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Development Apply for a Building Construction Permit

SD.) Services

Overview

The Development Services Department’s (DSD) online permitting system is a full cloud-based application that
allows ccustomers to apply for permits online and upload plans and documents for review 24/7.

Before you begin, please review the information about the permit submittal requirements at
sandiego.gov/dsd.

When new permit applications are received, DSD will review the documents for completeness, assess
required permit fees and assign thet project to a reviewer. Reviewers will send out their cycle issues report
as they complete each cycle, but resubmittal can only happen after all reviews have been complete.
Applicants must address all cycle issues prior to resubmitting any new plans. You cannot resubmit to each
specific discipline - resubmittals are for all disciplines at the same time.

o For help with user accounts or uploading documents, please call us at 619-446-5000.

e For project status or questions about your project, complete the Project Status Request form.
e For plan requirements and document issues, please click here.

e For help planning you project, consider booking a virtual counter appointment with DSD.

e How to submit an application

e Apply for a Construction Permit:
e Building Construction - General Permit

e Building Construction - CIP and Public Projects

e Master Plan Accessory Structure
e Master Plan MDU and Master Plan SDU

e |received an “Updates Required” email. How do | upload the requested documents?

e |received a “Review Pending Invoice Payment” email. How do | pay?

e | received a “Recheck Required” email from a review discipline; how do | look for the
Issues Report?

e | received a “Ready for Resubmittal” email; how do | submit the requested documents?

o | received a “Final Version Signed Off” email. What do | do next?

e | received a "Review Complete/Permit Ready for Payment” email; how do | pay my

invoice?
e | received an “Issuance Checklist Requested” email; how do | submit the requested
documents?

e Permit status is “Issued;” how do | download my approved plans?

e How do | schedule inspections?

e How to submit a construction change application



http://sandiego.gov/dsd
https://www.sandiego.gov/development-services/contact/project-status-request
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
https://www.sandiego.gov/development-services/virtual-appointments
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e | received a "“Pending Invoice Payment” for my construction change; how do | pay?

e How do | download approved plans for my construction change?

e How do | apply for a Deferred Fire Submittal?

e How do | apply for a Deferred Submittal?

e How do | print an Approval Report and an Invoice Report?

Appendix A - Workflow/record status mapping and definitions

Appendix B - Requirements to Upload Plans and Documents
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HOW TO SUBMIT AN APPLICATION

e Loginto your online
permitting account.

LN Development Permits  Code Enforcement  Short Term Rental

Please Login :
[ ]
Enter your username and Many online services offered by the Agency require login for security reasons. If you are ing user. please enter Login
password'* your user name and password in the box on the right. Ui Mene or -k
New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the

*|f you are a new user, see the el i e
tutorial on how to register for Register Now »
[ Remember me on this computer
an account. s i P Ao

e Select “Development Permits”
BTG C B Development Permits ode Enforcement Short Term Rental

AF Apply for a Permit Q search for a Permit Application

e Select “Apply for a Permit”
Home QLETEILTT AN NIl Code Enforcement  Short Term Rental

I iz Apply for a Permit I Q search for a Permit Application

e Read and acknowledge the General Disclaimer -

disclaimer This website is intended for convenience and informational purposes only.
e Click “Continue Application”

While we strive to ensure the accuracy. timeliness, and function of this website, the
City of San Diego makes no representations or warranties regarding its content,
condition, sustained performance, resistance and immunity to computer viruses or

malware, or proprietary infringement.

‘ | ’a\re read and accepted the above terms.

Continue Application »

3
RETURN TO TOP


https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://www.sandiego.gov/sites/default/files/final_opendsd_2.0_tutorial_01.12.18.pdf
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Select a Record Type

Apply for a Building Construction Permit
Rev. 8/19/2021

e Select the permit type you would like to apply for and click “Continue Application”

Note: For PTS Permits, please refer to instructions in the OpenDSD User Guide to PTS Projects.

Select a Record Type

» Building Applications
O Approval - Process - Agreement
O Building Construction
O Building Construction - CIP or Public Project
O Building Construction - Master Plan Accessory Structure
O Building Construction - Master Plan MDU
O Building Construction - Master Plan SDU

O No-Plan - Nonresidential/Multifamily - Plumbing
O No-Plan - Residential - Combination Mech/Elec/Plum

» PTS
O PTS Electronic Submittal

» Grading, Right of Way, Mapping Applications
O Deferred As Graded

5 O Building Construction - Special Programs O Engineering Construction Change
o gugdlngdcl‘:qnslsrugm_g ?hange O Grading, ROW, Mapping - Associated Submittal
O Deferred Fire Submittal O Grading, ROW, Mapping - Standalone
O Daferred Stbmstiz) O Right of Way - Dry Utilities
82;:'3"“(}” O Right of Way - Minor - Rapid Review
8;123 Corl‘st(uction Change » Discretionary Applications
otovoltaic O Discreti Project
O Photo-voltaic Construction Change lsvc:e lgee rOJel
O Photo-voltaic Residential Project ¥ Traffic & Transportation
O Plan - Mechanical/Electrical/Plumbing Standalone O Traffic Control Permit
O Sign O Transportation Permit
» Simple No Plan Permits » Agreement
O No-Plan - Nonresidential/Multifamily - Electrical O Approval - Process - Agreement
O No-Plan - Nonresidential/Multifamily - Mechanical b Miscallansous Applications
O Others
Continue Application -
Jump to a permit type for the next step:
e Building Construction - General Permit
e Building Construction - CIP and Public Project Permit
e Master Plan Accessory Structure Permit
e Master Plan MDU and Master Plan SDU Permit
Building Construction - General Permit
1. Select “Building Construction”
2. Indicate if there is an address for » Building Applications
. . O Approval - Process - Agreement
the Project Site @ Building Construction
3. Click “Continue Application" O Building Construction - CIP or Public Project
5a ADDRESS VALIDATION

*Do you have an address for the project site?:

) —

() Yes () No

4
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https://www.sandiego.gov/sites/default/files/opendsd-user-guide-pts-projects.pdf
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Address or Parcel Entry

5b

Enter Street No. and Street
name only (the system will
populate the parcel info)
Click “Search”

OR

Enter parcel number in ###-
###-#### format (the system
will populate the address info
if it exists)

Click “Search”

Enter any additional parcels
or addresses, if it applies to
your project, and include the
Unit # or Suite #

Click “Continue Application”

Apply for a Building Construction Permit

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (

*Street No.:

1222 --Selectw 01st

* Parcel Number:

Legal Description:

Adaitional Infarmation
asing

List any edditional parcel{s) assoclated with the project scope:

Direction:  *Street Name:

Street Type:

Av v

nit number(s) associated with the project scope:
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Code Validation

Answer the Code enforcement Case

question:

. L Code Enforcement
e If“no,” continue application:

*Is there a code enforcement violation case on this O Yes ® No
site?:
5¢ o If“yes,” answer the additional Code Enforcement
questions: _— L
*1s there a code enforcement violation case on this site?: @ Yes () No

Code Enforcement case number(s): *

NC 123456
Is this application related to the code viclation?: * (@ Yes () No

Will this application resolve the code violation?: * (@ Yes () No

Project Scope and Timeline = : l
Provide the following:

4. Scope
. Processing timeline

5

6. Applicant type

7. Associated building permit
approval numbers (this is
necessary for Deferred
Submittals)

5d

e When complete, click “Continue
Application”
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Permit Specific Requirements

e Answer the No-Plan Permit

question PERMIT SPECIFIC REQUIREMENTS
. . *Is this application for a No-Plan Permit per Information Bulletin i N
If not a No-Plan Permit, select: 2 ool
Is this application for Final Only or Completion of Work: * (O Yes @ No

e “Building Permit” for commercial
use of >3 unit residential use

S5e —-Select—
Building Permit
OR Combination Building Permit

e “Combination Building Permit” for
single family dwelling or duplex

* Select the applicable Permit Type: @ _seiect-- -

e Click “Continue Application”

If you respond “Yes” to a No-Plan permit, you will be directed to the required documents page (see below)

o The maximum file size allowed is 200 MB.
[ ]
Go to step 6 for full document - Reauired Documents
u p | Oad in Stru Ctl ons jbgz;qulred Attachment - No-Plan Building Permit Supplemental Applications (DS- Choose File | No file chosen
o

Related Permits

e Select the permits you want associated with the Building Permit application, or select “No
additional permits.”
e Click “Continue Application”

sf PERMITS
No additional permits: O Mechanical Permit:
Electrical Permit: Plumbing Permit:

Fire Permit - Suppression:

Fire Permit - Alarm:

Fire Permit - Kitchen Hood:

Fire Permit - Underground:
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Application Specific Requirements

Apply for a Building Construction Permit

Indicate the submittal type requested and answer additional related questions:

Active Project Management

APPLICATION REQUIREMENTS
*Are you requesting Active Project Management: (1)@ Yes O No
Are you submitting a Permit Now Project per IB-195: = @ Yes ) No

Did you receive approval previously from a DSD staff for Active @ Yes () No
Project Management for this application: =

Provide the DSD Staff Name: * DSD Staff Member|

General submittal
(Select Building or Combination permit)

APPLICATION REQUIREMENT S

*Are you requesting Active Project Management:

@ O Yes @ No

General -

* Select Submittal Type:

Submittal Specific Requirements

¢ Answer questions to determine
required documents
e Click “Continue Application”

5h

Rapid Review submittal

APPLICATION REQUIREMENTS

Are you requesting Active Project Management: (C) Yes (@ No
e
A Yy structures for single-dwell ng units (carports, patio () Yes () Mo

covers, fences, and retalnlng walls) uslng City of 5an Diego

standard des\gns in Bulletins: Retainil

walls (one wall type, maxlmum 6 feet in height), Awnings (up to two

types), Dx ir repairs, platforms, Roof-

equipment: *

Accessory Dwelling Unit, Junior Accessory Dwelling Unit, or Tiny O Yes O No
Home: *

Pool or Spa per approved Master Plan, up to 6 feet in depth: * O Yes ) No

Wireless Communication Facility (WCF) submittals

APPLICATION REQUIREMENTS

Are you requesting Active Project Management: () Yes (@ No

TEEER ST R Wireless Communication™

Are you submitting a Wireless Communication Facilities project () ves @ No
per IB-536:

Do you request processing under the Spectrum Act per FCC ® Yes ) No
Report and Order 14-153:

SUBMITTAL REQUIREMENTS

*|s there a Digcretionary Permit currently in the process () Yes () No
associated with this project:

*Will the pmjec‘t include new plumbing ﬁxture{s} or, in the case of () Yes () No
1 cor tion, is the project r g plumbing

fixtures:

* Does the project include Structural Calculations: () Yes ) No

* Does the project include separate Truss Calculations that are not () Yes () No
included in the plans:

* Does the project include a Geotechnical Investigation Report: () Yes () No
*|s the project proposing resldentlal deve\cpmen‘t of 10 ormore () Yes () No

g units or a t of two
oF more dwelhng unite, except as provided i m Secllon 1421303

*|s the project only for residential use: () Yes () No
* Does the project include any storage racks over 6 feet in height: () Yes () No

* 13 the project for a childcare center: () Yes () No
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Historic Designation

e Specify whether the project has a historic
designation and answer the additional
related questions

e Click “Continue Application”

Affordable Housing Requirements

e Indicate how the project complies with
affordable housing requirements
e Click “Continue Application”

Apply for a Building Construction Permit
Rev. 8/19/2021

HISTOMS DEMONATION
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frbterieStontty

How is the project complying with Inclusionary Affordable Housing requirements?

AFFORDABLE HOUSING COMPLIANCE

Payment of the Inclusionary Affordable Housing In- )
Lisu Foe:

The project will include affordable units: 1

The project will combing a pro-rated payment of the 1
In-Lieu Fee and affordable unit

Other method of compliance: 1

Does the project propose any of the following residential use types?

RESIDENTIAL USE TYPES

Permanent Supportive Housing: a
Transitional Housing: 1
Accessory Dwelling Units: s}
Junior Accassory Dwelling Units: a)
None of the above: 0

Does the project propose using any of the following incentive programs?

INCENTIVE PROGRAMS

$B 35 Streamiined Affordable Housing: |
Complats Communities Housing Solutions: O
100% Affordable Housing Density Bonus:
Affordable Housing Density Bonus:

Micro Unit Density Bonus:

Senior Housing Density Bonus:

Student Housing Density Bonus: 1
Affordable Accessory Dweiling Unit Bonus: )
Voluntary Accessibllity Program: u)
Other: o
Nane of the above: 1

Go to step 6 to upload documents and complete application

RETURN TO TOP
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Building Construction - CIP or Public Project Permit

Select a Record Type

» Building Applications
O Approval - Process - Agreement
e Select “Business Construction - CIP or Public Building Construction

@ Building Construction - CIP or Public Project

PrOject" O Building Construction - Master Plan Accessory Structure
. . . . O Building Construction - Master Plan MDU
b CIICk “Continue Appllcatlon" O Building Construction - Master Plan SDU
' Building Construction - Special Programs
Use this application when submitting for Capital O Building Construction Change
. . . O Deferred Fire Submitta
Improvement Program Projects or projects at City- gofc-'rori Submittal
emolition
owned facilities. Fire
O Fire Construction Change
Note: F PTS P it | fer to inst ti . O Photovoltaic
. ror ermits, please rerer to instruction in O Photo-voltaic Construction Change
: : Photo-voltaic Residential Project
the ODenDSD User Guide to PTS PrOIeCtS. D Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Elecirica
O No-Plan - Nonresidential/Multifamily - Mechanica

CIP Classification
Answer the CIP classification question. S BLAEEHETE

If the answer to the classification * Are you submitting a Public Project on behalf of a City ® Yes () No

H [ " . . Department:
question is “No,” you will need to submit
to a different permit type.
Address Validation
ADDRESS VALIDATION
¢ Indicate if there is an address for o i i
*Do you have an address for the project site?: () Yes (_) No

the Project Site
e C(lick “Continue Application”


https://www.sandiego.gov/sites/default/files/opendsd-user-guide-pts-projects.pdf
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Address or Parcel Entry

e Enter Street No. and Street
name only

e Click “Search” (the system will
populate the parcel info)

OR

e Enter parcel number in ###-###-
#### format

e Click “Search” (the system will
populate the address info if it

exists)
5d

e Enter any additional parcels or
addresses, if it applies to your
project and include the Unit # or
Suite #

e Click “Continue Application”

Project Scope and Timeline
Provide the following:

1. Scope
2. Processing timeline
5e 3. Applicant type
4. Associated building permit approval
numbers (this is necessary for
Deferred Submittals)

e When complete, click “Continue
Application”

Apply for a Building Construction Permit

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (

*Street No.: Direction:  *Street Mame: Street Type:

1222 --Select¥ 01st B -

* Parcel Number:

Legal Description:

Additional Information
esting

st any unit number(s) essoclated with the project scope:

Project Information

*Detine the scope of the work: Scope o the proie “Wihatis the pracessing timeline requested for this [ s
1 application’: 2 >

*Applicant Typ . . Provide associated prior Discretionary Approval Num
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Permit Specific Requirements

i Answer the NO'PIan Permit PERMIT SPECIFIC REQUIREMENTS
question

*Is this application for a No-Plan Permit per Information Bulletin = (O Yes @ No
203:

|f not a NO'Plan Permit, seleCt: * Select the applicable Permit Type:

--Select--

I

5f e Building Permit for commercial
. . . Combination Building Permit
use of >3 unit residential use
OR
e Combination Building Permit for
single family dwelling or duplex
e Click “Continue Application”
If you respond “Yes” to a No-Plan permit, you will be directed to the required documents page (see below)
The maximum file size allowed is 200 MB.
o e Go to step 6 for full document
load instructions ;R:qu”decuT\ems No-Plan Building Permit Suppl I Appl (©s
u . Require: ttachment - No-Plan Building Permit Supplemental Applications = Ch File No file chi n
p o 00se File 0 file chose
Related Permits
e Select the permits you want associated with the Building Permit application, or select “No additional
permits.”
e C(lick “Continue Application”
5g PERMITS
No additional permits: O Mechanical Permit:
Electrical Permit: Plumbing Permit:
Fire Permit - Alarm: O Fire Permit - Suppression: O
Fire Permit - Underground: O Fire Permit - Kitchen Hood: O
Historic Designation SR DEBA DN
. . s Vo il cvatabs @ dusipinitnd bdinoms prncmsvn, o0 5 8 ) ¥ i B2
e Specify whether the project has a Vo d mIE o e igealad Visims SR >
. . . . sl e yaar cormiwriss] for ol e sliuchees os te (LT
5h historic designation and answer : I b
- . IMPOATAMT. F iy 1I500arss on W i 4 5yn of oitler i ocaiad shovs el the poposd Sol B amens. o fainem
the additional related questions B o e s S S

hviena il B o Bdeo i 1 Dl e O Ol b Brwlading b7

e (lick “Continue Application” ==
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Submittal Specific Requirements

e Answer questions to determine
required documents
e C(lick “Continue Application”

Apply for a Building Construction Permit

SUBMITTAL REQUIREMENTS

*|g there a Digcretionary Permit currently in the process () Yes () No
associated with this project:

*Will the project include new plumbing fixture{s) or, in the case of () Yes () No
commercial construction, is the project removing plumbing

fixtures:

* Does the project include Structural Calculations: ) Yes () No

* Does the project include separate Truss Calculations that are not () Yes () No
included in the plans:

* Does the project include a Geotechnical Investigation Report: () Yes () No
*1s the project proposing residential development of 10 or more  (O) Yes () No

dwelling units or a conversion of two
or more dwelling units, except as provided in Section 142.1303:

*|s the project only for residential use: () Yes () No
* Does the project include any storage racks over & feet in height: () Yes () No

*|s the project for a childcare center: () Yes () No

o Go to step 6 to upload documents and complete application

5a

5b

Master Plan Accessory Structure Permit

Select a Record Type

e Select “Building Construction - Master Plan
Accessory Structure”

Use this application to establish a design for an
accessory structure to be used for future
construction projects; for example, a swimming
pool.

However, do not use this record to submit to
construct a swimming pool; for that, use Building
Construction and select either a Building Permit or
Combination permit.

Project Scope and Timeline

Project Information

Provide the following:

*Define the scope of the work

1. Scope
2. Processing timeline
3. Applicant type

* Applicant Type:

e When complete, click
“Continue Application”

» Building Applications
O Appraval - Process - Agreement
O Building Construction
) Building Construction - CIP or Public Project
@ Building Construction - Master Plan Accessory Structure
O Building Construction - Master Plan MDU
O Building Construction - Master Plan SDU
O Building Construction - Special Programs
D Building Construction Change
O Deferred Fire Submitta
O Deferred Submittal
O Demalition
QO Fire
) Fire Construction Change
O Photovoltaic
O Photo-voltaic Construction Change
O Photo-voltaic Residential Project
O Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Electrical
O No-Plan - Nonresidential/Multifamily - Mechanical

“What s the processing limeline requested for this
application?
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Submittal Requirements

¢ Indicate if the design includes
structural calculations
e C(lick “Continue Application”

Apply for a Building Construction Permit

SUBMITTAL REQUIREMENTS

*Does the project include Structural Calculations: () Yes () No

o Go to step 6 to upload documents and complete application

5a

5b

Master Plan MDU and SDU Permit

Select a Record Type

e Select “Building Construction -
Master Plan MDU" or “Building
Construction - Master Plan
Sbu”

Use this record to establish a design
and to submit phases for a Master
Plan Multi Dwelling Unit or a Master
Plan Single Dwelling

Occupancy Classification

Answer the questions regarding
occupancy and process

¢ Click “Continue Application”

» Building Applications
O Approval - Process - Agreement
O Building Construction
© Building Construction - CIP or Public Project
O Building Canstruction - Master Plan Accessory Structure
@® Building Construction - Master Plan MDU
O Building Construction - Master Plan SDU
O Building Construction - Special Programs
© Building Construction Change
© Deferred Fire Submittal
O Deferred Submittal
O Demolition
C Fire
O Fire Construction Change
O Photovoltaic
© Pholo-voltaic Construction Change
O Photo-voltaic Residential Project
O Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Electrical
O No-Plan - Nonresidential/Multifamily - Mechanical

OCCUPANCY CLASSIFICATION

* §alect Occupancy ClassMcation for thiz application:

* Salect the procseas requested far thiz application ae defined In
thea 18 114:
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Address Validation
Answer the address validation question. FITHESE R,
5c YOU must have an address or assessor’s * Do you have an address for the project site?: Yes (W) No
parcel number‘ to continue the app”cation. Do you have an Assessor's Parcel Mumber|s)?: = Yes () No
e Click “Continue Application”
Address or Parcel Entry Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (
* Street No.: Direction:  * Street Name: Street Type:
e Enter Street No. and Street name . e B o .
only
e Click “Search” (the system will
populate the parcel info)
* Parcel Number:
OR o o o g o o L
) Legal Description:
e Enter parcel number in ###-###-
#### format
e C(lick “Search” (the system will
populate the address info, if it
5d exists) e
e Enter any additional parcels or
addresses, if it applies to your
project and include the Unit #
or Suite #
e Click “Continue Application”
o e For Master Plan MDUs, go to step 6 to upload documents and complete application
e For Master Plan SDUs, continue with the following steps
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Project Scope and Timeline

Project Information

Provide the following:

*Dafing the scops of the wark:

*What Is ths procsssing Hmelins requssted for this .
Provide sseociated prior Discretionary Approval nur:ar..n
4

1. Scope

2. Processing timeline

3. Applicant type

4. Associated discretionary
permit, if any

* applicant Type:

S5e

e When complete, click
“Continue Application”

Submittal Requirements

¢ Indicate whether an associated

discretionary permit is currently

in process Eﬁtgemileal:z:és]gget!::naw Parmit currently In the process aseoctated () Yes @ No
e C(lick “Continue Application”

SUEMITTAL REGUIREMENT 3

5f

o Go to step 6 to upload documents and complete application

Required Documents

Upload Required Project Documents

. . . The maximum file size allowed is 400 MB.
Required documents will be listed

* Required Documents

° SeleCt uchoose F|Ie" and drag/drop 1. Required Attachment - Fire Alarm Plans Nuﬂ\e:hosem
or search your files to attach them. 2 Required Attachmen - Fire Permit Wrkshest A

e You will not be able to continue if
files have not been uploaded.

If you encounter Failed Scout Validation,
use the Scout link and check your files.

Scout Validation Help



https://scout-epr.eplansoftreview.com/#!/scout
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
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Additional Documents

U p|Oad a ny Add |t|0na| DOCU ments The maximum file size allowed is 200 MB.
. . . ip are disallowed file types to upload.
you wish to include with your
submittal (R e e
. Fee Worksheet 190KB.pdf 189.58 kB Fire Permit Worksheet
e Click "Add"
Fire Plans 1.2MB.pdf 1.2 MB Fire Protection Plans

e Select “Choose File” and New Attachment X
drag/drop or search your files
to attach them New Attachment

e Click Type drop-down and select Project Contact Information Form.pdf
file type

Type
e Provide a brief description of , )
Project Contacts Information v
the document
e Click the “Submit” button Description
o Click “Continue Application” Contact form

Workers' Compensation

Declaration _
Worker's Compensation Declaration: | hereby affirm under penalty of perjury one of the following dectarations:
WARNING: FAILURE TO SECURE WORKERS’ COMPENSATION COVERAGE IS UNLAWFUL, AND SHALL SUBJECT AN EMPLOYER TO CRIMINAL PENALTIES AND CIVIL FINES UP TO ONE
H HUNDRED THOUSAND DOLLARS (5100.0001, IN ADDITION TO THE COST OF COMPENSATION. DAMAGES AS PROVIDED FOR IN SECTION 3706 OF THE LABOR CODE. INTEREST. AND
e Select the insurance ATIORNEY S Fets
H I hereby affirm under penalty of perjury one of the following declarations
declaration statement el
project (Not applicable DECLARATION
fo r Master P | an | am either self-insured or will maintain workers compensation insurance:
=
Accesso ry Stru ctu re) | am not subject to workers compensation insurance: ()
(m
. " .
o CI'Ck COﬂtInue To be determined at the time of permit issuance:

O

Application” -

RETURN TO TOP
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Review Application

Building Construction

S Declaration 6 Review 7 Submitied

Project
23 information

Review the Application and
return to previous steps by
clicking on the numbered tabs
at the top.

e revew il Inform:

elow. Chek the "EGR” buttons to make changes to 56<tions of ‘Continue AppICation” 1o move

Record Type

|
g

Bullding Construction

Address Validation

ADURESS VAUDATION
Do you have an address for the project site?

i

Address

]
g
s
r

Parcel Number: §35-433-2800
Logal Description: BLK 1 ST CLSDGBLKS 13 THRU 156

Additional Information-if applicable

Adaiional Information
List any ndditional parcel{s) associated with the project scope: List any unit number(s) associated with the project scope:

Code Case Validation
»

£
g
|
!

Is there 3 code enforcement violation case on this ~ No

Select Scope and Timeline

H
g
§ 5
g
:
=§
%
4
H
]

Wihat is the processing fimeline requested for this application?: Standard
Applicant Type: Authorized Agent of Property Owner of Other Person per MC  Provide associated prior Discretionary Approval Number(s):

§
:

Does the project propose any of the following residential use types?

RESIDENTIAL USE TTPES
Permanent Supportive Housing: No
Transitional Housing: No
Accessory Dwelling Units: No
Junior Accessory Dwelling Units No
Nore of the above. Yes

Does the project propose using any of the following incentive programs?

INCENTIVE PROGRAMS.

5B 35 Streamlined Affordable Housing No
Complete Communities Housing Solutions No
100% Affordable Housing Density Bonus No
Affordable Housing Density Bonus: No
Micro Unit Density Bonus: No
Senior Housing Density Bonus No
Student Housing Density Bonus: No
Atfordable Accessory Dwelling Unit Bonus: No
Voluntary Accessibility Program: No
Other: No
None of the abave: Yes
Declaration
DECLARATION
I am either self-insured or will maintain workers No

compensation insurance
1am ot subject to workers compensation insurance:  No
Ta be determined at the time of permit issuance: Yes

1 cartty that | have rmad tris sppicaion and stale the above mlermation s correct an that | am e properly cwner, rlecest or

of the property owner, o ather perscn having » eg.

ntisemont to e usa of e praperty Mat is the subject of this appication (Muniioal Coda Section 112 8102). 1 undarstand that the apoicant  (ESDONSIBAe 1of KWING 30K COMBY N WEN he Govarming

DORCIES B0 FEQUIBNIONS BDDICA0N 10 FVE PODOSEA GRVEOOMENT 0F DRI TG Gy & hOT BADIR 104 Ay ARMADES O 1953 FESUTING O I ACHUA OF 85600 TAAE 10 AR e BPOREANT Of 31y B0ENCADIE

s or reguiabons, mciuding before or gunng fnal mspectens. ity peroval of 3 pemmt

G209, INCliGng al rea1ed Dians and GoCEmen, | 1013 QAN o 39Proval 10 violale any apRACabIE pOMCY or

Teguialian, noc dows # conSENute @ waer by e iy 1o DUIES any TerMecy, WACh May be avaZable to anforch and Comect VCIASOS Of e JpDACabIa POCES aNd reQUIBSONS. | SUthorZe repras entatives

othe Gy 1o enter (e abeve-idenhed propeely or inspection purposes. | have The authortly and grant Clly ST and dvisory bodies The right 1o tmake Copgs: of any piams or report

wronct Iy v

b od r ravigw

04 parma pracessing

Guration o

By checking this box, | agree 1o the above certification. Date:
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e Acknowledge the final

certification
e Click “Continue Application" | certify that | have read this appcation and state the above inform:

entitlemeant to the use of the propery that is the subject of this appli
policies and regulations applicable to the proposed developmnent or
laws or regulations, including before or during final inspections. City

" regulation, nor does it constitute a waiver by the City to pursus any

the city to enter the above-identified property for inspection purpose

checking this box, | agree to the abowe certification.
Continue Application »

Your record number will created and
displayed, and an email with further

Step 8:Submitted

. . . Your application has been successfully submitted.
instructions wi I I be sent. Please print your record and retain a copy for your records.

Thank you for using our online services.

12 Your Record Number is PRJ-8001732.

You will need this number to check the status of your application or to schedule/check results of insg
fees have been assessed or permit issuance has been processed.

Choose “View Record Details” to Schedule Inspections, check status, or make other updates.

View Record Detalls »

You will receive a system generated email Hello,
with your project number and what to ) -
Development Services has created your application.

expect next. Record ID: PRJ-8005336|
Record Address:
Record Type: General
Pilease do not reply to this email, this mailbox is not monitored.

Thank you for your application. Your documents have been received and will be processed in the order
13 submitted.

For current application processing timeline, click here

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,

City of San Diego
Development Services Department
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| RECEIVED AN “UPDATES REQUIRED” EMAIL. HOW DO | UPLOAD THE REQUESTED DOCUMENTS?

e Log into your Online Permitting [EESRY ocvetommentpermis - Co Enorcemens  shors Term e
Account
Please Login Login
Many online services offered by the Agency require lagin for security reasons. If you are an existing user. please enter
d Enter your username and your user name and password in the box on the right. User Name or E-malil:
password. New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:

have the added benefits of seeing a complete history of applications, access o invoices and receipts. checking on the
status of pending activities, and more.

[ Remember me on this compter
I've forgotien my password
New Users: Register for an Account

Register Now »

Open the “Updates Required” email. Hello,

e Click either of the email links to go Pilease do not reply (v this email, this mailbox is not monitored.

i Your application has been Pre-Screened and requires updates. Please see attached report for
to your account and make project P P v
updates

Follow the steps below to upload the requested documents:

Login to your Online Permitting Account
Search and select the application number
Click on the Attachments tab

Add the required documents

Requested information must be submitted within 30 days of this email or this application will
be Withdrawn.

An email notification will be sent with the next steps to complete the submittal process.
The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank You,
City of San Diego

Development Services Department

Your project information will load Record PRJ-8003236:

e Click the “Attachments” tab BLI Ild I ng COhStI’UCtiOI"\

Record Status: Updates Required

Record Info Payments

20
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Previously attached

To upload attachments:

documents will be displayed. i Gl Ads to st e proces
2. Click Add for each file to upload
The maximum file sze allowed Is 200 MB.
H " 1"
o Click “Add Attachment et
Attachments (2)
File Name: File Size Status Type

Storm Water Req. Applicability Checklist (DS-560) PRI-8003236.pdf 1218 Uploaded Storm Wa
Building Construction Plans PRJ-8003236.pdf 414MB  Uploaded Building C

e Select “Choose File” and
drag/drop or search your New Attachment *
files to attach them

e Click Type drop-down and
select file type

e Provide a brief description No file chosen
of the document

: u o Type
o Click the “Submit” button

--Select-- w

Mew Attachment

Description

Enter a brief
description of the

document
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The documents will be validated by
Scout and be uploaded to the
project record (PR)) ot tatms

1. Click Add to start the process
2. Click Add for each fle to upload
“The maximum fie size allowed is 400 M.

Tips: -

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

e If you have any items to
6 submit that were not

Attachments (3)

File Name. File Size. Status. Type Refresh
requested, upload them py— e
¢ When your resubmittal o o s 0005772 T —

contains all the required
documents, the “Add” button
will disappear.

| RECEIVED A “REVIEW PENDING INVOICE PAYMENT"” EMAIL. HOW DO | PAY?

e Log into your Online [ oevtopment permisCoce Etorcement  Shrt erm e
Permitting Account i
Please Logl_n _ _ ) N Login
e Enter your username and i e e B s
password. New Users
1 If you are a new user you may register for a free Citizen A it. It only takes a few simple ps and you'll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities. and more.

[ Remember me on this computer
T've forgotien my password
New Users: Regisier for an Account

Register Now »

¢ Open the “Review Pending Hello.

Invoice Payment” email
. . . Pre-Screen for PRJ-8005336 has been completed and an invoice with initial plan check fees is
e C(lick a link to log in to your attached.

Piease do not reply to this email, this mailbox is not monitored.

accou I"lt an d ma ke d Follow the steps below to pay the outstanding fees:
payment « Login to your Online Permitting Account
+ Search and select the application number
+ Click on the Payments tab

Pay the outstanding fees

After we receive payment, your project will be Deemed Complete and the Project Review will
begin.

NOTE: For CIP projects paying through Inter Office Transfer using SAP system, email your
DSD Project Manager to coordinate the payment.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

[Thank You,

City of San Dicgo

Development Services Department
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Click on the “Development Permits” l
tab.
. . Home Code Enforcement Short Term Rental
e Select the record listed in the

email T Apply for a Permit Q search for a Permit Application

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen

To sort the table below, click the column name to perform an alphabetical sort on that column.
again to sort in descending order (Z-A)

Show on Map
o R Showing 1-10 of 100+ | Download results | Add to collection

] Date Record Number Record Type

)  oansr2021 PRJ-1004641 o

] ozns/z021 PMT-3004537 O corsction -

Scroll down to the search field for Records
Record Type: Record Status:
e Input the PRJ into the General ~Select-- v | -Sdea- v
SearCh in thls format: Record Number: (73 Project Name:

PRJ-1234567

Add the Project
number (PRJ-XXXXXX)

Verify that the record has the status:
“Application Pending Payment” Record PRJ-8003236:

e C(lick on “Payments”

Celoct “Fooer Building Construction
e Select “Fees

Record Status: Application Pending Payment

Record Info Payments Attachments
Fees
H " n
e Click on “Pay Fees

Outstanding:

Date Invoice Number Amount

01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00

01/12/2018 617932 $179.00

Total outstanding fees: $441.00
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The following screen will load. Follow :
Home Code Enforcement  Short Term Rental
instructions to pay.

+ Apply for a Permit Q search for a Permit Application

Listed below are the fees based upon the information you've entered. The following screen will display your total fees.

6 Fees

Fees Qty. Amount
Records-No Plan Permits/Other 1 $2000
PVS-Template SDU/DUP/TH (1) 1 $5242.00
PVS-Template SDU/DUP/TH (P} 1 5179.00

TOTAL FEES: $441.00
Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “RECHECK REQUIRED” EMAIL FROM A REVIEW DISCIPLINE. HOW DO | LOOK FOR
THE ISSUES REPORT?

e Log into your online
permitting account

m Development Permits Code Enforcement  Short Term Rental

® E nte r yo ur username an d ::::::’wrt‘:eﬂ%suﬂemd:yll: Abp:ncy ltm::ugin for security reasons. f you are an existing user. please enter Login
asswo rd* your user name and password in the box on the right. User Name or E-mail:
p New Users
1 If you are a naw user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the f s=eing a compl istory access lo invoices and receipts, checking on the
*|f you are a new user, see the Sl [
tutorial on how to register : _
[ Remember me on this computer
for an account SRR e O

e Select the “Development

Permits” tab Hom* Development Permits l:ode Enforcement Short Term Rental

e Apply for a Permit Q search for a Permit Application

Your records will be displayed

[ owssmoat  eRo-sooiers Fire Standara-Fre-101/4sn =y
3 S I h PR . h [0 owesizozt PMT-8001628 Approval - Censtruction - Fire Pmt f’nzr]‘;‘(;"ﬂ":““""“'”'e""" Issued
e Select the PR] you wish to see g —— e .
i ow2s/2021 cc-8001682 Building Construction Change Construction Chiange - PRJ- In Review
the Project Issues Report for m] 5008673
[ owasreo2r Cc-8001693 ing g o e In Review
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e C(lick the “Attachments” tab Tt
Previously attached documents will be ek
displayed. pou—
4 File Name File Size Status Type Refresh
You will see your Project Issues Report [— ot Frasm e
by d|sc|p||ne d|sp|ayed. Fite Permit Worksheet PRI-8001577.pdf 18958 k8 Uploaded Fite Permit Worksheet
e Click the “Actions” drop-down

Click “Download” and the
selected Project Issues Report
5  will download

Detail
, I Download I

| RECEIVED A “READY FOR RESUBMITTAL” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive an email for Recheck Required if there are corrections to be made to the plans or if
additional information is needed.

e Loginto your Online

P erm itti ng ACCO u nt m Development Permits Code Enforcement  Short Term Rental
e Enter your username and — _

Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login

passwo rd youruser rame and passsword i the bo on tha right e
New Users
1f you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:

1 have the added benefits of seeing 2 camplete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more.
Register Now »
() Remember me on this computer

I've forgotten my password
New Users: Register for an Account
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e Open the “Ready for
Resubmittal” email

e Click a link to log in to your
account and update the project
documents or information

e Select the “Development
Permits” tab

Your records will display with the
current statuses.

e C(lick on the blue PRJ link of
the project

Your project information will
load.

e Click the "Attachments”
tab

Previously attached documents will
be displayed.

e Click “Add Attachment”

Hello,

Apply for a Building Construction Permit

Please do not reply to this email, this mailbox is not monitored.

All review disciplines have completed their reviews for PRI-8005336. At this time, additional
documents and information are required to continue the review process.

Follow the steps below to upload the requested documents:

Click on the Attachments tab
Add the required documents

Login to your Online Permitting Account
Search and select the application number

IMPORTANT: Al required documents requested by all review disciplines must be uploaded
,ﬁr the same time. Incomplete submittals will result in review delays.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact 619-446-5000

Thank you,
City of San Diego

Development Services Department

Homd WETELLILERIRT TSN iCode Enforcement  Short Term Rental

a7 Apply for a Permit

Q Search for a Permit Application

SNOWINg 61-70 of 100+ | Downioad rés.

Date

ownz/z021

01212021

01122021

ownzrz021

ow12/2021

ow122021

de Packages* will filter only Project and Peemit type records.

Fire

™ an ABRabetical SO o that oMM, For exampie, click "ADPICatoN Name™ 1o SOrt FeCords by Applicat

51 Name i ascending oroer (A-2). and o

Record Number Record Type Appiication Name Description Status
= Approva - Constructon - fire Pt Approwsl - Construction - Fire Pmt e
PMT-8001495 e e Opened
PRI-8001528 Fre Standord-Fire:4250/05th ssued
PT-0001486 Approvsi - Construction - Fire Pt Approval - Construction - Fire Pt Bond
2 - 122210151
ve Approval - Construction - Fire Pt Approwsl - Construction - Fire Pt e
PMT-8001437 g P Opened
T-80004 Approval - Construction - Fire Pmt Approval - Comstruction - Fire Pt -
PMT-8001498 2 il Opened
PRI-8001525 Fire Standard-Fire:1222/01st Recheck Required
Record Info Payments Attachments
To upload attachments:
1. Click Add to start the process
2. Click Add for each file to upload
The maximun file size alloved i 400 MB.
types to uplozd.
are disallowed file types to upload.
Attachments (2)
‘ Actions ~ ‘ Fire Alarm Flans PRI-8001577.pdf 1.2 MB Uploaded Fire Alarm Plans
[‘actons | Fire Permit Worksheet PRI-8001577.pdf 180.58 k2 Upleaded Fire Permit Works|



SD)

Development
Services

Select “Choose File” and
drag/drop or search your files
to attach them

Click Type drop-down and
select file type

Provide a brief description of
the document

Click the “Submit” button

***|f submitting Applicant Response
to Issues, upload requested
documents. If the responses are for
more than one discipline, combine
responses into one PDF file for
upload***

Tips:

If you have any items to
submit that were not
requested, upload them first.
When your resubmittal
contains all the required
documents, the “Add” button
will disappear.

The documents will be validated by
Scout and be uploaded to the
project record (PRJ)

Apply for a Building Construction Permit

New Attachment X

Mew Attachment

Choose File | No file chosen

Type

--Select-- v

Description

Enter a brief
description of the

document

To upload attachments:

1. Click Add to st

ss
2. Click Add for eachfile to upload
The matmum fle sze allwed & 400 MB.

types to upload.

toupload.

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)

=

Actions ~

J

Fire Alarm Plans PRI-8001577.pdf 1218 Uploaded Fire Alarm Plans

Fire Permit Worksheet PRI-8001577.pdf 189.58 k8 Uploaded Fire Permit Worksheet

Fire Alarm Specs PRI-8001577.pdf I47k8 Uploaded Fire Alarm Specs
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| RECEIVED A “FINAL VERSION SIGNED OFF" EMAIL. WHAT DO | DO NEXT?

The application is now in queue for Home DSD Code Enforcement
issuance. Refer to the Permit

Application Processing Timeline for
current issuance timelines. Building Construction

Record Status: Reviews Complete

+ Create an Application Q search Applications

Record PRJ-1048641: Add to collection

Record Info Payments

IMPORTANT: All the must be uploaded at the same time. Incomplete submittals will result in review delays.

Follow the below steps to upload the requested documents:

Click on "Add Attachment”

Click on "Choose File" and add the document

Select the correct document type from the dropdown and click on "Submit". For example, if the requested document is "Sign Plans” - select "Sign
Plans” from the "Type" dropdown.

Once you click "Submit”, wait for the page to reload confirming the document upload. Please do not try to refresh the page during this process.
Repeat the above steps to upload all the requested documents. Once all the requested documents are uploaded, the "Add Attachment” will
disappear automatically.

If the "Add Attachment” button doesn't disappear, that confirms that you have not i all the
We offer appointments for issuance
. R Permit Issuance (For Projects Signed Off by All Reviewers.) hd
of certain application types.
e To schedule an Permit Issuance: Building Permit - With Plans

1 appointment, click here. If the permit was issued prior to the Virtual
Appointment, please remember to cancel the

appointment. If your appointment is no longer
required, staff will automatically cancel it.

© 45 minutes

| RECEIVED A “REVIEW COMPLETE/PERMIT READY FOR PAYMENT” EMAIL. HOW DO | PAY MY
INVOICE?

] LOg IntO your On“ne m Development Permits  Code Enforcement  Short Term Rental
Permitting Account

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
e Enter your username and yout user name and password in the box on the right. e Naine o B ik
1 password New Users
1f you are a new user you may register for a free Citizen Access account. It only takes a few simpla steps and youTl Password:

have the added benefits of seeing a complete history of applications, access lo invoices and receipts, checking on the
status of pending activities, and more.

1) Remember me on this computer
've forgotten my password
New Users: Register for an Account

Register Now »
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Open the “Approved” email

¢ Click on the email link that
says “Online Permitting
Acccount” to login to your
account and upload
documents

Click the “Development Permits”
tab.

e Select the record listed in the
email

OR

Scroll down to the search field for
Records

¢ Input the PR] into the General
Search in this format:
PRJ-1234567

Apply for a Building Construction Permit

Rev. 8/19/2021

Hello)|

Piease do not reply to this email, this mailbox is not monitored.

Information Only:

‘Great News! The final version of the plans has been signed off by all review disciplines.

The application is now in queu for issuance with the exception of engineering permits, please
refer to items in red below

Refer to the Permit Application Processing Timeline for current issuance timelines. We offer
appointments for issuance of certain application types. To schedule an appointment, click here.

For Engineering permits:

= D-Sheet drawings have been forwarded to the Deputy City Engineer queue for audit and
signature. Discrepancies found in the audit may resulf in additional review cycles. Once
the drawings are signed, they will be sent to issuance staff to start the pre-issuance
process. All City Engineer audits, and engineering permit pre-issuance reviews are
processed in the order received.

B, C or U-Sheet drawings have been forwarded to the Deputy City Land Surveyor for
audit and signature. The associated project document(s) will then be sent to the County of
San Diego for recordation.

Applications will be pre-screened by issuance staff. If additional scope changes, issuance
documents; or plan check fees are required, you will be notified.

1fno additional information is required, a final invoice will be sent to you via email. Once
the invoice is paid your application/permit will be issued.

The progress of your application can be tracked through y( ir Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000
Thank you,

City of San Diego
Development Services Department

Home QRETEGTGENIRE G TiEl Code Enforcement  Short Term Rental

T Apply for a Permit Q Search for a Permit Application

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen

To sort the table below, click the column name to perform an alphabetical sort on that column.
again to sort in descending order (Z-A)

Showing 1-10 of 100+ | Download results | Add to collection

] Date Record Number Record Type
M Photo-voltaic Residential
U 02/16/2021 PRJ-1004641 Project

— Approval - Construction -

uJ 02/16/2021 PMT-3004537 Electrical Pmt - BY Combo
Record Type: Record Status:
—-Select-- - --Select-- -

Record Number: Project Name:

Add the Project

number (PRJ-XXXXXX)
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Verify that the record has the status:

. Record PMT- I
“Approved Upon Final Payment”

Approval - Construction - Electrical Pmt - PV Combo

4 e Click "Payments”
e Then, select “Fees”

Record Status: Approved Upon Final Payment

Record Info Payments

Click “Pay Fees”

Outstanding:
Date Inveice Number Amount
5 01/12/2018 617932 520,00 Pay Fees
617932 $242.00
01/12/2018 617932 $179.00
Total outstanding fees: $441.00
The following screen will load. CodaEnorcemenShortTerm Real
e Follow instructions to pay + ApplyforaPermit 2 Search for a Permit Application
Listed below are the fees based upon the information you've entered. The following screen will display your total fees.
6 Fees
Fees Qty. Amount
Records-No Plan Permits/Other i $20.00
PVS-Template SDU/DUP/TH (I} 1 $242.00
PVS-Template SDU/DUR/TH (P) 1 $179.00

TOTAL FEES: $441.00
Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “ISSUANCE CHECKLIST REQUESTED"” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive an Updates Required email if additional information is needed to issue the permit.

® Log into your Online Permitting m Development Permits Code Enforcement  Short Term Rental

Account )
Please Login i
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Log
e Enter your username and e o e e B
password New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more.

[ Remember me on this computer
I've forgotien my passiword
New Users: Register for an Account

Register Now »
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e Open the “Issuance Checklist Hlo,
Requested" email Please do not reply to this email, this mailbox is not monitored.

Plan check for PRI-8005336 has been leted. There may be ding plan check fees that must be paid

[ ] C I i C k O n a I i n k to I Og i n tO yO u r prior to uploading the requested Issuance Checklist Items shown on the attachment for permit issuance.

a cco u nt a n d S u b m it For any outstanding fees, refer to the attached Invoice. Documents cannot be uploaded until outstanding plan

check fees are paid

d ocumen tS Follow the steps below to upload the requested documents

Login to your Online Permitting Account
Search and select the application number
Pay outstanding fees (if applicable)
Click on the Attachments tab

Uplead the requested documents

NOTE: The Inspection Contact listed on the Form DS}345 (Project Contacts Information) must have an ACA
registered account to schedule inspections. Click the following link Online Permitting Account to register.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank You,

City of San Diego

Development Services Department

e Select the “Development Homy Eode Enforcament  Short Term Rental
Permits” tab

o Apply for a Permit Q Search for a Permit Application

Your records will display with the
current statuses. R ——

4umn name to perform an alphabetical sort on that column. For example. click “Application Name” (o sort records by Application Name in ascending order A-Z), and <

e C(lick on the blue PRJ link of eeled]
the project ] o Rt et et om PR e ==

- Appeowal - Construction - Fire Pmt  Approval - Construction - Fire Pmt .
ou12/2021 PMT-8001493 App e et Opened
011272021 PRI-8001528 Fire: Standard-Fire:4250/05th ssued
ke Approval - Construction - Fire Pt Approvel - Construction - Fire Pt P,
ou1272021 PMT-8001496 b s el Opened
- 7 Appecwal - Construction - Fire Pt Approal - Construction - Fire Pt i
] ouzrez PMT-8001497 g » 3 fiehrrrreet Opened
— Approval - - Fire Pt Agproval - Fire Fmt .
] ovzroa PMT-8001498 prebet N dergrouma 12231010 Opened
1 owzeoz FRI-8001525 Fite Standard-Fire:1222/01st Recheck Required

Your project information will load.

Record PRJ-8003380:
e Click the "Attachments” tab

Building Construction

Record Status: Issuance Checklist Requested

Record Info Payments Attachments
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Previously attached documents will be
displayed.

e Click "Add Attachment”

e Select “Choose File” and
drag/drop or search your files
to attach them

e Click the Type drop-down and
select a file type

e Provide a brief description of
the document

e Click the “Submit” button

Repeat until all requested documents
6 have been uploaded

The documents will be validated by
Scout and be uploaded to the
project record (PRJ)

Tip: When your resubmittal contains
7 allthe required documents, the
“Add" button will disappear.

Apply for a Building Construction Permit

To uplozd attachments:
1. Click Add to start the process
or each file to upload

disallowed file types to upload.

Attachments (2)

Fire Alarm Plans PRJ-8001577.pdf 12 Me Uploaded Fire Alarm Plans
Fire Permit Worksheet PRI-8001577.pdf 189.58 k2 Uploaded Fire Permit Works|

Mew Attachment

Choose File | No file chosen

Type

--Select-- W

Description

Enter a brief
description of the

document

upload.

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)

Fire Alarm Plans PR)-8001577.pdf 12M8 Uploaded Fire Alarm Plans

Fire Permit Worksheet PR)-8001577.pdf 189.58 k8. Uploaded Fire Permit Worksheet

Fire Alarm Specs PRI-8001577.pdf 37147 k8 Uploaded Fire Alarm Specs
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PERMIT STATUS IS “ISSUED.” HOW DO | DOWNLOAD MY APPROVED PLANS?

° Log into your Online m D Permits Code Short Term Rental
Permitting Account Please Login :
Many online services offerad by the Agency require login for SECUrity reasons. If you are an existing user, please enter Login
° Enter yOUr username and your user name and password in the box on the right User Name or E-mail:
New U
1 p assword u:wwm ::er: user you may register for a free Citizen Access account. It only takes a few simple steps and you'l Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities. and more.

[} Remember me on this computer

Ive Torgotien my password
New Users: Regisier for an Account

Register Now »

* SeIeCt. the “Development Homel EREVEGLIGEEEG ISl [Code Enforcement  Short Term Rental
Permits” tab

2
r Apply for a Permit Q search for a Permit Application
Your records will be displayed
D 01/25/2021 PRJ-8001673 Fire. ‘Standard-Fire:10L/Ash Issued
3 e Select the PR] record you wish O o pursoocas e o e
. . . 017252021 PMT-8001629 P O A peecl= Cortrcticnu e e Issued
to print by clicking on the g o e e e ;
blue link Bl vt ComtuctionChnge S Gharge - =
The record details will be displayed
e Click the “Attachments” tab Record PRJ-8003204:
. Building Construction

Record Status: Issued

Record Info Payments Attachments.

The attachments for this project will
be displayed.

5  Status will be Approved

Building Construction Plans - Issued PRI-S003204.pdf 553 ME

Building Construction Plans Val, 2 - Issued PRI-8003204,pdf 165,35 ME

Aftachments (5] Approved or Reviewer Issues (2]
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The document name will contain the

word “Issued” Actions ™ Building Construction Plans - Isswed PRI-8005204. pdf

e C(lick on the .Actlons drop- Distail 1 Construction Plans Vol. 2 - Tssusd PRI-8003204,
down and click “Download” Download -

HOW DO | SCHEDULE INSPECTIONS?

e Loginto your Online [ 1ome [ Permits Code Short Term Rental
Permitting Account

Please Login

Many online services offered by the Agency require login for security reasons. If you afe an existing user. please enter Login
e Enter your username and el S A
1 password New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts. checking on the
status of pending activities. and more.

Register Now »
[} Remember me on this computer
T've forgotten my password
New Users: Register for 2n Account
° CI|Ck ”My Reco rds" and your Showing 1-10 of 100+ | Download resuis | Add to collection
. . O oae Record Number Record Type Application Name Description Status.
records will be displayed
D 01/27/2021 PRJ-8001732 Fire Standard-Fire:1222/01st Issued
2 [0 owzzzoz PMT-8001697 Apbroval < construction - Fire Pmt. - Approval H":'-';";“i’z“;z‘}g';s‘ Fire Pmt Issued
O  owzzz0zt PMT-8001638 “'l’("’"c“r":r“ h‘é’;’;‘“““ﬁ““ =l “'l’("""c“r"':r“ H‘:’:‘&Z‘}g'l‘s‘ el Issued
D 01/25/2021 PRJ-8001673 Fire Standard-Fire:101/Ash Issued
[]  owzsizoz PMT-8001628 e e Issued
e Click on the permit number _
Showing 1-10 0f 100+ | Dewnioad resulzs | Add to collection
for which you would like to O ome Record Number Record Type Application Name Descrption status
H H D 01/27/2021 PRJ-8001732 Fire: Standard-Fire:1222/01st Issued
schedule an inspection.
01/27/2021 PMT-8001687 Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt Issued
3 - Kitchen Hood - Kitchen Hood:1222/01st
The status must be “Issued” to = Tt s e (e

Ooooo

schedule an inspection.

01/25/2021 PRJ-8001673 Fire Standard-Fire:101/Ash Issued
g Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
01/25/2021 PMT-8001628 S e - Issued
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Click the “Record Info” tab for drop- Record PMT-8001628:
down options . )
Approval - Construction - Fire Pmt - Alarm

Record Status: Issued
Expiration Date: 01/25/2021

Record Info Payments Conditions o Attachments

e Click “Inspections” Record Info

Record Details
Processing Status
Related Records

Inspections

The inspections screen will appear,

showing upcoming and completed Please Note: Combination - Disconnect Reconnect Inspection type needs to
. . an "Electrical” upgrade(s)/replacement(s)
inspections.

Upcoming (2)
Schedule an Inspection

o Click the “Actions” link of the
inspection you would like to 1PD: Rencing Shec

'!\LJ!P(.IG! UI?.]‘“I{;F)PI"{ View Details
SC h e d u |e 01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180)  Schedule

Inspector: John Bayliss

one
<Final (3) Tenant Improvement (18517181) Actions v

Completed

There are no completed inspections on this record.

e Click the “Schedule” link

Actions v

View Details
Sehedule
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e Select the date on which you
would like the inspection. It
must be a future date, not the
same day.

e Next, click the “All Day” radio
button

e Finally, click “Continue”

The following screen will be
displayed. If needed, click on
“Change contact” to enter a new
person for the inspector to contact.

If no changes are needed, click
“Continue”

The following screen will be
displayed. Review the information
and if correct then click “Finish.”

If not correct, then click “Back” and
you can edit the information or click
“Cancel” to begin the process from
the start.

Include any additional notes for the
inspector here.

Apply for a Building Construction Permit

Schedule/Request an Inspection x
calendar below:
Jan 2021 Feb 2021 Mar 2021
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Tt
1 2 1 2 3 4 5 6 1 2 3 4
3 4 5 6 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11
10 11 12 13 14 15 16 14 15 16 17 18 19 20 14 15 16 17 1
17 18 19 20 21 22 23 21 22 23 24 25 26 27 21 22 23 24 2=
24 25 26 27 28 29 30 28 28 29 30 31
31
« Prev
O All Day
Cancel
Schedule/Request an Inspection b

Inspection type: Elect-Fire Alarm-Final (3) Tenant Improvement
Location and Contact

Verify whether the location and contact person for the selected inspection are correct.

Location
101 Ash St

Contact
DONNA D'ORSI
8586272013

Change Contact »

Back Cancel

Schedule/Request an Inspection X
Confirm Your Selection

Please confirm the details below and click the Finish button to schedule the inspection.

Elect-Fire Alarm-Final (3) Tenant Improvement
01/28/2021
101 Ash St

DONNA D'ORSI 8586272013

Include Additional Notes

Back Cancel
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e Click "Continue”

Click the link above to schedule one.

TBD Pending Elect-Fire Alarm-Final (3) Tenant Improvement (18517181) Actions w
Inspector: unassigned
You Wi | | be retu rned to th e l 01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180) l Actions v

11

. Inspector: John Bayliss
Inspections screen where you can

confirm that the inspection was Completed
properly scheduled.

There are no completed inspections on this record.

HOW TO SUBMIT A CONSTRUCTION CHANGE APPLICATION

e Tologinto your Online

i D Permits Code Short Term Rental
Permitting Account, enter = ' T
Pl Logi .
yo ur usérname a nd mfya:n‘:m?e?:!:-wmwd by the Agency require login for security reasons. If you are an existing user. please enter Login
r user name and password in the box on the right. 5
password, and press the " e R UssNommorssmik
. New Users

1 LOg' n b utto n . If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and youll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts. checking on the
status of pending activities. and more. _—

1) Remember me on this computer

I've forgoften my password
New Users: Register for an Account

Register Now »

e C(lick the “Development

Permits” tab Home QDETELLIG ARG AN Code Enforcement  Short Term Rental
e Click on “Apply for a Permit”

& Apply for a Permit Q search for a Permit Application

e Read the General Disclaimer
and then place a check mark General Disclaimer -
co nﬁrming your acceptance_ This website is intended for convenience and informational purposes only.

While we strive to ensure the accuracy, timeliness, and function of this website, the
City of 5an Diego makes no representations or warranties regarding its content,

3 Ap pl ication” condition, sustained performance, resistance and immunity to computer viruses or
malware, or proprietary infringement.

e Then, click “Continue

| Fave read and accepted the above terms.

37
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Select “Building Construction

Change.” » Building Applications
O Approval - Process - Agreement
Use this record for construction O Building Construction

O Building Construction - CIP or Public Project

changes to Accela projects, if your O Building Construction - Master Plan Accessory Structure

project was a PTS or Hybrid project, O Building Construction - Master Plan MDU
use the Hybrid system to apply for O Bundmg Constructton Master Plan SDU

. ding ion.=.Snoecial Programs
you construction change. @ Bulldmg Construcuon Change

O Deferred Suhmlttal
O Demolition
™ Fire
e Enter the PR] # in the exact
format PRJ-XXXXXXX CONSTRUCTION CHANGE VALIDATION
e Provide a narrative of the *Please provide the project number you would like to submit the

construction change for:

changes proposed
e Enter the permits affected by
this construction change

a pp I I Cat| on F'Iea_se qrovide all related permits associated with this CC
e Click “Continue Application” epplication:

*Please provide scope of the construction change:

s

PMT-XXXXXKPMT-XXRXXA

Continue Application »

e C(lick “Add a Row”
RELATED PERMITS
Showing 0-0 of 0
Permit Number

No records found.

—
e Enter related permit numbers
using the format PMT- RELATED PERMITS
1234567 * Permit Number:
e Click “Submit” and the PMT [pm—30045us|
will be added

L]
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Repeat if more permits are
related to this construction
change

Click “Continue Application”

Click “Add" to upload the
documents that reflect the
proposed change.

Click “Choose File” and select

from your computer.

Provide the Type of document
you are uploading

Provide a brief description of

the document

Click “Submit”

Apply for a Building Construction Permit
Rev. 8/19/2021

RELATED PERMITS

Showing 1-1of1
[ ] Permit Number

O PMT-3004505

ey

The maximum file size allowed is 200 MB.

ip are dit file types to upload.

File Name File Size Type

No attachments added

Add

New Attachment

Choose File | Building Con...n Plans.PDF
Type

‘ Building Construction Plans hd

Description

-

- [
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Your uploaded files will be displayed

e Click “Continue Application”

Apply for a Building Construction Permit
Rev. 8/19/2021

The maximum file size allowed is 200 MB.

4.28 MB Building Canstruction Plans

Continue Application » _

File Name

1
Building Construction Plans.PDF
i

e You will get the message
displaying your CC number
that was created.

e You will receive a
confirmation email with the
number as well.

12

Thank you for using our online services.
Your Record Number is CC-8001742.

You will need this number to check the status of your applicatior
fees have been assessed or permit issuance has been processed.

Choose "View Record Details” to Schedule Inspections, check stz

View Record Details» J
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| RECEIVED A “PENDING INVOICE PAYMENT” EMAIL FOR MY CONSTRUCTION CHANGE. HOW DO |
PAY?

e Loginto your Online
Permitting Account by

m Development Permits Code Enforcement  Short Term Rental

entering your username and

Please Login

passwo rd and then clickin g Many oniine services offered by the Agency reuie login for security reasons.ffyou are an exising user. lease enter OGN
your user name and password in the box on the right. et M O BerlE

on the Login button. s

1 If you are a naw user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the ]
status of pending activities. and more. _—
Register Now » ==
() Remember me on this computer

I've forgoften my password
New Users: Register for 2n Account

e C(lick alink to log in to your
account and make a payment

Hello,
Please do not reply to this email, this mailbox is not monitored.

Pre-Screen for PRJ-8005336 has been completed and an invoice with initial plan check fees is
attached.

Follow the steps below to pay the outstanding fees:

Login to your Online Permitting Account
Search and select the application number
Click on the Payments tab

Pay the outstanding fees

2 After we receive payment, your project will be Deemed Complete and the Project Review will
begin.

NOTE: For CIP projects paying through Inter Office Transfer using SAP system, email your
DSD Project Manager to coordinate the payment.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact 619-446-5000
[Thank You,
City of San Diego

Development Services Department

Your record will be displayed Record CC-8001682:

e Click “Payments” Tab 1.1 .
g Building Construction Change

3 Record Status: Pending Invoice Payment

Record Info Payments - Attachments

‘ Fees
41
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e C(lick “Pay Fees”

Qutstanding:
Date Invoice Number Amount
4 01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00
01/12/2018 617932 §179.00

Total outstanding fees: $441.00

. . Fees
The following screen will load. o o
Hrly-DSD Rvw Fire Plan Proj 1 $217.93

e C(lick “Continue Application”
5 and follow instructions to

pay.

TOTAL FEES: $217.93
Note: This does not include additional inspection fees which may be assessed later.

[===]

HOW DO | DOWNLOAD APPROVED PLANS FOR MY CONSTRUCTION CHANGE?

e Loginto your Online

Perm |tt| ng ACCOU nt by m Development Permits Code Enforcement  Short Term Rental
entering your username and S - 7 e
pa SSWO rd an d th enc I | C k| ng muz:\:mzsﬂm:z‘;;gr;rler:;:r;lw::gm for security reasans. If you are an existing user. please enter R
i New U
1 on the L0g| n bUtton' If::avam as:::uwryoumay register for a free Citizen A 1. It only takes a fow simple steps and you'l Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more =

() Remember me on this computer
T've forgotien my password
New Users: Register for 2n Account

Register Now »

Select the “Development Permits”
tab Homsi Development Permits rode Enforcement Short Term Rental

T Apply for a Permit Q search for a Permit Application

Your records will be displayed

01/25/2021 PRJ-8001673 Fire Standard-Fire:101/Ash lIssued
e Select the record you wish to oussaon - eur-sscicze e e

Approval - Construction - Fire Pt Approval - Construction - Fire Pmt
. . . 01/25/2021 PMT-8001629 b R tssued
3 print by clicking on the blue . i
ou25/2021 CC-8001682 Building Construction Change Construction Change - PR)- In Review

8001673

link : ) . —
01/25/2021 CC-8001693 ng ng: AOD1667 In Review

0O 00o0od
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The record details will be displayed Record CC-8001682:

* Click the "Attachments” tab Building Construction Change

Record Status: In Review

Record Info Payments I Attachments I

Work Location

o Click the “Approved or Reviewer

Issues” tab
The attachments for this CC project will
be displayed Attachments (1} &pproved or Reviewer Issues (1)
Building Construction Plans - Issued CC-8003502. paf

e Click on the “Actions” drop-
down and click “Download"” Attachments (1) Approved or Reviewer Issues (1)
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HOW DO | APPLY FOR A DEFERRED FIRE SUBMITTAL?

Select a record type » Building Applications
. . O Approval - Process - Agreement
e Select “Deferred Fire Submittal” O Building Construction
e Click “Continue Application" O Building Construction - CIP or Public Project

O Building Construction - Master Plan Accessory Structure
O Building Construction - Master Plan MDU
O Building Construction - Master Plan SDU
O Building Construction - Special Programs
O Building Construction Change
@® Deferred Fire Submittal
O Deferred Submittal
O Demolition
O Fire
1 O Fire Construction Change
O Photovoltaic
O Photo-voltaic Construction Change
O Photo-voltaic Residential Project
O Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Electrical
O No-Plan - Nonresidential/Multifamily - Mechanical

Continue Application

Application Info

. Submittal Validation
Provide:

*Please provide the project number you would like to submit the .
Deferred Submittal fior: PRI-B003392

e The PR| number

*Please provide scope of the Deferred Submittal: Creferred fire sprinkler
e Scope
2 e Whether itis for a single family P
home or duplex
*Are you submitting a Deferred Fire Submittal for Single Family (0 yes 8 No
Home or Duplex:
e Click “Add a Row,” and a
window will pop up U
Showing 1-1of 1
[l ‘Add all the Bullding Parmite far which you want azeaclate this Defamad Submittal
3 O PMT-8003950
—
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e Add the PMT number in the pop
up window using the format
PMT-1234567

e Add additional PMTs by clicking
“Add a Row"” again, until all PMTs
have been added

e Click “Continue Application”

Deferred Fire Permit Types

e Select the requested Deferred
Fire Permits
e Click “Continue Application”

Add attachments

e Click the “Add” button

Apply for a Building Construction Permit

RELATED PERMITS

* Add all the Building Permits for
which you want associate this
Deferred Submittal:

PMT-XXXXXXX

Cancel

DEFERRED FIRE PERMIT S

Fire Permit - Alarm:
Fire Permit - Kitchen Hood:

Fire Permit - Suppression:

Ooooo

Fire Permit - Underground:

The maximum file size allowed is 200 MB.

Mo attachments added
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e Select “Choose File” and
drag/drop or search for your
files to attach them New Attachment
e Click the Type drop-down and Mo file chosen
select file type
e Provide a brief description of Type
the document

. . --Select-- e
e Click the “Submit” button
e Repeat until all documents Description
have been uploaded
e Click “Continue Application”
P

o

Review

e Review the application and return to previous steps by clicking on the numbered tabs at the top
¢ Click “Continue Application”

3 ﬁfﬁoofcmtm [} g'&a“ments 5 Declaration 6 Review 7 Submitted

1 2

Step 6 : Review

Please review all information below. Click the "Edit” buttons to make changes to sections or "Continue Application” to move on

Record Type

Deferred Fire Submittal

Address Validation

ADDRESS VALIDATION
Do you have an address for the project site?: Yes

Address

1222 O1st Av
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Your record will be created and displayed,
and an email with further instructions will

be sent. Woer applicasion has beon successiully shmbod.
AR [ YORN T and BEtain 3 Copy for your records

Svep 5 Submitved

Thsnis pou for uung o online SanacEs
Vour Recond Mumbsr is FOEF- 0000017

9 Wow will naexd this numbsar 1o check the e of your applicaion o =0 schaduls’'chack resulks of iImpacsions. o pecl
oS s DOaN 2555500 OF PRIt BSEN has Boon peocssed.

Chooss View Feooed Dsails” w0 Schoduls Inspectons. checi nases. o make other updates.

HOW DO | APPLY FOR A DEFERRED SUBMITTAL?

Select a record type » Building Applications
O Approval - Process - Agreement
e Select “Deferred Submittal” to submit gguilging 8onstruction o PP
. uilding Construction - or Public Project
plans for items that were deferred O Building Construction - Master Plan Accejssory Structure
from your building permit plans O Building Construction - Masler Plan MDU
c . s e O Building Construction - Master Plan SDU
e Click “Continue Appllcatlon O Building Construction - Special Programs

O Building Construction Change
QO Deferred Fire Submittal
@® Deferred Submittal
O Demolition
O Fire
1 O Fire Construction Change
O Photovoltaic
O Pholo-voltaic Construction Change
O Photo-voltaic Residential Project
O Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Electrical
O No-Plan - Nonresidential/Multifamily - Mechanical
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Application Info
Provide:

e The PRJ number this deferred
submittal is related to
e Scope

e Click “Add a Row,” and a window will
pop up

e Add the PMT number in the pop up
window using the format PMT-
1234567

e Add additional PMTs by clicking “Add
a Row" again, until all PMTs have
been added

e Click “Continue Application”

Add attachments

e Click the “Add” button

Apply for a Building Construction Permit

Submittal Validation

Invalkd Project Status of: Pre-Scraen
* Please provide the project number you would like to submit the

Deferred Submittal for: PRI-BOO3305

* Please provide scope of the Deferred Subrnittal: Dreferred curtain wal

RELATED FERMITS

Showing 0-0of O
Permii Humbsr

No records found.

RELATED PERMITS
* Parmit Number:

| r7-2002950] |

Cancel

The maximum file size allowed is 200 MB.

No attachments added
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e Select “Choose File” and drag/drop or
search for your files to attach them New Attachment

e Click the Type drop-down and select Choose File | Building Co...ion Plans.PDF

file type (Building Construction Plans)

e Provide a brief description of the Type
document o ) o
e Click the “Submit” button Building Construction Plans

e Repeat until all documents have
been uploaded
e Click “Continue Application”

Description

o

Review

e Review the application and return to previous steps by clicking on the numbered step tabs
¢ Click “Continue Application”

Deferred Submittal I

. 2

3 ﬁ\r?o’fmamon 1 mm 5 Declaration 6 Review 7 Submitted

Step 6 : Review

Save and resume later

Please review all information below. Click the "Edit” buttons to make changes to sections or "Centinue Application” to move on

Record Type

Deferred Submittal

Address Validation

ADDRESS VALIDATION
Do you have an address for the project site?: Yes

Address

1222 01st Av
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Your record will be created and displayed, Step 5-Submiteed
and an email with further instructions will
Wour appliczaion has boeon succesduly aebmisod.
be sent. TPAGGE [ WO e and Bain & COpyY For yOur recmms

Thsnis pou for uung o online SanacEs
Vour Recond Mumbsr is FOEF- 0000017

Wow will naexd this numbsar 1o check the e of your applicaion o =0 schaduls’'chack resulks of iImpacsions. o pecl
oS s DOaN 2555500 OF PRIt BSEN has Boon peocssed.

Chooss View Feooed Dsails” w0 Schoduls Inspectons. checi nases. o make other updates.

HOW DO | PRINT AN APPROVAL REPORT AND INVOICE REPORT?

APPROVAL REPORT

m D Permits Code Short Term Rental

e Loginto your Online Permitting Please Login :
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
Account your user name and password in the bo on the right. s
e Enter your username and i A T  ———
1 p a SSWO rd ::n:: x:-‘;“::::l S::":‘:;mlele history of applications, access to invoices and receipts, checking on the [
[ togins |
Register Now »
[ Remember me on this computer
T've fargotten my password
New Users: Register for an Account
e Click the “Development
Permits” tab and your records Homi Development Permits rode Enforcement  Short Term Rental
2 will be displayed
g Apply for a Permit Q search for a Permit Application
e Click on the PMT you wish to P S e S -
3 p r| nt th e Ap p rova I R e p 0 rt fo r 01/29/2021 PRI-8001760 Fire ‘Standard-Fire:1222/01st Issued
01/28/2021 PRJ-8001754 Fire Standard-Fire:1650/08th In Queue

50
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The selected record will be displayed Record PMT-8001719:

Approval - Construction - Fire Pmt - Underground

Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments Attachments

e Click on the “Reports” drop-down menu
e Select “Approval” from the menu

Anncuncements  Log

Home QEEMELRIGENTEEEN TS Code Enforcement  Short Term Rental

+ Apply for a Permit Q. search for a Permit Application

w5 Donna DOl Collactions (Offl  Repons @) % | Account Management  Logout

Record PMT-3056699: Add to collection

A pop-up window will open. Make Please input report parameter(s):
sure that the correct permit number

appears, if not, enter the correct *Approval ID:

permit number. PMT-20366593

e Click on “Submit”

INVOICE REPORT

m D P Permits Code E Short Term Rental

e Loginto your Online Permitting

Please Login s
Many online services offered by the Agency require login for security reasons. I you are an existing user. please enter Login
ACCO unt your user name and password in the box on the right UESF NarhE ST rhalt
e Enter your username and Haw Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'l Password:
have the added benefits of seeing a comgplete history of applications, access to nvoices and receipts, checlang on the
password Status of pending actties. anc more

e Click on “Development Permits”

and your records will be Home| JREECLIGENELEGN [Code Enforcement  Short Term Rental

displayed

5 Apply for a Permit Q Search for a Permit Application


https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
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i i Approval - Construction - Fire
L9cate your record in the list 01/28/2021 PMT-8001710 Pmt - Underground
displayed. )
01/28/2021 PRJ-B001747 Fire
e Click on the blue link to select o )
01/28/2021 CC-8001745 Building Construction Change
that record
01/28/2021 CC-8001742 Building Construction Change

01/27/2021 I PRJ-8001732 I Fire

e To generate the Invoice report,
click on the “Payments” Tab
and then on “Fees”

Record PMT-8001719:

Approval - Construction - Fire Pm:

Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments - Attachments
) e

Make note of the invoice number

Record Info Payments Attachments
Fees

Paid:

Date Invoice Number Amount
01/29/2021 80992 $599.34

Total paid fees: $599.34

e Click on the “Reports” drop
down menu
e Select “Invoice” from the menu

Announcements Logged in as:Donna D'Orsi Collections {U)I Reports (2) "l Account Management Logout
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A pop-up window will open. Make
sure that the correct invoice number
appears. If not, enter the invoice
number.

e Click on “Submit”
¢ Invoice of Permit or Project will
be displayed in PDF format.

Apply for a Building Construction Permit
Rev. 8/19/2021

Please input report parameter(s):

* Invoice Number:

I 81183 I

E3 3

53
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APPENDIX A - WORKFLOW/RECORD STATUS MAPPING AND DEFINITIONS

Task Name

Pre-Screen
Pre-Screen
Pre-Screen
Pre-Screen
Pre-Screen

Pre-Screen

Pre-Screen

Project Review

Project Review
Project Review
Project Review
Project Review
Issuance
Issuance

Issuance

Issuance

Issuance

Issuance

In Queue

In Process
Updates Required
Resubmitted
Route to EPR

Documents Routed to EPR

Pending Invoice Payment

In Review

Recheck Required

Final version submitted
Review Complete
Ready for Issuance

In Progress

Updates Required

Resubmitted

Approved Upon Final
Payment

Approved Upon Final
Payment

Closed

In Queue
Pre-Screen
Updates Required
Resubmitted
Pre-Screen

Pre-Screen

Application Pending Payment

In Review

In Review

In Review

In Review

Review Phase Complete
Review Phase Complete
Issuance Checklist Requested

Issuance Checklist Submitted

Approved Upon Final Payment

Issued (When all Permits are set
to Issued)

Closed (When all Permits are set
to Closed)

54

Initial submittal from applicant

The Pre-Screen process has been started by staff and a due date is set

Staff determines during Pre-Screen that the applicant's submission is incomplete
The applicant has submitted any additional documents requested during Pre-Screen
Staff has routed the applicable documents to EPR for plan review (e.g. plans)

System confirmation that documents have been routed to EPR for plan review

Staff has deemed the submission complete, assessed fees for plan check, and the
project is ready for review

The status of the project review until all disciplines sign-off and the project is ready for
issuance

Reviewer has requested a resubmittal of documents and/or information

The final version will be reviewed by all disciplines

The project review has completed and requires one last assessment by issuance staff
The review phase can be closed out and the project is ready for issuance

Permit issuance is in progress

Issuance Checklist items are needed prior to permit issuance

Issuance Checklist items have been resubmitted by the applicant

Staff has confirmed that all required documents are present, approved plans are
available in Accela, and all required fees have been assessed at both the project level
and the permit level

Inspection invoice(s) will be sent to customer. When all fees are paid, permit is issued.

The record is closed. Any changes to the building construction plans require a
construction change application.

RETURN TO TOP
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Sheet Numbering
Please make sure your sheet numbers are located in the bottom right corner of your plans. Use the designated
templates or follow sheet numbering styles to ensure the timely processing of reviews.

File Size
The max size of each file you can upload cannot exceed 200MB. File sizes larger than 200MB will be rejected.

FIX: Return to the source document and create PDF files that are below the file size limitation.

Page Size
PDF files with page sizes 8.5- by 11-inches are accepted for DSD-approved fillable documents and required
reports. However, plans must be at minimum 11- by 17-inches and a maximum of 36- by 48-inches.

FIX: Return to the source document and change the paper size to meet the requirements.

Page Orientation

Having a mix of paper sizes and orientations is not a problem, as orientation issues will not prevent the file from
being accepted. However, this will generate more difficult reviewing conditions for review teams. A warning will
pop-up if different orientations are found to help you research whether any pages are upside down or improperly
oriented.

FIX: Verify that pages are not upside down or improperly oriented.

Password Protection
Files must not be password protected. If the PDF cannot be opened, the file will be rejected.

FIX: Remove the password protection to allow users to open the PDF.

Annotations and Comments
An annotation is any ‘object’ that appears in the Adobe Reader ‘Comment’ panel. It could be a ‘comment’ or
‘stamp’ or font issue like SHX Text from AutoCad.

FIX: To remove annotations in a PDF, use the print to PDF option. This process eliminates annotations by
“flattening” the PDF.


https://www.sandiego.gov/development-services/forms-publications/design-guidelines-templates
https://www.sandiego.gov/development-services/forms-publications/design-guidelines-templates
http://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
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Overview

The Development Services Department’s (DSD) online permitting system is a full cloud-based application that
allows ccustomers to apply for permits online and upload plans and documents for review 24/7.

Before you begin, please review the information about the permit submittal requirements at
sandiego.gov/dsd.

When new permit applications are received, DSD will review the documents for completeness, assess
required permit fees and assign thet project to a reviewer. Reviewers will send out their cycle issues report
as they complete each cycle, but resubmittal can only happen after all reviews have been complete.
Applicants must address all cycle issues prior to resubmitting any new plans. You cannot resubmit to each
specific discipline - resubmittals are for all disciplines at the same time.

e For help with user accounts or uploading documents, please call us at 619-446-5000.

e For project status or questions about your project, complete the Project Status Request form.
e For plan requirements and document issues, please click here.

e For help planning you project, consider booking a virtual counter appointment with DSD.

e How to submit an application

e |received an “Updates Required” email. How do | upload the requested documents?

e |received a “"Review Pending Invoice Payment” email. How do | pay?

o |received a "Recheck Required” email from a review discipline; how do | look for the
Issues Report?

o |received a “Ready for Resubmittal” email; how do | submit the requested documents?
e |received a “Final Version Signed Off” email. What do | do next?

e |received a "Review Complete/Permit Ready for Payment” email; how do | pay my
invoice?

e | received an “Issuance Checklist Requested” email; how do | submit the requested
documents?

e Permit status is “Issued;” how do | download my approved plans?

e How do | schedule inspections?

e How to submit a construction change application

e | received a “Pending Invoice Payment” for my construction change; how do | pay?

e How do | download approved plans for my construction change?

e How do | print an Approval Report and an Invoice Report?

Appendix A - Workflow/record status mapping and definitions

Appendix B - Requirements to Upload Plans and Documents



http://sandiego.gov/dsd
https://www.sandiego.gov/development-services/contact/project-status-request
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
https://www.sandiego.gov/development-services/virtual-appointments
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HOW TO SUBMIT AN APPLICATION

e Log into your online
permitting account.

e Enter your username and
password.*

*|f you are a new user, see the
tutorial on how to register for
an account.

e Select "Development Permits”

e Select "Apply for a Permit”

e Read and acknowledge the
disclaimer
e C(lick “Continue Application”

m Development Permits  Code Enforcement  Short Term Rental

Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter
your user name and password in the box on the right

New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more.

Register Now »

Login

User Name or E-mail:
Password:

[} Remember me on this computer
F've forgotten my password
New Users: Register for an Account

Hom-i ode Enforcement Short Term Rental

& Apply for a Permit Q search for a Permit Application

Home QETEGLIGERIENGTIEE Code Enforcement  Short Term Rental

I T Apply for a Permit I Q search for a Permit Application

General Disclaimer

malware, or proprietary infringement.

‘ I )a\re read and accepted the above terms.

Continue Application »

This website is intended for convenience and informational purposes only.

While we strive to ensure the accuracy, timeliness, and function of this website, the
City of San Diego makes no representations or warranties regarding its content,
condition, sustained performance, resistance and immunity to computer viruses or

RETURN TO TOP
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Select a Record Type

Apply for a Standalone Permit

Rev. 8/19/2022

e Select the permit type you would like to apply for and click Continue Application

Note: For PTS Permits, please refer to instruction in the OpenDSD User Guide to PTS Projects.

Select a Record Type

» Building Applications
O Approval - Process - Agreement
O Building Construction
O Building Construction - CIP or Public Project
O Building Construction - Master Plan Accessory Structure
O Building Construction - Master Plan MDU
O Building Construction - Master Plan SDU
O Building Construction - Special Programs
O Building Construction Change
O Deferred Fire Submittal
O Deferred Submittal
© Demolition
OFire
O Fire Construction Change
O Photovoltaic
O Photo-voltaic Construction Change
O Photo-voltaic Residential Project
O Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Electrical
O No-Plan - Nonresidential/Multifamily - Mechanical

O No-Plan - Nonresidential/Multifamily - Plumbing
O No-Plan - Residential - Combination Mech/Elec/Plum

» PTS
O PTS Electronic Submittal

» Grading, Right of Way, Mapping Applications
O Deferred As Graded
O Engineering Construction Change
O Grading, ROW, Mapping - Associated Submittal

O Grading, ROW, Mapping - Standalone | ueip x

O Right of Way - Dry Utilities This application can be

O Right of Way - Minor - Rapid Review requested to obtain any one of
» Discretionary Applications th_egﬁgm:{g e?l.'ln;gg:ﬁ

O Discretionary Project Materials

. . + Mobile Food Truck

» Traffic & Transportation . Street Address Change

O Traffic Control Permit « Temporary Use Permit

O Transportation Permit - Zoning Use Verification

» Agreement
O Approval - Process - Agreement

» Miscellaneous Applications
O Others

e Indicate if there is an address
for the Project Site
e C(lick “Continue Application”

ADDRESS VALIDATION

*Do you have an address for the project site?: () Yes () No

Continue Application » -

3
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Address or Parcel Entry Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (
* Street No.: Direction:  *Street N - Street Type:
e Enter Street No. and Street B Sre TS e
name only (the system will
populate the parcel info)
e C(lick “Search”
OR * Parcel Number:
e Enter parcel number in ###- Legal Description:
###-#### format (the system
will populate the address info
if it exists)
e C(lick “Search”
P
e Enter any additional parcels PPR—
or addressesl if it app“es to e e e e e

your project, and include the
Unit # or Suite #

e Click “Continue Application”
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Code Validation

Answer the Code enforcement Case

question:

. L Code Enforcement
e If“no,” continue application:

*|s there a code enforcement violation case on this O Yes @ No

site?:
8 If “yes,” answer the additional Code Enforcement
queStlons' *Is there a code enforcement violation case on this site?: @ Yes () No

Code Enforcement case number(s): * NG 123456

Is this application related to the code violation?: * (@ Yes () No
Will this application resolve the code violation?: * @ Yes () No

Jump to a permit type for the next step:

e Fire Permit
¢ Demo Permit

e Sign Permit
e Mechanical/Electrical/Plumbing Permit

Fire Permit
Project Information

Provide: O P — e p o e e —
— 1 o i

1. Scope -
2. Processing timeline Md
3. Applicant type
4. Associated building permit
9 approval numbers (this is Permit Type
necessary for Deferred * Select permit types: JE
Submittals)
Are you submitting plans or an affidavit?: * Plans -
e Select permit type and
answer additional questions Are you submitting separate specifications which are not shown  (7) Yes (@ No
‘ on plans?: *
e When completed, click
“Continue Application.” Continue Application »

5
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o Click here to move on to step 10

Demo Permit e
EUSRE theCve Hike Sk Installation of deferred WRa1 15 the Processing Tmeline requested 1or this 2
i fire % lication?. candlard
Provide: : 1

Scope n

1.

2. Processing timeline

3. Applicant type

4. Associated building permit DEMO SPECIFIC
approval numbers, if applicable

*Are you proposing the demolition of the entire structure including @) Yes () No
the foundation:

9 Please select the property type: * Select— -
e Provide the permit specific
. Are you proposing demolition on a site with more than one () Yes () No
req uirements building or demolition of a building with more than four dwelling
. . . . units : *
e Click “Continue Application” ) . ) o
Are you proposing demolition on a site of 1 acre or more: * () Yes () No
Are you proposing a demolition of swimming pool greaterthan 5  (7) Yes () No

feet in depth: *

o Click here to move on to step 10

Sign Permit

ProVide' MINISTERIAL INFO

1. Scope
2. Processing timeline
3. Applicant type

SIGN SPECIFIC

. . .o * Are you submitting separate structural calculations thatare not (" Yes () N
e Provide the permit specific <hown on plans? : Yes of No: - e
requirements

e Click “Continue Application”

o Click here to move on to step 10



9
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Mechanical/Electrical/Plumbing

Permit
Provide:

1. Scope
2. Processing timeline
3. Applicant type

e Select the permit type
e C(lick “Continue Application”

Historic Designation

Answer the Historic Designation
question Y/N and provide the
additional information

If no:

If yes, answer the additional
questions.

Apply for a Standalone Permit

Rev. 8/19/2022

MINISTERIAL INFO

i

*Applicant Type: Autharized M:mbﬂl’m

MEP SPECIFIC

Select permit type: Elactrical Permit A

HISTORIC DESIGNATION

Does the project contain a designated historic resource, or is it () Yes (@ No

located within a designated historic district?:

List the year constructed for all the structures on the project site: *

Does your proposed construction include work on a site () Yes (@ No

containing buildings or structures 45 years old or older in which
there will be a change to the exterior of the existing buildings or
structures?: *

HISTORIC DESIGNATION

Does the project contain a designated historic resource, oris it
located within a designated historic district?:

Provide the HRB number:

(@) Yes () No

123
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Upload Required Project
Documents

Required documents will be listed

e Select “Choose File” and
drag/drop or search your files
to attach them.

e You will not be able to
continue if files have not been
uploaded.

If you encounter Failed Scout
Validation, use the Scout link and
check your files.

Scout Validation Help

Upload any Additional Documents
you wish to include with your
submittal

If you have your Project Contact
Information form completed, you
may upload it now. (Uploading it now
will save the step of staff requesting
it prior to issuance.)

e Click “Add”

Apply for a Standalone Permit

The maximum file size allowed is 400 MB.

* Required Documents

1. Required Attachment - Fire Alarm Plans | Choose File | Mo file chosen

2. Required Attachment - Fire Permit Worksheet | Choose File | Mo file chosen

The maximum file size allowed is 200 MB.

are disallowed file types to upload.

Fee Worksheet 190KB. pdf 189.58 kB Fire Permit Worksheet

Fire Plans 1.2MB.pdf 1.2 MB Fire Protection Plans


https://scout-epr.eplansoftreview.com/#!/scout
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
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Select “Choose File” and
drag/drop or search your files
to attach them

Click Type drop-down and
select file type

Provide a brief description of
the document

Click the “Submit” button
Click “Continue Application”

Select the insurance

Apply for a Standalone Permit

Rev. 8/19/2022

New Attachment X

New Attachment
Project Contact Information Form.pdf
Type

Project Contacts Information v
Description

Contact form

Worker's Compensation Declaration: | hereby affirm under penalty of perjury one of the following declarations:

WARNING: FAILURE TO SECURE WORKERS' COMPENSATION COVERAGE IS UNLAWFUL, AND SHALL SUBJECT AN EMPLOYER TO CRIMINAL PENALTIES AND CIVIL FINES UP TO ONE
HUNDRED THOUSAND DOLLARS (5100,000), IN ADDITION TO THE COST OF COMPENSATION, DAMAGES AS PROVIDED FOR IN SECTION 3706 OF THE LABOR CODE, INTEREST, AND
ATTORNEY'S FEES.

1 hereby affirm under penalty of perjury one of the following declarations:

*indicates a required field

declaration statement

that applies to this DECEARATON

p rOj ect | am either self-insured or will maintain workers compensation insurance:
(m

Cllck "COI"ItI nue Lam not subject to workers compensation insurance:

Ap pl ication" To be determined at the time of permit issuance: &

o
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Review Application Fire
Review the Application and return to

previous steps by clicking on the Continua ppiication

Please review all information below. Click the “Edit” buttons to " to move on

numbered tabs at the top.

ADDRESS VALIDATION
Do you have an address for the project site?:

1222 015t Av

Parcel Number: 533-433-2800
Legal Description: BLK 1 ST CLSDBBLKS 13 THRU 156

Additional Information-if applicable

Additional nformation
List any additional parcel(s) associated with the project scope: List any unit number(s) associated with the project scope:

Code Case Validation
by

Code Enforcement

4 Profect 5 Declaration 6 Review 7 Submitted

Is there a code enforcement violation case on this ~ No
site?:

Select Scope and Timeline

Project Information
Define the scope of the work: ADU What is the processing timeline requested for this application:

Applicant Type: Authorized Agent of Property Owner or Other Personper MC  Provide associated prior Discretionary Approval Number(s): 0
Section 112.0102

Does the project propose any of the following residential use types?

tandard

RESIDENTIAL USE TYPES
Permanent Supportive Housing: No
Transitional Housing: No
Accessory Dwelling Units: No
Junior Accessory Dwelling Urits: No
None of the above:

Does the project propose using any of the following incentive programs?

INCENTIVE PROGRAMS

SB 35 Streamlined Affordable Housing: No
Complete Communities Housing Solutions: No
Affordable Housing Density Bonus: No
Micro Unit Density Bonus: No
Senior Housing Density Bonus: No
Student Housing Density Bonus: No
Affordable Accessory Dwelling Unit Bonus: No
Voluntary Accessibility Program: Ne
Other: No
Nor f the above:
DECLARATION
| am either self-insured or will maintain workers No

compensation insurance:
Iam not subject to workers compensation insurance:  No

To be determined at the time of permit issuance: Yes

1 cortiy that 1 have read this pplication and state the above informalion is carrect and that | am the proparty wner, authorized agant of he property owner, of other persan having a legal ight interest. or

‘ntiiemnt to The uss of the property hat is e subjact of thie applcalion (Vunieipal Code Sectien 112.0102). | understand thal tha appicant s Tesponsible for knowing and compiing Uik the governing

potcies op parmit Th Cry is not kable for any damages o lo5s resuTing from h actual or aleged fakire 1 Inform the appkeant of any applieable:

laws or regulations, mcluding before or Ciy spproval of including al related plans and documents, is not a grant of approval fo violste any appiicable polcy or

reguiation, ner does A constitule @ waiver by the City to pursue any remedy. which may be avaiable lo enforce and comect viokations of the appiicable pelicies and regulabions | authorize representatives
of Gy 1 onter 1ne abora-+GaNIFed proparly o 1NSOeCtn BUTDOESS. | Mava 118 Uty and rant G SaM &nd Vo Dodies 1 Gh 0 Kk Gopie oy AN o 49ors SN ot feview
a1 permi processing or e curato ot mis prect [N

By checking this box, | agree to the above certification. Date:

Conra e

10
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e Acknowledge the final
certification
e Click “Continue Application”

15
Your record number will created and
displayed, and an email with further
instructions will be sent.

16
You will receive a system generated
email with your project number and
what to expect next.

17

Apply for a Standalone Permit

Rev. 8/19/2022

| certify that | hawe read this apphcation and state the above inform:
entitlemnant to the use of the properdy that is the subject of this appli
policies and regulations applicable to the proposed development or
laws or regulations, including before or during final inspections. City

regulation, nor does it constitute 2 waiver by the City to pursue any

the city to enter the above-idertified property for inspection purpose

checking this box, | agree to the above certification.

Continue Application »

Step 8:Submitted

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is PRJ-8001732.

You will need this number to check the status of your application or to schedule/check results of insp
fees have been assessed or permit issuance has been processed.

Choose "View Record Details™ to Schedule Inspections, check status, or make other updates.

View Record Detalls »

Hello,

Development Services has created your application.

Record ID: PRI-8005336|

Record Address:

Record Type: General

Please do not reply fo this email, this mailbox is not monitored.

Thank you for your application. Your documents have been received and will be processed in the order
submitted.

For current application processing timeline, click here

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,

City of San Diego
Development Services Department

11
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| RECEIVED AN “UPDATES REQUIRED” EMAIL. HOW DO | UPLOAD THE REQUESTED

DOCUMENTS?

e Loginto your Online
Permitting Account
e Enter your username and

1 password.
Open the “Updates Required” email.
e Click either of the email links
to go to your account and
make project updates
2
Your project information will load
e Click the “Attachments” tab
3

RLLE Development Permits  Code Enforcement  Short Term Rental

Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter
your user name and password in the box on the right

New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll
have the added benefits of seeing 3 complete history of applications, access to invoices and receipls, checking on the
status of pending activities. and more.

Register Now »

Hello,

Please do not reply to this email, this mailbox is not monitored.

Login

User Name or E-mail:
Password:
[} Remember me on this computer

Ive Torgotten my password
New Usars: Regisier for an Account

Your application has been Pre-Screened and requires updates. Please see attached report for

additional required information and comments.
Follow the steps below to upload the requested documents:

Login to your Online Permitting Account
Search and select the application number
Click on the Attachments tab

Add the required documents

Requested information must be submitted within 30 days of this email or this application will

be Withdrawn.

An email notification will be sent with the next steps to complete the submuttal process.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact 619-446-5000

Thank You,
City of San Diego

Development Services Department

Record PRJ-8001577:
Fire

Record Status: Updates Required

Record Info Payments

I Attachments I
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Previously attached documents will
be displayed.

e Click "Add Attachment”

e Select “Choose File” and
drag/drop or search your files
to attach them

o C(lick the Type drop-down and
select file type

e Provide a brief description of
the document

o C(lick the “Submit” button

Apply for a Standalone Permit

Rev. 8/19/2022

To upload attachments:

1. Click Add to start the process

2. Click Add for each file to upload
The maximum file size allowed is 400 MB.

are disallowed file types to upload.

Attachments (2)

Fle Name File Size Status

Fire Alarm Plans PRJ-8001577.pdf 1.2MB Uploaded

Fire Permit Worksheet PRI-8001577.pdf 189.58 kB Uploaded

E I3 »
a =3
i g
a a
é 4 1

New Attachment X

Mew Attachment

Choose File | Mo file chosen

Type

--Select-- hd

Description

Enter a brief
description of the

document

13
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The documents will be validated by

Scout and be uploaded to the project Towt s
rec Ord (PRJ) :;:*:::‘""""W‘““’“"“ ...... i i are daloved fle

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

6 Attachments (3)

File Name File Size Status Type Refresh
Fire Alarm Plans PRI-8001577.pdf 12 M8 Uploaded Fire Alarm Plans

Fire Permit Worksheet PRI-8001577.pdf 189.58 ke Uploaded Fire Permit Worksheet

Fire Alarm Specs PRJ-8001577.pdf 371.47 kB Uploaded Fire Alarm Specs

5
H
g

| RECEIVED A “REVIEW PENDING INVOICE PAYMENT” EMAIL. HOW DO | PAY?

Action Screen Reference

o LOg into yO ur Online m Development Permits  Code Enforcement  Short Term Rental
Permitting Account i
Please Loglrn - ) Login
° E nte r yo ur username an d muoilru:mﬁspf:x:?ﬂl?::g:co:r‘e:::;logm for security reasons. If you are an existing user. please enter e
password. New Users

1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more. =

Register Now »
[} Remember me on this computer
T've forgotten my password
New Users: Register for an Account
e Open the “Review Pending Hello.
| nVOice Payme nt" ema || Please do not reply to this email, this mailbox is not monitored.
e C(Clickalinkto Iog in to yo ur Pre-Screen for PRJ-8005336 has been completed and an invoice with initial plan check fees is
attached.

account and make a payment
Follow the steps below to pay the outstanding fees:

+ Login to your Online Permitting Account
+ Search and select the application number
« Click on the Payments tab
+ Pay the outstanding fees
2 After we receive payment, your project will be Deemed Complete and the Project Review will
begin.

NOTE: For CIP projects paying through Inter Office Transfer using SAP system, email your
DSD Project Manager to coordinate the payment.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact 619-446-5000
[Thank You,
City of San Diego

Development Services Department

14
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Click on Development Permits tab. l

e Select the record listed in the

email Home QOERLIGEGIENY il Code Enforcement Short Term Rental

Ar Apply for a Permit Q Search for a Permit Application

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen

To sort the table below, click the column name to perform an alphabetical sort on that column.
again to sort in descending order (Z-A).

OR

Show on Map
Showing 1-10 of 100+ | Download results | Add to collection
] Date Record Number Record Type
Photo-voltaic Residential
] 02162021 PRI-1004641 Project
) o2n6/2021 PMT-3004537 Approval - Construction -

Electrical Pmt - PV Combo

Scroll down to the search field for

Record Type: Record Status:
Records —Select- v  seea- v
e Input the PRJ into the General Record Number: (7} Project Name:

Search in this format:
PRJ-1234567

Add the Project
number (PRJ-XXXXXX)

Verify that the record has the status:
Application Pending Payment Record PRJ-8001790:

e C(lick on “Payments”

e Select “Fees” FI re

Record Status: Application Pending Payment

Record Info Payments Attachments

- Fees

Click on “Pay Fees"”

Outstanding:

Date Invoice Number Amount

01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00

01/12/2018 617932 $179.00

Total outstanding fees: $441.00

15
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The following screen will load. Follow . ottt
instructions to pay

+ ApplyforaPermit X Search for a Permit Application

Listed below are the fees based upon the information you've entered. The following screen will display your total fees.

6 Fees

Fees Qty. ‘Amount
Records-MNo Plan Permits/Other 1 520.00
PVS-Template SDU/DUP/TH (1) 1 §242.00
PVS-Template SDU/DUP/TH (P) 1 $179.00

TOTAL FEES: 5441.00
Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “RECHECK REQUIRED” EMAIL FROM A REVIEW DISCIPLINE. HOW DO | LOOK FOR
THE ISSUES REPORT?

e Loginto your online
permitting account

m Development Permits  Code Enforcement  Short Term Rental

° Please Login g
E nte r yo u r u Se rn a m e a n d Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter LOQIh
your user name and password in the box on the right User Name or E-mail:
password*
1 New Users
I you are a new user you may regisler for a free Citizen Access account. It only takes a few simple steps and you'll Password:

have the added benefits of seeing a complete history of applications. access to invoices and receipls. checking on the

*|f you are a new user, see the R S e
tutorial on how to register | a—— mae
for an account e

Select “Development Permits”

Hom-i Iiode Enforcement Short Term Rental

5 Apply for a Permit Q search for a Permit Application

Your records will be displayed

[ owzseoat PRI-8001673 Fire Standard-Fire:101/Ash Issued

[ ouzspoz1 PMT-8001628 przz“m-Connmmcn- Fire Pmt prErL; j(j:;lslmmcn - Fire Pmt I

3 o Se I eCt th e P RJ yO u Wi S h tO see O ouzson PMT-8001629 B Issued
th e Proj ect |ssu es Repo rt for [ ouzszoz cc-s001682 Building C ion Change Contuc PR3- In Review
O ousspon  cosoosss suing Corsncton Change_ ComSCion Change- PR3- —

16
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Previously attached documents will
be displayed. -

2. Click Add for each file o upload
“The maximu fie sze alloved s 400 MB.

You will see your Project Issues it
4 Report by discipline displayed. e @

Click the MACtions" dro p_down Fire Alarm Plans PRI-8001577.pdf 12M8 Uploaded Fire Alarm Plans

Fire Permit Worksheet PR)-8001577.pdf 189.58 ke Uploaded Fire Permit Worksheet

Click “Download and” the selected

Project Issues Report will download
5 -

Detail
, I Download I

| RECEIVED A “READY FOR RESUBMITTAL” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive an email for Recheck Required if there are corrections to be made to the plans or if
additional information is needed.

e Loginto your Online
Permitting Account
e Enter your username and ::fa:n‘:rl;?eg;r;ﬂoﬁermwlmmmymre\ugmlofsacumyreasons If you are an existing user. please enter Login

your user name and password in the box on the right

m Development Permits Code Enforcement  Short Term Rental

assWo rd User Name or E-mail:
p New Users
1f you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
1 status of pending activities, and more.
Register Now » —_—
1) Remember me on this computer

Tve torgotien my password
New Users: Regisier for an Account

17
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Your records will display with the
current statuses.

Deve_lopment Apply for a Standalone Permit
Services

Open the “Ready for Resubmittal” email ™"
C||Ck a ||nk tO |Og |n tO your account and Please do not reply fo this email, this mailbox is not monitored.

. All review disciplines have completed their reviews for PRI-8005336. At this time, additional
u p d ate th e p rOJ ect d ocuments or documents and information are required to continue the review process.
n fO rmation Follow the steps below to upload the requested documents:
« Login to your Online Permitting Account
« Search and select the application number
e Click on the Attachments tab

‘Add the required documents

TMPORTANT: Al requir req by all review disciplines must be uploaded
ﬁr the same time. Incomplete submiftals will result in review delays.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,
City of San Diego

Development Services Department

SeleCt ”Development PermItS" Homg¢ Code Enforcement  Short Term Rental

o Apply for a Permit Q Search for a Permit Application

e Packages” wil Flter only Project and Permit type records

rm an alphabetical sort on that column. For example. click "Agplication Name? o sort records by Application

Click on the blue PRJ link of

Showing 61-70 of 100+ | Download resuls | Add v

th e p roJ ect ] D Recard Humber Record Type Appication Nome Description Status
= Approwal - Constuction - Fire Pt Approval - Construetion - Fre Pmt s
oyr2r021 PMT-8001493 Ao -ty i Opened
ovt2rz02 Fire Standard-Fire:4250/05th esued
ey Approwsl - Construction - Fire Pt Approval - Construction - Fire Pmt e
ovn2r202 PMT-800145 Ao ot Ut Opened
T P Approwal - Constucton - Fire Pt Approval - Construetion - Fire Pt o
i) - Underground - Undesground-1222/013t i
— Appronal - Construction - Fire Pt Approval - Construction - Fire Pmt -
T ouieon PMT-8001498 . oyl Opened
ourzr202 PR1-8001525 Fire Standsrd-Fire:1222/01st

Your project information will load.

Record PRJ-8001577:
Click the “Attachments” Tab

Fire

Record Status: Updates Required

Record Info Payments Attachments
Previously attached documents will
To upload attachments:
be displayed. 2 Gk for vt

The maximum fle size allovied is 400 MB.

Click “Add Attachment” i o s s s

Attachments (2)

[actons | Fire Alarm Plans PRI-8001577.pdf 1.2MB Uploaded Fire Alarm Plans

[atons~ ) Fire Permit Warksheet PRI-8001577.pdf 189.58 k3 Uploaded Fire Permit Works
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e Select “Choose File” and
drag/drop or search your files
to attach them

e Click the Type drop-down and
select file type

e Provide a brief description of
the document

e Click the “Submit” button

***|f submitting Applicant Response
to Issues, upload requested
documents. If the responses are for
more than one discipline, combine
responses into one PDF file for
upload***

The documents will be validated by
Scout and be uploaded to the project
record (PR]J)

Apply for a Standalone Permit

New Attachment X

New Attachment

Choose File | Mo file chosen

Type

--Select-- W

Description

Enter a brief
description of the

document

toupload.

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)

(=)
(o]

Fire Alarm Plans PR1-8001577.pdf 1218 Uploaded Fire Alarm Plans

Fire Permit Worksheet PRI-8001577.pdf 189.58 k8 Uploaded Fire Permit Worksheet

Fire Alarm Specs PRY-8001577.pdf 714748 Uploaded Fire Alarm Specs



-~ Developrnent Apply for a Standalone Permit
SD) Services Rev. 8/19/2022

| RECEIVED A “FINAL VERSION SIGNED OFF” EMAIL. WHAT DO | DO NEXT?

The application is now in queue for Home DSD Code Enforcement
issuance. Refer to the Permit + Create an Application X Search Applications
ADD|IC8tI0n ProceSSIng Tlmellne for Record PRJ-1048641: Add to collection
current issuance timelines. e eiows Complete
Record Info Payments
IMPORTANT: All the must be at the same time. Incomplete submittals will result in review delays.

Follow the below steps to upload the requested documents:

Click on "Add Attachment”

Click on "Choose File" and add the document

Select the correct document type from the dropdown and click on "Submit”. For example, if the requested document is "Sign Plans” - select "Sign
Plans” from the "Type" dropdown.

Once you click "Submit”, wait for the page to reload confirming the document upload. Please do not try to refresh the page during this process.
Repeat the above steps to upload all the requested documents. Once all the requested documents are uploaded, the "Add Attachment” will
disappear automatically.

If the "Add Attachment” button doesn't disappear, that confirms that you have not i all the

We offer appointments for issuance
of certain application types. Permit Issuance (For Projects Signed Off by All Reviewers.) b4

e Toschedule an Permit Issuance: Building Permit - With Plans

1 appointment, click here. If the permit was issued prior to the Virtual
Appointment, please remember to cancel the

appointment. If your appointment is no longer
required, staff will automatically cancel it.

) 45 minutes

| RECEIVED A “REVIEW COMPLETE/PERMIT READY FOR PAYMENT"” EMAIL. HOW DO | PAY MY
INVOICE?

o LOg into your Online m Development Permits Code Enforcement  Short Term Rental
Permitting Account

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
e Enter your username and your user name and password in the bax on the right Ukor Narne orErhalt
1 password New Users
1f you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'l Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts. checking on the
status of panding activities, and more.

() Remember me on this computer
Pve forgotten my password
New Users: Register for 2n Account

Register Now »
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Open the “Approved” email Helo
. . . Please do not reply to this email, this mailbox is not menitored.
e Click on the email link that —
says “Online Pe rmitting Great News! The final version of the plans has been signed off by all review disciplines.
ACCCOU nt" to |Ogin tO yOUr Ef;}:ﬂ:ﬂcﬁcﬁiﬁ%\;ﬁwémmfmlssmce with the exception of engineering permits, please
account and upload o e e e, s
documents For Engincering permis

« D-Sheet drawings have been forwarded to the Deputy City Engineer queue for audit and
signature. Discrepancies found in the audit may resulf in additional review cycles. Once
the drawings are signed, they will be sent to issuance staff to start the pre-issuance
process. All City Engineer audits, and engineering permit pre-issuance reviews are
processed in the order received

+ B, C or U-Sheet drawings have been forwarded to the Deputy City Land Surveyor for
audit and signature. The associated project document(s) will then be sent to the County of

San Diego for recordation.

Applications will be pre-screened by issuance staff. If additional scope changes, issuance
documents, or plan check fees are required, you will be notified

1f no additional information is required, a final invoice will be sent to you via email. Once
the invoice is paid your application/permit will be issued

The progress of your application can be tracked through y¢ ar Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,
City of San Diego
Development Services Department

Click the “Development Permits”
tab.

. . Home Code Enforcement Short Term Rental
e Select the record listed in the

email + Apply for a Permit Q search for a Permit Application

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen

To sort the table below, click the column name to perform an alphabetical sort on that column.
again to sort in descending order (Z-A).

0 R Showing 1-10 of 100+ | Download results | Add to collection
(] Date Record Number Record Type
Photo-voltaic Residential
02/16/2021 PRJ-1004641 Project
Approval - Construction -
02/16/2021 PMT-3004537 Electrical Pmt - PV Combo
Scroll down to the search field for
Records Record Type: Record Status:
--Select-- - --Select-- -
¢ Input the PR] into the General
Record Mumber: () Project Name:

Search in this format:
PRJ-1234567 Add the Project

number (PRJ-XXXXXX)

21
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Verify that the record has the status:

. Record PMT- I
“Approved Upon Final Payment”

Approval - Construction - Electrical Pmt - PV Combo

4 e Click "Payments”
e Then, select “Fees”

Record Status: Approved Upon Final Payment

Record Info Payments

Click “Pay Fees”

Outstanding:
Date Invoice Number Amount
5 01/12/2018 617932 $20.00 PayFess
617932 $242.00
01/12/2018 617932 $179.00
Total outstanding fees: $441.00
The following screen will load. CodeEnorcement  ShortTerm Renal
e Follow instructions to pay + Apply foraPermit  QSearch fora Permit Agplication
Listed below are the fees based upon the information you've entered, The following screen will display your total fees.
6 Fees
Fees Oty. Amount |
Records-No Plan Permits/Other 1 $20.00
PVS-Template SDU/DUP/TH (1) 1 $242.00
PVS-Template SDU/DUP/TH (P) 1 $179.00

TOTAL FEES: 5441.00
Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “ISSUANCE CHECKLIST REQUESTED"” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive an Updates Required email if additional information is needed to issue the permit.

e Loginto your Online
Permitting Account

m Development Permits  Code Enforcement  Short Term Rental

Please Login
° :
E nte r yo u r u se rn a m e a n d Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Logm
your user name and password in the box on the right User Name or E-mail:
password
New Users
1 1f you are a now user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts. checking on the
status of pending activities, and more.

() Remermber me on this computor
r've forgotten my passwora
New Users: Register for an Account

Register Now »
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Hello,

e Open the “Issuance Checklist

n H
Re q u eSted emal I : Plan check for PRT-8005336 has been completed. There may be outstanding plan check fees that must be paid

° Cl | C k on a I | n k to I og | nto yo ur prior to uploading the requested Issuance Checklist Items shown on the attachment for permit issuance.
For any outstanding fees, refer to the attached Invoice. Documents cannot be uploaded until outstanding plan

account and submit check foes are paid.

d ocumen ts Follow the steps below to upload the requested documents:

Please do not reply to this email, this mailbox is not monitored.

« Login to your Online Permitting Account
+ Search and select the application number
o Pay outstanding fees (if applicable)

¢ Click on the Attachments tab

o Upload the requested decuments

NOTE: The Inspection Contact listed on the Form DS}345 (Project Contacts Information) must have an ACA
registered account to schedule inspections. Click the following link Online Permitting Account to register.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank You,

City of San Diego

Development Services Department

° Select ”Development Permits" Homg¢ Code Enforcement  Short Term Rental

o Apply for a Permit Q Search for a Permit Application

Your records will display with the
current statuses. e —

e below, click the column name o perform an alphabetical sort on that column. For exampde, click "Agplication Name” 1o sort records by Application Name in ascending orde
encing order (Z-Al

e Click on the blue PRJ link of

Showing 61-70 of 100+ | Download results | Add w sollection

th e p rOJeCt ] Dme Record Humber Recond Type Apghication Nasme Dacption Status
- Approwni - Constuchon - Fire Pmt  Apgroval - Construction - Fire Pt =
] ouzree PMT-8001493 Apan i ety Gpened
E ou12/2021 PRI-8001528 Fire. Standard-Fire:4250/05th ssuied
Y S Approwal - Construction - Fire Pt Approval - Censtruction - Fire Pt e
] oumrzoea PMT-8001496 fonen e ey Opened
- : Approwsl - ComstICHoN - Fire Pt Apgeoval - Construetion - Fire Pt T
] ourea PMT-8001457 o o b oy Opened
o Approval - Constrution - Fire Pt Apgroval - Constrution - Fire Pt -
L aunema. Lot i  Underground - Underground-1222/015t g
ouzr0z1 PRI-8001525 Fire Standara-Fire:1222/015t Recheck Requiesd

Your project information will load.
e Click the “Attachments” tab Record PRJ-8001577:
Fire

Record Status: Updates Required

Record Info Payments Attachments
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Previously attached documents will
be displayed.

e Click “Add Attachment”

e Select “Choose File” and
drag/drop or search your files
to attach them

e C(lick the Type drop-down and
select file type

e Provide a brief description of
the document

e Click the “Submit” button

Repeat until all requested
documents have been uploaded

Apply for a Standalone Permit

To uplozd attachments:
1. Click Add to start the process
r eadl

types to uplozd.

are disallowed file types to upload,

Attachments (2)

Fire Alarm Plans PRJ-8001577.pdf L2 ME

Fire Permit Worksheet PR1-8001577.pdf 189.58 ke

New Attachment

Mew Attachment

Choaose File | Mo file chosen

Type

--Select--

Description

Enter a brief
description of the

document

Uploaded Fire Alarm Plans

Uploaded Fire Permit Works|



Development
Services

N
SD)

The documents will be validated by
Scout and be uploaded to the project
record (PR))

Apply for a Standalone Permit

o upload attachments:

1. Click Add to start the process

2. Click Add for each file to upload
“The maxinum file size alovied s 400 MB.

Rev. 8/19/2022

types to upload.

are pes to upload.

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)

File Name. File Size Status
Fire Alarm Plans PRI-8001577.pdf 12M8

Fire Permit Worksheet PRI-8001577.pdf 189.58 kB

Fire Alarm Specs PRI-8001577.pdf 714748

PERMIT STATUS IS “ISSUED.” HOW DO | DOWNLOAD MY APPROVED PLANS?

Uploaded

Uploadied

Uploaded

Type Refresh

Fire Alarm Plans

Fire Permit Worksheet

Fire Alarm Specs

e Loginto your Online
Permitting Account

e Enter your username and
password

e Select "Development Permits”

Your records will be displayed

Select the record you wish to
print by clicking on the blue
link

3 L[]

OO0 o000

m Development Permits Code Enforcement  Short Term Rental

Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user. piease enter
your user name and password in the box on the right

New Users

1f you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more.

Register Now »

Login

User Name or E-mail:
Password:
(] Romember me on this computer

T've forgotten my password
New Users: Register for an Account

Homi Fode Enforcement Short Term Rental

i Apply for a Permit

o1/25/2021 PRI-8001673 Fire Standard-Fire:101/Ash
g Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
o1/25/2021 PMT-8001628 Ao bt
y Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
o1/25/2021 PMT-8001629 T R,
g . c fion Change - PRI~
o01/25/2021 CC-8001682 19 5001673
. @ tion Change - PRJ-
S e = RONTEE2

25

Q search for a Permit Application

Issued
Issued
Issued
In Review

In Review
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The record details will be displayed

e Click the “Attachments” tab Record PRJ-8001577:
Fire

Record Status: Updates Required

Record Info Payments Attachments

The attaChmentS for thls prOJeCt WI” Project Contacts Information PRI-8001711.pdf 109.59 kB Uploaded
be displayed

5 Fire Permit Worksheet PRI-8001711.pdf 189.58 kB Uploaded
Fire Protection Plans PRI-8001711.pdf 1.2 MB Uploaded

Click on the “Actions” drop-down and

click “Download” m Fire Protection Plans PRI-8001711.pdf

Detail

HOW DO | SCHEDULE INSPECTIONS?

° Log into your Online m Development Permits Code Enforcement  Short Term Rental
Permitting Account

Please Login 5
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login

e Enter your username and e b e St it Tl o 5 0 S eeree
password New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and youll Password:
1 have the added benefits of seeing a complete history of access nd receipts, checking on the |:

status of pending activities, and more.
Login
Register Now »
1) Remember me on this computer
I've forgotten my password
New Users: Reqister for an Account
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Click on “My Records” and your

Showing 1-10 of 100+ | Download results | Add to collection

record S W| ” be d isplayed [] Dae Record Number Record Type Application Name: Description status
[ owzrrozt PR3-8001732 Fire Standard-Fire:1222/015t Issued
[]  ovzrrzoz1 PMT-8001697 A"":?r:’:r" "_{iz':'""("”“ - Fire Pmt f"":'?h’::‘ Hig'é‘;;‘;z':‘;'l‘j( Fire pmt Issued
[0 owzrro021 PMT-8001698 Approval - Construction - Fire Pt Appraval Hcﬂ‘;:‘:’z“;z‘:‘;']'_“ (Tl Issued
[ owuzsizozt PRI-8001673 Fire Standard-Fire:10L/Ash Issued
]  owszsizozt PMT-8001628 'TPA;’;’"“‘“ =GrEnrEirD=(meknt f"’;;f:ﬁaﬁz‘;"“(ﬁ““ =(RDelr Issued
Click on the permit number for T —

h H h y I d I H k h d | 1 Date Record Number Record Type Application Name Description Status
.VV IC .o u Wo u I e to SC e u e D 01/27/2021 PRJ-8001732 Fire: Standard-Fire:1222/01st Issued
Ins p ection. ]  owaraoar PMT-8001697 o B P A o o o Issued

[ owamz021 PMT-8001698 Approval  Corstruction -Fire Pmt. - Approval H‘;:':E‘Z(Z‘:‘;"'a Pt Issued
The status must be Issued to []  ouasioa PRI-8001673 Fire Standard-Fire:10L/Ash Issued
schedule an inspection. O oumaon | purawiezs e CTEITEIED-To0 G- -Gl —

Click on the “Record Info” tab for Record PMT-8001628:

drop-down options . .
Approval - Construction - Fire Pmt - Alarm

Record Status: Issued
Expiration Date: 01/25/2021

Record Info Payments Conditions o Attachments

Click on “Inspections”
Record Info

Record Details
Processing Status
Related Records

Inspections

The inspections screen will appear — . .
. . Please Note: Combination - Disconnect Reconnect Inspection type needs to
showing Upcoming and Completed an "Electrical” upgrade(s)/replacement(s)
inspections. PR :
Schedule an Inspection
Click on the “Actions” link of the 780 Pancing Eect-FreAlarw ina (3 Tenaet Improvemet QUSL7160 _ Actons'w
inspection you would like to sty % e g

schedule.

01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180} Sehedule
Inspector: John Bayliss

Completed

There are no completed inspections on this record.
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e Click on the ‘Schedule’ link Actions w

View Details

Schedule
« Click on the date you would Schedule/Request an Inspection b
. . . calendar below:
like the inspection. It must be
a future date, not same day. Jan 2021 Feb 2021 Mar 2021
e Then, click on the “All Day” Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Ti
radio button and finally click Loz 123 456 o254
“Continue” 34 5 6 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11
10 11 12 13 14 15 16 14 15 16 17 18 19 20 14 15 16 17 1
17 18 19 20 21 22 23 21 22 23 24 25 26 27 21 22 23 24 2¢
24 25 26 27 28 29 30 28 28 29 30 31
31
« Prev
O All Day
Cancel
The followin reen will .
_e oflowing scree ) be Schedule/Request an Inspection X
dlsplayed. If needed’ click on Inspection type: Elect-Fire Alarm-Final (3) Tenant Improvement
“Change contact” to enter a new Location and Contact
person for the inspector to contact. Verify whether the location and contact person for the selected inspection are correct.
If no changes are needed, click on Location
. 101 Ash St
“Continue” :
Contact
DONNA D'ORSI
8586272013

Change Contact »

Back Cancel
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The following screen will be
displayed. Review the information Schedule/Request an Inspection x

. . e Confirm Your Selection
and if correct then click “Finish.”
Please confirm the details below and click the Finish button to schedule the inspection.

|f not CorreCt: then C“Ck ”BaCk" and Elect-Fire Alarm-Final (3) Tenant Improvement
you can edit the information or click e
10 "Cance|" tO begln the prOCGSS from DONNA D'ORSI 8586272013
the start.
Include Additional Notes .
Include any additional notes for the

inspector here.

m Back Cancel

H " H ”
. C“Ck Contln ue Click the link above to schedule one.
TBD Pending Elect-Fire Alarm-Final (3) Tenant Improvement (18517181) Actions v
. Inspector: unassigned
You wi l I be retu rned to th € l 01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180) l Actions v

11 Inspections screen where you can Inspector: John Bayliss
confirm that the inspection was
properly scheduled.

Completed

There are no completed inspections on this record.

HOW TO SUBMIT A CONSTRUCTION CHANGE APPLICATION

e Tologinto your Online

P erm itti ng ACCO u nt' e nte r m Development Permits  Code Enforcement  Short Term Rental
your username and Please Login :
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
password, and press the your s e 3n s word i he b o th i et mana piELee
i New U
1 L0g| n b Utto n. If::avam as;r: user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more.
[ togas |
Register Now » o
[ Remember me on this computer
T've forgotten my password
New Users: Register for an Account
e C(lick on “Development
Permits” tab
. " cin Home QREECHGEEEL Gl Code Enforcement  Short Term Rental
5 e Click on “Apply for a Permit

& Apply for a Permit Q search for a Permit Application

29
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Read the General Disclaimer
and then place a check mark
confirming your acceptance.

Then, click “Continue
Application”

Select “Building Construction
Change.”

Use this record for construction
changes to Accela projects, if your
project was a PTS or Hybrid project,

General Disclaimer
This website is intended for convenience and informational purposes only.

While we strive to ensure the accuracy, timeliness, and function of this website, the
City of 5an Diego makes no representations or warranties regarding its content,
condition, sustained performance, resistance and immunity to computer viruses or
malware, or proprietary infringement.

| Fave read and accepted the above terms.

» Building Applications
O Approval - Process - Agreement
O Building Construction
O Building Construction - CIP or Public Project
O Building Construction - Master Plan Accessory Structure
O Building Construction - Master Plan MDU
O Bmldlng Constructton Master Plan SDU

use the Hybrid system to apply for ding ion...Snacial Programs
you construction change. @ E!mldmg Construct:on Change

Enter the PR # in the exact
format PRJ-XXXXXXX

Provide a narrative of the
changes proposed.

Enter the permits affected by
this construction change
application.

W UEIE LIL Lel

O Deferred Submlrtal

O Demolition
™ Fire

CONSTRUCTION CHANGE VALIDATION

*Please provide the project number you would like to submit the
construction change for:

*Please provide scope of the construction change:

P

Please provide all related permits associated with this CC

. N PMT-2XXOCXPMT- XXX
application:

30
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Click “Add" to upload the documents
that reflect the proposed changed.

e C(lick “Choose File” and select
from your computer.

e Provide the Type of document
that you are uploading

e Provide a brief description of
the document

e Click “Submit”

Apply for a Standalone Permit

Rev. 8/19/2022

The maximum file size allowed is 200 MB.

File Name

Add

File Size

file types to upload.

Type

No attachments added

New Attachment

New Attachment

Choose File [Building Construction Plans PRJ-1029331.pd!

Type

‘ Fire Protection Plans

Description

FPP for construction change|

31
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You will get the message
displaying your CC number
that was created.

You will receive a
confirmation email with the
number as well.

Apply for a Standalone Permit

Rev. 8/19/2022

Thank you for using our online services.

Your Record Number is CC-8001742.

You will need this number to check the status of your applicatior
fees have been assessed or permit issuance has been processed.

Choose "View Record Details” to Schedule Inspections, check stz

View Record Details » |

| RECEIVED A “PENDING INVOICE PAYMENT” EMAIL FOR MY CONSTRUCTION CHANGE. HOW

DO | PAY?

Log into your Online
Permitting Account by

entering your username and
password and then clicking on
the Login button.

m Development Permits Code Enforcement  Short Term Rental

Please Login
Many online services offered by the Agency require lagin for security reasons. If you are an existing user. please enter
your usér name and password in the box on the right.

New Users

If you are a w user you may register for a free Citizen Access account. It only takes a few simple steps and youl
have the added benefits of sseing a complete history of spplications, sccess to invoices and recsipts, checking on the
status of pending activities. and more.

Register Now »

Login

User Name or E-mail:
Password:

) Remember me on this computer
I've forgotien my passwora
New Users: Register for an Account

32
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e Click alink to log in to your
account and make a payment

Your record will be displayed

e Click "Payments” Tab
o Click “Fees” link

e Click on “Pay Fees”

The following screen will load.

e Click “Continue Application”
and follow instructions to pay.

Hello,

Apply for a Standalone Permit

Please do not reply to this email, this mailbox is not monitored.

Pre-Screen for PRJ-8005336 has been completed and an invoice with initial plan check fees is

attached.

Follow the steps below to pay the outstanding fees:

Login to your Online Permitting Account

Search and select the application number
Click on the Payments tab
Pay the outstanding fees

After we receive payment, your project will be Deemed Complete and the Project Review will

begin.

NOTE: For CIP projects paying through Inter Office Transfer using SAP system, email your
DSD Project Manager to coordinate the payment.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact 619-446-5000

[Thank You,

City of San Diego

Development Services Department

Record CC-8001682:

Building Construction Change

Record Status: Pending Invoice Payment

Record Info
Outstanding:
Date Invoice Number
01/12/2018 617932
01/12/2018 617932
01/12/2018 617932

Total outstanding fees: $441.00

Fees

Fees

Hrly-DSD Rvw Fire Plan Proj

Fees

Payments

Attachments
Amount
$20.00 Pay Fees
$242.00
$179.00
Qty. Amount
1 5217.93

TOTAL FEES: §217.93

Note: This does not include additional inspection fees which may be assessed later.




R Devqlopment Apply for a Standalone Permit
SD) Services Rev. 8/19/2022

HOW DO | DOWNLOAD APPROVED PLANS FOR MY CONSTRUCTION CHANGE?

e Loginto your Online
Permitting Account by

m Development Permits  Code Enforcement  Short Term Rental

entering your username and :t:::n‘::‘:eejiro.esoﬂered by the Agency require login for security reasons. If you are an existing user. please enter Login
password and then clicking on
New Users

your user name and password in the box on the right.
1 th e Login button If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
. have the added benefits of seeing a complete histery of applications, access to invoices and receipts. checking on the
status of pending activities, and more.
[ todins |
[] Remember me on this computer

I've forgotten my password
New Users: Register for an Account

User Name or E-mail:

Register Now »

Select “Development Permits”

Homi Development Permits rode Enforcement Short Term Rental

2
T Apply for a Permit Q search for a Permit Application
Your reco rds Wi“ be displayed [ ouzspoan PR3-8001673 Fire Standard-Fire:101/Ash Issued
[J  owzsizoz1 PMT-8001628 Approval - Construction - Fire Pmt Pﬂzﬁiéﬁgmﬁ““'“”"“ Issued
3 e Select the record you wish to W orEm  Eromn e 7 s
print by C|icking on the blue [ owzsizoz1 CC-8001682 Building Censtruction Change Sopaetion change - BR)- In Review
O owesoz1 - Building i o o e In Review
link
The record details will be displayed Record CC-8001682:
o C(lick the “Attachments” tab A -
Building Construction Change
Record Status: In Review
4

Record Info Payments I Attachments I
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The attachments for this project will be displayed

Project Contacts Information PRI-8001711.pdf 109.58 kB Uploaded
5
Fire Permit Worksheet PRJ-8001711.pdf 189.58 kB Uploaded
Fire Protection Plans PRJ-8001711.pdf 1.2 MB Uploaded
e Click on the “Actions” drop-
down and click “Download” m Fire Protection Plans PRJ-8001711.pdf
6

Detail

HOW DO | PRINT AN APPROVAL REPORT AND INVOICE REPORT?

APPROVAL REPORT

m Development Permits Code Enforcement  Short Term Rental

e Loginto your Online

Please Login

. Many online services offered by the Agency roquire login for Security reasons. If you are an existing user. please enter Login
Permitting Account Yo usar mame snd pasiword i the box on the ight Usas Norna SrEmAlE
e Enter your username and New Lsers
1 If you are a naw user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the ]
password S o ettt s ore =
Register Now » e
[} Remember me on this computer

Ive forgotien my password
New Usars: Register for an Account

e C(lick the “Development

Permits” tab and your records Homi Development Permits kode Enforcement Short Term Rental

2 will be displayed
A5 Apply for a Permit Q search for a Permit Application
e Click on the PMT you wish to ovasce G mma e wew s
3 p ri nt th e a p p rova | re p 0 rt fo r 01/29/2021 PRJ-8001760 Fire Standard-Fire:1222/01st Issued

01/28/2021 PRJ-8001754 Fire Standard-Fire:1650/08th In Queue
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The selected record will be displayed Record PMT-8001719:

Approval - Construction - Fire Pmt - Underground

4 Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments Attachments

e Click on the “Reports” drop-down menu
e Select “Approval”

Anncuncements  Logged nas Donna DOrst Collections (0l Repons (21 ¥ § Account Management  Logout
5 Home Code Enforcement  Short Term Rental
+ Apply for a Permit Q. search fora Permit Application
Record PMT-3056699: Add to collection
A pop-up window will open. Make Please input report parameter(s):
sure that the correct permit number
appears, if not, enter the correct *Approval ID:
6 permit number. PMT-3056653
e Click “Submit”
INVOICE REPORT
m Development Permits Code Enforcement  Short Term Rental
e Log into your Online Please Login )
L. Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
Permitti ng Account your user name and password in the box on the right, M e ek
1 e Enter your username and e yae—
passWo rd ::i:r:' :::?n:e;::::: s::;n::'c:mnlale history of applications, access to invoices and receipts, checking on the
e Click the “Development
Permits” tab and your records Home REGEEHGEALEGITE [Code Enforcement  Short Term Rental
2 will be displayed

T Apply for a Permit Q Search for a Permit Application
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Locate your record in the list
displayed.

Click on the blue link to select
that record

To generate the Invoice
report, click the"Payments”
tab,then “Fees”

Make note of the invoice number

Click on the “Reports” drop
down

Select “Invoice” from the
menu

A pop-up window will open. Make
sure that the correct invoice number
appears. If not, enter the invoice
number.

Click “Submit “

Invoice of Permit or Project
will be displayed in PDF
format.

01/28/2021 PMT-B001710
01/28/2021 PRJ-8001747
01/28/2021 CC-8001745
01/28/2021 CC-8001742

01/27/2021 PRJ-8001732

Record PMT-8001719:

Apply for a Standalone Permit

Rev. 8/19/2022

Approval - Construction - Fire
Pmt - Underground

Fire
Building Construction Change
Building Construction Change

Fire

Approval - Construction - Fire Pm

Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments - Attachments

T e

Record Info Payments

Paid:

Date Invoice Number
01/29/2021 80992

Total paid fees: $599.34

Attachments

Amount
5599.34

Announcements Logged in as:Donna D'Orsi Collections EU}I Reports (2) "I Account Management Logout

Please input report parameter(s):
* Invoice Number:
IB1133| I
=3 B3
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APPENDIX A - WORKFLOW/RECORD STATUS MAPPING AND DEFINITIONS

Task Name

Pre-Screen
Pre-Screen
Pre-Screen
Pre-Screen
Pre-Screen

Pre-Screen

Pre-Screen

Project Review

Project Review
Project Review
Project Review
Project Review
Issuance
Issuance

Issuance

Issuance

Issuance

Issuance

In Queue

In Process
Updates Required
Resubmitted
Route to EPR

Documents Routed to EPR

Pending Invoice Payment

In Review

Recheck Required

Final version submitted
Review Complete
Ready for Issuance

In Progress

Updates Required

Resubmitted

Approved Upon Final
Payment

Approved Upon Final
Payment

Closed

In Queue
Pre-Screen
Updates Required
Resubmitted
Pre-Screen

Pre-Screen

Application Pending Payment

In Review

In Review

In Review

In Review

Review Phase Complete
Review Phase Complete
Issuance Checklist Requested

Issuance Checklist Submitted

Approved Upon Final Payment

Issued (When all Permits are set

to Issued)

Closed (When all Permits are set

to Closed)

Initial submittal from applicant

The Pre-Screen process has been started by staff and a due date is set

Staff determines during Pre-Screen that the applicant's submission is incomplete
The applicant has submitted any additional documents requested during Pre-Screen
Staff has routed the applicable documents to EPR for plan review (e.g. plans)

System confirmation that documents have been routed to EPR for plan review

Staff has deemed the submission complete, assessed fees for plan check, and the
project is ready for review

The status of the project review until all disciplines sign-off and the project is ready for
issuance

Reviewer has requested a resubmittal of documents and/or information

The final version will be reviewed by all disciplines

The project review has completed and requires one last assessment by issuance staff
The review phase can be closed out and the project is ready for issuance

Permit issuance is in progress

Issuance Checklist items are needed prior to permit issuance

Issuance Checklist items have been resubmitted by the applicant

Staff has confirmed that all required documents are present, approved plans are
available in Accela, and all required fees have been assessed at both the project level
and the permit level

Inspection invoice(s) will be sent to customer. When all fees are paid, permit is issued.

The record is closed. Any changes to the building construction plans require a
construction change application.
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Sheet Numbering
Please make sure your sheet numbers are located in the bottom right corner of your plans. Use the designated
templates or follow sheet numbering styles to ensure the timely processing of reviews.

File Size
The max size of each file you can upload cannot exceed 200MB. File sizes larger than 200MB will be rejected.

FIX: Return to the source document and create PDF files that are below the file size limitation.

Page Size
PDF files with page sizes 8.5- by 11-inches are accepted for DSD-approved fillable documents and required
reports. However, plans must be at minimum 11- by 17-inches and a maximum of 36- by 48-inches.

FIX: Return to the source document and change the paper size to meet the requirements.

Page Orientation

Having a mix of paper sizes and orientations is not a problem, as orientation issues will not prevent the file from
being accepted. However, this will generate more difficult reviewing conditions for review teams. A warning will
pop-up if different orientations are found to help you research whether any pages are upside down or
improperly oriented.

FIX: Verify that pages are not upside down or improperly oriented.

Password Protection
Files must not be password protected. If the PDF cannot be opened, the file will be rejected.

FIX: Remove the password protection to allow users to open the PDF.

Annotations and Comments
An annotation is any ‘object’ that appears in the Adobe Reader ‘Comment’ panel. It could be a ‘comment’ or
‘stamp’ or font issue like SHX Text from AutoCad.

FIX: To remove annotations in a PDF, use the print to PDF option. This process eliminates annotations by
“flattening” the PDF.


https://www.sandiego.gov/development-services/forms-publications/design-guidelines-templates
https://www.sandiego.gov/development-services/forms-publications/design-guidelines-templates
http://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
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Overview

The Development Services Department’s (DSD) online permitting system is a full cloud-based application that
allows ccustomers to apply for permits online and upload plans and documents for review 24/7.

Before you begin, please review the information about the permit submittal requirements at
sandiego.gov/dsd.

When new permit applications are received, DSD will review the documents for completeness, assess
required permit fees and assign thet project to a reviewer. Reviewers will send out their cycle issues report
as they complete each cycle, but resubmittal can only happen after all reviews have been complete.
Applicants must address all cycle issues prior to resubmitting any new plans. You cannot resubmit to each
specific discipline - resubmittals are for all disciplines at the same time.

e For help with user accounts or uploading documents, email DSDProjectinfo@sandiego.gov.

e For project status or questions about your project, complete the Project Status Request form.
e For plan requirements and document issues, please click here.

e For help planning you project, consider booking a virtual counter appointment with DSD.

e How to submit an application

e Apply for an Engineering Permit:
e Right-of-Way - Minor - Rapid Review

e Grading, ROW, Mapping - Standalone

e Grading, ROW, Mapping - Associated

e Engineering Construction Change

e |received an “Updates Required” email. How do | upload the requested documents?

e |received a “"Review Pending Invoice Payment” email. How do | pay?

e | received a “Recheck Required” email from a review discipline; how do | look for the
Issues Report?

e | received a “Ready for Resubmittal” email; how do | submit the requested documents?

e | received a “Final Version Signed Off” email. What do | do next?

e | received a "Review Complete/Permit Ready for Payment” email; how do | pay my
invoice?

o |received an “Issuance Checklist Requested” email; how do | submit the requested
documents?

e Permit status is “Issued;” how do | download my approved plans?

e How do | schedule inspections?

| received a “"Pending Invoice Payment” for my construction change; how do | pay?



http://sandiego.gov/dsd
mailto:DSDProjectinfo@sandiego.gov
https://www.sandiego.gov/development-services/contact/project-status-request
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
https://www.sandiego.gov/development-services/virtual-appointments

N Development Apply for an Engineering Permit

SD) Services Rev. 8/19/2022

e How do | download approved plans for my construction change?

e How do | print an Approval Report and an Invoice Report?

Appendix A - Workflow/record status mapping and definitions

Appendix B - Requirements to Upload Plans and Documents

2
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HOW TO SUBMIT AN APPLICATION

e Log into your online
permitting account.

m Development Permits Code Enforcement  Short Term Rental

Please Login =
L]
Enter you r username and Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter LOQII’I
your user name and password in the box on the right User Name or E-mail:
password.*
New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and youll Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the

*|f you are a new user, see the B R -

. . E=
tutorial on how to register for Registar Now > =
[ Remember me on this computer
an account. I've forgotien my password

New Users: Regisier for an Account

e Select the “Development
Permits” tab BCIGE | Development Permits ode Enforcement Short Term Rental
2

A5 Apply for a Permit Q search for a Permit Application

e Select “Create an Application”

Home QLETEILTT AN el Code Enforcement  Short Term Rental
3

I & Apply for a Permit I Q search for a Permit Application

e Read and acknowledge the General Disclaimer -

disclaimer This website is intended for convenience and informational purposes only.
e Click “Continue Application”

While we strive to ensure the accuracy. timeliness, and function of this website, the
City of San Diego makes no representations or warranties regarding its content,
condition, sustained performance, resistance and immunity to computer viruses or
malware, or proprietary infringement.

‘ I )a\re read and accepted the above terms.

Continue Application »

3
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Select a Record Type

Apply for an Engineering Permit

Rev. 8/19/2022

e Select the permit type you would like to apply for and click “Continue Application”

Note: For PTS Permits, please refer to instructions in the OpenDSD User Guide to PTS Projects.

Select a Record Type

» Building Applications
O Approval - Process - Agreement
© Building Construction
O Building Construction - CIP or Public Project
O Building Construction - Master Plan Accessory Structure
O Building Construction - Master Plan MDU
O Building Construction - Master Plan SDU
O Building Construction - Special Programs
O Building Construction Change
O Deferred Fire Submittal
O Deferred Submittal
O Demolition
O Fire
© Fire Construction Change
O Photovoltaic
O Photo-voltaic Construction Change
O Photo-voltaic Residential Project
O Plan - Mechanical/Electrical/Plumbing Standalone
O Sign

» Simple No Plan Permits
O No-Plan - Nonresidential/Multifamily - Electrical
O No-Plan - Nonresidential/Multifamily - Mechanical

Continue Application

Jump to a permit type for the next step:

e Right-of-Way - Minor - Rapid Review
e Grading, ROW, Mapping - Standalone

e Grading, ROW, Mapping - Associated
e Engineering Construction Change

O No-Plan - Nonresidential/Multifamily - Plumbing
O No-Plan - Residential - Combination Mech/Elec/Plum

» PTS
O PTS Electronic Submittal

» Grading, Right of Way, Mapping Applications
O Deferred As Graded
O Engineering Construction Change
O Grading, ROW, Mapping - Associated Submittal
O Grading, ROW, Mapping - Standalone
O Right of Way - Dry Ulilities
O Right of Way - Minor - Rapid Review

» Discretionary Applications
O Discretionary Project

» Traffic & Transportation
O Traffic Control Permit
O Transportation Permit

» Agreement
O Approval - Process - Agreement

» Miscellaneous Applications
O Others

Right-of-Way - Minor - Rapid Review

1. Select “Right-of-Way - Minor -
Rapid Review"”
2. Click “Continue Application”

6a

P Grading, Right of Way, Mapping Applications
(O Deferred As Graded
(O Engineering Construction Change
O Grading, ROW, Mapping - Associated Submittal
(O Grading, ROW, Mapping - Standalone
O Right of Way - Dry Utilities
@ Right of Way - Minor - Rapid Review

Continue Application »
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Submittal Validation

e Answer “Yes” or “No” to the validation questions below
e When complete, click “Continue Application”

SUBMITTAL VALIDATION

* Does your project propose a Pedestrian Plaza per Information () Yes @ No

6b Bulletin 565:
*|5 this Spaces as Places application: () Yes (8) No
e Indicate if there is an address ADDRESS VALIDATION
for the Project Site i o
6c e Click “Continue Application" Do you have an address for the project site?: (") Yes (_) No
Continue Application »
e Answer the Rapid Review validation questions and click “Continue Application”
NOTE: It is important to answer the validation questions correctly and as directed to avoid cancelation
of the permit application.
IMPORTANT: Failure to answer the following questions correctly and as
directed will result in cancelling your permit application request. Reapplying
for the correct record type application will be required.
See Information Bulletin 165, How to Obtain a Public Right-of-Way Permit for Standard
Public Improvements.
6d

See Information Bulletin 523, How to Obtain a Permit for a Sidewalk Café.

See Section 142.0560(j), for Driveway and Access Regulations.

*indicates a required field.

Minor Right of Way - Validation Questions

MINOR ROW - RAPID REVIEW

*Is the requested Right of Way Permit a condition of an associated () Yes () No
Discretionary Permit:

5
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Address or Parcel Entry

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (

e Enter Street No. and Street *Street No.: Direction:  *Street Name: Street Type:
name only (the system will — —Seent R o1=t A 7
populate the parcel info)

e Click “Search”

*Parcel Number:
OR

Legal D iption:
6e e Enter parcel number in ###- €gal Lescription

###-###4# format (the
system will populate the
address info if it exists)

e Click "Search”

e Click “Continue Application”

Permit Scope and Site Information

Provide the following:

Project Information
’I. Scope *Define the scope of the work: n ‘a\gglvi:tﬁ?ol:’e:plocesslngl\melmereauesteulortnls __SE‘m__
2. Processing timeline
3. Applicant type  appicant Type: -ﬁhm‘smsgemnawpmnmmmeprmmnmoND
6f 4. Whether a discretionary s prio Discrstionary Approl
permit is currently in E

process for the project

5. Associated discretionary
permit approval
numbers

e When complete, click “Continue Application”

o Go to step 7 to upload documents and complete application
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Grading, ROW, Mapping - Standalone

Select a Record Type

e For new engineering or mapping submittals,
elect “Grading, ROW, Mapping - Standalone”
e Click “Continue Application”

Note: For PTS Permits, please refer to instruction in
the OpenDSD User Guide to PTS Projects.

Submittal Validation

Answer the submittal validation

Apply for an Engineering Permit

» Grading, Right of Way, Mapping Applications
() Deferred As Graded
_ Engineering Construction Change
(") Grading, ROW, Mapping - Associated Submittal
(® Grading, ROW, Mapping - Standalone
() Right of Way - Dry Utilities
(") Right of Way - Minor - Rapid Review

Submittal Validation

questions. *Will this application have associated approvals such as Grading, @) Yes () No
Right of Way, or Mapping Actions on the same site :

If the answer is “Yes” to both qUEStIOI’]S Are you submitting this application as an “Associated Submittal” to”) Yes (& No

yOU must submit a Grading, ROW, En existing Grading, Right of Way, or Mapping Actions in progress:

Mapping- Associated submittal to
complete the permit application

Otherwise, click “Continue Application”

Address Validation

ADDRESS VALIDATION

e Indicate if there is an address for
the Project Site
e C(lick “Continue Application”

*Do you have an address for the project site?: () Yes () No


https://www.sandiego.gov/sites/default/files/opendsd-user-guide-pts-projects.pdf

6d

SD)

Development
Services

Address or Parcel Entry

Enter Street No. and Street
name only

Click “Search” (the system will
populate the parcel info)

OR

Enter parcel number in ###-
#H##-#### format

Click “Search” (the system will
populate the address info if it
exists)

OR

Apply for an Engineering Permit

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (

* Street No.: Direction:  *Street Name

1222 —Selectw 01st

* Parcel Number:

Legal Description:

Street Type:

Av v

If the project is located entirely within the Public Right of Way and is not associated to the adjacent
property, provide the general vicinity (see below).

Click “Continue Application”

PROJECT SITE VALIDATION

* [0 o e &0 adress Iod Tha DIosect i

Proniki M Qeienal viciilty of ihe I6cetin,

Ve

Ve i) o

&
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Code Validation

Answer the Code enforcement Case
question:

e If“no,” continue application:

e If “yes,” answer the additional

questions
6e

Permit Specific Requirements

e Select permit type and answer
any additional questions
e C(lick “Continue Application”

6f

Permit Scope and Site Information

Provide the following:

Project Information

Scope
Processing timeline
Applicant type

Ell

* Define the scope of the work:

*Applicant Type:

Apply for an Engineering Permit

CE CASE VALIDATION

*Is there a code enforcement violation case on this site?:

Code Enforcement
*Is there a code enforcement violation case on this site?:

Code Enforcement case number(s): *

Is this application related to the code violation?: *

Will this application resolve the code violation?: *

PERMIT REQUIREMENTS

* Select the permit type: Grading

Select the type of Grading Permit: *

)
' --Selact--

“Whatis the processing timeline requested for this
1 application?:

*Is there a Discretionary Permit currently in the process a:

with this project:

Whether a discretionary
permit is currently in

process for the project

5. Associated discretionary

permit approval numbers

6g

When complete, click
“Continue Application”

y Approval

o Go to step 7 to upload documents and complete application

() Yes (@ No

@) Yes () No
NC 123456
(@ Yes () No

@) Yes () Ne

() Yes O No

I o
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Grading, ROW, Mapping - Associated

Select a Record Type

e Select “Grading, ROW,
Mapping- Associated
Submittal” to link to an
existing project in Accela

If the existing project is a PTS or

6a Hybrid project, select the
Standalone record to complete
your application.

Submittal Validation

e Enter an existing Accela PR}
number to continue

6b
e [fthe PR] number is invalid,
Select “Grading, ROW,
Mapping - Standalone” to
complete your application

Addres Validation

e Indicate if there is an
address for the project site

6¢ e C(Click “Continue Application”

Apply for an Engineering Permit

i Plan - MechanicalFlectricalPlurnbing Standalone
L 3 Sign

b p1s
3 PTS Electromic Submittal

¥ Traffic & Traniportation

Trafhe Conirol Parmil

¥ Tramspodation Permi

* Misceflaneous Applications
Chers

b Grading. Right of Way, Mapping Applacations

' Defermed As Graded

Ein

T sction Change
i Crading, ROW, Mappang - Associaled Submaital

vedring Cor

¥ Grading, ROW, Mapging - Stand alone
Righl af 'Way - Dy Uiilibes
¥ Right af Way - Minor - Rapid Rewvies

Associated Submittal Check

! Provide the propect aumber [or which you woubd ke sasociated

this submittal: ks ol

Associated Submittal Check

o1y imvalid Project number
*Provide the project number for which you would like associaled |
this submittal:

PROJECT SITE VALIDATION

* Do you have an address for the project site: () Yes () No
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Address or Parcel Entry

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (
° Enter Street No. and Street *Street No.: Direction:  *Street Name: Street Type:
name only w222 ~Selectw o1t
e Click “Search” (the system
will populate the parcel
info)

* Parcel Number:
OR FRE-FER-FEEF

Legal Description:
e Enter parcel number in ###-
###-#### format
e Click “Search” (the system
will populate the address
info if it exists)

6d
OR
o |If the project is located entirely within the Public Right-of-Way and is not associated to the adjacent

property, provide the general vicinity (see below).
e Click “Continue Application”

PROJECT SITE VALIDATION

Wi B AOEPERE Iod The ICHect S Ve 180 e

e (8

I e s

Provkie e general vicinlty of ihe 16cetion [P —————
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Code Validation

Answer the Code enforcement Case
question: CE CASE VALIDATION

e If“no,” continue application: *|s there a code enforcement violation case on this site?: ) Yes (@ Mo

e If “yes,” answer the additional

questions Code Enforcement
6e *Is there a code enforcement violation case on this site?: (@) Yes () No
Code Enforcement case number(s): * e 123458
Is this application related to the code violation?: * (@) Yes () No
Will this application resolve the code violation?: * (@) Yes () No
Permit Specific Requirements
PERMIT REQUIREMENTS
e Select permit type and
6f answer any additional “Seleettne pemittype: ceacing .
q Uestions Select the type of Grading Permit: * @ caloct .
e Click “Continue Application”
Permit Scope and Site Information
Provide the following:
Project Information
1 SCO pe * Define the scope of the work: *What is the processing timeline requested for this \ Selact-
. application?:
2. Processing timeline
3. Applica I’]t type * Applicant Type: —-Salact- ;{\:':r:i‘r:;rgj:getmnaw Permit currently in the process andOYesO No
6g 4. Whether a discretionary P D
permit is currently in

process for the project
5. Associated discretionary
permit approval numbers

When complete, click
“Continue Application”

o Go to step 7 to upload documents and complete application
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Engineering Construction Change

Select a Record Type * Grading, Right of Way, Mapping Applications
) ) () Deferred As Graded
o Select “Engineering gj Engineering Construction Change
6a Construction Change” () Grading, ROW, Mapping - Associated Submittal
() Grading, ROW, Mapping - Standalone
i) Right of Way - Dry Utilities
i) Right of Way - Minor - Rapid Review

e Enter the PRJ# in the exact format
CONSTRUCTION CHANGE VALIDATION

PRJ-XXXXXX
e Provide a narrative of the Changes -Pln‘:se p_n:nvid!;: the pfrojncl number you would like to submit the R BOG17ED
construction change for: pling
proposed _ .
6b ° ClICk “Continue Application" Please provide scope of the construction change: E:::Ete}i;;dr of
e Click "Add a Row” RELATED PERMITS
Showing 0-0 of 0
6C Permit Number

Mo records found.

e Enter the PMT number you want to

associate with this construction RELATED PERMITS
change *Permit Number:
6d e Click “Submit” and the PMT will be [PT-1T-SCIUI7‘_9|

added

Cancel



Development Apply for an Engineering Permit

SDJ Services

After the PMT is validated, it will be
displayed.

LESA R TP gt 1]
ey |

e Click “Continue Application” e
6e

0 Go to step 7 to upload documents and complete application

Required Documents

Upload Required Project
Documents

Required documents will be listed

The maximum file size allowed is 200 MB.
e Select “Choose File" and P ——
drag/d rop or sea rch your files 1. Required Attachment - Construction Plan (D5-3179) Choose File | No file chosen
to attach them.
e You will not be able to
continue if files have not been
uploaded.

2. Required Attachment - Storm Water Req. Applicability Checklist (DS-560) Choose File ‘ No file chosen

If you encounter Failed Scout
Validation, use the Scout link and
check your files.

Scout Validation Help

Additional Documents

The maximum file size allowed is 200 MB.

Upload any additional documents
you wish to include with your

Su b mitta | Ds-3179 final draft BD.pdf 130.14 kB Construction Plan (DS-3179)

DS-560.pdf 1.12 MB Storm Water Req. Applicability Checklist (DS-560)

e Click "Add”


https://scout-epr.eplansoftreview.com/#!/scout
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
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e Select “Choose File” and
drag/drop or search your files
to attach them

e Click the Type drop-down and
select file type

e Provide a brief description of
the document

e Click the “Submit” button

e C(Click “Continue Application”

Review Application

Review the Application and return to
previous steps by clicking on the
numbered tabs at the top.

Apply for an Engineering Permit

Rev. 8/19/2022

New Attachment X

New Attachment
Choose File | Project Contact Information Form.pdf
Type
Project Contacts Information v

Description

Contact form

v
Close Submit
Continue Application »
Fire
12 3 Prelect a Project 5 Declaration 6 Review 7 Submitted

?
§

Please review all information beiow. Click the “Edit” buttons to " to move on

$

Record Type

Address Validation

o
H

ADDRESS VALIDATION
Do you have an address for the project site?

i

Address

]
R
z

Parcel Number: 533-433-2800
Legal Deseription: BLK | ST CLSDGBLKS 13 THRU 156

Additional Information-if applicable

‘Additional Information
List any additional parcel(s) associated with the project scope: List any unit number(s) associated with the project scope:

Code Case Validation
s

o
i
T
g
i

Is there a code enforcement violation case onthis ~ No
site?:

Select Scope and Timeline

Project Information
Define the scope of the work: ADU What i the processing timeline requested for this application?: Standard

Avplicant Type: Authorized Agent of Property Owner or Other Personper MC  Provide assoclated prior Discretionary Approval Number(s): o
Section 1120102

Does the project propose any of the following residential use types?

RESIDENTIAL USE TYPES
Permanent Supportive Housing: No
Transitional Housing No
Accessory Dwelling Units: No
Junior Accessory Dwelling Units: No
None of the above: Yes

Does the project propose using any of the following incentive programs?

INCENTIVE PROGRAMS
5B 35 Streamlined Affordable Housing No

RETURN TO TOP

—
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e Acknowledge the final
certification
o Click Continue Application

11
Your record number will created and
displayed, and an email with further
instructions will be sent.

12
You will receive a system generated
email with your project number and
what to expect next.

13

Apply for an Engineering Permit

Rev. 8/19/2022

| certify that | have read this appcation and state the abowve inform:
entitlement to the use of the propery that is the subject of this appli
policies and regulations applicable fo the proposed development or
laws or regulations, including before or during final inspections. City

regulation, nor does it constitute a waiver by the City to pursue any

the city to enter the above-identified property for inspection purpose

checking this box, | agree to the abowe certification.

Continue Application »

Step 8:Submitted

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is PRJ-8001732.

You will need this number to check the status of your application or to schedule/check results of insg
fees have been assessed or permit issuance has been processed.

Choose “View Record Details” to Schedule Inspections, check status, or make other updates.

View Record Detalls »

Hello,

Development Services has created your application.

Record ID: PRI-8005336|

Record Address:

Record Type: General

Please do not reply to this email, this mailbox is not monitored.

Thank you for your application. Your documents have been received and will be processed in the order
submitted.

For current application processing timeline, click here

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,

City of San Diego
Development Services Department

16
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| RECEIVED AN “UPDATES REQUIRED” EMAIL. HOW DO | UPLOAD THE REQUESTED DOCUMENTS?

e Loginto your Online Y ocvtopment ermit Co Etorcement - Shor Term Rent
Permitting Account )
Please Login :
* Enter your username and e e i T T A R t‘::':m R
1 password. New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invoices and receipts. checking on the il
status of pending activities. and more.

L togs |
[ Bogier How» |
[ Remember me on this computer
I've forgotien my password
New Users: Register for an Account
Open the ‘Updates Required’ email.
Hello,
e Click either of the email links to go to Please do ot repiy to this email, this maitbox is not moniored.

yOU raccountan d ma ke proj ect Your application has been Pre-Screened and requires updates. Please see attached report for
u pd ates additional required information and comments.

Follow the steps below to upload the requested documents:

+ Login to your Online Permitting Account
+  Search and select the application number
+ Click on the Attachments tab

2 + Add the required documents

Requested information must be submitted within 30 days of this email or this application will
be Withdrawn.

An email notification will be sent with the next steps to complete the submuttal process.
The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank You,
City of San Diego

Development Services Department

Your project information will load
Record PRJ-8003236:

e Click the “Attachments” Tab L .
Building Construction

Record Status: Updates Required

Record Info Payments

17
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Previously attached documents will

be dlsplayed' To upload attachments:
1. Click Add to start the process
e Click "Add Attachment” E RS i A
C

types to upload.
ip are disallowed file types to upload.

Attachments (2)

File Name File Size Status
Actions ™ Fire Alarm Plans PRI-8001577.pdf 1.2 MB Uploaded
‘Actions * Fire Permit Worksheet PRI-8001577.pdf 189.58 kB Uploaded
‘Add Attachment
1 H ’
e Select ‘Choose File’ and
New Attachment X

drag/drop or search your files
to attach them
e Click Type' drop-down and New Attachment

select file type - - _
« Provide a brief description of oose File | No file chosen

the document

Type
e Click the Submit button

--Select-- A

Description

Enter a brief
description of the

document

18
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The documents will be validated by

Scout and be uploaded to the project S —
record (PRJ) LS e

types to upload.

diallowed file types to upload.

Tips:

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

6 ¢ If you have any items to pe—
submit that were not e ame e see e o o
requested, upload them first. e e PR e
e When your resubmittal e T wssie Frepemi orshec

contains all the required
documents, the Add button i Atachment
will disappear.

| RECEIVED A “REVIEW PENDING INVOICE PAYMENT"” EMAIL. HOW DO | PAY?

e Loginto your Online
Permitting Account
e Enter your username and B R . I

your user name and password in the box on the right.
password.
New Users

1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications. access to invoices and receipts. checking on the Bl
status of pending activities, and more.
[ Remember me on this computer

I've forgatten my password
New Users: Register for an Account

m Development Permits  Code Enforcement  Short Term Rental

User Name or E-mail:

e Open the ‘Review Pending ello.
I nVOice Paym ent' ema || Please do not reply to this email, this mailbox is not monitored.
i i i Pre-Screen for PRI-8005336 has been completed and an invoice with initial plan check fees is
e Click a link to log in to your et

accounta nd ma ke a payment Follow the steps below to pay the outstanding fees:

« Login to your Online Permitting Account
+ Search and select the application number
+ Click on the Payments tab
+ Pay the outstanding fees
2 After we receive payment, your project will be Deemed Complete and the Project Review will
begin.

NOTE: For CIP projects paying through Inter Office Transfer using SAP system, email your
DSD Project Manager to coordinate the payment.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact 619-446-5000
[Thank You,
City of San Diego

Development Services Department

19
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Click on the “Development Permits”
tab.

e Select the record listed in the
email

OR

Scroll down to the search field for
Records

¢ Input the PR] into the General
Search in this format:
PRJ-1234567

Verify that the record has the status:
“Application Pending Payment”

e Click on “Payments”
e Select “Fees”

e Click on “Pay Fees”

<~

Apply for an Engineering Permit

Rev. 8/19/2022

Home JREEGHHENELENGINE Code Enforcement  Short Term Rental

ar Apply for a Permit Q. search for a Permit Application

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen

To sort the table below, click the column name to perform an alphabetical sort on that column. |
again to sort in descending order (Z-A).

Show on Map

Showing 1-10 of 100+ | Download results | Add to collection

) Date

) ozn6/021

] o2ne/2021

Record Type:
--Salect--

Record Number:

Record Number Record Type

Photo-voltaic Residential

PRJ-1004641 Project

Approval - Construction -

PMT-3004537 Electrical Pmt - PV Combe

Record Status:

v select- -

Project Name:

Add the Project

number (PRJ-XXXXXX)

Record PRJ-8003236:

Building Construction

Record Status:

Application Pending Payment

Record Info Payments Attachments
Fees
Outstanding:
Date Invoice Number Amount
01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00
01/12/2018 617932 $179.00

Total outstanding fees: $441.00

20
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The following screen will load. Follow
instructions to pay.

Home WWEELNIGERIEIINIEY Code Enforcement  Short Term Rental

+ Apply for a Permit Qsearch for a Permit Application

Listed below are the fees based upon the information you've entered. The following screen will display your total fees.

6 Fees

Records-No Plan Permits/Other 1 $20.00
PVS-Template SDU/DUP/TH (1) 1 $242.00
PVS-Template SDU/DUP/TH (P} 1 5179.00

TOTAL FEES: $441.00

Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “RECHECK REQUIRED” EMAIL FROM A REVIEW DISCIPLINE. HOW DO | LOOK FOR
THE ISSUES REPORT?

e Loginto your online

m Development Permits  Code Enforcement  Short Term Rental

permitting account

Please Login

° Ente r yO ur username a nd Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
* your user name and password in the box on the right. Usar Naras orE-malk
password New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access to invorces and receipls, checking on the r
status of pending activities, and more.
*|f you are a new user, see the =n
. . Register Now » -
tutorial on how to register for e
Ive forgotten my password
an account New Users: Register for an Account

e Select "“Development Permits”

Hom1 I:ode Enforcement Short Term Rental
2

o Apply for a Permit Q search for a Permit Application

Your records will be displayed

O owsmom  ero-sooers [ Standard-Fire 101/2sh ssue
) O owsen PMT-8001628 Agprol - Constucton - Fire Pt Agproval- Construction - ire Pt e
3 e Select the PR] you wish to see 8 oEm s bopr - Comtncton- ek gproel-Conction- it —
t h e P FOJ e Ct I ssues Re p 0 rt f or [ owzspoat cc-aoo1682 Building Construction Change Construction Change - PR3- In Review
[ oweseozr CC-8001693 Building i o o e In Review

21
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e Click the “Attachments” tab

To upload attachments:

Previously attached documents will

be displayed.
Attachments (2)
4 . .
You will see your Project Issues e = = o e
Report by discipline displayed. Fire Alarm Plans PRI-8001577.pdf 12 M8 Uploaded Fire Alarm Plans.
Fire Permit Worksheet PRJ-8001577.pdf 18058 k8. Uploaded Fire Permit Worksheet
o Click the “Actions” drop-down —
Click “Download” and the selected
Project Issues Report will download
5 -]
Detail
, I Download I

| RECEIVED A “READY FOR RESUBMITTAL” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive an email for Recheck Required if there are corrections to be made to the plans or if
additional information is needed.

e Loginto your Online

e Development Permits  Code Enforcement  Short Term Rental
Permitting Account +or R
e Enter your username and Please Login :

Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login

passwo rd your user name and password i the box on tha right N
New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'l Password:

1 have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the - 1
status of pending activities, and more. —_—
mm —
[ Remember me on this computor

Pve forgotten my password
New Users: Register for 2n Account
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e Open the “Ready for Resubmittal” email

e C(lick a link to log in to your account and
update the project documents or
information

Apply for an Engineering Permit

Hello,
Please do not reply to this email, this mailbox is not monitored.

All review disciplines have completed their reviews for PRI-8005336. At this time, additional
documents and information are required to continue the review process.

Follow the steps below to upload the requested documents:

Login to your Online Permitting Account
Search and select the application number
Click on the Attachments tab

Add the required documents

IMPORTANT: Al required documents requested by all review disciplines must be uploaded
,ﬁr the same time. Incomplete submittals will result in review delays.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,
City of San Diego

Development Services Department

° SE|ECt the "DGVElOpment Homg Code Enforcement  Short Term Rental
Pe rm itS" ta b + Apply for a Permit Q. search for a Permit Application

Your records will display with the

current statuses.

packages” will filter only Project and Permit type records

m an alphabetical sort on that column. For example, click “Application Name” {0 sort records by Application Name in ascending order

e C(Click on the blue PR} link of the S 170 1100 | i |

. ] Date Record Number Record Type Application Name Description Status
p roJ e Ct Approwal - Construction - Fire Pmt  Approval - Construction - Fire Pmt
TEam | sogeon sopro comam
01272021 PRI-8001528 Fire Standard-Fire 4250/05th tssued
oLnzE PHT-B001456 m::wlm:mn - Fire Pt {“:ml - Conﬂn;:zm“- Fire Pt Opanad
ouzroz PuT-B00147 Sopiont; Consiniaor s P's  Jppe Sl Corstietin - P e Openes
(] ovirzon PMT-8001498 m;a&d”"’“""" Pt m’g'm‘:;“l‘a’;m’ Fed Pk Opened
0L/12/2021 PRJ-8001525 Fire Standard-Fire:1222/01st Recheck Required
Your project information will load.
Record PRJ-8001577:
e C(Click the “Attachments” Tab
Record Status: Updates Required
Record Info Payments Attachments
Previously attached documents will
To upload attachments:
. 1. Click Add to start the process
be displayed. 3 ik o a1 i
The maximum file size allowed is 400 MB.
. types to upload.
° Cl |Ck on “Add Attach ment" are disallowed file types to upload.
Attachments (2)
‘ ‘Actions ¥ ‘ Fire Alarm Plans PRI-8001577.pdf L2MB Uploaded Fire Alarm Plans

== Fire Permit Worksheet PRI-8001577.pdf 189.58 kB Uploaded Fire Permit Waorks|
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Select ‘Choose File’ and
drag/drop or search your files
to attach them

Click Type’ drop-down and
select file type

Provide a brief description of
the document

Click the Submit button

***|f submitting Applicant Response
to Issues, upload requested
documents. If the responses are for
more than one discipline, combine
responses into one PDF file for
upload***

Tips:

If you have any items to
submit that were not
requested, upload them first.
When your resubmittal
contains all the required
documents, the Add button
will disappear.

The documents will be validated by
Scout and be uploaded to the project
record (PRJ)

Apply for an Engineering Permit

New Attachment X

Mew Attachment
Choose File | No file chosen
Type

--Select-- v

Description Enter a brief

description of the

document

] Fire Alarm Plans PRI-8001577.pcf 12M8 Uploaded Fire Alarm Plans
= Fire Permit Worksheet PR)-8001577.pdf 180.58 k8 Uploaded Fire Permit Worksheet

=) Fire Alarm Specs PRI-8001577.pdf 714748 Uploaded Fire Alarm Specs
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| RECEIVED A “FINAL VERSION SIGNED OFF” EMAIL. WHAT DO | DO NEXT?

The application is now in queue for Home DSD Code Enforcement
issuance. Refer to the Permit + Create an Application X Search Applications
Application Processing Timeline for Record PRO-104B641: T
current issuance timelines. recara St Reviows Complate
Record Info Payments
IMPORTANT: All the must be at the same time. Incomplete submittals will result in review delays.

Follow the below steps to upload the requested documents:

Click on "Add Attachment”

Click on "Choose File" and add the document

Select the correct document type from the dropdown and click on "Submit". For example, if the requested document is "Sign Plans” - select "Sign
Plans” from the "Type" dropdown.

Once you click "Submit”, wait for the page to reload confirming the document upload. Please do not try to refresh the page during this process.

Repeat the above steps to upload all the requested Once all the documents are the "Add Attachment” will
disappear automatically.
If the "Add Attachment” button doesn't disappear, that confirms that you have not i all the

We offer appointments for issuance

of certain app“cation types. Permit Issuance (For Projects Signed Off by All Reviewers.) e

» Toschedule an Permit Issuance: Building Permit - With Plans

appointment, click here. o . ‘
1 If the permit was issued prior to the Virtual Book Now
Appointment, please remember to cancel the

appointment. If your appointment is no longer
required, staff will automatically cancel it.

© 45 minutes

| RECEIVED A “REVIEW COMPLETE/PERMIT READY FOR PAYMENT” EMAIL. HOW DO | PAY MY
INVOICE?

e Loginto your Online oo

Permits Code Short Term Rental
Permitting Account
Please Login g
° Ente r yo ur username a nd Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
your user name and password in the box on the right Uker Narne orE=rhait
1 password New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simplo steps and you'l Password:

have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
status of pending activities. and more

[} Remenmber me on this computer
Pve forgotten my password
New Users: Register for 2n Account

Register Now »
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Open the “Approved” email

e Click on the email link that
says “Online Permitting
Acccount” to login to your
account and upload
documents

Click on “Development Permits” tab.

e Select the record listed in the
email

OR

Scroll down to the search field for
Records

¢ Input the PR into the General
Search in this format:
PRJ-1234567

Apply for an Engineering Permit

Hello

Please do not reply to this email, this mailbox is not monitored.

Information Only:

Great News! The final version of the plans has been signed off by all review disciplines.

The application is now in queus for issuance with the exception of engineering permits, please
refer to items in red below.

Refer to the Permit Application Processing Timeline for current issuance timelines. We offer
appointments for issuance of certain application types. To schedule an appointment, click here.

For Engineering permits:

+  D-Sheet drawings have been forwarded to the Deputy City Engineer queue for audit and
signature. Discrepancies found in the audit may result in additional review cycles. Once
the drawings are signed, they will be sent to issuance staff to start the pre-issuance
process. All City Engineer audits, and engineering permit pre-issuance reviews are
processed in the order received.

B, C or U-Sheet drawings have been forwarded to the Deputy City Land Surveyor for
audit and signature. The associated project document(s) will then be sent to the County of
San Diego for recordation.

Applications will be pre-screened by issuance staff If additional scope changes, issuance
documents, or plan check fees are required, you will be notified.

If no additional information is required, a final invoice will be sent to you via email. Once
the invoice is paid your application/permit will be issued.

The progress of your application can be tracked through y 1r Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

Thank you,
City of San Diego
Development Services Department

Home QRETEGLIGEGIENGIEE Code Enforcement  Short Term Rental

ir Apply for a Permit Q Search for a Permit Application

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen

To sort the table below, click the column name to perform an alphabetical sort on that column. F
again to sort in descending order (Z-A).

Showing 1-10 of 100+ | Download results | Add to collection

] Date Record Number Record Type
02/16/2021 PRJ-1004641 e
] o21s/2021 PMT-3004537 A o
Record Type: Record Status:
--Selact-- - --Gelact-- -
Record Number: () Project Name:

Add the Project
number (PRJ-XXXXXX)

26
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Verify that the record has the status:

Approved Upon Final Payment. Record PMT- SN

Approval - Construction - Electrical Pmt - PV Combo

4 e Select “Payments” tab

Record Status: Approved Upon Final Payment
e Then, select “Fees”

Record Info Payments

Fees

Click on “Pay Fees"”

Outstanding:
Date Invoice Number Amount
5 01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00
01/12/2018 617932 $179.00

Total outstanding fees: $441.00

The following screen will load.

Home EOEVEELIGENIEIGIEY Code Enforcement  Short Term Rental

e Follow instructions to pay + ApplyforaPemit  \Search fora Permit Applcation

Listed below are the fees based upon the information you've entered. The following screen will display your total fees.

6 Fees

Fees Qty. Amount |
Records-No Plan Permits/Other 1 520.00
PVS-Template SDU/DUP/TH (1) 1 $242.00
PVs-Template SDU/DUP/TH (P) 1 $179.00

TOTAL FEES: $441.00

Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “ISSUANCE CHECKLIST REQUESTED"” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive a Recheck Required email if there are corrections to be made to the plans or if additional
information is needed.

e Loginto your Online
Permitting Account

m Development Permits Code Enforcement  Short Term Rental

Please Login .
L J Ente r yO ur username a nd Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Login
your user name and password in the box on the right. Usor Narne oF E-rslE
password
New Users
1 1f you are a naw user you may register for a free Citizen Access account. It only takes a few simple steps and you'l Password:

have the added benefits of seeing a complete history of applications, access Lo invoices and receipts, checking on the
status of pending activities, and more.

L) Remember me on this computer
Pve forgotten my password
New Users: Register for an Account

Register Now »
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Hello,

e Open the “Issuance Checklist

. " .
Req uired” email. Plan check for PRJ-8005336 has been completed. There may be fing plan check fees that must be paid

H H H prior to uploading the requested Issuance Checklist Items shown on the attachment for permit issuance
e Click on a link to login to your
For any outstanding fees, refer to the attached Invoice. Documents cannot be uploaded until outstanding plan

account and submit check fees are paid.

Follow the steps below to upload the requested documents:
documents P Pload the req

Please do not reply to this email, this mailbox is not monitored.

Login to your Online Permitting Account
Search and select the application number
Pay outstanding fees (if applicable)
Click on the Attachments tab

Upload the requested documents

NOTE: The Inspection Contact listed on the Form DS}-345 (Project Contacts Information) must have an ACA
registered account to schedule inspections. Click the following link Online Permitting Account to register.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help upleading, contact 619-446-5000

Thank You,

City of San Diego

Development Services Department

e Select the “Development
Permits” tab

Hom¢ TR ELIEST HEl [Code Enforcement  Short Term Rental

ot Apply for a Permit Q. search for a Permit Application

Your records will display with the
current statuses. 6 e o 5 i e i oo

O that colsmn, For exsmpie, <lick "ABPICation NSmME 10 S0rt FECords by Application

e Click on the blue PR] link of the
pI’Oject Showing 6170 of 100+ | Dowrioad res

] Dae Record Number Record Type Application Name Description Status

T-800148 Approval - Construction - Fire Pt Approval - Construction - Fire Pmt s

ou12/2021 PMT-8001453 2y ot Opened

ou12/2021 PRI-8001528 Fire Standard-Fire:4250/05th ssued

ey Approvs! - Construction - Fire Pt Approvs! - Construction - Fire Pt o

oui2i2021 PMT-8001496 ks oo sy Gpened

=l p g Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt i

] owzie0n PHT-8001457 i . by bt Opened

Todva Approval - Construction - Fire Pt Approwal - Comstruction - Fire Pt o

i kil - Underground - Underground-1222/015t Qpened
(1 ouzeoan PRJ-8001525 Fire Stanaad-Fire:1222/015t Recheck Required

Your project information will load.

e Click the “Attachments” Tab RecOV NS -SO03580;

Building Construction

Record Status: Issuance Checklist Requested

Record Info Payments Attachments
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Previously attached documents will
be displayed.

e Click “Add Attachment”

e Select “Choose File” and
drag/drop or search your files
to attach them

e Click “Type"” drop-down and
select file type

e Provide a brief description of
the document

e Click the Submit button

Repeat until all requested documents
have been uploaded

The documents will be validated by
Scout and be uploaded to the project
record (PRJ)

Tip: When your resubmittal contains
all the required documents, the Add
button will disappear.

Apply for an Engineering Permit

To upload attachments:

1. Click Add to start the process

2. Click Add for each file to upload
The maximum file sze allovied is 400 MB,

types to upload.

ip are disallowed file types to upload.

Attachments (2)

Fire Alarm Plans PRI-8001577.pdf 12 M8

Fire Permit Worksheet PRI-8001577.pdf 180.58 k8

New Attachment

Mew Attachment

Choose File | Mo file chosen

Type

--Select--

Description

Enter a brief
description of the

document

Close

To upload attachments:
1. Click Add to start the process

2. Click Add for each file to upload
The maximum fl size allowed is 400 MB.

Uploaded

Uploaded

Fire Alarm Plans

Fire Permit Works

types to upload.

diallowed file types to upload.

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)

Fire Alarm Plans PRI-8001577.pdf 12M8 Uploaded
Fire Permit Worksheet PRI-8001577.pdf 189.58 k8 Uploaded
Fire Alarm Specs PRI-8001577.pdf 37147 kB Uploaded

Fire Alarm Plans

Fire Permit Worksheet

Fire Alarm Specs
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PERMIT STATUS IS “ISSUED.” HOW DO | DOWNLOAD MY APPROVED PLANS?

e Loginto your Online
Permitting Account

m Development Permits Code Enforcement  Short Term Rental

Please Login s
b Ente r yo u r userna me a nd Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Logm
your user name and password in the box on the right. User Name or E-mail:
password
New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and youll Password:

have the added benefits of seeing 3 complete history of applications, access to invoices and receipts, checking on the
status of pending activities, and more.

) Remember me on this computer
fve forgotten my password
New Users: Register for an Account

Register Now »

e Select the “Development :
. Hom Development Permits ode Enforcement Short Term Rental
Permits” tab

2
T Apply for a Permit Q search for a Permit Application
Your records will be displayed T—— S -
. ) owsmoa  purscoiszs Approral - Corstnuction - Fire Pt Approval - Consinuction - Fire Pmt tsaed
3 e Select the PRJ record you wish Pp— i —— o
to print by clicking on the blue 0 asma __ ccom o Gomenchnge: e
Iin k []  owzsmzoz1 Building C ion Change Construc =l In Review
The record details will be displayed
e Click the “Attachments” Tab Record PRJ-8003204:
A Building Construction

Record Status: Issued

Record Info Payments Attachments.

The attachments for this project will
be displayed.

|
5 Status will be “Approved”

Euwilding Construction Plans - [ssued PRI-5003204.pdf 553 MBE

Euwilding Construction Plans Vel 2 - Issued PRI-8003204,pdf 165,33 ME

Attachments (5] Approved or Reviewer Issues (2)
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The document name will contain the

- Building Construction Plans - Issusd PRI-B003204,
word “Issued” : .

¢ Click on the Actions drop- Detail \g Construction Plans Vi, 2 - Issued PRI-8003204,
down and click “Download” Download h

HOW DO | SCHEDULE INSPECTIONS?

e Loginto your Online oo

Permits Code Short Term Rental
Permitting Account
Please Login 5
° Ente r yO ur username a nd Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter Login
your user name and password in the box on the right. User Name or E-mail:

pass o d New Users
1 17 you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, sccess to invoices and receipts, checking on the ]
status of pending activities. and more.

Login »
Register Now »
1) Remember me on this computer
I've forgotten my passiwora
New Users: Register for an Account
: u " Showing 1-10 of 100+ | Download resuits | Add to collection
e Click on “My Records” and
J Date Record Number Record Type Application Name Description Status.
your records will be displayed 5 wopem e = F— —
2 [ ovzrzon PMT-8001657 it R - v Issued
Approval - Construction - Fire Pt Approval - Construction - Fire Pmt
O ouzrzozn PMT-8001698 omel Cor B e Issued
[ owuzsizozt PRI-8001673 Fire Standard-Fire:101/Ash Issued
[0 owesrzo21 PMT-8001628 Approwal - Construction - Fire Pmt f"gﬁ;gﬁ”g““““ - Fire Pmt Issued
¢ Click on the permit number Showing 110 0¢100.+ | Dosradresis | Addoclcin
H H Date. Record Number Record Type Application Name Description Status
for which you would like to .

; . ] ovzzzozt PRI-8001732 Fire Standard-Fire:1222/01t ssued

3 schedule inspection. oo o ovonter sy Conmcton- aceme gt Consmen e .

ow27/2021 PMT-8001698 Approval | orstruction - FreFmt - Approval H‘?ﬂ“&g}g"'x‘ HE=PE Issued

The status must be “Issued” to
schedule an inspection.

OO0 DO

01/25/2021 PRJ-8001673 Fire Standard-Fire:101/Ash Issued
. Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
01/25/2021 PMT-8001628 o Calarm 1017Ash - Issued
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Click on “Record Info” button for
drop-down options

e Click on “Inspections”

The inspections screen will appear,
showing upcoming and completed
inspections.

e Click on the “Actions” link of
the inspection you would like
to schedule

e Click on the “Schedule” link

Apply for an Engineering Permit

Record PMT-8001628:

Approval - Construction - Fire Pmt - Alarm

Record Status: Issued
Expiration Date: 01/25/2021

Record Info Payments Conditions o Attachments

Record Info

Record Details
Processing Status
Related Records

Inspections

Please Note: Combination - Disconnect Reconnect Inspection type needs to
an "Electrical” upgrade(s)/replacement(s)

Upcoming (2)

Schedule an Inspection

Click the link above to schedule one.

TBD Pending Elect-Fire Alarm-Final (3) Tenant Improvement (18517181) Actions w
Inspector: unassigned View Details
01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180) Schedule
Inspector: John Bayliss

Completed

There are no completed inspections on this record.

Actions v

View Details
Sehedule
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¢ Click on the date you would
like the inspection. It must be
a future date, not same day.

e Then, click on the “All Day”
radio button and finally click
“Continue”

The following screen will be
displayed. If needed, click on ‘Change
contact’ to enter a new person for the
inspector to contact.

If no changes are needed, click on
“Continue”

The following screen will be
displayed. Review the information
and if correct then click “Finish.”

If not correct, then click ‘Back’ and
you can edit the information or click
‘Cancel’ to begin the process from the
start.

Include any additional notes for the
inspector here.

Apply for an Engineering Permit

Schedule/Request an Inspection x
calendar below:
Jan 2021 Feb 2021 Mar 2021
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Ti
1 2 1 2 3 4 5 6 1 2 3 4
3 4 5 6 7 8 9 7 8 9 10 11 12 13 7 8 9% 10 11
10 11 12 13 14 15 16 14 15 16 17 18 19 20 14 15 16 17 1§
17 18 19 20 21 22 23 21 22 23 24 25 26 27 21 22 23 24 2
24 25 26 27 28 29 30 28 28 29 30 31
31
« Prev
O All Day
Cancel
Schedule/Request an Inspection X

Inspection type: Elect-Fire Alarm-Final (3) Tenant Improvement
Location and Contact
Verify whether the location and contact person for the selected inspection are correct.

Location
101 Ash St

Contact
DONNA D'ORSI
8586272013

Change Contact v

Back Cancel

Schedule/Request an Inspection X
Confirm Your Selection

Please confirm the details below and click the Finish button to schedule the inspection.

Elect-Fire Alarm-Final (3) Tenant Improvement
01/28/2021
101 Ash St

DONNA D'ORSI 8586272013

Include Additional Notes

Back Cancel
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e Click "Continue” Click the link above to schedule one.
TBD Pending Elect-Fire Alarm-Final (3) Tenant Improvement (18517181) Actions w
Inspector: unassigned
You will be returned to the | 01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180) | Actions ¥
1 1 Inspector: John Bayliss
Inspections screen where you can
confirm that the inspection was Completed

properly scheduled.

There are no completed inspections on this record.

| RECEIVED A “PENDING INVOICE PAYMENT” EMAIL FOR MY CONSTRUCTION CHANGE. HOW DO |
PAY?

e Loginto your Online
Permitting Account by

m Development Permits Code Enforcement  Short Term Rental

entering your username and Please Login : ) Login
Many online services offered by the Agency require login for security reasons.If you are an existing user. please enter
password and then CI|Ck|ng on your user name and password in the box on the right, e
. New U
the LOgI n b utton. Ilyiuwam ::::m- you may register for a free Citizan Access account. It only takas a few simple steps and youll Fet
1 have the added benefits of seeing a comalete history of applications, access t invoices and receipts. checking on the

status of pending activities, and more. —
=3

(] Remember me on this computer
Fve forgotten my password
New Users: Register for an Account

Register Now »

e Click a link to log in to your account Hello,

and make a payme nt Please do not reply to this email, this mailbox is not monitored.

Pre-Screen for PRJ-8005336 has been completed and an invoice with initial plan check fees is
attached.

Follow the steps below to pay the outstanding fees:

Login to your Online Permitting Account
Search and select the application number
Click on the Payments tab

Pay the outstanding fees

2 After we receive payment, your project will be Deemed Complete and the Project Review will
begin.

NOTE: For CIP projects paying through Inter Office Transfer using SAP system, email your
DSD Project Manager to coordinate the payment.

The progress of your application can be tracked through your Online Permitting Account
For questions about your user account or help uploading, contact 619-446-5000

[Thank You,

City of San Diego

Development Services Department
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Your record will be displayed Record CC-8001682:

L aymens a0 Building Construction Change

3 Record Status: Pending Invoice Payment

Record Info Payments - Attachments

‘ Fees

e Click on “Pay Fees”

Qutstanding:
Date Invoice Number Amount
4 01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00
01/12/2018 617932 §179.00

Total outstanding fees: $441.00

Fees

The following screen will load. = = P
Hriy-DSD Rvw Fire Plan Proj 1 521793
o Click Continue Application and o ———

Note: This does not include additional inspection fees which may be assessed later.

[e==a]

5 follow instructions to pay.

HOW DO | DOWNLOAD APPROVED PLANS FOR MY CONSTRUCTION CHANGE?

e Loginto your Online

Pe rm itti ng ACCO u nt by m Development Permits Code Enforcement  Short Term Rental
enterlng your username and Please Login :
. . Many online services offered by the Agency require lagin for security reasons. If you are an existing user. please enter Login
password and then clicking on your s e and password i th b on theright User Name or E-mait:
H New Users
1 the I—Ogl n b Utto n . If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of sseing 3 complete history of applications, access to invoices and receipts, checking on the
status of pending activities. and more.
Register Now »
() Remember me on this computer

I've forgotten my password
New Users: Register for an Account
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Development

SD} Services

e Select the “Development
Permits” tab

Your records will be displayed

Hom% I:ode Enforcement Short Term Rental

Apply for an Engineering Permit

Rev. 8/19/2022

i Apply for a Permit Q search for a Permit Application

e Select the record you wish to
print by clicking on the blue
link

0O000oo

o01/25/2021 PRI-8001673

01/25/2021 PMT-8001628

01/25/2021 PMT-8001629

01/25/2021 (CC-8001682

Fire Standard-Fire:101/Ash Issued

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt lssued
- Alarm - Alarm-101/sh

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt —
- Alarm - Alarm:101/Ash

. Construction Change - PRJ-
Building Construction Change rrits

hange - PRI-

01/25/2021 CC-8001693

. c i
Building Censtruction Change =

The record details will be displayed
e Click the “Attachments” Tab

Record CC-8001682:

Building Construction Change

Record Status: In Review

Record Info

Payments I Attachments

o Click the “Approved or Reviewer
Issues” tab

The attachments for this CC project will
be displayed

e Click on the Actions drop-down and
click “Download”

Attachments (1)

Approved or Reviewer Issuwes (1)

Building Construction Plans - Issued CC-8003502,pdf

Attachments (1} Approved or Reviewer Issues (1)
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HOW DO | PRINT AN APPROVAL REPORT AND INVOICE REPORT?

APPROVAL REPORT

m Development Permits  Code Enforcement  Short Term Rental
e Loginto your Online
Please Login n
Pe rm |tt| ng ACCO u nt Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter Log

your user name and password in the box on the right

User Name or E-mail:

e Enter your username and New Users
1 If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
asswo rd have the added benefits of seeing a complete history of applications, access to invoices and receipts, checking on the
p status of pending activities. and more.

[} Remember me on this computer
I've forgotien my password
New Users: Register for 2n Account

Register Now »

e Click on the Development

Permits tab and your records Homi Development Permits kode Enforcement Short Term Rental
will be displayed

& Apply for a Permit Q search for a Permit Application

° CI |ck on th e PMT yo u W|sh to Jop— Approval - Construction - Fire Approval - Construction - Fire —

Pmt - Underground Pmt - Underground-1222/01st

3 p rl nt th e Ap p rova | Re po I’t fo r 01/29/2021 PRJ-8001760 Fire Standard-Fire:1222/01st Issued

01/28/2021 PRJ-8001754 Fire Standard-Fire:1650/08th In Queue

The selected record will be displayed Record PMT-8001710:

Approval - Construction - Fire Pmt - Underground

4 Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments Attachments

e Click on the “Reports” drop-down menu
e Select “Approval”

Announcements  Logged in as:Donna 0'Orsl Collections (0] Account Management  Logout

Hame W Code Enforcement  Short Term Rental

+ Apply for a Permit Q. search for a Permit Application

Record PMT-3056699: Add to collection
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A pop-up window will open. Make Please input report parameter(s):
sure that the correct permit number
appears, if not, enter the correct *Approval ID:
permit number. PMT-20566593
e Click on “Submit”

INVOICE REPORT

m Development Permits Code Enforcement  Short Term Rental

e Loginto your Online S _
. . Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter L°gm
Permitting Account yout usos rame and pasword i he b onthe gt User Name or E-mat:
New Users
® Ente r yo u r userna me a nd If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll Password:
have the added benefits of seeing a complete history of applications, access Lo invoices and receipts, checking on the .
passwo rd status of panding sctvties, and more

[ Remember me on this computer
I've forgotten my password
New Users: Register for an Account

e Click on Development Permits

and your records will be Homi Development Permits tode Enforcement Short Term Rental
displayed

r Apply for a Permit Q search for a Permit Application

i i Approval - Construction - Fire
L(.Jcate your record in the list 01/28/2021 PMT-8001710 Pmt - Underground
displayed. )
01/28/2021 PRJ-8001747 Fire
e Click on the blue link to select - .
01/28/2021 CC-8001745 Building Construction Change
that record
01/28/2021 CC-8001742 Building Construction Change

01/2772021 PRJ-8001732 Fire
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Development
Services

SDY
e To generate the Invoice report,

click on the “Payments” Tab
and then on “Fees”

Make note of the invoice number

e Click on the “Reports” drop
down
e Select “Invoice”

A pop-up window will open. Make
sure that the correct invoice number
appears. If not, enter the invoice
number.

e Click on Submit

¢ Invoice of Permit or Project
will be displayed in PDF
format.

Apply for an Engineering Permit

Rev. 8/19/2022

Record PMT-8001719:

Record Status: Issued
Expiration Date: 01/29/2021

Record Info

B Fer

Approval - Construction - Fire Pm

Payments - Attachments

Record Info Payments

Paid:

Date Invoice Number
01/29/2021 80992

Total paid fees: $599.34

Attachments

Amount
559934

‘Announcements Logged in as:Donna D'Orsi Collections {O)I Reports (2) Vl Account Management Logout

* Invoice Number:

Please input report parameter(s):

| 81183

=3 3
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APPENDIX A - WORKFLOW/RECORD STATUS MAPPING AND DEFINITIONS

Task Name

Pre-Screen
Pre-Screen
Pre-Screen
Pre-Screen
Pre-Screen

Pre-Screen

Pre-Screen

Project Review

Project Review
Project Review
Project Review
Project Review
Issuance
Issuance

Issuance

Issuance

Issuance

Issuance

In Queue

In Process
Updates Required
Resubmitted
Route to EPR

Documents Routed to EPR

Pending Invoice Payment

In Review

Recheck Required

Final version submitted
Review Complete
Ready for Issuance

In Progress

Updates Required

Resubmitted

Approved Upon Final
Payment

Approved Upon Final
Payment

Closed

In Queue
Pre-Screen
Updates Required
Resubmitted
Pre-Screen

Pre-Screen

Application Pending Payment

In Review

In Review

In Review

In Review

Review Phase Complete
Review Phase Complete
Issuance Checklist Requested

Issuance Checklist Submitted

Approved Upon Final Payment

Issued (When all Permits are set

to Issued)

Closed (When all Permits are set

to Closed)

Initial submittal from applicant

The Pre-Screen process has been started by staff and a due date is set

Staff determines during Pre-Screen that the applicant's submission is incomplete
The applicant has submitted any additional documents requested during Pre-Screen
Staff has routed the applicable documents to EPR for plan review (e.g. plans)

System confirmation that documents have been routed to EPR for plan review

Staff has deemed the submission complete, assessed fees for plan check, and the
project is ready for review

The status of the project review until all disciplines sign-off and the project is ready for
issuance

Reviewer has requested a resubmittal of documents and/or information

The final version will be reviewed by all disciplines

The project review has completed and requires one last assessment by issuance staff
The review phase can be closed out and the project is ready for issuance

Permit issuance is in progress

Issuance Checklist items are needed prior to permit issuance

Issuance Checklist items have been resubmitted by the applicant

Staff has confirmed that all required documents are present, approved plans are
available in Accela, and all required fees have been assessed at both the project level
and the permit level

Inspection invoice(s) will be sent to customer. When all fees are paid, permit is issued.

The record is closed. Any changes to the building construction plans require a
construction change application.



Development Apply for an Engineering Permit

SDJ Services

Sheet Numbering
Please make sure your sheet numbers are located in the bottom right corner of your plans. Use the designated
templates or follow sheet numbering styles to ensure the timely processing of reviews.

File Size
The max size of each file you can upload cannot exceed 200MB. File sizes larger than 200MB will be rejected.

FIX: Return to the source document and create PDF files that are below the file size limitation.

Page Size
PDF files with page sizes 8.5- by 11-inches are accepted for DSD-approved fillable documents and required
reports. However, plans must be at minimum 11- by 17-inches and a maximum of 36- by 48-inches.

FIX: Return to the source document and change the paper size to meet the requirements.

Page Orientation

Having a mix of paper sizes and orientations is not a problem, as orientation issues will not prevent the file from
being accepted. However, this will generate more difficult reviewing conditions for review teams. A warning will
pop-up if different orientations are found to help you research whether any pages are upside down or improperly
oriented.

FIX: Verify that pages are not upside down or improperly oriented.

Password Protection
Files must not be password protected. If the PDF cannot be opened, the file will be rejected.

FIX: Remove the password protection to allow users to open the PDF.

Annotations and Comments
An annotation is any ‘object’ that appears in the Adobe Reader ‘Comment’ panel. It could be a ‘comment’ or
‘stamp’ or font issue like SHX Text from AutoCad.

FIX: To remove annotations in a PDF, use the print to PDF option. This process eliminates annotations by
“flattening” the PDF.


https://www.sandiego.gov/development-services/forms-publications/design-guidelines-templates
https://www.sandiego.gov/development-services/forms-publications/design-guidelines-templates
http://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
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