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How to Submit Revisions 

These notes apply to a customer who would like to submit revisions.  Revisions must be submitted in the same 
manner as the original permit application.  

Important links 

Electronic Permitting Handout https://www.shorelinewa.gov/home/showpublisheddocument/59079/ 

Register for Professional Account  https://www.shorelinewa.gov/government/departments/planning-

community-development/permit-center-remote-services/register-for-

a-professional-etrakit-account  

City of Shoreline eTRAKiT portal https://permits.shorelinewa.gov/etrakit/  

File Request Pro https://filerequestpro.com/up/CityofShoreline 

 

Submitting Revisions 
If reviewers determine they need more information or the submitted documentation doesn’t meet code 

requirements, you will receive a correction letter. This will tell you what is needed to have your project meet 

compliance with codes. Once you make the changes, you will submit revised documents to the city.  

1. Prepare Documents 

Respond fully to all correction letter items and have all documents prepared to submit as one package. 

Piecemeal responses are not accepted. Include a response letter and name files with version suffixes (_02, 

_03, etc.) and follow the City’s naming conventions. 

2. Submit Your Revised Documents 

Upload via File Request Pro using your permit number. Enter the password ‘shorelineplans’ and hit ‘Log In’. 

Enter the permit number listed above for which you are uploading revised documents and fill out other fields in 

the form. Drag and drop your revised documents into the upload area. After all documents have been added, 

click ‘Send Files’ to complete the upload. Do this for each permit if revisions are needed for multiple permits. If 

your correction letter states that you need to apply for a new permit application or project type, then please 

follow the instructions for how to submit a new application. New applications cannot be accepted as part of the 

revision upload process. 

3. Notify Us 

Notify pcd@shorelinewa.gov and cc’ your project manager. This step is critical as our system does not 

automate notifications to staff. The email should reference your permit number(s) and site address. Failure to 

notify will delay processing. 

 

A permit technician will process your revisions and reach out if items are missing. Once all required 

application materials are received, your revised documents are sent to your assigned project manager and 

routed for review. The review cycle can continue through multiple cycles until all corrections are addressed. 

Once the project meets all applicable codes, it will be approved and prepared for issuance. 
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