
Submit-a-Plan
Complete Application Guide



I N T R O D U C T I O N

What is Submit-a-Plan?

Completely Free Two-Way Communication

Secure & Established Available Anywhere

With Submit-a-Plan you can:



G E T T I N G  S T A R T E D

Registering Your Account

Choosing Your Account Type

Applicant / Client Account

Agent Account



P R E P A R A T I O N

Before You Start Your Application

Contact Details Required

Client

Agent

Principal Designer

Principal Contractor

Documents & Plans



S U B M I T T I N G

Making a New Application
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S U B M I T T I N G

Selecting Your Authority

How to Find Hertfordshire Building Control
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S U B M I T T I N G

Completing the Application Form

Key Sections of the Form

Site Address

Description of Work

Contact Details

Fee Information



S U B M I T T I N G

Uploading Documents & Submitting

Adding Supporting Documents
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Submitting Your Application
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M A N A G I N G  A P P L I C A T I O N S

Your Application Dashboard

Application Details Duty Holders

Plans & Documents Documents Shared

Messages Site Information

Plan Checks Payments



M A N A G I N G  A P P L I C A T I O N S

Plans, Documents & Messages

Plans & Documents

Documents Shared by HBC

Messages



M A N A G I N G  A P P L I C A T I O N S

Inspections & Site Information

Notifying Commencement

Requesting Inspections

Plan Checks



M A N A G I N G  A P P L I C A T I O N S

Payments

Why Isn't Payment Taken at Submission?

What You Can Do

View Payments

Pay Online

Resend Requests

Redirect Payments



F A Q

Frequently Asked Questions

Does it cost anything to use Submit-a-Plan?

Why do I need to provide duty holder details?

Why can't I pay when I submit my application?

I made a mistake after submitting. What do I do?

My application hasn't appeared after submitting.

Can I add more documents after submission?

Who can see my application?

I can't find my authority / HBC isn't listed.



T I P S

Tips for a Smooth Experience

Provide Email Addresses

Upload Documents Early

Leave Fees Blank if Unsure

Allow Pop-Ups

Save Your Progress

Check for Red Flags

Use a Desktop Browser

Use the Messaging Feature



Need Help?

Submit-a-Plan Portal

Submit-a-Plan Helpdesk

Helpdesk Phone


