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Community Development Department  

Digital Development Application  
Submittal Instructions 

 

 

The following instructions detail the process for New Submissions of Digital Development Applications to 

Albemarle County for electronic review and the Re-submission of documents addressing previously reviewed 

applications that have assigned application numbers. 

 

1. If you are not on the Digital Development Application Submission page you can copy the following link into your 

web browser: 

https://lfweb.albemarle.org/Forms/CDDSubmission 

You should see the following page. 

 

 

 

 

https://lfweb.albemarle.org/Forms/CDDSubmission
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2. Choose either the “New Submission” or “Re-submission” button and follow the directions on the next pages for 

the applicable submission.    

 

a. For a New Submission, follow the directions on the page regarding submitting the required PDF 
application.  NOTE: A New Submission will not have an assigned application number.  Fill in the 
additional fields needed as noted with the RED *   

DO NOT UPLOAD MULTIPLE APPLICATIONS INTO ONE NEW SUBMISSION. 
EACH APPLICATION MUST BE SUBMITTED SEPARATELY AS A NEW SUBMISSION. 
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b. For a Re-submission, you will see this.  Please follow the directions on the page regarding submitting the 
proper documentation.  NOTE: A Re-submission will have an assigned application number starting with 
either SDP, SUB, or WPO. A Letter of Revision (LOR) application will be accepted as a Re-submission 
submittal as it will be associated with an approved site plan, and the assigned application number 
starting with SDP will be required. 
Fill in the additional required fields as noted with the RED * SEE PAGE 4 

DO NOT UPLOAD MULTIPLE APPLICATIONS INTO ONE RE-SUBMISSION. 
EACH APPLICATION MUST BE SUBMITTED SEPARATELY AS A RE-SUBMISSION. 
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3. For either New Submission or Re-submission, when you click the Upload button, an interface will open up for 

you to select the file that you wish to upload  

PLEASE NOTE THE FOLLOWING:  

• Please review your application for completeness before uploading. Processing 

applications that are missing information may delay the review time 

• Only PDF & TIFF file formats are accepted at this time (file size maximum of 70MB) 

• Multiple files are permitted to be uploaded 

• Flattened PDFs are highly preferred over Interactive PDFs (layers, buttons, etc.) 

• Please keep the document dimensions at or smaller than 30” x 42” (Architecture E1). 

• For New Submissions, you will be uploading at least two files,  

o 1) The completed application.  The name of the form you upload must have the 

word Application in the file name. VERIFY this before you Upload  

(ex. Application_SDP_PROJECT_NAME_HERE, or 

Application_SDP_LOR_PROJECT_NAME_HERE, or 

Application_SUB_PROJECT_NAME_HERE, or 

Application_WPO_PROJECT_NAME_HERE) 

o 2) The plan/plat file(s). The name of plan or plat that corresponds with 

application name (ex. PROJECT_NAME_HERE_pages_1-25) 

o 3) Supplemental Docs for the application name  

(ex. Traffic_Study_for_PROJECT_NAME_HERE) 

• Review of applications cannot begin until deemed complete and appropriate fee is paid 
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4. Check the “I’m not a robot” box and hit the “Submit” button 

 

 

5. You will then be directed to a page that shows the following information 

 

6. Follow the directions from the page shown above to make payment for your New Submission or Re-
submission as applicable.  NOTE: The payment type for your application may not be on the list, so please 
choose “Other” and fill in the Note field the type of application you are submitting. 
 

7. Although this is an electronic review process at this time, some reviewers still require a hard copy for the 
submission.  Check the linked “Digital Development Application Submission Guidelines” for the specific 
number of hard copies to be submitted, with the first submission and the resubmission of the specific 
plan/plat type you are submitting.  

 
Additionally, one or more hard copies will be required before approval of the submitted plan/plat for signatures 

and distribution.  Once the plan/plat is ready for approval, the lead reviewer will contact you for any additional 

hard copies that are required for the approval process. 

https://www.albemarle.org/home/showdocument?id=1136

