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Resubmittal Guide for Plans to the City of Houston

Please use this as your guide for Resubmittals. Following the steps below will ensure that we have a successful Resubmittal process.

· CONTACT each Plan Analyst directly regarding any questions you may have about the City Comments. This will save time in the long run.

· All Revised sheets should have revisions BUBBLED. Do not highlight revisions, as these marks become black spots in the City’s microfilm records.

· Prepare a response LETTER to each City department 

(i.e. Structural Dept., Electrical, Fire Marshal, etc.).

· Address each City Comment in the response letter.

· Specify sheet numbers where revisions have been made.

· Attach 1 Copy of letter to the cover of each set of plans.

· Send 2 additional copies of the letters for Landers’ use.

· INSERT each revised sheet behind its corresponding reviewed sheet.  

· Do not remove any sheets from the existing sets.  

· FOLD/STAPLE up the bottom right hand corner of each previously reviewed sheet that is being revised.

· Do not Send Specifications or any loose sheets.

(All pertinent information should be affixed to the plans.)

· ROLL PLANS with Print Faced Inward, in accordance with City Preference.

· Please ADVISE Landers Consulting, Inc. at 713.668.0705 when plans are being shipped to us. We need this notice in order to schedule Resubmittal time at City Hall.

_













PLAN EXPRESS REVIEWS ONLY:  

If we submitted 4 sets of plans to the City Plan Express Department for your project, we divided them into two groups: 

The City identifies 2 sets as “XX Sets,” and 2 Sets as “DX Sets.”  It is imperative that these plans stay in this order when you return them to us, as the City routes XX Sets to some departments, and DX Sets to others.
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