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Sarasota County Planning and Development Services considers an electronic signature as a method of 
signing a document in a virtual environment. Florida Statute Title XXXIX; Chapter 668 allows staff 
to treat an electronic signature with the same authority as a signature by hand. 
 
This is a quick reference guide for Sarasota County electronic signature requirements.     For more 
detailed instructions, see the Guide to Digital Signatures.
 

Electronic Document Submittal Requirements 
For plans and supporting documentation to be considered for acceptance through an electronic 
submittal, the following electronic submittal requirements must be met: 
 All files must be in PDF format, minimum 300 dpi resolution. 
 The size of any individual electronic file cannot exceed 1 GB. 
 Every plan and document file must be appropriately named (e.g., Site Plan, 

Construction Drawings, Energy Calculations Form, Drainage Plan, etc.), and Plan sheets 
must be numbered.  

 A table of contents is highly recommended for all plan sets. 
 

Electronic Signature Requirements 
 Design professionals’ plans and documents must be digitally signed and sealed. 
 Licensed professionals’ and contractors’ plans must contain an information block that includes: 

 Name 
 License number 
 Signature 

 Contact information 
 Page numbering 

 Physical representations of digital signatures must be placed on the first page, but it is 
unnecessary to appear on each sheet within the digitally signed file. 

  
Visit https://www.nationalcadstandard.org/ncs6/pdfs/ncs6_uds1.pdf for information/guidance on how 
to name your plan sheets per national CAD standards. 
 

Supporting Electronic Documents Submittal Requirements: 
 Supporting documents with multiple pages must be named accordingly and submitted as a 

single, combined, multi-page PDF file with a minimum 300 dpi resolution. (For example, if 
energy calculations containing multiple pages are submitted, all pages must be submitted as a 
single combined PDF file, not individually uploaded.) 
 

 Multi-page supporting documents submitted as part of the same project must also be 
separated by category. (For example, do not submit energy calcs and product approvals in 
the same multi-page PDF file.) 
 

 Supporting document files may be oriented either landscape or portrait, as long as the top of the 
page is always at the top of the monitor. Exception: For Planning applications, all sheets (Plans or 
Documents) must be oriented to portrait. 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String&URL=0600-0699/0668/0668PARTIContentsIndex.html
https://www.nationalcadstandard.org/ncs6/pdfs/ncs6_uds1.pdf
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Resubmittals/Corrections Requirements  
 
 Only resubmit the individual plan sheets containing the correction when resubmitting to 

address previous deficiency review comments. 
 

 All corrections shall be clouded, identified by a number with a triangle. The applicant must 
address each review deficiency issue (whether page-specific or project-wide). 

 
 All sheet names and numbering must remain the same on resubmitted plans/documents. 

 
 Corrections must be in the same format (PDF), scale, orientation, etc., as the original 

submittal(s) and adhere to the submittal requirements outlined within this document. 
 

 
Building Plans Submittal Requirements 
 Plan sets with multiple pages must be submitted as a single, combined, multi-page PDF 

file. (For example, if an electrical plan set includes five (5) pages, then all five (5) pages 
must be submitted as a single combined PDF file and not uploaded as five (5) individual 
pages.) 
 

 Multi-page plan sets submitted as part of the same project must also be separated from 
one another by category/ trade according to the following: 
Residential 
 Building plans (should b e  a separate file including all architectural, foundation, 

elevation, electrical, etc., if prepared by the same design professional). 
 Structural plans (if applicable) (should be a separate file if the structural set is prepared 

by a design professional different than the one who prepared the building plan set). 
 Site plan (must be its own file with document type, ‘Site Plans’, and should not be 

included as part of the building plan set). 
Commercial 

 Each discipline’s plans must be submitted in a separate PDF, provided the same 
design professional produces them. 

▪ Architectural 

▪ Civil 

▪ Structural 

▪ Mechanical 

▪ Electrical 

▪ Plumbing 

▪ Any other 
trade/category 
not listed here. 

 
For instructions for any of the following, see Guide to Digital Signatures 

▪ Create Your Digital Signatures 

▪ Create the Appearance of your Digital Signature 

▪ Add the Certificate Authority (CA) Verification Certificate 

▪ Add a Time Stamp Server to Adobe 
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