
 

 
CITY OF VACAVILLE 

Electronic Plan, Document and Signature Submittal Guidelines 
 
 

This policy establishes electronic plan, document, and signature submittal guidelines. All plans submitted to 
the City of Vacaville shall follow these guidelines. 

 
GUIDELINES: 

• Begin by initiating your permit application online via eTRAKiT 
 

• All digital documents shall be in Portable Document Format (PDF). 
 

• Plan files shall be vector-based PDF’s. 
 

• Scanned plans must be to scale and the scale must be indicated. 
 

• Plan sets shall be compiled as one file and indexed. Plan sets that are not compiled and indexed will not be 
accepted. (i.e. use bookmarks to create a digital index in the file itself) 

 
• PDF document security settings must allow staff to mark up the PDF file and create comments. Electronic 

signature restriction settings should not be used on forms or drawings. (See SIGNATURE Policy) 
 

• Professional stamps/seals shall be affixed to plans and documents as required (please see DIGITAL SIGNATURE 
requirements) 

 
• Plans shall be submitted as outlined in the Plan Check Submittal Requirements handouts. 

 
• All file names shall follow City file naming conventions (please see NAMING CONVENTIONS FORMAT FOR 

SUBMITTAL ATTACHMENTS on page 2 of this handout). 
 

 
 
 
 
 
 
 
 
 

NAMING CONVENTIONS FORMAT FOR SUBMITTAL ATTACHMENTS 

Use Proper Capitalization When Naming Files 

https://vcvll.csqrcloud.com/community-etrakit/


 

 
1st Submittals: 

Document Type File Naming Convention 

Plans YYYY.MM.DD_Plans 

Structural Calcs YYYY.MM.DD_Structural Calcs 

Soils Report YYYY.MM.DD_Soils Report 

Structural Calculations YYYY.MM.DD_Structural Calcs 

Specifications YYYY.MM.DD_Specs 

Energy Compliance Forms YYYY.MM.DD_ Energy Compliance Forms 

Special Inspection Agreement Form YYYY.MM.DD_Special Inspection Form 

Response to Planning’s Conditions of Approval YYYY.MM.DD_Response Letter_Planning COAs 
 
 
2nd and Subsequent Submittals: 

Document Type File Naming Convention 

Plans YYYY.MM.DD_Plans_<insert building permit number> 

Structural Calcs YYYY.MM.DD_Structural Calcs_<insert building permit 
number> 

Soils Report YYYY.MM.DD_Soils Report_<insert building permit 
number> 

Structural Calculations YYYY.MM.DD_Structural Calcs_<insert building permit 
number> 

<Product Name> Specifications YYYY.MM.DD_Specs_<insert building permit number> 

Energy Compliance Forms YYYY.MM.DD_ Energy Compliance Forms_<insert 
building permit number> 

Special Inspection Agreement Form YYYY.MM.DD_Special Inspection Form_<insert building 
permit number> 

Response to Planning’s Conditions of Approval YYYY.MM.DD_Response Letter_Planning COAs_<insert 
building permit number> 



 

 

DIGITAL SIGNATURE FOR DESIGN PROFESSIONALS (ARCHITECTS & ENGINEERS) 

Design professionals, such as Architects and Engineers, whose “Wet” signature is required for submittal of 
hard copy plans will be required to obtain “digital signature” key for signature of electronically submitted 
plans. 

A ”Digital Signature” is required when strong authentication is necessary because it contains encrypted 
information that is unique to the signer and can be easily verified. Digital technology requires each signer to 
have a token, smart card or other physical device issued by a trusted organization (usually a company certified 
by a government) that verifies the signer’s identity before issuing the token. With this technology, every 
document must be opened and signed one at a time – signatures cannot be applied en masse. 

For a complete list of approved digital signature certificate authorities, please visit the California Secretary of 
State website at: 

https://www.sos.ca.gov/administration/regulations/current-regulations/technology/digital- 
signatures/approved-certification-authorities 

You may contact individual certificate authorities for their requirements to create a digital signature. 

For more information regarding California State Law requirements regarding digital signatures, please visit the 
California Secretary of State’s website below. 

http://www.sos.ca.gov/administration/regulations/current-regulations/technology/digital- 
signatures/government-code-16-5/ 

 

 
ELECTRONIC SIGNATURE REQUIREMENTS FOR NON-DESIGN PROFESSIONALS 

Non-design professionals shall sign plans via electronic signature. 

An “Electronic Signature” can be set up by anyone using common programs such as Adobe and Outlook 
without an independent vetting process or electronic key, and most include a stamp of the date and time the 
signature was applied. Electronic signatures are accepted and used worldwide for many business transactions 
including e-mail signature blocks. 

For more information on how to create an Electronic Signature with Digital ID, please visit the following 
website: 

https://www.adobepress.com/articles/article.asp?p=1708161&seqNum=4 

You may download free Adobe Reader software by clicking on the link below: 

https://get.adobe.com/reader/ 
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