Santa Clara Fire Department
COMMUNITY RISK REDUCTION DIVISION

1675 Lincoln Street, Santa Clara, CA 95050
PHONE: (408) 615-4970 « Fax: (408) 241-3006

2022-2023 Fire Permit & Inspection Request Guidelines )

FIRE PERMIT APPLICATIONS
Effective immediately, our process for submitting a Fire Permit Application is as follows:

ELECTRONIC SUBMITTALS are required.
1. Please provide the following documentation when applying for a NEW PERMIT:
+ Permit Application (download here)
« Plans or Drawings and any supporting documentation provided in an electronic format
2. Please DO NOT ZIP all files together for submission — this is different from our previous requirements. Each file (ie.

application, plan set, calculations,) must be uploaded separately. Please see the Plan Submission Guidelines for more
information.

3. Please use this link to access the Permitting Online Portal. Do not email your files unless specifically requested by
our staff.

4. You must create an online account in our Permitting Online Portal to submit a permit application. To create an online
account, please use the REGISTER FOR AN ACCOUNT link in the upper right. When you are creating your account,
please have all contact information ready. Please note that the account holder will be considered the APPLICANT for this
permit. All correspondence will go to the APPLICANT. You may add additional APPLICANTS if needed. Once you have
created an online account, go to step 5. If you do not create an account, you may search existing permits but may not apply
for one. You only need to create an account once — you do not need to create a new account for every permit application.

5. To start the application process, log into your Permitting Online Portal account, choose FIRE from the top menu, then
choose CREATE AN APPLICATION. Follow the instructions on screen and upload the required files - including a
completed Permit Application. When entering the address, only enter the Street # and Street Name before clicking Search
(eg. 1234 Main). You may complete the online application or you may save it and finish later. Once you have submitted the
online application, the system will assign you an FIR number (FIR2X-XXXX). This does NOT mean your permit has been
issued. It is only the number assigned to your permit application. You will need this number to check the status of your
application, pay applicable fees, or to schedule inspections once your permit has been issued.

6. Once we have processed the online application and invoiced the appropriate fees, the APPLICANT will receive an email
invoice with a link to pay the fees online. ONLINE PAYMENT IS OUR PREFERRED PAYMENT METHOD. If fees
cannot be paid online, please email FPFrontDesk@santaclaraca.gov to make other payment arrangements and include the
FIR number.

7. After plan review is complete, the APPLICANT will receive an email letting them know if the permit has been approved or
if a resubmittal is required. Please make sure that the email address listed in the account or provided on the permit
application is correct. Approved plans and other supporting documentation can be found in your Permitting Online Portal
account.

8. If you have any questions regarding your permit application or the process, please email FPFrontDesk@santaclaraca.gov
and we will answer your questions or refer you to someone who can. We are trying to respond to all emails within 24 hrs.

9. OVER THE COUNTER PLAN REVIEW is on indefinite hold.

10. OVERTIME PLAN REVIEW is available, but is not guaranteed. You may apply for OT Plan Review here. You will

be notified by email if we are able to accommodate your request.
FIRE PERMIT PLAN REVIEW RESUBMITTALS:
Effective immediately, our process for plan resubmittals is as follows:

1. You will be notified by the Plan Reviewer if a resubmittal is required. Log into your Permitting Online Portal account to
upload all resubmittal documents. There is a fee required for each resubmittal. These fees will be automatically invoiced and
are payable through the Permitting Online Portal. The fees must be paid before the plan review process can resume.

FIRE PERMIT INSPECTIONS
Effective immediately, our process for requesting an inspection is as follows:

1. To schedule a construction inspection, log into the Permitting Online Portal and click the SCHEDULE AN INSPECTION
LINK, then choose the permit you wish to schedule for. Click the green Schedule or Request an Inspection text
then select the date and time window you want. You may change the inspection contact at this time if you wish. Make sure
all the information is correct, then click FINISH to schedule your inspection.

2. OVERTIME INSPECTIONS are AVAILABLE, but are not guaranteed. Overtime inspections are only performed
prior to and after the regular workday and are subject to inspector availability. You may apply for OT Inspection here.

If you have any questions, please contact FPFrontDesk@santaclaraca.gov by email
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