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City of Santa Clara Fire Department 
Community Risk Reduction Division 
1675 Lincoln Street, Santa Clara, CA 95050 • (408) 615-4970 

 
 

 

CONSTRUCTION PERMIT APPLICATION CHECKLIST 
 

 

□ A Permit Application has been uploaded into Accela. 

 

□ The “Applicant” in the permit application is the responsible design professional leading the 

design/installation (e.g., Architecture, Engineer, General Contractor, Design Professional), not the 

owner, owner representative, or tenant. 

 

□ The permit type chosen on the permit application is the correct permit type for the scope of work. 

 

□ All permit application sections have been completed (e.g., Building Permit #, Signatures, Dates, License 

Information, and Worker’s Compensation Declaration). 

 

□ Licensed design professional (e.g., architect/engineer, or design professional) stamps and signatures 

have been provided on each sheet as required).  

 

□ License design professional information is current. 

 

□ If there are multiple design professionals, each must stamp and sign their discipline. 

 

□ Drawings provided for reference only shall be stamped “Reference Only.” 

 

□ Accela file naming conventions for files being uploaded are followed. 

□ Digital documents should be PDF or PDF/A, compatible with Adobe Acrobat Version 9.0 or 

higher. Documents are flattened in the drawing layers in your CAD program before creating 
the PDF.  

□ Pages are straight and clear with no streaks; sheets must be contrasting with the background 

and not too light or dark.  

□ Text in PDF files is searchable. 

□ PDF files are set as “unsecured” on the security setting, so the plan reviewer may mark the 

document or create notes. 

□ Plans are uploaded as a single combined multipage file.  

□ Plans must be generated on a fixed scale, such as 1/4 to 1’, 1/8” to 1’, 1” to 50’, etc. Each 

sheet must have a scale bar for each scale used on its respective sheet.  
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□ When more than one scale is used on a sheet, an independent scale must accompany the 

relevant detail. 
 

□ Plans must be in landscape orientation with a uniform page position for all files in the 

submittal. 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

□ Drawing layers are clean and purged of all extraneous layers. 

 

□ Previously approved plans have not been stamped over (recycled). 

□ Google Maps photos (or similar) are not being utilized as plan sheets. 

□ Fees have been paid. 

 

 

 


