
CITIZEN PORTAL INSTRUCTIONS



ACCOUNT REGISTRATION
https://www.civicgov2a.com/culpeper/portal/index.php



ACCOUNT REGISTRATION 
REQUIRES DEPARTMENT 

APPROVAL, 
A CONFIRMATION EMAIL 
WILL BE SENT FROM THE 
BUILDING DEPARTMENT 

CONFIRMING YOUR 
ACCOUNT ACTIVITY. 

ONCE APPROVED YOUR 
LOGIN WILL TAKE YOU TO 

YOUR DASHBOARD



FOR PERMIT SUBMITTAL, SELECT PERMITS DIRECTORY THEN SELECT 
PERMIT TYPE.



SELECT LOCATION AND PERMIT TYPE AND USE



PLEASE FULLY COMPLETE APPLICATION
INCOMPLETE FORMS WILL BE REJECTED CAUSING AN UNECCESSARY DELAY 

IN YOUR PROJECT SUBMISSION.



UPLOAD PLANS ALONG WITH SUPPORTING DOCUMENTATION AND SUBMIT
NOTE: FOR PLANS PREPARED BY OTHER THAN A REGISTERED DESIGN  PROFESSIONAL, THE PLANS 
SHALL BEAR THE NAME AND ADDRESS OF THE AUTHOR AND HIS OR HER OCCUPATION.
PLANS PREPARED BY A REGISTERED DESIGN PROFESSIONAL SHALL BE STAMPED WITH VERIFIABLE 
ELECTRONIC SEAL AND SIGNATURE.



SUBMISSION RECEIVED
The submission will appear in our system and 
notify the Permit Technicians.

A Permit Technician will review the 
application for completeness  and a cursory 
review of the plans for critical information.

Once this step is completed, an email will be 
sent requesting  the Administrative Fee. 
Once paid, the submission will be placed in 
line for plan review.

Please note this process takes time as 
applications are processed in the order they 
are received. The applicant will receive an 
email through Civicgov when the plan review 
process has started.

Applications not requiring plans, will be 
processed without an Administrative Fee.

We appreciate your patience as we know 
projects can be time sensitive.



PLAN REVIEW COMMENT RESPONSE



UPLOAD PLAN REVIEW COMMENT RESPONSE DOCUMENTS
(DO NOT CLICK “COMPLETE APPLICATION”)



CLICK ON STEP 7 and SEND MESSAGE
STAFF WILL NOT BE NOTIFIED WITHOUT THE MESSAGE.



ONCE THE PERMIT IS APPROVED, ALONG 
WITH YOUR CONSTRUCTION DOCUMENTS 
YOU WILL RECEIVE A PERMIT PLACARD TO 
BE POSTED VISIBLY FROM A PUBLIC WAY. 
THE QR CODE CAN BE SCANNED WITH A 
SMART PHONE AND TAKES YOU DIRECTLY 
TO YOUR ACCOUNT LOGIN TO SCHEDULE 
OR VIEW INSPECTION RESULTS.



PLAN AMENDMENT SUBMISSION



PLAN AMENDMENTS
COMPLETE THE AMENDMENT SHORT FORM AND SAVE 

ON YOUR PC, DO NOT ATTACH TO REVISED PLANS.



UPLOAD AMENDMENT FORM AND REVISED PLANS
(DO NOT CLICK “COMPLETE APPLICATION”)



CLICK ON STEP 7 and SEND MESSAGE
STAFF WILL NOT BE NOTIFIED WITHOUT THE MESSAGE.



PERMIT #’S AND INSPECTION SCHEDULING

Inspections need to be scheduled to the 
applicable permit. A footing inspection will 
be scheduled under the Building Permit, an 
electrical rough-in needs to be scheduled 

under the Electrical Permit etc. On multiple 
permit projects the permit numbers are 

assigned auto generated numbers for 
example 23-0012 for Building, 23-0012-01 
for Electrical, 23-0012-02 for Plumbing and 

23-0012-3 for Mechanical.

Note: The ending category number may 
change predicated on the application date.



INSPECTIONS



SCHEDULING INSPECTIONS

Please insert contact name and cell # 
along with brief description.



SELECT DESIRED AND 
ALTERNATE INSPECTION 

DATES
INSPECTION TIME IS NOT 

AN OPTION AS 
INSPECTIONS ARE 

SCHEDULED IN 2 HOUR 
TIME BLOCKS PREDICATED 

ON THE INSPECTOR’S 
ROUTE

IF AVAILBLE, THE NEXTDAY INSPECTION REQUEST DEADLINE IS 2 PM THE PREVIUOS DAY



INSPECTION SCHEDULING 
CONFIRMATION

ALL TIMES ARE AUTO 
GENERATED AND HAVE NO 

VALIDITY
TIME BLOCKS POSTED ON 
BUILDING DEPARTMENT 

HOMEPAGE
CITIZEN PORTAL INSPECTION VIEW

EMAIL CONFIRMATIONS



INSPECTION TIME BLOCKS CAN BE FOUND ON OUR WEBSITE AFTER 4:30 THE DAY PRIOR
https://web.culpepercounty.gov/building

INSPECTION TIME BLOCKS CAN ALSO BE HEARD BY CALLING (540)727-3405 OPTION #2

https://web.culpepercounty.gov/building


SUPPORT CAN 
BE FOUND AT 

(540)727-3405 
OPTION #1
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