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AHRT - Single-Unit and Two-Unit and Accessory Dwelling Unit Residential
Building Permitting Guide

Affordable Housing Review Team: Proposition 123 Fast Track Process

Document Intent:

This guide outlines the minimum information necessary to apply for Permitting (Phase 3) in the Proposition 123 Fast Track process
for affordable single unit, two unit and associated accessory dwelling unit residential pr ojects in the City and County of Denver and the
steps to apply for various permit types.

For more information on the overall Proposition 123 Process please see the Proposition 123 Fast Track Process Policy at
www.denvergov.org/dpo.

Applicability:

This guide is applicable to single-unit and two-unit and associated accessory dwelling units participating in the Proposition 123 Fast
Track process. Projects subject to a site development plan per Denver Zoning Code Section 12.4.3.2 should follow the multi-family
AHRT permitting process. As every project is unique, additional information may be requested to show compliance with current codes
and policies. This guide should not be used as a substitute for codes, standards, or regulations. The customer is responsible for
complying with all codes and rules whether or not described here.

Affordable Housing Plan (AHP) and Pre-Application Meeting
Please complete an Affordable Housing Plan (AHP) and email it to Jon Colarelli at Jon.Colarelli@denvergov.org. They will work with
the customer team to finalize the AHP.

Once finalized, submit the signed AHP to the program administrator at AHRT@denvergov.org. A confirmation letter will be sent to the
customer upon receipt and confirmation of Proposition 123 Fast Track eligibility.

The customer must schedule a pre-application meeting 15-45 days in advance of intended submittal via the booking tool prior to
any formal permit application submittal (Phase 2 or 3). A Project Champion will then be assigned to assist in any fast track required
phase and provide approval to submit the permit application.

Initial Application Submittal and Resubmittal Deadlines

All initial submittals for required Phase 2 or 3 applications must be submitted by 11:59pm on Mondays. If applications are
submitted after this deadline, they will be reviewed for completeness the following week. Initial applications will not be accepted on
observed city holidays that fall on a Monday.

All resubmittal applications must be submitted by 11:59pm on Wednesdays.

Process Options for Single-Unit, Two-Unit, and ADU Projects:

There are four different process options for these projects based on specific site conditions and project proposal:

Option 1: Permitting (Phase 3 only)
Customer submits one application for all needed plan review/permits. If staff find another application is required (such as
zoning relief, a right-of-way dedication, or zone lot amendment), the permitting application will be denied and the customer
directed to submit those other applications before proceeding with Permitting.

Option 2: Zoning Relief, Zone Lot Amendment, Right-of-way dedication, etc.; followed by Permitting

Customer submits any required Phase 2 applications. Once approved, the customer submits for Permitting (Phase 3).
Simultaneous review will not be allowed.
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Option 3: Project Subject to Site Development Plan Applicability Requireme i
For projects that include three or more dwelling units, a required Phase 1 concept plan review WI|| determine the appropriate
process moving forward, which could include following the Multi-family Process or one of these other options.

Option 4: Landmark Review followed by Permitting
Projects located in a historic district or landmark structure must first complete a pre-application review with Landmark, followed
by design review Phase 1. Upon completion, the customer may submit jointly for a landmark Phase 2 design review and
Permitting.

How to apply

Online at www.denvergov.org/epermits.

e Register for an E-permits account, then go to Development Services > Apply for a Permit, (accept the terms of use),
and then select the “Building Log” option to apply for a building permit online.

e Save all files as PDFs. All drawings must be scalable, legible, and in PDF format. Combine all pages within each trade
(discipline), and then upload the PDF files for each trade to preserve the encrypted electronic signatures.
o Exception: xls/xlsm and html files will be accepted for energy performance path documentation.
o Use the following naming convention for all files: <DocumentName>_<Address>_<Date>
Examples:
Plans: ArchPlans_201WColfax_9-26-2017; StrucPlans_201W~Colfax_9-26-2017; etc.

Prior reviews/approvals: Landmark_201WColfax_9-26-2017
Reports, surveys, etc.: SoilsReport_201WColfax_9-26-2017

For help with E-permits, or general permitting questions, email planreview@denvergov.org and copy your Project Champion.

(1) Assemble the items listed on the New Buildings checklist contained in this guide. Incomplete applications or documents
with missing information (e.g., lacking signatures/seals/code references) will not be accepted for review. See more
information under “Completeness Check” below.

(2) The Proposition 123 Fast Track Project Champion MUST GIVE APPROVAL after the required pre-application meeting to
submit permitting plans to start the review process. To avoid delays in logging in, make sure to confirm with your Project
Champion.

(3) Ensure you select a ‘Building Log’ from E-permits when applying for your permits. This will include all related permit
submittals necessary to begin construction.

dpo@denvergov.org
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Signature requirements

All documents and plans prepared by an architect, engineer, or surveyor must be electronically sighed and sealed by that
individual.

o Digital documents must have a valid electronic signature on the cover page and a printed seal visible on each sheet.
Visit www.denvergov.org/BuildingCode for a step-by-step guide on electronic signatures.

Completeness Check

(4) Once your project materials have been uploaded, they will be assigned a LOG number. You will receive communication
from city staff by end of day Tuesday if there are any deficiencies that must be corrected before documents can be
accepted for review.

NOTE: All Required Phase 3 applications must be submitted together and be complete for any Phase 3 application to be
routed for review. No reviews will begin until all required documents have been submitted, meet the requirements and are
correct.

Once a complete application is received and has been accepted by city staff, you will receive an email with instructions for
how to pay plan review fees. Review and the 90-day clock will not begin until plan review fees are paid. The deadline to pay
fees is 10 AM Thursday.

Building Plan Review Fees

(5) Fees are based on customer-provided valuations for the scope of the project, including materials, labor, overhead and
profit. These valuations are checked against construction costs prepared by the International Code Council or similar
resources, and additional fees may be assessed if the customer-provided valuation is found to be below current
construction costs.

* Building plan review and permit fee schedules are set in the ADMIN 138 fee policy and are listed at
www.denvergov.org/DSfees. Plan review fees must be paid before the project will be assigned a reviewer and a due
date, and permit fees (including the affordable housing fee) must be paid before permits can be issued.

* Any non-residential square footage, that is not parking, may be charged affordable housing linkage fees. The
affordable housing linkage fee is assessed based on a project’s use and gross floor area (GFA). Details on applicability,
fee schedules, and exemptions are provided at www.denvergov.org/AffordableHousingFee. This webpage also contains
a guide on how to calculate your GFA for the affordable housing fee as GFA.

* These projects will have a simultaneous permit review including building, zoning, and sewer use & drainage
permitting. As a result, building plan review fees must be paid by the customer before the project will be accepted to
begin the review process.

* Additional permits may have review fees or fees associated with approved permits that will be invoiced at a later
date or prior to permit issuance.

There is no guarantee a project will be approved. The City and County of Denver takes no responsibility for projects that may not
receive approval during the Phase 3 process and will not refund review fees.
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During Plan Review

(6) Plan review will include the necessary disciplines, such as residential, sewer use and drainage, zoning, foresty and others
required based on the project scope. Projects will be routed to each discipline to review after plan review fees have been

paid. Additional review disciplines may be added beyond those initially assigned.

(7) Use your log number or site address to check your review status online at www.denvergov.org/epermits.

Resubmittals (as needed)

(8) Plan reviewers may request additional or revised information when
necessary to determine whether a plan complies with codes. This will
usually require drawings to be amended and resubmitted.

Resubmittal or Modified Drawing?

Resubmittals occur during the plan
review process using your original log
number.

Drawings submitted after a permit has
been issued are “modified drawings.”
These are submitted as a new project
to document changes made in the field
that differ from the original permit
submittal. These get a new log number
and, if approved, a new permit is
issued.

* Projects can upload resubmittals directly to the LOG record’s
“attachments” page online. Instructions available at
www.denvergov.org/epermits.

* Include written responses (letter format) with your resubmittal that address
every comment from the plan reviewer(s). Plan reviewers may require
additional resubmittals if all comments are not addressed. Incomplete
resubmittals will not be accepted.

Obtaining Your Plans and Permit(s)

(9) When all reviews are approved for your project on the LOG, the project’s point of contact will be notified that permits are ready

to be paid for and issued, and approved plans are available. Building permits will only be issued to a contractor licensed for
that work in Denver.

* To obtain building permits: Go to www.denvergov.org/epermits, enter E-permits and navigate to Development
Services > Apply for a Permit. Select the option to add a contractor to a permit. Follow the prompts to add your
licensed general contractor to the construction permit and then use E-permits to pay permit fees. The issued permit
can be downloaded from E-permits. Repeat these steps for trade permits (mechanical, electrical, and plumbing).

* To obtain sewer use and drainage permits, the customer must pay the SUDP fee and the permit will be issued once
payment is received.

¢ To obtain zoning permits: The zoning permit will be issued once the zoning permit fee is paid.

* To obtain approved plans: Visit www.denvergov.org/epermits to download your approved plans after adding your
contractor and paying the required fees.

www.denvergov.org/dpo
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After Permit Issuance - Modified Drawings

A new project submittal is required if changes are being proposed to the project design after permit issuance. All
modified drawings must be submitted online via E-permits. A new LOG number is assigned, and new permits will be
issued.

What to submit
* A narrative letter concisely identifying what was modified and why, with references to the appropriate plan sheets;
¢ The modified sheets with the appropriate code references and with changes clouded;

¢ Where applicable, include modified structural calculations, specifications, or other pertinent documents with

the;
Provide an updated project valuation for any discipline that is being changed from the original submittal to include building
construction valuation excluding mechanical, plumbing, and electrical work, and the valuation of mechanical, plumbing and
electrical work, and the valuation of excavation, sloping, benching, and/or shoring.Hourly plan review fees will be assessed.
Fee schedules are set in ADMIN 138 at www.denvergov.org/BuildingCode.

All contractors with changes under modified plans must obtain a permit for their trade and must schedule inspections
for these changes. If this does not occur, final inspections and/or Certificate of Occupancy signoffs will be delayed.

dpo@denvergov.org
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RELATED PERMITS

As part of the application process, the permitting set must include all necessary information to obtain zoning, building and sewer
use and drainage permits. The submittal checklist outlines the required items that must be submitted to obtain these permits.

APPLICABLE CODES, REGULATIONS AND SUBMITTAL CHECKLIST

Projects are expected to comply with all adopted City of Denver codes, rules and regulations and policies. Visit the Regulations,
Codes and Standards page on the DPO website to learn more.

Submittal Checklist

For the complete submittal checklist for single-unit, two-unit and Accessory Dwelling Unit residential projects, please use the
Residential Permitting Guide available at the link below. This guide contains all required documents and drawings you will need to
submit for your building permit application.

www.denvergov.org/files/assets/public/v/5/community-planning-and-development/documents/ds/other-forms-and-
guides/residential-permitting-guide.pdf

Additional Resources:

Sewer Use and Drainage Permit (SUDP)

Office of the City Forester Development and Construction
Denver Right-of-Way-Services

Zone Lot Amendments

Zoning Relief

dpo@denvergov.org
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