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Application Criteria 
 

 Electronic submittal is available only for Building Control Unit plan reviews; Planning applications 
must be processed in the usual manner. 

 Files are to be submitted on a compact disc (CD-R) to BCU front desk along with all other 
supporting documentation, including a printed set of plans which may be printed at full size (24” x 
36” or greater) or ½ size (minimum 11” x 17”). Sets printed at ½ size must have legible font 
sizes. 

 Applicants must have a valid email address. 

 Applicants are strongly encouraged to have Adobe PDF Professional version 7 or higher installed 
on their computers. 

 An electronic processing fee may be added on to any electronic submissions. As the electronic 
review process is currently a pilot project, this fee will initially be waived. 

 The Chief Building Officer or his designate has the discretion to cease accepting digital 
submissions based on staff workflow.  

 
 
Format 
 

 Drawings must be PDF format, compatible to Version 7 or later. 

 The applicant’s CD should contain separate PDF files for each subject area (e.g. Building 
(Structural), Mechnical, Plumbing and Electrical). Each of these files must contained bookmarked 
pages (see www.planning.gov.ky for instructions on creating a PDF bookmark) which reflect the 
sheet name and the drawing description (e.g. A5-Main Floor Plan). Applicants are encouraged to 
use the ‘A’ prefix for architectural sheets, the ‘S’ prefix for structural, ‘M’ prefix for mechanical, ‘E’ 
for electrical and ‘P’ for plumbing. 

 

 
 

 For fit-outs and plan sets which are less than 3 pages in total, each drawing sheet may be a single 
PDF file. 
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