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Introduction

This manual should provide you a basic overview of using the Land Services Section Easement Review
Workflow thru WSSC’s ePlan review system. As part of WSSC’s efforts to be environmentally
responsible and more responsive to the consultant community’s needs, WSSC began reviewing water
and sewer plans online in 2014 and easement packages in 2018. The goal has been to reduce the
amount of paper used, to provide a better review response time, and to better track the status of right
of way projects.

Easement Preparation Guidelines and Checklist

In addition to this submittal guideline, the Land Services Section website has the following resources
available to assist you in preparing a thorough and complete WSSC Easement submittal that will
require minimal revisions. The WSSC Easement Preparation Guide covers the general requirements of
a WSSC Easement package, and of each document submitted therein for review. Use this link:
https://www.wsscwater.com/files/live/sites/wssc/files/landunit/WSSC%20Easement%20Prep%20and%20Submi
ttal%20Guidelines%20FY2018.pdf

Although a checklist for Right of Way Review is in Appendix B of our guidelines, it is also provided
separately in:
https://www.wsscwater.com/files/live/sites/wssc/files/landunit/Checklist%20for%20ROW%20Review.pdf

Please actively use the checklist as it is the basis of what review staff will be looking for while checking
your documents. Please check your work and make sure your package is complete prior to submittal.
Use appropriate naming conventions when preparing your files for submission.

File Naming Conventions

General Guidelines: Name files such that it is easier for you to upload properly (especially in projects
with multiple owners) and for WSSC to easily identify. Put in only those files that apply to that folder.

Easement Intake Form: Use the WSSC Contract # - Grantor name, followed by (Owner #) if multiple
grantors in the submittal. Examples: DA1234A17-Douglas (2) or DA1234A17-ABC LP (Owner 3)

Schedules & Engineering Plans: Use the WSSC Contract # - Document type
Examples: DA1234A17-Schedule A or DA1234A17-Schedule B — Color
For projects with multiple owners, consider adding the owner # after each file name.

Supporting Documents: Use General Guidelines and common sense, naming files so that they are
easily identified. If there are multiple deeds in your supporting documents, you can add a description.
Examples: PB 123 PG 45, SRC Plat 12345, L 123 F 45, Ex WSSC Esmt L1234 F56
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Initiating an ePlan Easement Review Project Setup

Before an easement will be reviewed online thru Land Services Section’s ePlan workflow, your project’s
design and associated dependencies must be finalized. Some of these dependencies include the
recordation of record plats dedicating public streets, necessary land transfers (if applicable) or

execution of other WSSC easements which the new easement connects to. When these things are
complete you may request authorization for easement submittal from your WSSC Development
Services (DSD) or Pipeline Design Division (PDD) Project Manager. The Land Services Section cannot
setup an easement review without their authorization. While requesting their permission to start an
easement review you must complete the following Intake Authorization Form and email it to Project
Manager with your request.

https://www.wsscwater.com/files/live/sites/wssc/files/landunit/EASEMENT%20INTAKE%20AUTHORIZATION%2
OFORM.pdf

If the WSSC Project Manager believes that the project is ready for easement submittal, they will
forward the form to ROWReview@wsscwater.com. Please do not directly email or cc Land Services
Staff or ROWReview with your request to proceed with easement review. To facilitate an easier setup
process for Land Services staff, please be sure to “save” your completed easement intake form (not
print to PDF). A saved PDF allows us to copy and paste information directly from your form into our
specific easement review project setup form without errors. Also, please make sure that the contact
name and email are correct and match the person who will be submitting and processing your
documents. That contact person will receive an invitation to the project (Fig. 1) and notification to
upload documents into ProjectDox (see Fig. 5) once setup is complete and will receive all subsequent
notifications.

Application Filan Keview invitation

Hello Terry Blomquist:

Welcome to the WSSC ePlan Review (ProjectDox) system. This project invitation has been sent to you in
response to your Easement Submission and Review Request. A project has been created to allow you to
electronically upload your easment package and supporting documents for plan review.

To access your new project, follow the instructions below:

. Click the Project Access link below

- Enter your User Login and Password.

- If this is your first submission, please contact a Land Services Section Staff Reviewer and request a
temporary password to log in. You will find LSS Staff contact information below.

'
User Login: EasementReviewRequest@wsscwater.com
'

Project Name: LAND - Land Services Email Forms

Project Number: DASS577A20-ESMT |
Project Contact: WSSC EPlans (planreview@wsscwater.com, 301-206-8650) |

r

(Fig. 1)

Project Access Link
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Logging In
The URL to log in to WSSC's ProjectDox portal is:

https://planreview.wsscwater.com/ProjectDox/

If you have never logged in to ProjectDox before, a WSSC ProjectDox Administrator may create a basic
user profile for you OR you will be prompted to create a profile when you login the first time through a
project invitation link. You will then follow the link to the main page login screen (Fig. 2) and log in to
ProjectDox for the first time. Please note that for ePlan to work properly, you will need to turn off
your internet browser’s pop up blocker. The system will prompt you to change the temporary
password and will allow you to fill out some profile details if you wish. Near the bottom of the main
log in screen (Fig. 2) you will also see hyperlinks to various available user guides. The most helpful for a
new user beyond this guide is the “ePlan Review Quick Guide”.

TERMS AND CONDITIONS OF USE

Your access to and use of the WSSC Water ProjectDox website (the "Site”) is subject to the following
terms and conditions, as well as all applicable laws. Your access to the Site is in consideration for your
agreement to these Terms and Conditions of Use, whether or not you are a registered user. By using v
the "Login" button below, you accept, without limitation or qualification, these Terms and Conditions

¢Plan Review
E-mail:
Password:
Login
Forgot r password
© 2021 Avolve Software. ProjectDox (Version 9.1.9.904) is a trademark of Avolve Software. All rights - -
: avolve
reserved
PDD User Guide ePlan Review Quick Guide LSS Applicant Guide Plumbing/Fuel Gas ePlan Review Submittal Guide Plumbing/Fue¢ (Flg' 2)
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User Home Screen / Main Page

After logging in, you will be presented with the user home screen or main page (Fig. 3). This screen
provides you with an overview of projects you are actively working on and projects which you have
been assigned a task to complete. Notice in the upper right-hand corner the “Home” button; any time
you hit the “Home” button within ProjectDox, you will be returned to this screen.

NSSC ePlan Review (_ WSSC

Home Q All Tasks Profile | Logout

Tasks (PF Tasks (PD) Projects

OPTIONS TASK PROJECT INSTANCE GROUP ASSIGNM. STATUS PRICRITY DUE DATE CREATED PROJECT

Contains ontains. ontains Contains n - ontains

FirstinGroup Pending L Medium

FirstinGroup Pending & Medium

Quant

. (Fig. 3)

1- 3 of 3 records

Notice the 3 tabs in the upper left screen (of Fig. 3) titled, “Tasks (PF), Tasks (PD), and Projects”. The
Tasks (PF) tab displays active projects which have active tasks assigned to you to complete. Other
available information includes; project status, the due date of your task, and your project name. The
Tasks (PD) tab is now obsolete and only applies to easement review projects created before June 2018.

The Projects tab allows you to view or search all projects you are currently working on or projects you
have viewed in the past; they are presented in reverse chronological order, and defaults to view only

your most recent projects. To view all projects you have participated in since establishing a WSSC
ProjectDox account, click on the “All Projects” button (Fig. 4).

NWOOU erian neview

Home - Al Tasks Profile
Tasks (PF) Tasks (PD) | Projects
.

All Projects = & E Recent Projects Al Projects
Show & * records

PROJECT NUMBER OPTIONS PROJECT TYPE - PROJECT NAME WSSC OWNER STATUS CREATE DATE

ta
Ben
ka Approved 8/30/2018 12:44:03 PM
Ben Dyer Approved 5/4/2018 5:48 (F| . 4)
—_— cameses (Fig
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Task Notification

After an Easement Review Project has been set up, you will receive the following notification email, telling you
what documents to upload, and appropriate formatting:

Applicant Upload Task Assignment

Hello Terry:

Welcome to the WSSC ePlan Review (ProjectDox) system. This project invitation has been sent to you in
response to your Easement Submission and Review Request. A project has been created to allow you to
electronically upload your easment package and supporting documents for plan review.

To access your new project, follow the instructions below:
1. Click the Project Access link below
2. Enter your User Login and Password (if this is your first submission, please contact a Land Services

Section Project Reviewer and request a temporary password to login.)
3. If you are not already in your project, click on the Project Name
4. To upload files, navigate to the appropriate folders, click on the "Upload Files™ button and follow the
instructions to upload your drawings and / or documents.

= Intake Sheets: Click on the intake sheets folder; then upload one scanned intake form for
each unique grantor. If applicable, please number them sequentially as Owner 1: "XXXX";
Owner 2: "XOXX"; etc.

= Owner Documents: Click on the appropriate and corresponding "Owner” folder and upload
Schedule A and owner specific colored sketches and engineering plans into the "Schedules &
Engineering Plans” folder and all supporting deeds, and plats in the "Supporting Documents”
folder. If applicable and your project does have multiple grantors, be sure to keep each
owner’s "Schedules & Engineering Plans” and "Supporting Documents™ uploaded in the
appropriately numbered owner folder. If only one grantor is involved please disregard the
other "owner”™ folders.

5. File Naming Conventions: Please refer to the Applicant Submittal Guide found on the Land Services
Section website for file naming conventions.

6. Complete the "Applicant Upload” task found in your task list and your application has now been
submitted for review.

WSSC will accept the following file types.
Drawings: Vector-based .PDF (preferred), .DWF, DWG, DGN, .DXF
Supporting Documents: DOC. .DOCX. XLS. XLSX. .PDF. JPG. .TIF. TIFF. .PNG. .IMG

(Fig. 5)

After receiving your first task notification (Fig. 5), you may access the project by either clicking on the link within
the notification, or through your home screen, by clicking on the appropriate Project Number hyperlink (Fig. 6).

S NI TEEEEINT. b
Home Q Al Tasks Profile
Tasks (PF) | Tasks(PD) = Projects
&5 Refresh @ Save Settings X Reset Settings
OPTIONS PROJECT NUMB— TASK PROJECT DESCR.. STATUS PRIORITY GROUP DUE DATE ASSIGNMENT T INSTANCE CREATED
7 Contains... T Contains... T Contains... ¥ Contains.. ¥ Contains.. 7 Contains.. 7 Contains.. 7 Comtains... ¥ Contains.. 7 on. -
o8 Applicant Upload Task ol ™ w:f'ﬁ;“. Pending A Medium Applicant FirstinGroup 11/12/2019 4:00:52 PM
230095 - Rufus Leeth
LAND - Burton Ln PG BLS628AT3-ESMT -
= . = - = 11/27/2013 12:0307
o8 BLS628A13-ESM Applicant Uploas Task  Hion Z00e - Mercado - s cepteq L Medium Applicant W20 120307 pespaGroup Fer ,2232:1 FI 6
230028 - Testai Giorgis 1202555 PM 8.
LAND - CSP Assoc 1 - DAS409E12-E5MT -
VIKA - S s 120/2019 11:5543
(ml- DAS409E12-E g SRS iy Pending A Medium Appiicant 12/6/2019 1155:47 PM _ FirstinGroup e e  OnIa
Quant 122831 PM
1-30f3 reconds .
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Initial File Upload

Once in your project review screen (Fig. 7), the layout of the project review screen is generally self explanatory.
On the left are folders where you will upload documents. In the center you will see a Task List area, that displays
available tasks.

WSSC ePlan Review (- Ny S|
JL5628A13-ESMT Home Q  AllTasks  Profile  Logout
1ain Contact: k=th mil Project Reports  Project Tasks

et | me| & LAND - Burton Ln PG High Zone - Mercado - Sown7pts - A30023-A30028 - Tesfai Giorgis

BL5628A13-ESMT
=4
S Task List
=]

2 O Refresh g Save Sef

STATUS PRIORITY DUE DATE CREATED PROJECT D...

VNN
o

1-10f 1 records
Workflow Instances
NAME COORDINATOR GROUP STATE VERSION STARTED COMPLETED

Actwe Initial Version {Version 1) 11/22/2019 12:02:55 PM

(Fig. 7)

BLSE2BA13-ESMT - Lar
Review - 11/22/2015 1.

Within the project you will upload your documents in the directory folders (Fig. 8). Be sure to click on the plus
(+) signs to expand and view subfolders under each owner.

Please upload files as follows:

BL5628A13-ESMT

All Easement Intake Transmittal forms are to
Main Contact: keith milli

be uploaded in the “All Grantor Intake

rrent | Collapse | & LAND - Burton Ln PG Hig
——— Sheets” folder.

i j‘ e Ere e Task List For each owner, upload the description,

| |-ca . sketch(es) and engineering plan sheet(s)

| L Supporting Documents e Rees applicable to that owner only under the

T JJ i oo “Schedules and Engineering Plans”

| -0 Supporting Document subfolder; and upload applicable deeds and

T Lwne ; plats to the “Supporting Documents”

: j: ”’ subfolder. Although our project setup

+- Owner 6 defaults to a 5 owner maximum, we can
(Fig. 8) O & adjust that higher based on information

provided on the Intake Authorization sheet.
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To upload your files, click on the folder or subfolder that you want to upload into. If the folder is currently
empty, the screen shown below (Fig. 9) will prompt you. Click on “Upload Files” and follow the instructions
given to complete your easement document upload. If you are adding more documents to a folder that already
has documents in it, you have the option to click the “Upload Files” button at the top of the folder.

WSSCePlan Review Having uploaded your documents
into the appropriate project
folders, accepted the applicant
Ml Comisack: peiixmi upload task from within the

BL5628A13-ESMT

:::der: BL5628A13-ESMT\Owner 1\Schedules and Engineering LAND - Burton Ln PG Hig project task list, (Flg 7) or on the
user home screen by clicking on
No files currently exist in Schedules and Engineering Task List the task hyperlink (Fig 6)- Doing
Plans. this will initiate the “Applicant
To upload files into this folder &7 Refresh Upload” eForm (Fig. 10). To

(1) Click the Upload button below

(2) Follow the instructions in the pop-up window complete the taSk' click the check

_ _ OPTIONS box that reads in part, “I have
Large files may take a few minutes to be processed. .

Click the Refresh button at the top of the page to Uploaded all reqwred...” and then
fresh file list view. . .
TOHEEOTR RS RS hit the “Upload Complete - Submit

View Folders Upload Files to WSSC” button. This completes

your applicant upload.

O
s

(Fig. 9)

Review Information

Project Name: SU1730W1S-ESMT
Project Description: LAND - Coz Apts+Coz Retail - Soltesz Lanham - 2owners - A30058 30059 - Garrett Watkins
Coordinator: WSSC ePlans
Workflow/Activity Name: Land Services Review/Applicant Upload
Current User Login: terry test (blomdog@gmail.com)

Task Instructions

Please upload all intake sheets, schedules, engineering plans and supporting documents into the appropriate folders. Please
refer to the Applicant Guide and follow appropriate naming convention for each file. After you have successfully uploaded all
required files please click the (Upload Complete - Submit to WSSC) button to complete your Applicant Upload task

< | have uploaded all required plans and/or documents. | understand by completing this task. | will no longer have the
ability to upload additional files until | have another task, when and if assigned by WSSC

(Fig. 10)

Upload Complete - Submit to WSSC | Save and Complete Later
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Prescreen and First Cycle Review Corrections

After you have completed your initial submittal, the project task assignments return to WSSC. LSS staff will
prescreen your work, making sure that all your documents conform to what is required in the Easement
Preparation Guidelines. If all the required documents have been uploaded and the overall presentation is of
good quality, the easement review will be forwarded to WSSC staff for further review and assignments. If your
submittal is missing documents or is otherwise deficient, no further detailed review will take place and you will
be notified via ProjectDox that you have a new “Prescreen Correction Upload” task. To resolve this, follow the
instructions written by a Land Services staff member in your prescreen correction eForm and resubmit your
project in the same way as previously described.

Once passing prescreen review, your easement submittal is forwarded to the appropriate WSSC DSD or PDD
Project Manager for review. Upon their approval, LSS staff completes their technical review. Unless your initial
submittal is completely free of errors, you will receive notification(s) via the system email that corrections are
required (see Fig. 11).

Review Correction Request Task Assignment

Attention terry:

Your easement package submission for Project DA6324A17-ESMT - LAND - Garrett, MNCPPC, SHA - Packard - 3own3pts - A30042-30044 - Hala Flores has

been reviewed, but has generated comments or requires corrections. You may review correction comments and requirements by accessing the ProjectDox site

)

orrected documents and / or sketches are ready for re-submittal, please Login to ProjectDox and follow the instructions provided for re-submitt

Please Note: all projects received after 12 noon are considered received the “next business day

Project DA6324A17-ESMT
Description LAND - Garrett, MNCPPC, SHA - Packard - 3own3pts - A30042-30044 - Hala Flores

Task Applicant Resubmit

Project Contact: | Terrence Blomquist (Terry. Blomquist@wsscwater.com, 301-206-8671)

Project Access Login to ProjectDox

For questions related to the project, please contact the Project Contact listed above

FOr technical Issues/prodiems wit rojectLox, piease C

(Fig. 11)

erry Blomquist (301

o 2@

ara Dillman (301-206-8785

mw
')

Upon receipt, you can log in to Project Dox and will have an available task (Applicant Resubmit Task) displayed
on your user home screen (see Fig. 12).

Page | 11



B ST RaNEE
Home Q
Tasks (PF) | Tasks (PD) = Projects
& Refresh @ Save Settings B}
OPTIONS PROJECT NU... TASK PROJECT DE STATUS PRIORITY GROUP DUE DATE ASSIGNMEN... INSTANCE
Contains. Contains Contains Contains. Contains Contains. Contains. Contains Contains.
o R A Medum  Applicant 12/62019 1NSSAT iy
1-10f 1 records .
(Fig. 12)

There are 2 ways to review WSSC’s comments — First by clicking on your task, the “Applicant Resubmit” eForm
pops up (Fig. 13); then you can view comments in report form by clicking on “View/Edit Changemarks”, which
will generate the “Workflow Review Changemark Viewer” (Fig. 14).

WSSC ePlan Review

JAS409E12-ESMT

‘ain Contact:
st iConn: &
'DAS409E12-ESMT P ——
= -
“a
w3
“
& Project Name: DAS400E 12-ESMT
=3 Project Description: LAND - CSP Assoc 1 - VIKA - 2owndpts - A30040 C2810 - Amy Quant
Coordinator: Terrence Blomaust
Review Cycle: 3
Workflow/Activity Name: Land Services Review Appicant Resubmit
Current User Login: tery test (blomdog@gmed com)
Task Instructions
Please upload all messing or cormected files with the EXACT SAME file name as the onginal files (3o not add a prefix or suffix 1o the file names) You will know ths has been done comectly f
YOu S6e a System apphed version n (red V2, V3, etc) associated with each resubmtted file_If requested 1o submt addional fles not previously submitied, you will not see a version
n assocated with the files After you have successfully all requred files, please chck the (Resubmt 1o WSSC) button
ViewEdt Changemark items (56)
Department Reviewed By Status Reviewer Commer~ | A——s-—trm —ents
Terrence Blomaquist . Fig. 13
Land Services Review Tery Bic i @wsscwater Corrections Required ( | g.
Amy Quant &
DSD - Desgn P i i Corrections Required
Workflow Ch rk
S & - v | Group: 28 -
L -2 STATUS FILE MAGE DEPARTVENT o UPDATED BY MARKLP NAME CHANGEMARK SUBECT CHANGEMARK DETARS
e s s e s e s =
L3t Servces Reven e P Crangemark =07 ¢ 22 carer aures
< Land Servces Reves Terence Somaust TDASE0 12 SOEDUAS Apcr b - schd 2 o - oot 3 Crange—ark =03
L2 Servces Reven Tererce Somaum Crangemark o2 koaz s recond ol
. e Servces Reven 3 Sevence Somquest ok - s 2 G0 - ot 3 Crangeark &07 Gesc of T (2) wiSC easements
T
" L . SRR S (Fig. 14)
= »
-
EEme——
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OR Second by clicking on your project number, you can go into the project review screen’s folders and for each
file that requires review click on the markups icon, (a pencil shown as a red exclamation point beside it - Fig. 15)

to bring up the markups attached to that file.
. SECTERRNIT Wi
DA5409E12-ESMT Home Q|  AlTais
Viain Contact: Josh Price Project Reports | Project Tasks
ESMT\Owner I\Schedules 3nd EngINESING |\ . CSP Assoc 1 - VIKA - 2owndpts - A30040 C2810 - Amy Quant
View Folders Upioad Files 0 =D
Fétes CumestSort - Sedect - v Task List
B IH& o . )
o Refresh @A Sa
OPTIONS TASK PROECT NU... INSTANCE GROLP ASSIGNMEN... STATUS PRIORITY DUE DATE CREATED
Contains.. Contans.. Contains. Contains... Contans.. Cortans. On
OB ©  DASS0SE12-ESMT FirstinGroup Pending A Medum
1-10f 1 records
Workflow Instances
NAME COORDINATOR GROUP STATE VERSION STARTED COMPLETED
A B e Tas RuieyCoonlirence Active nital Version (Version 1 7/29/2019 122830 PM
1-10f 1 records .
(Fig. 15)
Then check the view box and click on view/edit (Fig. 16) to view comments & changemarks (Fig. 17).
WSSCWATER
DAG6685B19-ESMT
Main Contact:
Folder: DAS685E19-ESMT\Owner 1\Schedules and ng
= Tt - 1 & https://planreview.wsscwater.com/?FilelD=401291 - WSSC ePlan Review -... — o X
View Folders Upload Files on em A
11 of 11 files Cument Somt: | - Select - v
. == == = = e W
FA ORIDBEN A L% SR N wssCWATER
g P Markups attached to DAG68S B19-Schedule B-Color.pdf V2
12/17/2019 152857 PM, 106 kB View Edit Date
== Vincent Payor
B P4, 'Q i iy (O tpb-schdb-cyd 1 Temence Blomquist 1/6/2020 120531PM A
View/Edit Cear Al Select Al for View
[[] passas 819 Schedule 8-8W.pdf V2
12/20/2013 903335 AM_ 255 k8
Vincent Payar
RLIRAT
= [ paseas 815-schedule 8-Color paf v2 I

12/20/2019 10:33:36 AM, 456 KB
-4
Vinceat Payar

REALA R

(Fig. 16)

An interactive pop up window generates, showing the selected file marked up. (Fig. 17 & Fig. 18)
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By clicking on any of the changemarks on the document, you can read the detailed comments in the upper right
portion of the screen. Conversely, by clicking on a changemark in the upper right screen the document will
zoom to the area with the error. Figure 17 shows an engineering plan marked up; Figure. 18 shows a Schedule A
— Legal Description also marked up with changemarks.

WSSCwATER
DAG685B19-ESMT
Man Contact
Folder DASSRSE 1S EMT.Owner T5chedutes and Enness aan -7 @ hitps//planreview.wsscwater.com/ TFileiD= 4003198 ViewList= &EditList= 129672 - DAG53S B13-Schedule - Intemet Explorer — o X
View Folders Upicad Fles o en ~

8- R Annotate Review - Redact - Measure - Publish

| DAG535 B13-Schedue ApdF V1 p-
1724145 gt
’ng « » aQ|a

1ot 1 S CorwmSon - Seec- vl

FA ODIRJaEdhs2B0R

(i)

- — DASEES 819 Schadile 4 gt
2717/20°9 15457 e 06 R
2= o

RioaRR

L
J

=i O

SCHEDULE =A™

BEXN AT N

T oasens 919 schatete 8 ompar 2 Changemark 201 A
-__.o.x::unumu Om:;
e
RISAR i DESCRIPTION OF WSSC EASEMENT & RIGHTS-OF-WAY
» . Changemark 203
=] — Changemark. v
U oasens 19 schedete 8 Cotoc gt 2
2/2020°% D316 AM 54 L4 < >
Vrce Payer & Terrence Blomquist
RLEGAAR 10 THE 101/07/2020 10:31
= — i WASHINGTON SUBURBAN SANITARY COMMISION Mm.‘m"*
- O U 14501 SWEITZER LANE, LAUREL MARYLAND, 20707
= 12002079 WI136 AM 25 B e e 0 rephies
F Vet : S
- ‘ RICAR ab - BEING a strip or parce] of land bereinafier described as runming m. through. over and '1
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Uploading Review Corrections

After you have made corrections to your documents, re-upload them to the correct subfolders, keeping the
original file name(s). Do no attempt to version the files yourself as Project Dox will do this automatically. After
your upload is complete, you can click on your Applicant Resubmit Task to complete your submittal. Once you
have checked the certification boxes, you certify that you have addressed all comments and are ready to
resubmit to WSSC (Fig. 19).

& ~ @ planreviewwssowd planreview.wsscwater.com

*

WSSC ¢Plan Review
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Project Name: DAS40GE 12-ESMT
Project Description: LAN ssoc 1
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The Land Services Section Staff will be notified about your re-submission and begin a second cycle revision
review. If the requested revisions are acceptable, and no additional errors are found, your project will be
approved. Otherwise, it will be returned and the process for corrections will repeat.
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Project Approval - Notification

When your submittal has been fully reviewed and is free of any errors or omissions, you will receive one of two
email approval notifications. The first is an “Approved Easement Package Notification” which directs you to
send in signed original hard copy easement documents to the Land Services Staff (Fig. 20). LSS Staff will then
prepare original easement legal documents for the property owner’s execution.

WSSCWATERApproved Easement Package Notification

Attention Terry:

We are pleased to inform you the referenced WSSC easement package has been approved. Please submit
the following, for each owner, to the Land Services Section:

Easement Intake Form
2 Original signed (sealed and dated) Schedule A descriptions

1 Mylar and 1 black and white copy (or 2 black and white copies if "A" sized) and 1 colored copy of
each sketch

e 2 Colored plan sheets (all that apply)

NOTE: This approved hard copy submittal may be sent by Post or Commercial Carrier Post (be sure the
package can be tracked) to:

Heidi Aragon

Right of Way Review Approved Submission
WSSC Land Services Section - 5th Floor
14501 Sweitzer Lane

Laurel, MD 20707

NOTE: Currently due to COVID-19, WSSC's RGH Headquarters building is closed to the public. Until such
time as the building is re-opened to the public, the Land Services Section cannot accept any drop offs by
courier services.

NOTE: You will be contacted by Land Services Section Property Acquisition staff when the legal documents
are ready for owner signature.

]
Project: DAS577A20-ESMT
'

Description: LAND - Land Services Email Forms
]
Task: Notify Applicant Hard Copy

]
Project Contact: | WSSC EPlans (planreview@wsscwater.com, 301-206-8650)

' .
Project Access | Login to ProjectDox (Fig. 20)
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In the second, you will receive an “Approved Easement Documents Ready for Download Notification” email (Fig.
21). In this option, WSSC LSS staff has already uploaded the project specific legal documents. The email
explains in detail what to do to furnish WSSC with valid original documents for WSSC to countersign and record.
Please note that any alterations made to the provided document will result in your document being voided
entirely and could affect future rights to this option.

WSSCWATERApproved Easement Documents Ready for Download Notification

Attention Terry:

We are pleased to inform you the referenced WSSC easement package has been approved. Please refer to
the detailed instructions provided below:

1. Download and print the prepared legal documents from the "Approved" folder.
2. Attach original signed (sealed and dated) Schedule A description and appropriate sketch(es) as
approved.
3. Obtain notarized Owner Signature(s)
4. The following original documents for each owner must be returned to the Land Services Section:
o Original signed and notarized legal document
o [Easement Intake Form
o 2 Original signed (sealed and dated) Schedule A legal descriptions
o 1 mylar and 1 black & white paper copy (or 2 black & white if "A" sized) and 1 colored
copy of each sketch
o 1 colored plan sheet (all that apply)
5. Return all original documents via Post or Commercial Carrier Post (be sure the package can be
tracked) to:
Heidi Aragon

Right of Way Approved Submission
WSSC Land Services Section - 5th Floor
14501 Sweitzer Lane

Laurel, MD 20707

NOTE: Currently due to COVID-19, WSSC's RGH Headquarters building is closed to the public. Until such
time as the building is re-opened to the public, the Land Services Section cannot accept any drop offs by
courier services.

NOTE: Any alterations to the prepared legal document will result in rejection of your final document
submission.

]
Project: | DAS577A20-ESMT

'
Description: I LAND - Land Services Email Forms

i (Fig. 21)
Task: | Notify Applicant Electronic
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