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How TO APPLY FOR A BUILDING PERMIT

The following steps are necessary in order to electronically submit a building permit and plans
for processing. NOTE: Addition, new construction, conversion, remodel, and tenant
improvement is subject to planning approval. If your project requires Planning approval or
entitlements under the zoning code, you must get approval from the Planning Division prior to
submitting for a building permit. To obtain a planning approval, click HERE and please make
sure to select “PLANS” in order to start the planning pre-approval process.

Once planning pre-approval is obtained, please follow the steps below for Building Permit
processing.

1. Fill out a building permit application. You can complete permit application through the
online permitting portal HERE. Please make sure to provide detailed information on the
scope of your project in the application. Most projects require plan check. If your project
requires plan check, you must upload the building plans into the portal. Staff will use these
plans to verify the scope of the project and calculate estimated fees. You will be notified if
your submittal is missing any documents.

2. City staff will review your requests and contact you with the fee information and how to
make payment. This process typically takes 1-3 business days.

3. Upon receiving payment, you will be issued an application number and given directions
on how to proceed with plan check.

4. Please note that depending on the workload and the complexity of your project, the plan
review may take approximately 3-4 weeks after plans are accepted for review.

5. After the plans are approved by each department, you will receive an invoice for the permit
through the Civic Access Portal. If your project needs receipts or approvals from external
agencies, you will be notified through the Civic Access Portal. For the most up-to-date
information on your project's status, it's strongly recommended that you regularly check
the Civic Access Portal.
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