
WRITING  PROJECT SUMMARIES 

Providing the City a clear, complete, and concise Project Summary will help expedite review of 
your plans and will assist both the applicant and the City by allowing us to accurately estimate 
construction valuation at the time of Building Permit submittal. 

A.  FORMAT FOR TITLE PAGE OF DESIGN REVIEW AND/OR BUILDING PLAN SETS: 
 
(1) Include a brief description of all work being done. 
(2) Consider a simple, easily readable format, such as “bullet” points. 
(3) Consider placing a box around the Project Summary for visual emphasis. 
 

Example 

    Project Summary 
 
 1st floor addition (395 sq.ft.): (N) bathroom, enlarge family & living rooms 
 2nd floor addition (650 sq.ft.): (N) master bedroom & master bathroom, 2 bedrooms, 

bathroom 
 Remodel kitchen & (E) 1st fl. bathroom (approx. 220 sq.ft. remodeled area) 
 (N) 1st fl. deck (120 sq.ft.) 
 Change out 5 windows (in areas not remodeled) 
 Remove and replace damaged foundation @ front of house (approx. 20 ft. lineal) 

B.  FORMAT FOR “DESCRIPTION OF WORK” AND “JOB DESCRIPTION” SECTION 
OF BUILDING PERMIT APPLICATION: 

 
(1) Include a brief description of all work being done. 
(2) Use compact language. 
(3) Use standard abbreviations employed by the building industry to help you keep the description 

short ( for square feet,    for change, R&R for remove and replace; (E) for existing, (N) for 
new, ≈ for approximately, 20’ instead of 20 feet, etc.). 

 
Example 

1st fl add’n (395 ): (N) bathrm, enlarge family & living rms; 2nd fl add’n (350 ): 
(N) master bdrm & master bathrm, 2 bdrms, bathrm; remodel kitchen & (E) 1st fl bathrm; 
(N) 1st fl deck (120   );    out 5 windows (in areas not remodeled); R&R damaged foundation 
@ front of house (≈ 20’ lineal) 

NOTE:  A well-written project summary will not only expedite review and approval of your 
project, but, in the future, will also help the City to provide the public with good, clear informa-
tion about Albany properties. 
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