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Individual Residential Lot Review - Accela User Guide

The purpose of this guide is to help customers
file Charlotte Land evelopment Individual
Residential Lot (LDIRL) permit é)gllcatlons
using Accela Citizen Access (ACCELA), the
portal used by the City of Charlotte to accept
and review applications for residential project
types from pools, docks and accessory
structures to manufactured homes, single
family detached homes, duElex trlplex and
quadraplexes, as well as scheduling
inspections.

This guide maz also help customers become
famlllar with the application format and
information required prior to submittal.
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Using ACCELA

Customers can use ACCELA to perform
several tasks, such as:

v’ Submit applications

v’ Check status of applications

v’ Submit revisions to the application
v’ Access application materials

v Pay fees

v'Request technical support

v'Reach out to staff assigned to a project
application with questions

D CITY of CHARLOTTE

Home want To ReSOUrces

Search Permits

— T _ -
3 e v

Above is a screenshot of the landing page for
accessing ACCELA and support tools.

=

Use the link provided below to access the above
webpage:

https://aca-
prod.accela.com/CHARLOTTE/customization/c
ommon/home.aspx



https://aca-prod.accela.com/CHARLOTTE/customization/common/home.aspx
https://aca-prod.accela.com/CHARLOTTE/customization/common/home.aspx
https://aca-prod.accela.com/CHARLOTTE/customization/common/home.aspx
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Using ACCELA - Digital Plan Room

The Digital Plan Room is the electronic document
review space that supports the ACCELA Portal. The
Digital Plan Room allows for plan review, communication
of comments, uploading documents and revised plans,
and coordination between customers and staff.

The Digital Plan Room web page is a resource page and
discusses the following topics:

v' Get Prepared

v' General Document Standards

v' Submitting Plans and Documents

v' Review Comments: Issues and Conditions
v' Submitting Revisions

v' Downloading Final Print Sets

v Plan Review Issues Report

Home /

pment / CLT Development Center / Digital Plan Room

Digital Plan Room

The City of Charlotte’s CLT Development Center has partnered with ePermitHub
to launch the Digital Plan Room, a new electronic document review solution
seamlessly integrated into the Accela Citizen Access Portal. This update simplifies
file uploads and introduces automated versioning at the sheet level, provides a

Above is a screenshot of the landing page for the Digital Plan
Room resource page and support tools.

Use the link provided below to access the above webpage:

https://www.charlottenc.gov/Growth-and-
Bevelopment/Getting—Started—on—Your—Project/Digital—Plan—
oom



https://www.charlottenc.gov/Growth-and-Development/Getting-Started-on-Your-Project/Digital-Plan-Room
https://www.charlottenc.gov/Growth-and-Development/Getting-Started-on-Your-Project/Digital-Plan-Room
https://www.charlottenc.gov/Growth-and-Development/Getting-Started-on-Your-Project/Digital-Plan-Room
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CLT Development Center

The CLT Development Center is located on the first floor of the
Charlotte-Mecklenburg Government Center and provides a space
that allows customers access to city staff for assistance with
permitting, projects, and compliance with ordinances.

The following service teams are in the CLT Development Center: 17 Davsicpmant Canter Mews

Tho Clty of Choriotio aepamcts Wers 0 incledo Zrnsng) Lse Pormdt, Ssgn

U Charlotte Department of Transportation (CDOT) e —

Efective Fabnasay 2, 2005 Fre Marshcol spands anioroamant of all Fee Code.

U Engineering e e e e e e e

CLT Diowcbopemcnt C otar Wekcrmas the Bosicdantiol Frring AdesineSroton Tsam

U Urban Forestry n n —

U Construction Inspection
U Charlotte Water

] Erosion Control

U Subdivision Services

U Residential and Commercial Zoning T - ==
. 8-8 [=] () e
QO Fire 87 c_,_. .
i : : = == = e

U Plan Review Coordination [ —
= f#_

Use the link below to visit the CLT Development Center web page P —

shown to the right. — o = -

https://www.charlottenc.gov/Growth-and-Development/Getting-Started-on- & = —

Your-Project iy ey =


https://www.charlottenc.gov/Growth-and-Development/Getting-Started-on-Your-Project
https://www.charlottenc.gov/Growth-and-Development/Getting-Started-on-Your-Project
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Order of Approvals for Single Family though
Quadraplex Projects

Single Family Detached Project Type

1. Subdivision Plat Approval

a. Addresses and tax parcel numbers
must align with county’s tax
information

2. LDIRL Approval

a. Staff reviews ‘Plot Plan’ (a scaled
Blan; it can be hand drawn but must
e to scale based on approved plat)
using the approved plat & required
documents for that document type
submitted into Accela

3. Mecklenburg County Building Permit
Approval

Duplex through Quadraplex Project Type
1. LDIRL Approval

a. Staffreviews based on the ‘Site Plan’ (a
scaled professionally prepared plan or
survey; cannot be hand drawn; if they
intend to sublot, the exterior lot lines
are based off parent parcel & required
documents for that project type
submitted into Accela

2. Subdivision Plat Approval (optional/sublot)

3. Mecklenburg County Building Permit
Approval
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Individual Residential Lot Review (or LDIRL)

The LDIRL (Land Development Individual Residential
Lot) is a review that the City of Charlotte requires to make
certain residential projects comply with the Charlotte
Unified Development Ordinance (UDO). The following
projects will require an LDIRL:

Single family detached dwelling
Duplex/duet

Triplex/quadraplex
Manufactured homes

ADU (accessory dwelling unit)
Garage with ADU

Garage

o O O O O O O

O

O O O O O

O

Detached accessory structure (greater than 12 feet in
any dimension)

Addition

Pool

Retaining Wall

Deck

Detached Solar Panel
Dock/Pier

Use link below to visit the Residential Permitting page for
more information about the LDIRL process.

https://www.charlottenc.gov/Growth-and-

Development/Planning-and-Development/Zoning/Permitting



https://www.charlottenc.gov/Growth-and-Development/Planning-and-Development/Zoning/Permitting
https://www.charlottenc.gov/Growth-and-Development/Planning-and-Development/Zoning/Permitting

Individual Residential Lot Review - Accela User Guide

LDIRL Review and the Charlotte Unified

Development Ordinance

All LDIRL projects must comply with
applicable requirements in the Charlotte
Unified Development Ordinance (UDO).

The Charlotte UDO combines regulations and
standards from eight (8) different development
ordinances into a single comprehensive
document and is designed to guide the city’s
future development. Text amendments update
the UDO to address state leﬁislation and align
regulatory requirements with current trends.

The LDIRL applications are reviewed by the
CLT Development Center’s residential zoning,
stormwater, urban forestry, and CDOT
teams for compliance with the Charlotte UDO.

The Charlotte UDO combines the following

regulations and standards into one document:

v Driveway/Access

v Floodplain

v’ Post-Construction Stormwater

v Soil Erosion and Sedimentation Control
v’ Streets and Sidewalks

v’ Subdivision

v Tree

v'Zoning

Use the link provided below to find out more
about the Charlotte UDO and to read the

document.
DD

https://charlotteudo.org/

8


https://charlotteudo.org/
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City LDIRL Review - Process

* ACity LDIRL review and a Mecklenburg County
permit will be required.

* The City and County applications are
independent of one another, but you can submit
both at the same time if you are not sublotting.

* While you can apply for both City and County
approvals at the same time, you must receive City
approval before County approval.

The City LDIRL review takes approximately 15 days
and willinclude:

0 3 Day Gateway: Staff will check the application to make
sure the use is permitted and all forms have been
uploaded into ACCELA. The 3-Day gateway period does
not include staff review of the application for full
compliance with the Charlotte UDO.

Q If the required forms have not been uploaded the
gateway will be denied and a new 3-day cycle will
begin after forms are uploaded.

O If the required forms have been uploaded, the
customer will receive an email to pay the application
fee.

(] 7 Day Detailed Review: Once the application fee is paid,
the project is scheduled for the Detailed Review for
compliance with UDO requirements.

Q Staff will APPROVE submittal once it is compliant
with applicable UDO requirements.

Q Staff will note REVISIONS and identify issues on the
plan sheets in the ACCELA PLAN ROOM if the
submittal is not compliant with the UDO, and a new
7-day review cycle will begin after the customer
uploads revisions.
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City LDIRL Review - Process

While the LDIRL review process takes about 15
days, approval times may depend upon several
factors, including but not limited to:

» Completeness of application and materials.
» Project’s compliance with UDO requirements.
» Length of time to upload revised documents.

» Characteristics of lot or project site, including
but not limited to topography, easements,
deed restrictions or water features.

> Level of complexity of the project.

10
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Mecklenburg County Building Permit

City staff reviews the Mecklenburg County Building Permit
in addition to the City LDIRL submittal. A project receives
Mecklenburg County Building Permit approval after City
LDIRL approval.

e City Staff will disapprove their portion of the Code Enforcement

MeCklenburg County BUIldlng Permit reVieW If an LDIRL HE S i A > 3 electrical, mechanical and plumbing work in Mecklenburg
has not been submitted and/or a Mecklenburg County il - T, . com
building plan has not been approved. = T :

Permitting, plan review and inspections for building,

* City Staff will approve their portion of the Mecklenburg
County Building Permit review after the LDIRL is
approved and when the approved County building plan
matches the approved LDIRL.

Use link provided below to visit Mecklenburg County
LUESA (Land Use Environmental Services Agency) —
Code Enforcement Division’s web page, to find out about

* Ifthe approved Mecklenburg County building plans do County permitting, plan review, and inspections.

not match the LDIRL then a new LDIRL must be

submitted to the City. https://code.mecknc.gov/

11
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Project Type |Zoning Gateway Required Accela Forms (staff
checks for forms & pass the Gateway if forms
provided, staff will nhot check for zoning compliance

LDIRL Application Forms

The image to the left identifies forms required by project type for at the Gateway)

a complete Charlotte LDIRL application. Single Family Plot Plan
Residence Plans with Building Elevations
Master Plan Summary Sheet if applicable
Required forms include the following: Duplex _ SitePlan
o Plans with Building Elevations
v PlotPlan Additions = PlotPlan
o Plans with Building Elevations
v" Site Plan Deck (attached) = PlotPlan
ADU; ADU & Garage o Site Plan
v Plan with Building Elevation = ey e E AT e
o Accessory Structure or ADU declaration
. . o GIS Addressing (Addressing is only for ADU and not garage)
v" Master Plan Summary Sheet, if applicable
2 Story Garage o Site Plan
v e . o Plans with Building Elevations
v BUIldlng Helght Form o Accessory Structure or ADU declaration
1 Story Garage; o Plot Plan
v Pool Plot Plan Detached Structure; o Building Height Form
Shed o Accessory Structure or ADU declaration
v" Accessory Structure or ADU Declaration Deck (detached) ©  PlotPlan
. . . Pool Pool Plot Pla
v GIS Addressing (Addressing is only for ADU and not garage) o2 - reemenTEn
Retaining Wall o Plot Plan
Manufactured Home o Plot Plan
Docks/Piers =i Plot Plan
Solar Panels =i Plot Plan
(detached) 12
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Minimum Requirements for Plot Plans & Site Plans

Additional information may be requested to determine UDO
compliance:

U 0O 0o oooooog

Lot Acreage/Square Footage

Lot width

All minimum required setbacks

Building coverage

All Property lines shown

Engineering scale bar on each plan sheet (plan information
must be legible and to scale)

Vicinity Map

Label all existing streets: location and nhame

Label Proposed and existing buildings

Distance of proposed building(s) to all property lines
Driveway and sidewalk locations & dimensions

Street trees - existing and proposed

Any heritage trees on the property

Existing drainage features (catch basins, pipes, ditches,
swales, etc.)

Installation, modification, creation or connection to the storm
drainage system

Railroads, water courses, etc.

O Existing Storm Drains, Culverts, Sanitary Sewer Easements

U Land Use Buffer(s), Landscape Yards, Tree Save Areas, and/or

setbacks required by Zoning

13
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]
. . Existing 27"
The images below and to the right are examples of plot P
plans for proposed additions to existing single-family T # . !
homes. A plot plan is a scaled plan that can be hand Proposed }::;:9 First
drawn but must be to scale. AL s
- - I o' o A
' SRR W 00’
e b GRS o S S SCALE
‘27 m ._ | @ N =20
2 5 ——T i g A plot plan will be required for the following
gl : ;?gﬁg?jggj-g Sl | projects: single family home, addition, 1-story
| HORSE | garage, deck (detached), retaining wall,
T manufactured home, docks/piers, solar panels
| | e J (detached).
? 5 | TR Illustrations are to show what is meant by a plot plan and not intended
to show all UDO requirements.

14
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LDIRL Application Forms — Plot Plan for Permit

PLOT PLAN FOR PERMIT APPLICATION Permit #:

Ap p li cati o n ONE/TWO FAMILY, MODULAR, MOBILE HOME OR ZONING USE
Strest #: (NS,EW) Streat Name (AV, RD, etc.)  Suite #/Units
The image to the right is the Plot Plan for Permit — |
Application. You may also use this form by drawing A
the plot plan on this sheet. The plan should be scaled ot i e e
and drawn as neat as possible. The following L Broe s nd
information will need to be shown on the plot plan: s o
or garage(s), etc...

v’ Streets and rights-of-way T

5. 551':."‘:-:';’"9:“]” utility
v Property lines with dimensions e
v

Proposed and existing buildings, showing any
attached porch(es), deck(s), chimney(s),
carport(s) or garages.

Distances of buildings from property lines or
other structures.

ALL EXISTING AND PROPOSED BUILDINGS ON LOT ARE SHOWN WITH MEASUREMEMTS INDICATED.

Applicant's signature Date BRINT APPLICANT'S NAME

All major utility towers (when applicable).

Zoning A d By: Date:
Remarks: 15
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LDIRL Application Forms - Site Plan Examples

The images below and to the right are examples of site
plans for proposed buildings. A site planis a scaled
professionally prepared plan or survey that cannot be
hand drawn.

..
/o f
. /
‘I‘ ‘A‘ ‘v '_-W-:f ;I | b -;.7 ;‘ $ % é.’\"—
SITE PLAN | /& T | T L
oy | ey | ! R | L 1
ShelterLines I ~ Loy |
= TR o | g 5 | [ e o |
i1 g e A ac }4%:{ e LL; ) ‘:r =
e = | (BT S &
[N = Tl ol o 1
Sk -, = = B o o
sl g¥ (= = N A e -
3 & [ E S (=
W S - 2k 1
£ T | (T e S e e —
£
Ol » 3 S| p—
af| - & ==
HEER
O w|E o n—
2|18 ° §

A site plan will be required for the following
il project types: duplex, triplex, quadraplex, ADU,
iees ADU and garage, 2-story garage.

Project Name.

i
1|

5.EE(| SITE PLAN
'

[llustrations are to show what is meant by a plot plan and not
intended to show all UDO requirements.

16
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Minimum Requirements for Plans with Building
Elevations

Show these items for all project types:

U Floor plans with dimensions for each story of the home
U Label and dimension building height measured from the
average grade to the tallest point of the building

Show these additional items for Duplex & Triplex project types:

U Building height plan plane — show the ‘tent’ created by
measuring up 20 feet from the finished floor elevation at the
minimum side and/or corner side setback (on the sides of the
property subject to the side and/or corner side setback), then
up toward the center of the property at a 45-degree angle

O Show gable end encroachments into building height
plane

0 Show that dormer encroachments do not exceed 25% of
sidewall width

U Dormer encroachments into the building height plane are

not permitted on the front of the building

UDO Definitions:

Building Height. Building height is the vertical distance between
the average grade at the base of the structure and the highest
point of the structure.

Average Grade. The average grade is determined by measuring the
grade at the outermost corners of each elevation of the structure
and calculating the average. Alternatively, average grade may be
determined by measuring the grade at intervals of five feet or less
around the perimeter of the structure and calculating the average.

[llustrations are to show what is meant by a plot plan and not
intended to show all UDO requirements.

17
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LDIRL Application Forms — Plans with Building
Elevations V%

Top right is an example of a building elevation prepared
for a single-family home. The building elevation
depicts the vertical view of the structure’s exterior

from a specific angle. The building elevation shows — = .
height and exterior features, such as windows, doors, — ,A ; W=

and rooflines. @mjm : l < ’ .
Bottom right is a plan of the single-family home that

shows the layout of the first floor, including room | Ui
dimensions and locations of windows. P e ]

Plans with building elevations will be required for
the following project types: single-family home,
duplex, triplex, quadraplex, addition, ADU, ADU with
garage, 2-story garage.

E § | A 1 |
a il i = AT T
ER A - L
R |
[
) sk B
H] HH rhie
fidi | b
u 8" L
R

[TTTTT] 1st FLOOR PLAN

Illustrations are to show what is meant by a plot plan and not
intended to show all UDO requirements.

X
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o) 1P N C X T A s [ e L LN U TG L A4 -l Below are the building height plane requirements:

on Building Elevations (Duplex and Triplex Only)

v" One additional foot of height, above the maximum
permitted sidewall height at the required minimum
side setback, is allowed for each additional one foot in
distance the portion of the building is located from the

Sidewall. A wall that forms the side of a structure. Sidewalls are measured required minimum side setback.
from the finished floor elevation of the main floor to the eave or, if no eave is
present on the structure, to the bottom of the finished roof plane. Maximum v" This establishes a building height plane of 45 degrees.

allowable sidewall height is 20 feet. The building height plane does not allow an increase in

Below is a detail that illustrates how to locate and measure a sidewall and
building height plane. This information will need to be provided if the
proposed projectis a duplex or triplex.

Maximum Height for the District the maximum sidewall height. Buildings may not
measured from average grade ] . e . )
o 2 8. 5 exceed the maximum building heights of the zoning
» 45° (&’ & ,%/ 16’:) 45° [© 7 H H
AL G5 % 1 district.
, T o %
20 R s Do
Maximum Sidewall Height % 2 An AI’]V Aﬁ .
medtimracnin | | Gistance " ©dstence 18 v" Dormers and gable ends may extend into and through
Ik e | the 45-degree building height plane but shall comply
S E € 5 with the maximum building height.
o| E o
5| ¢ < §
=5 A 4 W (=9
Finished ﬂoorelevaﬁow v" The cumulative width of dormers extending into and

through the building height plane shall be limited to
For duplexes and triplexes, sidewall height always measured at side and/or corner

0 .
side; sidewall height can apply to either frontage for triplexes on corner lots; sidewall 25% of the depth of the sidewall.

cannot exceed the 20 feet maximum (or average of two adjacent sidewalls with survey) 19
no matter how far from the side setback the home is located.
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LDIRL Application Forms — Building Height Form

Below are definitions of “average grade” and “building

Below is the Building Height Form you will fill out if it is height”.
required based on project type. You will need to provide
building height and average grade measurements to Average Grade. The average grade is determined by
process your application. You will also need to indicate the measuring the grade at the outermost corners of each
proposed roof type. elevation of the structure and calculating the average.
ﬂ Alternatively, average grade may be determined by
Bum.;::;emom | - measuring the grade at intervals of five feet or less
e around the perimeter of the structure and calculating the
""""""""" o et average.
B @ S “-%‘..I B
IQ,,.—" £ Q“K : |ﬁﬂ1 Building Height. Building height is the vertical distance
C.LC.E,LGHNF:EBTM"GEME S between the average grade at the base of the structure
CEERTETRRRIRL, e rn it “"“"‘“mgﬁ*m% and the highest point of the structure.
- y A building height form will be required for the
ot ie | amgnons e T o following project types: 1-story garage, detached
‘;;:i?“t"b e B":“ZZM* | structure, shed.

20
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LDIRL Application Forms - Building Height Form
Average Grade Examples

Below are scenarios (Scenarios A, B, and C). The top three
scenarios show how to measure average grade, and the
bottom three scenarios show how to measure building height
from the average grade.

1
- J— ——————————— 1— ——————————————————————— + --------------------- —l. -
'
I I 1 I
B .
I c | . i | D E I
s B [
| 0 3 I
Scenario A ! . Scenario C I
| Elevation of Point A + l Scenario B ] Elevation of Point A + Point B + Point C + I
= Point B + Point C + Elevation of Point A + Point B + Point C + ' Point D + Point E + Point F + Point G + Point H
PointD+4 Point D + Point E + Point F + 8 | + Point | + Point J + 10 =
I = Average Natural | = Average Natural Grade = Average Natural Grade I
’ Grade '
| o
| I . ° . o n IG ? I
A D
| I I . H I
e i_ ...................... T R S S RV SO .i =
| ' : '
HP = = = @ | | |
'
| | ssisieiialmy . |
! ! '
il i e
I2 | PN
— g |
| .
NG - =
: ’ wl |
1 P s \ ................... Pk g
Building A 1
T
.
Building B L 21

Building C
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LDIRL Application Forms - Residential Accessory <@
Structure and Accessory Dwelling Unit (ADU)

RESIDENTIAL ACCESSORY STRUCTURE AND ACCESSORY
Declaration DWELLING UNIT (ADU) DECLARATION
{Only required if proposed project is an accessory studiure or an accessory siruchure that contains an ADU = Please Print)

Revised March 2025
DEFINITIONS

You will need to complete and submit the form to the right
(Residential Accessory Structure and Accessory Dwelling

2. Dweliing - Accesscry Unit {ADU). An sdditional dwelling uril associated with and incidental ko 8 principal dwelling. An
Unit (ADU) Declaration) as part of your application if your ﬁﬂmﬁmﬁﬂwﬁﬁwmmz%ﬁ&gwﬂwTﬂ‘ﬁg
project is an accessory structure or an accessory structure % e o Bing. toepi, adting cocsing, andantatin T (AR pem—
that contains an ADU. ' STANDARDS |

1. Acocessory Struchure. A structure localed on the same lot as the princpal builiding that is incidental and subardinate o the
function af the princpal building.

Mooessory structures thal ARE NOT scoessory dwelling unibs [ADL) must comply with the requirements of Article 17 of the City of
Charotle Unified Developmenl Ordinance.  hiips-Vread. charictieudo orglaricles’anice. 1 T-accessany-struciures!

Mooessory structures [hal contain an accessory dweling unil (ADL must glso comply with the requirements of Section 188 of the City

At the top of the form are definitions of accessory structure, S et e ket e Sy S Sar e o D
dwelling — accessory unit (ADU), and dwelling unit. Dwelings. Accesscry Units (ADWI) shallbe perrite i accordance wilhihe foluing requtemen:

1. The ADU shall be dearly subordinate to the principal residential use.

2. An ADU is permilbed as foliows:
a. In conjunclion with a single-famity dweliing in any 2oning district in which a single-family dweling is allowed.
b. In conjunction with a duplex dwelling in any zoning distnct in which a duplex dwelling is allowed when each unil of the
duplex: is nol located on a sublol.

3. Only one ADU shall be permitied on the ol

4. The ADU and its associaled principal dweling shall be under the same awnership.

5. The ADU shall not be served by a drivewsy separate from thal seming the principal dwelling. Haowever, if the ADU i
localed on a comer lal, a thraugh lot abulting two parallel local public sireets, or a lot that abuts an alley, a separate
drivewsy may be provided from the side sireet, the local public sirest with reverse frontage, or the alley, whichever

applies.
6. An ADU located within an accessory structure shall comply with the following additional requiremenis:
a. The ADU shall have a total floor area no greater than 50% af the: total floor anea of the principal residential uss.
Howewer, in no case shall the ADU exceed 1,000 healed squarne fesl
b. The structure shall be subject o the requirements of Bection 17.1.

This document should nol be used as a subslitube for codes and regulations. The applicant is resporsible for complance with all
applicable Unified Development Ordinance requirements, whelber or nol described in fis document.

[ DECLARATION = PLEASE CHECK A BOX |

The propos=d praject is an accessory struclure thal does not contain I_I.I'-b- wl.hhl_lan acce=zary dwellng unil (ADU), a=
defined above. By declaring thal the accessory strudure "doss nat cantain® an ADL, you are confirming that the strudure will nol be
used as a dwelling'residence whether Tor shorlslesm o long=lerm durations throughout the year. | understand that failure fo properly
permit this praject may resull in a Nalice of Violation andior alber enforcement actions. as necessary (o achieve compliance with all
applicable codes and ordirances.

Prird Applicant's Name:
Applicant’s sigralure. Dt

22




Individual Residential Lot Review - Accela User Guide

LDIRL Application Forms — Master Plan
Summary Sheet

A master plan summary sheet must be provided with the
LDIRL and building permit for single-family homes when
applicable. A master plan form should be included on the
required documents listin Accela.

LDIRL Application Forms — GIS Addressing

A separate address must be obtained from Mecklenburg
County GIS Addressing for an ADU (accessory dwelling unit).
Below is the link to Mecklenburg County’s Address
Management.

https://gis.mecknc.gov/Address-Management

23
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LDIRL Application Forms — Pool Plot Plan

Below is an image of the Plot Plan for Swimming Pool

Installation form, and right are examples of a Plot Plan and | ';fg\} g
Pool Apron/Coping. You will need to provide this information ' \U \
if the project is for installation of a swimming pool. ’ Ve |
L)
o . |
..... : .
BLOT PLAN FOR SWIMMING BOOL IETALLATION Permit # |
e ity P o e g et
Pool Area. |
— !
- Stveet

24
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@ CITYof CHARLOTTE CLT Community Open Data Portal Portal Sign In

Property information search - Resources

3 3 . Charlotte Explorer - _ x
The LDIRL application process requires that the property - >
information on the application is accurate.

Below are some websites to help you find information
about a piece of property including but not limited to legal
description, ownership, year of construction, building
square footage, and zoning.

Property  Projects  Districts 311 Links

Vv Parcel Information

meNsEmillo+ |

These tools are also helpful in accessing recorded
subdivision plats and maps that identify specific
restrictions and standards applied to a specific parcel.

Tax ID Tl Common PID Tl Account_Type Tl Property Use Tl Total Acreage Tl
12502601 12502601 EXEMPT Govt-Inst $27

> Legal Information

> Location Information

> Asset Information

¢ Charlotte Explorer (used to generate image to the right
to locate parcel information and zoning)
https://explore.charlottenc.gov/

€D streetView @ Zoomto 4 10f2 b lgq

X
Zoning: ~ X
Overlay none a

* Mecklenburg County Polaris
https://polaris3g.mecklenburgcountync.gov/

Rezone Date June 1,2023 84

SitePlan

SPA no

Zone Class UPTOWN MIXED USE <
v

. glecklﬁnburg County-Property Record Card Property
earc
https://property.spatialest.com/nc/mecklenburg#/

Zone Des uc

35 7N s/

° Wizard httpS://aca- ‘ . Copyright(c) City of Charlotte, Mecklenburg County, NC :  Powered by Esri
prod.accela.com/CHARLOTTE/customization/common/
chooser.aspx 25
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.
W I Z a rd I'Want To. Accala Technical Support
Apply for an Application i

Search Applications | l
. . . ::::j\im\mspec(\on : A
Wizard is a tool that can help determine what type of e - +
permit is needed for a project based upon the information | roscse ey Ve

provided by the customer. T o Wizard Select from List

Discover if you need a Construction

Click here if you are a return
customer.

Plan, individual Residential Lot, or a

You will need the following information to use Wizard: a0 TN e

v Project Address
v' Residential or Non-Residential project

v’ If project involve the removal of a tree that is 30 The ab . h h h
inches or larger and native to North Carolina e above Image shows where the customer can

find the Wizard tool, located on the same page
where you find ACCELA. Customers can access
Wizard by using the following link.

v’ Square footage of new construction
v’ If project requires grading
v’ If project area is greater than one acre

v Type of project .
ype ot proj Wizard https://aca-

Based upon the information provided, Wizard will prod.accela.com/CHARLOTTE/customization
re%%rrérgfﬂd the permit type the customer should apply for /common/chooser.aspx
in ) '

If the customer is unable to answer some of Wizard’s
questions, a staff person will contact the customer for
additional information. 26
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Filing an LDIRL Application in ACCELA Creating an ACCELA Account
Once you have the appropriate forms, plans, and supplemental You will need to create an ACCELA
information and are ready to file the application, you may use the account to file an LDIRL application.

link below to access ACCELA.

https://aca- In the upper right-hand corner of this

prod.accela.com/CHARLOTTE/customization/common/home.as screen you will find the functions Login
PX and Register.
Once you click on the link you will be taken to the landing page for You will click on Register to create your

customers to file ACCELA applications (see image below). / ACCELA account.

By Sabec Lasguage v
& CITY of CHARLOTTE =3
— ot = " conmocs n pre———
Q ' i -~ D ‘ i L
|I & -
] e I
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After selecting Register, you will be taken to the screen
shown below. You will either Login if you have an existing
account or Register Now to create a new account.

Contact Us Accela Technical Support
- -

J Accela How-To Guide :: HDC How-Te Guide :: Questions for the Development Center :: Accela Technical Issues Support

Search... -] ]

Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in the box on the right.

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing a complete history of applications, access to invoices and receipts,
checking on the status of pending activities. and more.

Register Now »

Sign In

USERNAME OR EMAIL:*

PASSWORD:*

Forgot Password?

You will notice the wording at the top of each screen as
encircled in the image bottom Lleft.

* Accela How To Guide: A guide that assists using
ACCELA.

* HDC How To Guide: A guide that assists customer
with using ACCELA to apply for Certificate of
Appropriateness (COA) if the parcelisin a local
historic district.

* Questions for the Development Center: Use this
function to send an email to the CLT Development
Center requesting assistance for clarification about
ordinance requirements and application process.

e ACCELA Technical Issues Support: Use this function
to send an email to request assistance using ACCELA.
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Accela How-To Guide :: HDC How-To Guide :: Questions for the Development Center - Accela Technical Issues Support

Login Information

STEP 1 OF 2: ACCOUNT DETAILS

% Required Fields

USERNAME:*

E-MAIL ADDRESS:*
PASSWORD:+

TYPE PASSWORD AGAIN: =
E:N;'I'?!F_SECUI!ITY QUESTION:*

ANSWER:*

I have read, understand, and agree to the Terms of
Service [2

CONTINUE

|

BACK

l

]

Once you click on Register Now, you will be
taken to the screen on the left where you will
fillin the *Required fields:

o Input username

o Input email address

o Create a password

o Select a security question

o Provide answer to the security question
o Check the Terms of Service Box

o Click Continue.
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Once you have created your ACCELA account, you can After you click on Apply for an Application, you will be
hover over | Want To and click on Apply for an taken to this page shown below.

Application as shown in the image below/

. = =]
2 CITY o CHARLOTTE

Resources

Accela How-To Guide :: H he Development Center :: Acce

Pay Fees

Schedule an Inspection

TRl C 3R View My Applications
Wizard

Discover if you need a Construction
Plan, Individual Residential Lot, or a
Zoning Use Permit/Sign Permit.

Select from List

Click here if you are a return
customer.

Release My CO
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After you click Select from List, you will be taken to the
screen shown below, Online Application. Checkthe
box acknowledging you have read and accepted the
terms, then click Continue Application.

Contact Us
— i

| Want To..
¥

Accela Technical Support

Resources
- i

Announcements™  Logged in as:Claire Lyte-Graham  Collections (0) Account Management

# Accela How-ToCuide - : HDC How-To Guide :: Questions for the Development Center - Accela Technical Issues Support

Search... ‘J

Welcome to Agency's Online Permittin’y System. Using this system you can submit and update information, pay fees, schedule inspections, track the status of your application, and print your final record all from the
Chguenience of your home or offe=. 24 hours a day.

Online Application

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disclaimer 0
‘While the Agency attempts to keep its Web information accurate and timely, the .
Agency neither warrants nor makes rep ions as to the ionality or

condition of this Web site, its suitability for use, freedom from interruptions or
from computer virus, or non-infringement of proprietary rights. Web materials
have been compiled from a variety of sources and are subject to change without
notice from the Agency as a result of updates and comrections.

[ | have read and accepted the above terms.

Continue Application »

been compiled from a variety of sources and are subject to change
from the Apenspeserengirelepdatas and corrections.

| have read and accepted the above ferms.

—

Continue Application »

N~ —

You will be then be taken to the screen shown below.

B Select Language v
oo Transiate

@@ CITY of CHARLOTTE

Iwant To.. Resources Contact Us Accela Technical Support
—— —

+ Planning
+ Charlotte Water Care

Click on Land Development and chose Individual
Residential Lot from the drop-down menu.

|Em - |

i Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
+ Land Development

) As-Built

< narlotte Zoning Review
! Individual Residential Lot
O Land Sevstapmant Coisuucton Plan

rking Reductions

) Plat

Pre-Submittal Meeting

 Required Submittal Verification

etch Plan Review

) Street Exemption
) Traffic Impact Study

+ CMCsI
+ Planning

+ Charlotte Water Care
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Sawen Mo Dwwcwm  Tawon Worme Savwe Type
oy £ =
[y

oy
P
i

=== i

Step 1: Work Location

You will be taken to the screen shown to the left, with the
statement Step 1: Work Location located at the top of the page.

On this screen will provide the following information:

* Detail Information
* Parcel (hnumber)

* Address

e Owner

Detail information: you will want to fill in the following:
*Project Name

*Scope of Work and give your project a name and give a
description of the work you want to do.

For this application enter the Address 3 the Project Name field below.

*Project Name:
Charlotte House Addition

. h

Add 300 square feet Lo the rear of an existing single
Tamily residential home.

moell check
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After completing Detail Information, will you will Once you click Search, you will be taken to the view
move to the next section Parcel, where you will below that says Parcel Search Result List. The screen
input the *Parcel number in the white box. will list Associated Address(es). Choose the correct
1 address matching the parcel number and under

== Associated Owner click Select.

If you have multiple parcel numbers, please use the largest parcel near a public street. Enter remaining parcel numbers in the “Additional Parcel Numbers® box on next page.

You must click on Search to populate the Address and Owner information for the selected Parcel. If there is more than one record listed in the search result, please select the comect one.

The map may be usad to locate a parcel by clicking on the global icon. Once you have found the parcel, use the arrow icon on the left to select the property. From the "Action” icon you can

select "Use Property Infor=s"" .. e paries, s e—s - 175 owner will populate.

«Pagnglaber Parcel Search Result List
Important: Do not add hyphens. Avoid adding letters at the end of the @ 12502601 o &

Parcel ID. (Ex. 015010108, enter 01501010 instead):

1 12502601 ' Associated Addresses

() 2055 DAVIDSON ST, CHARLOTTE MECKLENBURG NC 28202 CHARLOTTE

H

_) GOOE 4TH 5T, 1100, CHARLOTTE MECKLENBURG NC 28202 CHARLOTTE

() 6O0E4TH ST, 2000. CHARLOTTE MECKLENBURG NC 28202  CHARLOTTE

If the project involves more than one parcel, ) conma o GumoTTMEGmAIe N R o

() GO0 EA4TH 5T, CHARLOTTE MECKLENBURG NC 28202 CHARLOTTE

choose the largest parcel near a public street. et comor e e oo

O CHARLOTTE

h

FEEEEEE

202

Once you input the parcel number, you will need to Shours 111

Name Address

CliCk On searCh icon. @ 600 E 4TH ST CHARLOTTE NC 28202-2816
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The Parcel identification number will also populate
the Address and Owner sections (shown inimage
to the right).

Under Owner, provide a phone number and an email
address. =

After you have checked the information, click on
Continue Application.

At the bottom of each application page in the lower e Phone number
left-hand corner, there will be an orange Save and ‘ ‘”. and email
Resume Later button you can click if you would like =
to work on it at another time. [ ]
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ACRECHTORS™ gy et b b Colivriomn i Acrsums aageenoes

S S Step 1: Work Location>Application Information
S
D I The next screen will look like the image to the left and will
_— say Step 1: Work Location>Application Information at
the top. The customer will be asked to fill out following
T sections on this screen:
———————— v Application Details

Uik homsmy Rovems Typs

v" Urban Forestry

= v’ Stormwater
o — 5 v' City of Charlotte Zoning

<<<<<

v Additional Addresses

W thia kot i a pertion of a recently nubdivision or plet. kst all acdkiticnal addrmmes.
ey ackdlackdreraea ‘when thars s mukepls for ona project and ix differers than tha location sddrms alrmady smred
T 2t
JIPS— LR
[r——
[mmanie | - ¥ smasie | mtitai ]
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*indicates a required fiedd

EEEEEEEEEEEEEEEE
*Project Type: Mecklenburg County Project Number: (7 Help

I Step 1: Work Location >Application Information

Additions - h If you have an existing

Mecklenburg County Permit
* Does this project add or modify a driveway?: ni
J £ Yes @ No

Under Application Details, select the *Project Type from
the drop list and if it adds or modifies a driveway.

If you have an existing Mecklenburg County permit
number, input the *Mecklenburg County Project Number.
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The Urban Forestry Team reviews LDIRL After reading each type of Urban Forestry review, choose

applications as part of its role in administering and the one that applies to your project by clicking on the

implementing the City’s tree preservation. The *Urban Forestry Review Type drop down as shown below.

Jrban Forestry Team reviews LDIRL applications. oy
Urban Forestry

Under the Urban Forestry section (image shown to Betow i 8 genral sanerary.

. . . Non—Dew_!lopment_ Heritage_ Tree Permit - This muld be used in situation where a heritage tree is bei_ng removed from a property ;nd is mot part of the initial

the right), you will need to read each review type Saeag . i 2 e e s o R s oot

d eSC ri ptio n li Sted to d ete rm i n e Wh i C h O n e m atC h eS Review Proposed Construction (Tier 1) - Review of proposed construction to determine if any trees will be impacted by this construction.
Construction Project Other Than New Home (Tier 2) - Tier 2 projects will be any construction project that is not a single family home, duplex, triplex or

yo u r p roj e Ct quadraplex and has code required trees and or tree save that may be impacted by construction

* New Home Construction Project (Tier 3) - This will be for any new single-family home, duplex, triplex or quadraplex that did not have previously approved
: , e
o Non-Development Heritage Tree Permit E r—— N
o Review Proposed Construction (Tier 1)

o Construction Project Other Than New Home

. For more information about the Urban Forestry Team,
(Tier 2)

click on this link:

o New Home Construction Project (Tier 3)

https://www.charlottenc.gov/Growth-and-
Development/Getting-Started-on-Your-Project/Urban-

Forestry
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The Storm Water Team reviews LDIRL applications as part
of its role in protecting and improving the quality of
streams and other surface waters, along with continual
assessment and improvements to storm drainage to
protect public safety and ensure long-term sustainability.
The Storm Water Team implements the UDO’s stormwater
regulations.

Under the Storm Water section (image shown to the
right), you will need to review each review type description
listed to determine which one matches your project.

o Tier1SW review - Minimal or no impact to existing
drainage patterns or drainage infrastructure.

o Tier2 SW review — New storm drainage infrastructure
or other impacts to existing drainage or drainage
infrastructure.

o Tier 3 SW review - Flood Study required
(Q100C>50cfs) and/or PCSO compliance is required.

After reading each type of Storm Water review, choose
type that applies to your project by clicking on *Storm
Water Review Type drop down as shown below.

STORM WATER

Below is a general summary:

Tier 1 SW review - Minimal or no impact to existing drainage patterns or drainage infrastructure.

Tier 2 SW review - New storm drainage infrastructure or other impacts to existing drainage or drainage infrastructure.

Tier 3 SW review - Flood Study required (Q100=50cfs) and/or PCSO compliance is required.

*Stom Ul Lwa urainage Review Type: - * Proposed total Built-Upon Area (i.e. impervious area square feet):

~-Select— -

#e=nsed Land Disturbance (in acres): () \

For more information about Storm Water regulations,
click on this link:

Stormwater Regulations - City of Charlotte
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Under City of Charlotte Zoning, the following information
will be needed to assist staff with reviewing the project for
compliance with the Charlotte UDO. This section will request
ylgu i'n%u)t the following information (as noted on the image to
the right):

*Project/Building dimension — Width in Feet:
*Project/Building dimension — Height in Feet:
*Project/Building Height from Grade - Right Elevation:
*Area — converted unheated to heated square footage:
*Number of Stories:

*Project/Building dimension — Depth in Feet:
*Project/Building Height from Grade - Front Elevation:
*Project/Building Height from Grade - Left Elevation:
*Area — Renovate existing space square footage:

*Is this a revision to a previously approved or existing
Individual Residential Lot application at the same location?

City of Charlotte Zoning
——

CITY OF CHARLOTTE ZONING <

* Project/Building dimension - Wa'llin Feet: * Project/Building dimension - Depth in Feet:

* Project/Building dimension - Height in Feat: * Project/Building Height from Grade - Front Elevation:
* Project/Building Height from Grade - Right Elevation:

* Project/Building Height from Grade - Left Elevation:

* Area - converted unheated to heated square footage: * Area - Renovate existing space square footage:

* Number of Stories: * s this a revision to a previousky

the same location?:

or existing Indivi

) ¥es () No

For more information about Charlotte Zoning, click on this
link https://www.charlottenc.gov/Growth-and-
Development/Planning-and-Development/Zoning/Zoning-
Admin
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Additional Addresses is the last section under Step
1: Work Location. This section will apply if the if the
lot is portion of a recently approved subdivision or
plat.

Additional Addresses

,  ADDRESSES

- “portion of a recently approved subdivision or plat. list all additional addresses.
Only add addresses when there are multiple addresses for one project and is different than the location address already entered.

Showing 0-0 of 0

Additional Addresses Parcel Humbsr
No records found.

_ Continue Application »

Once you click on Continue Application, you will be
taken to the screen that is shown to the right, Step
2: Contacts.

Step 2: Contacts

Announcements™  Logged in as:Claire Lyte-Graham  Collections (0} Account Management
Accela How-To Guide :: HDC How-To Guide :: Questions for the Development Center - Accela Technical Issues Support

Search -] |

Individual Residential Lot

1 Work Location

1 Step 2:Contacts>Contacts
*indicates a required field.

Applicant - Key Contact

“You may use Select from Account to auto-fill contact information. Please update informaticn as needed.

T T

Financially Responsible Party

“You may use Select from Account to auto-fill contact information. Pleass update information as neaded.

T T T

Licensed Professional

THIS CONTACT TYPE IS NOT REQUIRED
Please click on Look Up button to find the Licensed Professional in the database. If the Licensed professional is not in the database, you may dick on the Add New button to add a new Licensed
Professional to the database.

[ sevesnaresume e | Continue Application »
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After you click Continue, you will be taken to the
screen below. On this screen you will enter the Key
Contact information.

Under Step 2: Contacts, you will be asked to
provide the following information:

° Apphca nt - Key Contact Contact Information X

. . . *First: Middle: *Last:
* Financially Responsible Party g
° Licensed PrOfeSSional Name of Business:

Home Is Where The Heart Is

* Address Line 1:

Under Applicant - Key Contact, you will select the 000 . Morshesd
contact you would like to attach to the application, Address Line 2:
as shown on the screen below. You will then click o A
*City: * e *Zip:
C (o) nti nue. Charlotte NC 28202
*Work Phone: Mobile Phone: Fax:
Select Contact from Account X elmanoRn || e
Select a contact to attach to this application * E-mail:
Showing 1-2 of 2 Homels000@gmail.com
Category Type Hame
W Contact Addresses
Q O Contact Recond et 0
0 . et it @ contact address, click the address link.
Discard Changes Showing 0-0 of 0
|
O O O

41



Individual Residential Lot Review - Accela User Guide

If any information is incomplete or missing, your
screen will identify it as an error as shown below and

. , . You will be able to use the Edit function (shown below in
you will need to correct to continue the application.

red below) to make any changes or to update
information as necessary.

Contact Information x
F I o
® 1 errorts) murred on current Page | \E(z\;lm;g"\:(s’ﬁelédn to make any change or update. Or click the Remove bution to remove this one.
Please click the speci fic error item below to navigate to the failed field and correct your input_ | v assEs.
1.First: Required To edil a contact address, click the address link
Showing 0-0 of 0
Address Type Recipient Address Action
No records found.

If the contact has been added successfully, the
screen will indicate that the Key Contact was added
successfully, as shown below.

"

‘ Applicant - Key Contact

You may use Select from Account to auto-fill contact information. Please update information as needed.

| « Contact added successfully.
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Under Financially Responsible Party you may add this
contact information by using the following options as
shown in the image below:

d Select from Account

L Add New
O Look Up

)

If you Select from Account, it will take you to the screen

shown below where you will select the correct contact.
(“’

Select Contact from Account X
Select a contact o attach to this application
Showing 1-2 of 2
Categary Type Hame
Asmociated Property Camer of
Q Contact Record o
ASSOT AN Ol
Discard Changes

Once you enter Continue you will be taken to the screen
below where you will complete the contact information
of the Financially Responsible Party.

Contact Information x

* First: Middle: *Last:

Jane One

Name of Business:

Home Is Where The Heart Is

* Address Line 1:

000 W. Morehead St

Address Line 2:
* City: *State:  *Zip:
Charlott= ME 28202

*Work Phone: Mobile Phone: Fax:
58055555555 9805555555

*E-mail:

Homels000@gmail.com

¥ Contact Addresses

Add Additional Contact Address

To edit a contact address, click the address link.

Showing 0-0 of 0

Address Type Recipit Addi Action
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If information is incomplete or missing, your screen
willidentify it as an error as shown below and you
will need to correct to continue the application.

You will be able to use the Edit function (shown below in
red below) to make any changes or to update
® 1 error(s) occurred on current page.

Please click the specific error item below to navigate to the failed field and correct your input. I nfo rm atl on.

Contact Information X

1.First: Required l

eeeeeee

If the contact has been added successfully, the e -
screen will indicate that the Financially

Responsible Party was added successfully, as
shown below.

Financially Responsible Party

You may use Select from Account to auto-fill contact information. Please update information as needed.

w Contact added successfully.
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Under Licensed Professional you may add this
contact information by using the following options
as shown in the image below:

J Add New
0 Look Up

Licensed Professional

‘THIS CONTACT TYPE IS NOT REQUIRED
Please click on Look Up button to find the Licensed Professional in the database. If the Licensed professional is not in the database, you may dick on the Add New button to add a new Licensed
Professional | to the database.

o T

_ Continue Application »
u

This information will only be needed if you are
engaging a Licensed professional to design your
project

You will complete the Licensed Professional
Information, as shown below.

@ Licensed Professional Information

*License Type: *state License Number:
--Selact-- -
*First: Middle: *Last:

*Name of Business:

* Address Line 1

Address Line 2:

*City: *State: *Zip:

--Select-- A

*Work Phone: Mobile Phone: Fax:

* E-mail
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If information isincomplete or missing, your screen
will identify it as an error as shown below and you
will need to correct to continue the application.

Contact Information

You will be able to use the Edit function (shown below in

red below) to make any changes or to update
® 1 error(s) occurred on current page. . Info rmatlon-

Please click the specific error item below to navigate to the failed field and correct your input.

l
1.First: Required

‘Add Additional Contact Address

To edit a contact address, click the address link.

Showing 0-0 of 0

If the contact has been added successfully, the s -
screen will indicate that the Licensed Professional
was added successfully, as shown below in green.

Licensed Professional

THIS CONTACT TYPE IS NOT REQUIRED

Please dlick on Look Up button to find the Licensed Professional in the database. If the Licensed professional is not in the database, you may dlick on the Add New button to add a new Licensed
Professional | to the database.

+” Licensed professional added successfully.
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Announcements™  Logged in as:Claire Lyte-Graham  Collections (0} Account Management Step 3: Document Upload>Plans Submission
Accela How-To Guide :: HDC How-Teo Guide :: Questions for the Development Center :: Accela Technical Issues Support After Clicking Continue Application, you Will be taken to the
Search... ' | .
Individual Residential Lot image to the left - Step 3: Document Upload>Plans
1 Work Location 2 Contacts - TEE Fay Fees ) SmeiSSion

Step 3:Document Upload>Plans Submission . .
|_DIGITAL PLAN ROOM REQUIREMENTS: ‘\ Instructions for uploading

“halans 2nd supperting decumenaina i s orie omst | gpplication materials. On this page you will be provided with instructions on how to

= Plans must be "to scale” original plans scanned and saved as PDF file.

« Al subm'ltte.d plans- and design calculations mtjlst bg sealed ant?l signed Fay a design prDFessicllt\a.I licensed in the stéte of North Car_ulina. u p load you r p la I"IS a nd S u p po rti ng d OC u m e I"ItS i nto Acce la ’S

= Where applicable, include a PDF of sealed engineering calculations, drainage area maps, exhibits, and/or supporting documentation.

T e e digital plan room. This screen contains a Digital Plan Room

= Plans shall be set to landscape view, with the title block located in the lower right hand corner, (Ensure that all pages are in order, and rotated properly for viewing on-

ccreen.) Information function you can click on if you need additional

» It is important to include a table of contents when exporting/publishing to the PDF (ex. Include "Create bookmarks” setting in AutoCAD or Revit).

+ Include sheet titles within table of contents when possible. information and assistance Wlth uploading your docu ments in

= Multiple files including plans may be uploaded at the same time.

= Ensure sheet numbers are unigue across all plans submitted. th e d igital pla n roo m .

= Any annotations in the PDF will be removed during the submission process.

= Supporting documents:
= Do not combine any supporting documentation in the same PDF file with any plans; Submit supporting documentation as separate PDF files.
= Supporting documents shall be submitted as individual documents or as a single combined multipage file.

! » Documesnt i—— immtadnither landscape or portrait view so that the top of the page is always at the top of the monitor Once you have read the inStruCtionS on th iS page, you Wi ll.
I Vi Dl fan Room informtion for nformaion and guince — Use this function for scroll down to the bottom of the page and under Plans
(

T e e hr docuners e mame assistance. Submission Acknowledgement and click on the box and

Plans and supporting documentaton must be submitted as a PDF and the maximum individual file size allowed is 100MB.

*indicates a required field. Continue Application.

Plans Submission Acknowledgement

PLAN ROOM ACKNOWLEDGEMENT T B LT TR ea state me nt
*| acknowledge that | will upload plans, supporting ion, and following the[) ‘ and click on box.

submission of my application_:

*1.acknowledge that | will upload plans, supporting documentation, and attachments following the[]
submission of my application.:

Continue Application »
_ Continue Application = _
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Step 4: Review

The image below is a screenshot of the top of the next page,
Step 4: Review. This is the last step to submit your
application. You will review all the information you
submitted in previous steps and click “Edit” buttons to make
any changes. The information you will review is listed right:

Individual Residential Lot

2 Contacts

| Want To.. Resources

Contact Us Accela Technical Support
-

'S Logged in as:Claire Lyte-Graham  Collections (0) Accoun t Management

Search... ! I

Step 4:Review

Continue Application »

This is your LAST STEP to submit the application. Please review all information below. Click the "Edit" buttons to make changes to sections as needed. If you are ready, click on "Continue

Application” to SUBMIT. If you ar

Record Type

Detail Information

e not ready, click on "Save and resume later” to SAVE your information.

Click on edit if you entered. you
want to make changes to
information

Information for you to review and modify as needed:

AN NN N N N Y U U U NN

Parcel

Address

Owner

Application Details

Urban Forestry

Stormwater

City of Charlotte Zoning
Additional Addresses

Master Plan Options
Applicant - Key Contact
Financially Responsible Party
Licensed Professional

Plans Submission Acknowledgement
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Step 4: Review

Right is a screenshot of the bottom of the page Step 4:
Review. After you review the entered information and use
the edit button if you need to make modifications, you will
reach Plans Submission Acknowledgement.

This section requires that you read the statement and
acknowledge you will upload all required plans and
documentation, and that you certify the information is
complete, correct, and true.

Once you check the box, the Date information to the right will
be immediately be populated with the current date. You will
press Continue Application.

Plans Submission Acknowledgement

PLAN ROOM ACKNOWLEDGEMENT [ Ede |

| acknowledge that | will upload plans, supporting documentation, and attachments following the  Yes
submission of my application.

| certify that | have read and understand the instructions that accompany this application and that the statements made as part of this application are true, complete, and correct and that no material a
information has been omitted. By checking the box below, | understand and agree that | am electronically signing and filing this application.
Fees can be found at User Fee Schedules - City of Charlotte (charlottenc.gov)
The fees for this application are determined after a review of the information provided in the application. | understand and agree to pay the fees assessed before plan review by the City of Charlotte Land
Development Team.
v
l [ By checking this box, | agree to the above certification. Date:
-
l Continue Application »
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Upon submitting your application successfully, you will see
the screen to the right.

This screen inform you that if fees are paid prior to the
submittal of the application, City staff, per state statute, can
only keep the check for 24 hours. If plans are not submitted
within that time, the check will be returned to you.

You will receive an application number you will need to check
the status of your application.

You will upload your digital plans or other supporting
documents for staff review by clicking on Upload Plans and
Documents.

| Want To.. Contact Us Accela Technical Support

1 Work Location

Resources
i

- — —

Anncuncements ™ Logged in as:Claire Lyte-Graham  Collections [0) Account Management

Accela How-To Guide :: HDC How-To Guide :: Questions for the Development Center -: Accela Technical Issues Support

Search... Q-] I

Individual Residential Lot

Document .
2 Contacts 3 Upload 4 Review

©

Your application has been successfully submitted.
Please print your application and retain a copy for your records. Staff will contact you if additional information is needed.

If fees are paid prior to the submittal of this application, City staff, per state statue, can only keep the check for 24 hours. If plans are not submitted within that time, the check will
be returned to you.

‘ Thank you for using our online services.
Your Application Number is LDIRL-2025-01612.

You will need this number to check the status Or your appucation.

To r:n'0La your digital plans, specifications. or other supp. U
Upload Plans and Documents

\JEE——

To view the application details, Cuck on tne button below.

R =V el BT ET RS (Vo will be directed fo the Record Details page.)

Your application
number

—~—

Trlocuments for review. please click below:

\

Upload Plans and
Documents (PDF)
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Upload Plans and Documents

Right is an image of the screen that instructs the customer to
browse or drag and drop the required files to upload.

On the right side of the screen, there will be a list of
Requirements or documents to be submitted based upon
the information you provided as part of the application. This
application will require:

Architectural Elevation or Building Height Form
Building Plans
Residential Plot Plans/Site Plans

When you upload each of these documents, remember they
need to be separate and in PDF form. For each document,
you will need to specify the document type.

== - P

Announcements¥  Logged in as:Claire Lyte-Graham  Collections (0) Account Management

- Accela How-To Guide :: HDC How-To Guide :: Questions for the Development Center :: Accela Technical Issues Support

Search... 'J

Record: LDIRL-2025-01612
Address: 600 E 4TH ST, CHARLOTTE NC 28202

status (177

Record Details Summary Uploads |ssues Conditions Notes Approved
Review Version #1 I Requirements x
I o ® Required i

» Architectural Elevation or Building Height
Form
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 t
review package. When all of the desired files are uploaded and vali click the Contil button to prepare your files for review. This document is required.

Building Plans
Mote: Please do not combine plans and documents of various types into a single PDF document. * g
This document is required.

» Residential Plot Plans/Site Plans

o This document is required.

Drag and drop files here

or

Name Description Type Status Uploaded By Data ¥ Signature

Drag files
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Upload Plans and Documents -

Right is an image of the next screen that instructs the you to s O
browse or drag and drop the required files to upload.

On the right side of the screen will state Requirements and
list the documents to be submitted based upon the
information you provided as part of the application. The
Requirements list will identify the number of documents
required to be uploaded.

Mrcaans o1 Ao ard Az tha dasioed S b cpdsad Cince o Bes v acded, the Upioad sed Validshe Buttvn b dipiaped Sickan®t
reiew package. Whan sl of [he detied Mles ane plosdd and walkabed, click Hye Comfinug bussan 5o prazacs your Bl fos s

Fotts, Pt 2 IR O b T @ s o et R e el 6 g | SocaTRa

When you upload each of these documents, remember they
need to be uploaded separately and in PDF form. For each
document, you will need to specify the document type using
the drop-down list as shown right.

You will then upload and validate the plans.

52



Individual Residential Lot Review - Accela User Guide

Upload Plans and Documents

After you upload and validate your plans, the screen to the ] e —
right will reflect these actions. The Requirements listed on ' e st i

the right side of the screen will note Validated, also e e ey ~
reflecting the number of documents. | [

Orossue ordomg and dmz the desired Siss o cpload. Cnos ol fes e acred, the Upload sed Validasts Sufion b displapsd. Clickcn @ i sallds |0 es and add 5200 pour
reviow package. Whan sl Lhe deiired o are uplcadod ond sdlidatad. dick the Cominue butcn o prezaers your b for ioeee

The bottom of the screen will display the status of the
uploaded document files as Validated. e ————————————
If you need to delete a file or make any changes, clicking on
the symbols at the lower right hand of the screen will allow
you to take these actions.

......

If everything looks good, you will click on Continue.
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Below is an image of the next screen that shows the sheets
extracted from the files you uploaded as part of the review
package. If an erroris shown at the top of the page, then you
will need to check the sheets and manually enter a page

number if missing.

An error has occurred.

lecord. o 12
ress: 600 E4
status: [T
Recora Deail Sumemary
J Review Version
* uploaa
o o
Showing 3 total of 3 sheets
tle Blocl Thumbrail

. C wo
s
o=
- 5 =] fest pdf
A1 i &
[ House Test pdf
e
B rest paf

‘o oy e s

Below is an image of the screen that shows the
error removed because the page number was
entered in the appropriate location.

| Review Version #1

l 1 Upioad
Displayed below are the sheets extracted from files in this review package. Please review the sheet numbers that automatically populated for each title block to ensure they are
correct and match the plan page. If any title block is missing the corresponding sheat number, you will need te manually enter that number. You can save your work and come
back later if needed, or click Centinue when you are done.
Showing a total of 3 sheets Show anty emor shests
Title Block Thumbnail Sheet number and title
= 'C smEPLAN
,,,,,
I
L=
= [ Plan Test pdf {Page:1)
A 1 C' roompLaN TEST
|
| B HouseTest pdf (Page:1)
—
C|  ELEvaTIONSTEST
3
House2 Testpdf (Page:1)
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Announcements™  Logged In as:Claire Lyre-Graham  Collections {0} Account Management
U p lo a d P la n s a n d D o c u m e nts Accela How-To Guide :: HDC How-To Guide -: Questions for the Development Cenver - Accela Technical lssues Support
J Search... IJ

Record: LDIAL-2025-01612

The screen shown to the right will allow for an overview of the P ot nc 20202
documents you have uploaded. s (I

Record Details Surnmary Uploads Issues. Conditions MNoees Approved

This screen will allow the following actions: R Verson £1

1 Upload 2 Sheets

Pleasa raview the information below and ensure you have uploaded all of the plans and documents for this review cycle. Click the Edit buttons to make any needed changes or to

Description - DeSCribe prOjeCt and Click Save upload any remaining documents. Once you click Finish, your review cycle will begin and additional documents cannot be uploaded until aftar the review cycle has been

complated.

Requirements — Ensure all documents are correct and

properly validated for submittal. Click Edit if changes are saon )

needed.

The requissment types below indicate if the corespanding ariteria has been met, Ensure all required requirements are walidated to submit your revcw package.

Files - List of files uploaded that will be submitted with the " —— —

package. Click Edit if changes are needed. e e

Once everything looks correct, you will click Finish. _

Thesz are all the files that will be submitted with this padage.

Name Description Type Updated By Updated Date Signature
HousaZ? Tesz pdf Architecrural Elevason Claire Lyre-Graham 4/22/2025
House Test pdf Bullding Plans Claire Lyre-Graham 4/22/2025
Plan.Testpof Residential Plot Plans/She Plans Claire Lywe-Graham 4/22/2025
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Once you click Finish, you will be taken to the screen to
the right that indicates Success Your review package has
been submitted. You will see the following items in a row: |

Accela How-To Guide : - HDC How-To Guide :: Guestions for the Development Center -: Acoela Technical Issues Support

v" Record Details |

v’ Summary L(0) S tesew paciage has een submie
v' Uploads —

v Issues s 0T CHARLOTTENC 20
v' Conditions | —

v Notes

v" Approved e

Status: Submitved
Dawe createds 4/22/2025, 12:47:00 PM
Dave submitted: 4/22/2025, 6:19:02 PM

MName: Review Vearsion Il
Description: Addition

You will be able to click on each of the above items for

application details; summary of project; uploaded files; _

issues, conditions, and notes generated by staff that you - —
will have an opportunity to respond to; and approved plans S camie  pps g
and documents. ;?::emmﬂmmmfslte Eﬂr;::m— J— .

You will also be able to see uploaded files listed at the
bottom of the page.
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Clicking on Record Details will take you to the screen to
the right, where you will be able to see the following
information:

Record Status

Record Info

Plan Room

Payments
Work Location
Permit/Case Details
Licenses Professional
Project Description
Owner

Accala How-To Gulde - HDC How-To Guide :: Quastions for the Development Cenver :- Accela Technical lssues Support

Record LDIRL-2025-01612:

Individual Residential Lot

Record Status: In Progress

acord Info + Plan Roam + Payments v

600 E 4TH 5T
CHARLOTTE NC 28202+

Add to collection

Permit/Case Details

Licensed Professional: Project Description:
Jane One Homels000@gmall.com Charloste House Addhion
Home s Where The Heant ts Add 300 square feet vo rear of existing residential
D00 W. Morehead St. SHNBCHANE.
Chamiote, NC, 28202
‘Work Phone-980- 555-5555
Prowider HC123456

* More Details [ Project Due Date is under Application Info)

Owner:
CITY OF CHARLOTTE *
GDOEATHST
CHARLOTTE NC 28202 281
Phone: 7043363782
clairesislandl@gmailcom
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Clicking on Summary will take you to the screen to the right,
where you will be able to see the following information:

Issues, Conditions, and Notes generated by Department
staff reviews and Status.

When staff reviews are completed, you will be able to
respond to comments with revised documents.

Announcements™

Accela How-To Guide : : HDC How-To Guide -: Questions for the Development Cenver - Accela Technical lssues Support

Record: LMRL-2025-01612

Address: 600 E 4TH 5T, CHARLSTTDIDoonn2
Record Desalls Sumimiary Uploads: Issues

Logged In as:Clalre Lyve-Graham

Collections (@)

Account M anagement

1

Description of Worlk: Dascipline Status Issues Conditions Mowes
At 300 SqUAre faet 1 rear of axisting residentdal seruckure.
Current Stans: = CDOT DETAILED REVIEW 0 ] ]
Address: 600 E 4TH ST. CHARLOTTE NC 28202
CDOT GATEWAY REVIEW o o a
Total Number of lssues:
Issues In Progress With Applicant: EROSION CONTROL DET. In Progress ] ] a
Issues In Progress With Agency:
g 3 In {21 o o a
v 1 lssuas: STORMWATER DETAILED _. Progn
Total Number of Conditions:
STORMWATER GATEWAY . a [ a
Total Number of Notes:
URBAM FORESTRY DETAL .. In Progress o o (1]
URBAM FORESTRY GATE . o o (1]
ZOMING DETAILED REVIEW o o L1
ZOMING GATEWAY REVIEW a [ a
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Clicking on Uploads will take you to the screen to the
right, where you will be able to see the uploaded plans
identified under Review Packages. The number of
review packages listed will depend upon the number of
reviews needed to address all outstanding items.

Generally, plan files may only be submitted at the start
of a review cycle. If you click on the Plans button at the
lower right-hand corner of the screen, the agency may
allow you to upload any missing files.

Announcements Logged in asClaire Lyte-Graham  Collections (0)  Accouwnt Management

Accela How-To Guide :: HDC How-To Guide : - Questions for the Development Center = Accela Technical lssues Suppore

l Search... IJ

Notice:
This project has already been submitted to your agency. Supporting documents and attachments can be uploaded now by clicking the Attachments
button if displayed. The agency may allow you to upload plans by requesting to upload missing plans when you click on the Plans button.

Record: LDIRL-2025-01612
Address: 600 E4TH 5T, CHARLOTTE NC 28202

fric i SUBMITTED

Record Detalls Summary Upioads Issues Conditions Notes Approved

Digital filzs required for application and plan res >w are submitted within a r- " ew package. Below is a list containing submitted and in progress packages for this application. Plan
files may only be submitted at the start of a review Cy_'2 For readear — o oc that are in progress, click the Resume acticn to upload files and/or submit responses.

Daare Mame Descripton Seatus Last Updated By Comments
AJ2212025 Review Version #1 Addition Submitved Claire Lywe-Graham View
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Clicking on Issues will take you to the screen to the right,
where you will be able to see a list of issues generated for
your project. The list can also be filtered for specific
department comments. You can also click on issues to view
the comment and mark up on the associated plan. You will
address issues by submitting a brief response followed by
uploading revised documents.

Announcements™  Logged in asxClaire Lywe-Graham  Collections (1) Account Management

Accela How-To Guldes -: HDC How-To Gulde - : Guestions for the Development Center = Accels Technical ksues Suppore

Search... IJ
Record: LDIRL-2025-01612
Address: 600 E 4TH 5T, CHARLOTTE MC 28202
status:
Record Detalts Summary Upioads Issues Conditions Notas Approved

Below you will see a comprehensive list of issues for this project. This list can o fhtered to foous - a desired discipline or status. You can click on an open issue to view associated
mark-ups and respond bafore uploading new plans. Please note that all open issues win require a brief response prior to uploading a revised plan sat.

Last Updased
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Clicking On Conditions Will ta ke you to the Screen to the Announcements™  Logged in asClaire Lyte-Graham  Collections (0)  Account Management
Accela How-To Guide :: HDC How-To Guilde : - Questions for the Development Center = Accela Technical lssues Support
right, where you will be able to see a list of conditions ]
generated for your project. The list can also be filtered for
o . Record: LDIRL-2025-01612
specific department comments. You can also click on TS HAOTE NG 202

conditions to view the comment and mark up on the
associated plan.

Record Detalls Summary Uploads Issues ‘Conditions Notes Approved

Below you will see a list of conditions for this project. This list can be filtered to focus on a desired scipline. You can click on an oper _ondition to view associated mark-ups.

Conditions

Discipline
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Clicking on Notes will take you to the screen to the
right, where you will be able to see a list of notes
generated for your project. The list can also be filtered
for specific department comments. You can also click
on Notes to view the comment and mark up on the
associated plan.

Announcements Y Logged i asiClalre Lyte-Graham  Collections (0 Account Managemant

Accels How-To Guide :: HDC How-To Guide ;- Guestions for the Developmem Center = Accela Technical lssues Support

Search._. IJ

Record: LDIRL-2025-01612
Address: 600 E 4TH 5T, CHARLOTTE NC 28202

fRe e SUBMITTED

Record Detalls Summany Uploads lssues Conditions Notes Approved

Balow you will see a list of notes for this project. This list can be filtered to focus on a desired discipline. You can click on an open 1.2%= to view associated = lark-ups.

Notes 8
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Accela How-To Gulde -: HDC How-To Gulde : - Guestions for the Development Center = Aco

Clicking on Approved will take you to the screen to

the right, where you will be able to see a list of i 0 ATHET, CHARLOTIENC 28202
. . Stalus:_

approved plans and documents for this project.

Upioads
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