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Neighborhood Notification Tool is another DCRA "Safe & Simple" initiative that allow property 
owners to securely upload documents and plans for upcoming residential construction for their 
adjacent neighbors to view.   
 

1. Accessing Neighborhood Notification Tool  

Go to Online Applications, click on Neighborhood Notification Tool and navigate to Neighborhood 
Notification Program home screen, see figure 1. 

 

Figure 1 
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2. Register Online 

Click the register button, see figure 2. 

 

 

Figure 2 

The register screen will pop-up, see figure 3and 3a.  Enter your information in the screen. Please note, 
permits with status “Issued” are not applicable for this tool and will not allow you to proceed.  You must 
enter a valid Permit number for a permit in progress.  If you enter a permit number for an issued permit 
or incorrect permit number, you will receive an error message, see figure 3. 

 

Figure 3 
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Figure 3a 

 

Once you enter a permit number for a permit in process, you will receive a pop-up confirmation, see 
figure 4 and an email notification, see figure 4a.  

 

Figure 4 

Email Notification, go to your email inbox and check for an email from DCRA Neighborhood 
Notification Program, see figure 4a. 
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figure 4a 

 

Neighborhood Notification Form 
Click on the link and print the Neighborhood Notification Form, see figure 5. 

 

 
Figure 5 
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Fill out the form, sign and provide the form to your adjacent neighbors, see figure 6. 

 
Figure 6 
 

Upload construction plans 

Once you have the attached form signed by your adjacent neighbor you will need to upload the form. 
 
To upload the form (as well as construction plans), click on the Upload link from your email, see figure 7. 
 

 
Figure 7 
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Browse your device to upload document/s, see figure 8. Please note, uploaded documents will be 
deleted sixty (60) days after the permit has been issued. 

 

Figure 8 

After you have completed the upload of documents, you will receive an email confirmation, see figure 9.   

 

Figure 9 
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To download your document use the red marked link (Don’t need to sign up for a box account 
to view or download the document(s)), see figure 10 

 

 

Figure 10 




