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Comment Letters 
If your application or the plans submitted with it have deficiencies, staff may issue a comment 
letter summarizing the things that need to be fixed or updated. You will be notified via email from 
the permit portal if your submission is either incomplete or requires revisions and a resubmission. 
Follow the instructions in this section to locate a comment letter in the Permit Portal. 
 
Note: For certain record types, such as Zoning Permits, Sign Permits, and Commercial Use & 
Occupancy Permits, comments will be issued in the body of the email that is sent to you from the 
Permit Portal letting you know a resubmission is required, rather than uploaded to the Permit Portal 
in a comment letter. Additionally, comments are sometimes sent directly to the applicant via email 
from staff instead of through the Permit Portal. If you are unable to locate comments for a record 
requiring a resubmission, please use the contact info on our Contact Us page. 
 

1) Log into the Permit Portal. 
 

2) Under “Home”, select “My Records”. 
 

 
 
 
 
 
 

https://www.fairfaxva.gov/services/about-us/permits-licensing/contact-us
https://aca-prod.accela.com/FAIRFAX/Default.aspx
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3) Click on “Edit” in the “Action” column for the applicable record. For Fire or Planning and 
Zoning records, make sure to click the arrow next to those headings to expand those lists.  

 

   
 

4) On the next screen, scroll down to the “Attachments” section. Located the comment letter, 
and click the name of the document to download it. 

 

 
 

End of section  
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Resubmit 
Follow the instructions below to update and resubmit an application in the Permit Portal where 
comments were issued and a revision and resubmission is required, or if the initial submission has 
been marked incomplete. 
 

1) Log into the Permit Portal. 
 

2) Under “Home”, select “My Records”. 
 

 
 

3) Click “Edit” next on the applicable Record Number. For Fire or Planning and Zoning records, 
make sure to click the arrow next to those headings to expand those lists. 

 

 
 

4) Update any information that needs to be updated by clicking “Edit” next to the relevant field 
on the summary page. 

 
5) To add documents, click “Edit” in the “Attachment” section. Click “Add” at the bottom of the 

screen, select the documents for upload, select the document type from the dropdown 
menu (note that certain document types are required to be selected in order to resubmit the 
application), enter a short description, and click “Save”. 
 

 
 
Note: Building or site plans must be uploaded with the following naming convention: [Address] 
[Document type] [Record type] [Submission Number]. Example: “10455 Armstrong Street Building 
Plans Sub 2”. 

https://aca-prod.accela.com/FAIRFAX/Default.aspx
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6) Check the certification box at the bottom of the page and click “Submit Updated 

Information” to resubmit. 
 

 
 
End of document 


