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Resubmit Files for a Review Requiring a Resubmit 

Staunton Community Development Department  |  City Hall, 3rd Floor  |  540.332.3862 

Once the review is complete, Community Development may request that you resubmit the files if the status of the 
review is Requires Resubmit.  Community Development should notify you with the details of why the files need to 
be resubmitted.  These are the steps to resubmit the corrected files through the Civic Access Portal. 

 

Step 1:  Navigate to Staunton's Civic Access Site and log in to your account. 

 

 

Step 2:  Click "My Work" 

 

 

Step 3:  Click "My Permits" (Or “My Plans” depending on your scenario) 
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Step 4:  Click on the Permit Number or Plan Number to open the record. 

 

 

Step 5:  Click "Resubmit" under the Available Actions section. 

 

 

Step 6:  Type a response for each Correction and Recommendation listed in the review. 
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Step 7:  Click the toggle button to "Acknowledge" the Corrections and Recommendations, then click "Next." 

 

Step 8:  Click "Next" to proceed to the file upload step. 
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Step 9:  Click "Select File" to upload the corrected document for the first required file. 

 

 

Step 10:  Browse to the file on your computer, click the file, and click Open. 

 

Step 11:  Repeat the process for the second file. Click "Select File" to upload the corrected document for the 
second required file. Browse to the file you want to upload, select the file and click “Open.” 

 

Step 12:  Click "Submit" to submit your corrected files for review. 
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Step 13:  Click "Close" on the success message to confirm your submission. 

 

 

Step 14:  Click "Attachments" to verify that your resubmitted files appear in the permit record. 

 

 

Step 15:  The files that you resubmitted should show a Status of Awaiting Review. 

 


