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Thank you for your Historic Preservation Board Minor Review application. Staff has processed your application. Read and follow 
the next steps:

1.	 UPLOAD YOUR PLANS TO PROJECTDOX:

•	 The applicant listed on the application will receive emails from ProjectDox with instructions on how to upload the 
documents.

•	 Once logged in to ProjectDox, your task will show in blue text.

•	 Click the ‘Applicant Upload Task’ for your case number. A new window will open.

•	 Upload all relevant pictures, surveys, product examples or plans for staff to review.

•	 Required documents are shown on the next page.

2.	 SUBMIT YOUR PLANS FOR REVIEW:

•	 Once you have completed the uploads, YOU MUST 
SUBMIT the plans to us.

•	 In the Applicant Upload windows, check the box next 
to “I have uploaded all required drawings and/or 
documents.”

•	 Click the button marked “Submission Complete.”

•	 This will alert staff that you have completed your 
uploads and the plans are ready for review.

3.	 REVIEW PROCEDURE and TIMELINE:

•	 Minor Reviews may take up to 10 days for a review once all items have been submitted.

•	 If staff requires additional documentation, the applicant will be contacted.

•	 Once a determination is made, a Certificate of Appropriateness (COA) will be uploaded to the “Approval Folder”.

•	 The applicant will receive an email from ProjectDox notifying that the project is approved.

4.	 PERMITTING REVIEW

•	 The COA should be provided to Permitting Services as proof that the HPB has reviewed and approved the project. If 
conditions were added, please update your plans prior to submitting to Permitting Services to reflect all HPB conditions.

CONTINUE YOUR HISTORIC PRESERVATION REVIEW

Contact Staff for assistance or information:

For ProjectDox assistance: Ronald.Waitekus@orlando.gov 
For Review or required documentation information: Jennifer.Fritz-Hunter@orlando.gov
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