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IMPORTANT INFORMATION! PLEASE READ BEFORE YOU START THE
APPLICATION PROCESS:

Please review the following instances in which applicants are required to come into DCRA to complete
construction applications:

Applicant cannot pay by credit card (MasterCard, Visa and Discover)
Applicant would like to pay with more than one (1) credit card
Applicant's fees are greater than $20,000

Raze permits not available online

Application requires a “Walk Through”
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Contact Information:

e Forthe instances noted above, please make an Appointment Online or come into DCRA at 1100
4th Street SW, Washington DC 20024.

If you have any questions or are experiencing any technical issues please call Customer Service at (202)
442-4589 during the hours of 8:30 am - 4:30 pm, Monday - Friday.


https://dcra.dc.gov/sites/default/files/dc/sites/dcra/publication/attachments/Job%20Classification%20System%205-9-16%20Final.pdf
https://dcra.dc.gov/node/1205201

What is OCPI 2.0

Online Construction Permit Intake (OCPI 2.0) is DCRA’s enterprise Citizen Portal which allow customers
the ability to submit construction permit applications, pay and receive construction permits online.

How to access the site?

You must use one of the three (3) compatible browsers: Microsoft Edge, Firefox or Google Chrome.

To navigate to the Citizen Portal you have the same two (2) options as before, along with an additional
option: dcra.dc.gov/ocpi

1. On the DCRA Website’s Main Menu go to Services = Click Online Services = Click File Your
Construction Permit Application Online (OCPI 2.0), you will be directed to the “Online
Construction Permit Intake (OCPI 2.0)” Home page (see Figure-1a).

2. Onthe DCRA Website’s Main Menu go to Permits, Surveyors & Zoning—> Click Get a Building
Permit—> Click Get Your Permit Online (OCPI 2.0), you will be directed to the “Online
Construction Permit Intake (OCPI 2.0)” Home page (see Figure-1a).
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3. Click the “Submit Your Application” button and you will be directed to the Citizen Portal Home
page as shown in Figure-1b.

Tue DisTrRICT
OF COLUMBIA

Residents = Business = Government  Visitors | Education | Jobs | Online Services | Mayor ‘

DC Home > DCRA Home

Register for an Account | Login
FOl 4
Home Services Licenses
Welcome to the new DCRA Citizen Portal i
s : . 2 o ogin
We are pleased to offer our citizens, businesses, and visitors access to government &
services online, 24 hours a day, 7 days a week. User Name or E-mail:
In partnership with_Accela, Inc., we are fi ng our promise to deliver powerful e-
: TS i , Password:
government services and provide valuable information about the com ty while
making your interactions with us more efficient, convenient, and interactive. Using this
service, you can view information and get questions answered about permits and Login »
enforcement cases in the District's records. W t with this will provide you with a -
new, higher level of service that makes living and working in our community a more
enjoyable experience. Remember me on this compuier
) ) _— - I've forgotten my password
Use online services so you can "skip the trip" to our offices and conduct your DCRA New Users: Register for an Account
business wherever and whenever you choose.

Services Offered:
Supported Browsers

File Your Construction Permit Application Online « Microsoft Edge
Get a Supplemental Building Permit  Firefox
Get a Postcard Permit s Google Chrome

Request a Building Plat
Certificate of Occupancy
Third Party Inspection Document Submission

Figure-1b

The Citizen Portal requires a valid username and password. If you do not already have a username and
password, use the “Register for an Account” link in the upper right corner of the screen to create an
account.

You can use an email address for the username when setting up your account to access the Citizen
Portal. Please note, once the account is created, your username cannot be changed.

How to use Forgotten Password?

If you have forgotten your password, use the “I’ve forgotten my password” link as shown in Figure-2 and
enter the Email address of your account to reset the password. You will receive an Email with a
temporary password to login to Citizen Portal.




Login
User Name or E-mail:

[ |
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) Remember me on this computer
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Figure-2

How to Sign-out of Citizen Portal?

You can logout of Citizen Portal by selecting the “Logout” link in the upper right corner of the Citizen
Portal website. Refer to Figure-3. After using the portal, it is imperative that you save any pending
applications and ensure that you sign out of the portal.

| Collections (0) | _-__—"4§'Car‘t {0) | Account Management [

Figure-3



How to submit a permit application?
Once you have logged into the site, you will see the “Home” page (see Figure-4), select the “Request a
Building Permit” link in the Services blue box as shown below:

(1

Home Services Licenses

Welcome Amir Razavi

You are now logged in.

What would you like to do today?

DCRA is pleased to provide these online services so you can "skip the trip” to cur offices and
cenduct your DCRA business wherever and whenever you choose.

* If you have any questions or nzed help with requesting Building Plats online,
please contact Office of Surveyor at (202) 4424566'"--
For basic infermation about Surveyor Services, please visit:
Surveyor Services

If you hawve any questions about the Certificate of Oooupancy application,
please contact Office of Zoning Administrator at (202) 442-45?6L'?_-

For basic information about Certificate of Occupancy process, please visit:
Certificate of Occupancy

Please note that certificate of occupancy applications for new building or
conditional/temporary certificates of cccupancy may not be applied online.

To request any of these transactions, click on the "Request a Building
Permit" link in the permits box bealow.

Services Licenses
Request s BuildingPermit/Authorization /
e Request a Survey Plat

Figure-4



Requesting a Permit

Click the link “Request a Building Permit” on the home page, the screen will be refreshed with the
General Disclaimer page. You must read and accept the terms governing the use of the website (Refer to
Figure-5).

Online Application

Welcome to DCRA's e-Submission Website. Using this Website you can submit a
request for Building Plats or apply for a Certificate of Occupancy Permit and pay the
required fees. In the future you will be able to submit and track permit applications
from this Website.

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

= If you have any questions or need help with requesting Building Plats online,
please contact Office of Surveyor at (202) 442-4566
For basic information about Surveyor Services, please visit:
Surveyor Services

If you hawve any questions about the Certificate of Occupancy application,
please contact Office of Zoning Administrator at (202) 442-4576

For basic information about Certificate of Occupancy process, please visit:
Certificate of Occupancy

Please note that only "Ownership Change" Certificate of Occupancy applications are
accepted online at this time.

General Disclaimer =
While the District of Columbia attempts to keep its Web information accurate
and timely, the Washington DC Government neither warrants nor makes
representations as to the functionality or condition of this Website, 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 District as a result of
updates and corrections.

o

| have read and accepted the above terms.

| Continue Application » J

Figure-5

1. Read the terms and conditions and click the checkbox “I have read and accepted the above
terms”

2. Click “Continue Application”

3. Select a service a service type as shown in Figure-6. For instance, if you are submitting a
construction permit application, select “Construction” from the service types dropdown list

4. Click “Continue Application”

Home Services Licenses
Search| Request a BuildingPermit/A ization / Request a Survey Plat

Select a Service Type

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

gory—
Certificate of Occygancy
Construction &
Shop Drawing

Supplemental
Surveyors

| Continue Application »

Figure-6



Citizen Portal will display a list of available permit applications as shown in Figure-7.

Select a Service Type

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

T ; 1
| Construction v

() Addition Alteration Repair Permit
) Addition Permit
() After Hours Permit
() Alteration and Repair Permit
) Antenna Permit
) Awning Permit
() Capacity Placard Permit
(0 Civil Plans
() Demolition Permit
) Excavation Only Permit
) Fence Permit
() Foundation Only Permit
() Garage Permit
() New Building Permit
() Retaining Wall Permit
() Scaffolding Permit
) Shed Permit
) Sheeting and Shoring Permit
O Sign Permit
() Soil Boring Permit
() Special Sign Permit
) Swimming Pool Permit
© Tenant Layout Permit
(0 Tent Permit
() Tower Crane Permit
) Underground Storage Tank Permit

| Continue Application nJ

Figure-7

Please note:

Raze Permits are not available online, customers are required to walk into permit center to obtain Raze
permits.

Please follow on-screen instructions for each specific permit application type to submit online. On-
screen navigation will guide you through to complete your permit application.




Property Address/Parcel/Owner Information

You are required to provide the validated property information as shown in Figure-8. Enter address
information by providing either one or combination of “Street No”, “Street Name”, “Quadrant” or “Zip”.

Home Services Licenses

Search | Request a BuildingPermit/Authorization | Request a Survey Plat

Addition Alteration Repair Permit

1 step1 2 step2 3 step2 4 Stepa 5 Review 6 )| T

Step 1:Step 1> Address/Parcel/Owner
*indicates a required field.

‘ Address

If you search for and select the address of the first lot, the Parcel will be automatically retrieved in the property ID.

* Street No.: StFractione.g.%:  *Street Name: StreetType:  Unit No.:
[1100 | famn ST ]
Quadrant Zip:

SW v | |eo024

Search & Validate Clear

| Parcel

You must provide the correct Square, Suffix and Lot for the first lot in your request. If you are not certain about the Sguare and
Lot numbers, you may search for them by address from the PIVS < http://pivs.dera.de.gov/property/search> website.

* Square Suffix Lot : (6]

1111 1111

‘ Owner

Owner Name: @ Country:

R | [ United states v
* Email: *Cell Phone:

|test@mail.com | [1234567830 |

Continue Application » Save and resume later [™]
Figure-8

Validate Property Address

Validate the property by clicking on “Search & Validate” button as shown in Figure-8.
After validating the property address please review additional details as shown in Figure-9.

—~ A notice was added to this work location on 031002011,
1 Condition: Floodplain Severity: Notice
Total Conditions: 3 (Notice: 3)
Hide additional details

Conditions

Showing 1-3 of 3

Condition Name Status Severify Applied Date Effective Date Expiration Date
» @ CFA Applied Notice
» (i) HPRB Applied Notice
» 1\1;) Floodplain Applied MNotice
Figure-9



Authorized Agent and Applicant Information

Provide the required Agent and Applicant information as shown in Figure-10.

Home Services Licenses

Search | Request a BuildingPermit/Authorization /| Request a Survey Plat

Addition Alteration Repair Permit

m 2 Step2 3 Step2 4 Stepd 5 Review 6 7

Step 1:Step 1> Applicant

*indicates a required field.

‘ Agent Authorization

AUTHORIZED AGENT

*Is an Agent authorized to act on behalf of the Owner?: () Yes () No

‘ Applicant ‘

Enter applic ant information or click on the Select from Account button to populate the fields with the information you registered with.

l Select from AI::I::DIJI"ITJ I Add NewJ

Continue Application » Save and resume later ™

Figure-10

Supporting Documents

Upload the required documents using the “Add” button (as shown in Figure-11) to support your permit
application.

Home Services Licenses

Search | Request a BuildingPermit/Authorization | Request a Survey Plat

Addition Alteration Repair Permit

Step 4:Step 4> Documents

*indicates a required field.

| Attachment

Upload the required documents.

If you are applying for a Certificate of Ocsupancy click on the following link for Certficate of Check List and Process

If you are applying for & Canstruction Permit, DO NOT upload your plans here: you wil receive an email notification with instructions on how to upload the plans.

Buiking Plat requests do not require attached documents.

The maximum file size allowed is 10 MB.
html;htm;mht;mhtml are disallowed file types to upload.

Doc Name Upload Date Description Type
No records found.

4 »

I SEIElernmAcnnurItJ { Add J

Continue Application » Save and resume Ialerg]
Figure-11




Review and Certify Permit Application

As part of the final step in submitting the permit application, you are required to review and accept the
certification as shown in Figure-12.

I hereby certify that the name provided in this application has the authority as the owner of the property, or as an agent for
the owner, to submit this application. I certify that the information provided is complete and correct to the best of my
knowledage. I understand that the name provided will be the name printed on the application.

False statements may be subject to fines and prosecution as applicable by statute. If the District of Columbia government
learns that the person submitting this application is not authorized to do so, any permits or licensing affiliated with this
application may be revoked or suspended. By checking the box below, I understand and agree that I am electronically
signing and filing this application.

By checking this box, I agree to the above certification. Date:

| Continue Application » Save and resume later [™]

Figure-12

Note: At any time during filling out the permit application, you can save and resume your application by
clicking “Save and Resume later” at the bottom right of each screen as shown in Figure-13.

Save and resume later [™] |

Figure-13
Payments

In order to submit the permit application, applicants must pay a filing fee. Prior to permit issuance,
applicants must pay the permit fee. Payment can be made by Visa, Master Card, or Discover, not
exceeding $20,000. Payments can only be made with one (1) credit card.

Once the permit is ready for issuance, “Pay Fees Due” link will be displayed on the Services = Records

List as shown in Figure-14. Click the “Pay Fees Due” link to complete the remaining outstanding
payment.

10



Records

If you have any questions or need help with requesting building plats online,
please contact Office of Surveyor at 202-442-4566

If you have any questions about the Certificate of Occupancy application,
please contact Office of Zoning Administrator at 202-442-4576

Showing 1-8 of 8 | Download results | Add to collection | Add to cart

| | Date Permit Number Record Type Address Status Action
o 05/20/2017 A1700045 Awning Permit 309 11TH ST NE, Review in Process | Pay Fees Due
— WASHINGTON DC
20002
(] 05/20/2017 D1700497 Demolition Permit 301 11TH ST NE. Permit Issued
— WASHINGTON DC
20002
] 05/20/2017 EX1700060 Excavation Only Permit 303 HHTH ST NE, Permit Issued
- WASHINGTON DC
20002
B 05/20/2017 G1700049 Garage Permit 306 11TH ST NE, Permit Issued

WASHINGTON DC

Figure-14

Citizen Portal screen will be refreshed with a “Check Out” page as shown in Figure-14A. The applicable

fees for the Permit Application is shown on the page along with the “Check Out” option.

Applicable Fees

Fees Qty. Amount
Awning Permit Fee 162.5 $162.50
TOTAL FEES

Note: This does not include additional fees which may be assessed later. If you are
applying for a Certificate of Occupancy,you will be charged a filing fee.Upon approval
of your application an issuance fee is assessed.In order to receive your certificate
both filing and issuance fees must be fully paid.

$162.50

I l Chgck Out »_JI\ Continue Shopp_inlg »_J

Figure-14A

Once you click the “Check Out” button, the payment screen will be displayed as shown in Figure-14B.

You are required to provide the credit card information.

11



information

4 Select item to » Payment
a _

Step 2: Payment information

Pay with Discover, MasterCard or Visa.

*Credit Card Only

3 ReceiptiRecord
issuance

* indicates a required field.

Payment Options

Amount to be charged: $162.50
® Pay with Credit Card

Credit Card Information:

*Card Type: *Card Number:

“ Security Code: @

|——Select—— v | |

*Name on Card:

* Exp. Date:

| | Jo1iv] [2017 7]

Credit Card Holder Information:

[ Auto-fill with | Srish Sathuvalli v |

Country:

| United States

* Street Address:

*City: * State: *Zip:
| | [sdect-v] | |
“Phone:
| |
E-mail:
|
l Submit Payment nJ
Figure-14B
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You are required to pay a portion of the permit fee before submitting the application. You must use a
credit card (MasterCard, Visa or Discover) to make the payment. Once your application is submitted,
system will display a receipt page with your permit tracking number on it as shown in Figure-15.

2 Payment 3 ReceiptiRecord
information issuance

Step 3:Receipt/Record issuance

If you have applied for a Supplemental or Postcard Permit, please select the Permit Number link seen below; then go to the Attachments to
download and print your Permit

1 Selectitem to pay

Receipt

Your application submission has been successfully completed.

‘ 1100 4TH ST, SW, 20024

B1700470

Figure-15

You can also pay for multiple permit applications online by using the shopping cart feature. You may
access “Cart” to make payments as shown in Figure-16.

Cart
. » Payment - R
1 Selectitem to pay 2 jnformation e

Step 1:Select item to pay

Click on the arrow in front of a row to display additional information. Items can be saved for a future checkout by clicking on the Save for later
link.

PAY NOW

1100 4TH ST SW, 20010
2 Application(s) | $89.65

» Fence Permit $18.15 Edit Save for later Remove
17TMP-013136
» Foundation Only Permit $71.50 Edit Save for later Remove

17TTMP-013139

1100 4TH ST SW, 20010
1 Application(s) | $35.75

» Garage Permit $35.75 Edit Save for later Remove
1TTMP-013144

Total amount to be paid: $125.40

Mote: This does not include additonal fees which may be assessed later.

e

[ conti Sh ".:»’I

Figure-16



Citizen Portal will render a page showing a receipt for multiple permits for which you made payments.
Please see the receipt as shown in Figure-17.

Receipt

Figure-17

14



Managing your applications in ACA

You have the option of saving your incomplete application in OCPI 2.0. While working on your permit
application, you can click on the “Save and resume later” button to save your application and continue
at a later time.

Your incomplete or submitted applications are listed in the Services page as shown in Figure-18.

Showing 1-10 of 18 | Download results | Add to collection | Add to cart

D Date Permit Number Record Type Address Status Action
l:‘ 12/ BP1700534 Post Card Building 1050 17TH ST Mg Permit Issued
Permit WASHING "~
CO1700093 Certificate of Occupan s Submitted Online
Permit

List of =
submitted & 16TMP-007259 Certificate of O Status of i Resume Application

incomplete Permit completed Click here to
applications 16TMP_007214 Addition Alteran QA Resume Application SCiilLe
nesume Application working on

Repair Permit

incomplete
l:l 10/24/2016 EN1700110 Elevator New Permit 1050 17th ST NW, Permit |ssued applications
20036 United States
D 10/24/2016 BP1700162 Post Card Building 1050 17th ST NW,
Permit 20036 United States
D 10/24/2016 BP1700138 Post Card Building 1050 17TH ST NW,
Permit 20036 United States
l:l 10/24/2016 16TMP-007163 Cerfificate of Occupancy 1050 17th ST NW, Resume Application
Permit 20036 United States
D 10/17/2016 16TMP-007052 Elevator New Permit 1050 17TH ST NW, Resume Application
WASHINGTON DC
20036
l:‘ 09/06/2016 16TMP-006049 Ceriificate of Occupancy 1050 17TH ST NW, Resume Application
Permit 20036 United States

=Prev 1 2 Next>

Figure-18

Prior to permit issuance, you are required to pay the balance of the permit fees. You will receive an
Email as shown in Figure-19 informing you of the outstanding permit fees. Return to OCPI 2.0 Citizen
Portal and you will see a link under the “Action” column of your permit for making the payment as
shown in Figure-18.

g Reply € Reply All £ Forward

noreply@dc.gov
Your Permit A1700045 has Balance due
GeneralContractors@madeup.com

Your permit A1700045 at DCRA has a balance due of 5162.5. Please sign into DCRA's Accela Citizen Access and click on the pay-fee link next to your permit number to pay with credit card.

Figure-19

15




Permit Issuance

Following payment of the permit fee, your permit will be attached to your application.
To locate your permit:
1. Click on the permit number link to open the permit details page (see Figure-18)
2. Expand “Attachments” as shown in Figure-20
3. Locate and click on the permit document to download and receive your permit as shown in

Figure-21
Home Services
Request a Building Permit/Authorization / Request a Survey Plat
Permit SR165003380: Add 1o cart Add 1o collection

Surveyors Request

Record Status: Open

‘ » Work Location ‘

‘ » Fees ‘

R4

Permit Details ‘

4

Inspections ‘

4

Processing Status ‘

R d

Attachments ‘

d

‘ » Trust Account Information ‘

Related Records ‘

Figure-20

‘ w Attachments

Upload the required documents.

If you are applying for a Certificate of Occupancy click on the following link for requirements : Certificate of Occupancy Check List and Process

If you are applying for a Construction Permit, DO NOT upload your plans here; you will receive an email netification with instructions on how to upload the plans.

Building Plat requests do not require attached documents.

The maximum file size allowed is 10 MB.
html; htm;mht;mhtml are disallowed file types to upload.

Doc Name Upload Date Enti Type
PERM_Foundation_Permit_v1_20170520_124411.pdf 05/20/2017 Foundation Only Permit - FD1700102 Permit

4

Add ‘
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