.

Step 3 : Receipt/Record issuance

Receipt

@ Your application and/or payment has been successfully processed.

Print/View Receipt Print/View Summary

1400 N Boulevard, T 33607
—’ PPR-22-0000017 View Receipt  View Summary

@ A notice was added to this record on 02/25/2022.

Condition: SECURED PLANS Severity: Notice
Total Conditions: 1 (Notice: 1)

View additional details

11. Upload Plans: Plans must be at least 60% complete.
Enter a description of the PLANS you are uploading. Click Continue to Upload them.

12. Add and Process Files

Step 2: Add & Process Files

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it to validate the files and add them to your
review package. When all of the desired files are uploaded and validated, click the Process Files button to prepare your files for review.

Note:

o

Drag and drop files here
or

Test Plans L.pdf

a. After browsing for the Plans to upload from your computer, the System will provide a
list of plans to be submitted, based on the information you previously entered.

b. For the purposes of the Preliminary Plan Review, select
“Building Plans - Contractor Signed”.
Next, enter a brief description of the plans and click UPLOAD and VALIDATE.

Upload and Validate
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c. Once VALIDATED, click Process Files to upload the Plans.

Files

Name Description  Type Status Uploaded By g::‘: et Signature

Test Plans 1.pdf Test Doc Building Plans - Contractor Signed \ZULIGeR  Zulema Rodriguez 3/3/2022 £ @

Process Files

Notes:

1. File Processing could take time to complete. The system is separating the
plan sheets and optimizing them for review. After Processing, click Continue.

2. After uploading Plans, the system will auto-number the pages. You can accept
these sheet humbers or change them. Next, add an optional Sheet Title.

Sheets
B Showing a total of 3 sheets
Title Block Thumbnail Sheet number and title
€ [a100 < Accept auto-number or update
[she < Enter Sheet Title (Optional)
[ Test Plans 1.pdf (Page:1)
00 7d C [a200
[ — Ji 3
‘ E j |
— i
e A200 L]
[A) Test Plans 1.pdf ( Page: 2)
e C |a300
:} NG AN =
—— =
A300 3
[ Test Plans 1.pdf (Page:3)

d. Click "BROWSE” again, to upload additional files, such as:

e A list of questions/concerns for our reviewer to address during meeting.
¢ Information on which you may want clarification from our reviewers.

e. Click Continue when all files have been uploaded.

13. Click FINISH to complete the Preliminary Plan Review Application.

NEXT STEPS:

1. Allow 15 business days for the Review Process, from the date the PPR Application is accepted.
2. City Staff will contact you to set the date/time for the PPR meeting.

If you are having trouble completing these steps, please contact (813) 274-3100 / Option 1 or email us at:
CSDHelp@tampagov.net



mailto:CSDHelp@tampagov.net

