City of Community Development Department
Santa Clara Planning Division

The Center of What's Possible

Permitting Online Portal: Planning User Guide
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Getting Started

The Permitting Online Portal (POP) is the City’s online permitting system that allows
Santa Clara residents and businesses to apply for permits. The POP allows you to
submit permit applications, check permit status, pay fees, upload and download
documents and schedule inspections. The POP is available 24 hours a day, 7 days a
week at your convenience. (There may be instances when the site is down for
maintenance or updates, or availability is limited, but notice or communication will be
provided in advance.)

The Permit Assistant, a user-friendly tool that helps you identify the right permit for your
project, is an enhancement to the POP. It provides instructions and required forms, as
you go through the application process.

Browser Requirements

Compatible browsers for POP include Google Chrome, Microsoft Edge, Apple Safari,
and Mozilla Firefox browsers. Set your browser to allow pop-ups from this site.

Create an Account

1. Go to SantaClaraCa.gov/Permits

2. On the right side of the home page, click on Register.
3. Fill out the Login Information form with Account Details.
4. Read the Terms of Service and check the box. Then click Continue.

Permitting Online Login Information
Portal

Step 1 of 2: Account Details

Login

USERNAME:*

ssssssss

B ! have read, understand, and agree to the Terms of
service B
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5. Fill out Contact Details, using the same email as the
previous step. The Contact Type is automatically
completed for you. Then click Submit.

Login

You can perform basic searches without logging in.
However, you must log in to submit applications,
upload/download files, schedule inspections, and see
more search details for projects you are connected to.

1. Go to SantaClaraCa.gov/permits.

Click Login button on the right side of the screen.
Enter your email address or your username.
Type your password.

Click Sign In.

Al S\

Sign In
USERNAME OR EMAIL:*
PASSWORD:*

Forgot Password?

Remember me on this device

Not Registered?

CREATE AN ACCOUNT

Select Contact Type

Step 2 of 2: Contact Details

% Required Fields

FIRST:+

LAST=

NAME OF BUSINESS:
ADDRESS LINE 1:
CiTY:=

Py
COUNTRY:
United States
HOME PHONE:
WORK PHONE:
MOBILE PHONE:=

E-MAIL:=

Note: If you've forgotten your password, click on the Forgot Password? link and

you will be emailed a link to reset your password.
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View Your Records

To view your permit applications, log in to the Permitting Online Portal. From Account in
the top navigation, select My Records.

RESOURCES ACCOUNT

My Dashboard

My Records

ror—

. My Account

)l

Your records and status will display on a page grouped by department. Click the permit

number to view more details.

~ Planning

Showing 1-10 of 13 | Download results |

Record
[] Date Nurnber Record Type

[] o327026 26TMP-ooosew  Zoning

Clearance
. T Preliminary
L 0312302026  FREZE-00001 o icction
o e Zoning
(] 0212872026 PZC26-0000 Clearance

Description

Testing

Home Occupafions - fax

Address

1500 WARBURTON
AV, SANTA CLARA
CA 95050

JACKSOM 5T,
SANTACLARACA
25050

73 AV, SANTA

CLARA CA 95051

Status

Received

Received
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Search for Planning Permits or Land Use Entitlements with
Permit Assistant

1. From the home page, click on the Search for Permits
icon.

2. Each Department or Division has its own search
function.

3. Click on the Search [Dept] Permits to search the
relevant department.

4. If you are logged in, the list of permits your account is
connected to will display first. Scroll down to see the General Search fields.

Select your Department to search for a permit

ﬁ ’r’

Search Building Permits Search Planning Permits
Search Fire Permits Search Public Works Permits

5. In the General Search section, enter information in any of the available fields to
search.

Record

Dt Mt Recard Type Descriplion
11202025 N -— Planming Progect  Ouidoor sidewalk dining
M2Wz2025 M L Planning Progect  Minor senendmend
M202025 M2 = Planning Progect  Archilscheral Reviss

a. Record Number in the format PLNxx-xxxxxx. You can search by the specific
record number.

b. Parcel No. must be formatted as xxx-xxx-xxxx (Example: 291-02-003)
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c. Start Date and End Dates will limit searches to that date range.

General Search

Record Number: Start Date: End Date:

01/01/1950 02/13/2026

Street No.: Street Type: Street Name: Direction: Unit No.:

From . T --Salact-- v —-Selact-- ¥

Parcel No.:

6. Search results display at the bottom of the screen below the General Search fields.
7. Click on the Record Number to see more details.
Note: Another search option in Permitting Online Portal, is to use the Global

Search feature in the top right Global Search bar to search permits. Search by
Permit Number, Parcel Number, or Address.

Global Search... Q
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Submitting a Planning Application

There are two ways you can submit a Planning application in the Permitting Online
Portal (POP).

e If you are new to using the POP, you can apply with the Permit Assistant, a user-
friendly tool to help guide you to the correct permit type and provides instructions
and required forms through the application process.

e |If you are already familiar with POP, you can apply directly without the Permit
Assistant, using the Planning department links from the top navigation under
Permits, or from the Apply for a Permit icon.

Apply with the Permit Assistant

1. Log in to POP.
2. Click on Apply for a Permit.

PERMITS INSPECTIONS RESOURCES ACCOUNT

Q

Search for Permits

-

For Return Customers Select Your Department

| Not sure? Use our Permit Assistant to help you

discover your permitting requirements. ﬁ ﬂ
Building Planning
A Permit Assistant 6 a
Fire Public Works

4. Enter a search term or phrase to describe your project in the search box and click
Submit. (Example: A search of “business license” will retrieve Zoning Clearance as
the permit type.)
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Welcome to the City of Santa Clara Permitting Online Portal

Enter 3-4 words about your project to help us guide you to the right permitting process. Please note that the Permit Assistant
will search the most common permit types. If you're not able to find the permit type you need, please reach out to the Permit
Center at permitcenter@santaclaraca.gov or 408-615-2420.

Search

business license] Submit

16/200

Zoning Clearance

Permit ensuring compliance with zoning regulations for a proposed project.

description of your project.

5. Select the most relevant type of permit from the search results that match the

Note: If you are seeking to submit a Planning permit and provide search terms,
take the first Planning-related permit from the result, which would be Planning

Project, Zoning Clearance or Preliminary Review.

6. A page with a map will display. Enter your street number and street name only or

the Parcel Number (APN). The auto-search dropdown displays the address. Click

on the address or the magnifying glass icon.

7. Click Continue.

Begin by searching for a parcel or address or by selecting  point on the map. Then click continue 1o proceed

1500 Warburton Ave X 1Q

1500 Warburton Avenue

»

8. Property information will display. Click Continue.
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Applying for a Planning Project with Permit Assistant

A Planning Project is for formal application types, including Architectural Reviews,
Condition Use Permits, Variance, Off-Site Parking Permits, Temporary Use Permits,

Rezones, and Significant Property Alteration Permits.

1. The Planning Project landing page will display with a list of Planning Project types to

select from. Make your selection.

2. Depending on the permit type, the Permit Assistant will either prepare your Project
Roadmap or ask a series of relevant questions to guide you through the application

process. Respond to the screen prompts for each step.

Note: At any time, you can go Back or Restart by clicking the buttons on the

bottom of page.

Types of Planning Projects

What would you like to do today?

New Construction/Demolition (50% or more as defined by City Code)

Addition & Alterations

Approval extension

Change in Property boundary (Subdivisions)

Historic

Signs

Tree Removal

Off Site Parking

Temporary Use or Special Events

Other

Planning Project

Planning Project (26 T A P Ol oy

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.
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Filling Out the Planning Application Process Online

Step 1: Work Location

Your address and APN and Owner information will self-populate. Verify the information

on the screen and click Continue Application.

Planning Project

1 Work Lecation 2 Project Info 3 Contacts 4 Project Data S Authorized Agent

Step 1:Work Location>Location
Ll

For best results please enter the Street # and Street Name ONLY and click Search. It is best to enter the first 3 characters of the Street Name followed by a % sign. .E "ABE
entered Street Number.

Street No.: Direction: Street Name: Street Type: Unit No:
—sdlec- v HOMESTERD o

“Parcel Number:

Owner Name: () Address Line 1

City: State: Zip:

Step 2: Project Information

1. Add one entitlement type by clicking on the Add a Row button under Entitlements.

Planning Project

Step 2:Project Info >Entitlement Type
Please add al least one eniflement fype by clicking on the add butfon
l

ENTITLEMENTS
Please add any additional applications such as Environmental Review (CEQA) here i applicable.

Showing 0-0 of 0

Entitiement Type Subtype Final Qutcome.
No records found.

1 Work Location 2 Project Info 3 Contacts 4 Project Data 5 Authorized Agent

6

7 8 9

3
*indicates a required field

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.
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Select only one entitlement type. Then click Next.

Select Entitiement Type Business Activity:
(selctanly one) ——
For assistance or to apply for Entitiement Type not listed below please contact us.

Entitiement Type
O Annexation
O Appeals
® Architectural Review
O Certificate of Compliance
@ Change to an Approved Project
O Development Agreement
O Environmental Review
O Flood Zone Verification
O General Pian Amendment

O Historical Review

I-LW‘“‘

<Prev 1 2 3 Next>

Select Subtype from the list and click Finish.

Select Subtype Business Activity:
(Select only one) |

Architectural Review
Subtype
Administrative Approval

ADU 1 JADU

New Development or Non-Single Family

O

O

(O Design Consultant Review
®

(O SB 35 Review

O

Single Family Going to DRH

Review the Entitlement Type and Subtype, click Submit.

ENTITLEMENTS

Please add any additional applications such as Environmental Review (CEQA) here if applicable.

“Entitlement Type: Subtype: Final Qutcome:
Architectural Review v Mew Development or Norw --Select--

In the Project Info screen, enter a detailed description of the project for which you're

applying for a permit. Click Continue Application.

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.
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Planning Project

1 Work Location 2 Project Info 3 Contacts 4 Project Data 5 Authorized Agent

Step 2:Project Info > Project Info
]

Detail Information

* Detailed Description:
Add a detailed description of your project here.|

[ mn e | | comm e |

Step 3: Contacts
Your contact information is pulled from your account. Review the Contact Information to
ensure it is correct.

! Important: Your account must be connected to the Planning (PLN) application to
upload/download files. If you did not submit the Planning application under your
account through the Permitting Online Portal, you must ask for your account to be
connected by City staff.

To request that your POP account be added to a Planning application, email the

Planning Division at Planning@santaclaraca.gov. Provide your full name,

Username, email address used when you created your Permitting Online Portal
Account number(s), and your role in the project(s).

Planning Project

1 Work Location 2 Project Info 3 Contacts 41

Step 3:Contacts > Contact Information
1

Applicant

After you submit this application, you can request to have additional contacts added to the permit. Email PermitCenter@SantaClaraCA.gov

with the permit #, their contact info, and their role on the project.
Contact Name
City of Santa Clara
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Step 4: Project Data

Fill out as much information in the project details as you can and click Continue

Application.

Planning Project

1 2 Project Info

Step 4:Project Data>Project Details
4

Custom Fields

¥ Contacts

4 Project Data

Project Information

*Type of Application:

*Is this application for a Zoning Verification Letter?:

*Existing Type of Use:

*Proposed Type of Use:

*This application is being submitted pursuant to:
Building Area:

Number of Buildings:

Gross Lot Area:

Hazardous Waste and Substances Site List:

Date of Hazardous Waste List:
Hazardous Waste Regulatory ID Number:

C3 Data Form Submitted:

Residential Information

Step 5: Authorized Agent

Review all the statements and check the boxes to agree. Click on Continue

Application.

Addition/Aleration
@® Yes () No
Commercial or Retail  *

Commercgial or Retail =

58 & - Local Planning, H™

o

Acr
[
(0) Yes (C) No
MM/DD/YYYY
() Yes () No

| cortumtpesin: |

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.
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Planning Project

1 2 3 Contacls 4 Project Data

Step 5:Authorized Agent>Authorized Agent
4

AUTHORIZED AGENT
Flease note that you will be required to upload a Property Cwner Authorization Form in the Documents step.
Flease review each statement and check the box to agree.

*1 am the property owner or authorized to act on behalf of the property owner:
*1 have read this application and the information | have provided is correct:
*1 agree to comply with all applicable City and County ordinances and State laws:

5 Authorized Agent

Step 6: Documents - Additional Materials

Acknowledge that you have read the requirements for additional materials by checking

Yes. Click Continue Application.

Planning Project

1 2 3 * Project Data & Authorized Agent 6 Documents
Step 6:D > Additic Materials

4

Additional Materials Required

Please select yes for each statement to have read and for additional materials.

*Once the application is submitted, fees will be verified, and an invaice will be sent via (1)

email. Payment may then be taken online through your account: @ves O ns
*Materials and/or information may be requested by staff based upon pre-application  (2)
discussions or upon review of application: T @Yes O No

* All applications and materials must be LEGIBLE in order for the application to be deemed
complete:

@ ves O No
* A digital copy of the complete plan set will be uploaded with this application:

@ es (O No
*A completed PCC submittal checklist for ALL projects going to Project Clearance 0]
Committee (PCC) uploaded to this application: @vesOno
*A i be deemed il its review delayed if any of the required
materials are not provided: @ ves ()Mo

] et |

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.
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Documents — Attachments

When uploading drawings, calculations, or forms as part of your Planning application
submittal, they must be in .pdf format. Digital plans and documents must be in a text
searchable .pdf format.

Note: Image files (e.g., .jpeg, .png, etc.) and .zip files are not acceptable.

The maximum file size for attachments is 300 MB.
Planning Project

1 2 3 4 Project Data & Authorized Agent 6 Documents

Step 6:Documents>Attachments
Flease attach any relevant submittal documents that support your application, which may include:
= Property Owner Authorization Form
= Application Checklist
= PCC Submittal checklist
* Plan Set
= Environmental Documentation
« Photos
= (.3 Data Form
Far information about required application materials, please review the Planning Permit or Entitlement Application Process website.

4

Attachment

The maximum file size allowed is 200 MB.
ade;adp;bat;,chm;emd;com; col;exe;hta; him; himlins;isp;jar;js;ise;lib;Ink;mde;mhtmitml;msc;msp;mst;php; pif; ser;sctshb; sys;vbvbe; vbs; ved wsc wsf,wsh are dissllowsd file types to upload.

Name Type Size Latest Update Action

Mo records found.

1. On the File Upload screen, click the Add File Upload x
bUtton to upload any documents that are ;::;::::::t:rl:l;:ﬁdji:;i:l;i::‘nﬂa;mm:h[ml_:inE;\sp;jar:is:jee;lib;Ink;rnde
required. Planning permit applications will are disalowE e ipes o tplozd

100%

require the Owner Authorization Form and an R —
Application Checklist. Forms can be found on

the Planning Permit or Entitlement Application

Process web page.

2. Click Continue when finished uploading

documents. Continue | Add |  RemoveAn

| 4

3. Then select Type of document from the
dropdown list and click the Save button.

4. A message will appear on the top of page saying your attachments have been
successfully uploaded.
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5. Click on Continue Application.

T}rpe: File:
Property Owner Authorization

Property Qwner Authorization ™ ]
Foom.pdf

100%

[smve | aga memovet
[soemaremerr | | contmopplcaions

Step 7: Review

1. Review all the information in your application.

N

Click Edit to make changes.
3. When complete, check the certification box at the end.

4. Click Continue Application.
Step 8: Confirmation

A confirmation message will display that “Your application has been successfully
submitted.” You'll also see the Planning Record Number.
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Apply for a Zoning Clearance with Permit Assistant

A Zoning Clearance is for certain minor planning applications decided by the Director or
designee, including Business Licenses, Reverse vending machines, and Mobile food
vendors.

Follow the instructions in Submit a Planning Application with Permit Assistant.

Welcome to the City of Santa Clara Permitting Online Portal

Enter 3-4 words about your preject to help us guide you to the right permitting process. Please note that the Permit Assistant
will search the most commaon permit types. If you're not able to find the permit type you need, please reach out to the Permit
Center at permitcenter@santaclaraca.gov or 408-615-2420.

Search

zoning verification Submit

Zoning Clearance
Permit ensuring compliance with zoning requlations for a proposed project

Using Pre-Approved ADU Plans

Faster permit processing for hemeowners using City-approved ADU designs. Requires site-specific plan.

Planning Project
Entitlement ar Permit required for planning and land-use projects before development

JADU Permit

Permit for construction of a Junior Accessory Dwelling Unit within the walls of an existing or new single family home

1. After performing your search in Permit Assistant, selecting a search result, and
entering your address to the map search, a Zoning Clearance page will display a list
of project types to choose from. Make your selection.
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Business Licenses w

Qutdoor dining and seating areas of 24 seats or fewer e
Reverse vending machines ~
Vehicle service station conversions W
Beer, wine & spirits tasting pop-up (Retail) hd
Wireless Telecommunications facilities exempt from discretionary review v
Mobile Food Vendor (Private Property) v

Which of these best describes your project?

Business Licenses »
Outdoor dining and seating areas of 24 seats or fewer »
Reverse vending machines »
Vehicle service station conversions »
Beer, wine & spirits tasting pop-up (Retail) »
Wireless Telecommunications facilities exempt from discretionary review »
Mobile Food Vendor (Private Property) »

€ Back < Restart

2. Depending on your planning application type, the Permit Assistant will either prepare
your Project Roadmap or ask you a series of relevant questions to guide you
through the application process. Respond to the screen prompts for each step.

Note: At any time, you can go Back or Restart by clicking the buttons on the
bottom of page.

3. The Zoning Clearance application will be started for you. Click on the Zoning
Clearance (with record number) link to continue your application.
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Zom’ng Clearance
Apphy in our Permitting Online Portal. We've started the application for you:

ou must dick the link below to continue your application

| Zening Clearance (26 TMP-000R6%

Filling Out the Zoning Clearance Application Online

Step 1: Location
Your address and APN and Owner information will self-populate. Verify the information
on the screen and click Continue Application.

Zoning Clearance

Applieant . Additional
1 Location R 3 Project Information 4 panene

Step 1:Location>Location
4

For best resulis please enter the Street # and Street Name ONLY and click Search. [t is best to enter the first 3 characters of the Street|
entered Street Number.

Street No.: Direction: Street Name: Street Type: Unit No.:
-Select-- - PRMRSTEAD RD -

#Parcel Number:-

29p=s-a

Owner Name: {7} Address Line 1:
T —

City: State: Zip:

Step 2: Applicant Information
Your contact information is pulled from your account. Review your information to ensure
it is correct.

Note: Your account must be connected to the Planning (PLN) application to
upload/download files. If you did not submit the Zoning Clearance application
under your account through the Permitting Online Portal, you must ask for your
account to be connected by City staff. Email the Permit Center at
permitcenter@santaclaraca.gov and allow a few business days for us to process
your request.

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026. Page 19 of 35


mailto:permitcenter@santaclaraca.gov

Please provide your full name, Username, email address used to register for your
POP account, PLN application number(s), and your role in the project(s).

Zoning Clearance

1 Location 2 Applicant

Infarmation 3 Froject Information

Step 2:Applicant information>Applicant
4

Applicant

o edit your contact information, please go to Account Management.

City of Santa Clara

[Lsmr i reme e |

Step 3: Project Information — Zoning Clearance Details

1. Select from the dropdown the type of zoning clearance you are applying (Home
Occupation, Business License, etc.)

2. Describe in detail the proposed work or business.
3. Select the Existing & Proposed Use.
4. Fill out other applicable information.
Note: Fields with a red asterisk are required to complete the application.
5. Click Continue Application
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Zoning Clearance

Step 3:Project Information’>Zoning Clearance Details
q

Project Information

*Type of Application:

*Describe the work to be performed-

* Existing Use: .
*Proposed Use: .

Existing Building Area: sgFt
Froposed Building Area: sqFt

Existing Number of Buildings:
Proposed Number of Buildings:
Existing Gross Lot Area: sqFt

Proposed Demclition Area: sqFt

= ===

T Lecation 2 pBpiean 3 Project Information 4 poictional

Mobile Food Vendar

Step 3: Project Information — Authorization

1.

Ensure that the property owner has signed the authorization form. The form is linked

from the online application.

! Important: The Property Owner Authorization Form must be uploaded to

submit the application.

2. Review the statements on this page and check the boxes to agree.

3. Click the Continue Application button.

Zoning Clearance

. Applicant : ; Additional
i Location 2 fpplicant 3 Projeet Information ER vt

Step 3:Project Information>Authorized Agent
4

AUTHORIZED AGENT
Flease note that you will be required to uplead a Property Owner Authorization Form in the Documents step.
Plaaze review each statement and check the box to agres.

*1 am the property owner or authorized to act on behalf of the property owner:
*I have read this ication and the i ion | have provided is correct:
*| agree to comply with all applicable City and County ordinances and 5tate laws:

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.
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Step 4: Additional Materials
1. Review all statements and acknowledge them by checking the boxes.

Note: Planning staff may ask for additional materials depending on the scope of
your application.

2. Click the Continue Application button.

Zoning Clearance

Applicant : : Additional
2 Information 3 Project Information 4 Matesals 5 Attachments

Step 4: Additional Materials > Additional Materials
4

Custom Fields

ADDITIONAL MATERIALS REQUIRED
Flesse s=lect yes for 2ach statement to acknowledge that you have read and understand the requirements for additional materisls.

*Once the application is submitted, fees will be verified, and an invoice will be sent via
email. Payment may then be taken online through your account: @ Yes () Mo

*Materials and/or information may be requested by staff based upon pre-application
discussions or upon review of application: ® Yes () Mo

* All applications and materials must be LEGIBELE in order for the application to be deemed
complete: ® Yes () Mo

* A digital copy of the complete plan set will be uploaded with this application:
® Yes () Mo

re——y [emmim]

Step 5: Attachments

When uploading drawings, calculations, or forms as part of your permit application
submittal, they must be in .pdf format. Digital plans and documents must be in a text
searchable .pdf format.

Note: Image files (e.g., .jpeg, .png, etc.) and .zip files are not acceptable.
The maximum file size for attachments is 300 MB.

To upload files to the online permitting system:

1. Click the Add button to browse your file(s) and upload the listed required
documents. You can press Ctrl + Click to select more than one document.

a. Zoning Clearances require the Property Owner Authorization Form and
Application Checklist at the minimal.

b. Home Occupation applications will require the Business Licenses and Home
Occupation Application Checklist.
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2. On the File Upload screen, click the Add File Upload x
button to browse to and upload required R »
documents- are disallowed file types to upload.

3. Click Continue. S o

4. Select Type of document from the
dropdown list and click the Save button.

5. Click Continue Application.

6. To remove an attachment that was
mistakenly uploaded, go to the Actions N N . -

column and you can Delete the document

Zoning Clearance

; : Additional .
1 2 3 Project Information 4 Materials 5 Attschments G Review

Step 5: Attachments>Attachments
Please attach any relevant submittal documents that support your application, which may include:
= Property Owner Authorization Form
= Application Checklist
* Plan Set
» Photos
For information about required application materials, please review the Planning Permit or Enfitlement Application Process.

4

The maximum fil size allowed is 300 ME.
ade:adp;bat;chm;cmd;com;cpl;exe;hta;htm; html;ins;ispcjar;js;jse;lib;Ink:mde:mhtmhtml;msc:msp;mst; php;pif; ser; set.shb;sys; vy, vbe,vbs ved; wse; wsfwsh are disallowed
Subject to the collected information, you may be required to swbmit additional documents prior to approval.
HName Type Size LLatest Update Action
Mo records found.

[ |

[ |

in the dropdown.

" Type:

File:

|I Property Owner Authorization ¥ ]

Property Owner Authorization
Form.pdf

e ———
[Lsoveraesumo sur |
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Step 6: Review
1. Review all the information that was entered. Click Edit in the corner of each section
to change or update information.

Zoning Clearance

4+ Addtional 5 Atiachments 6 Review 7 Pay Fess 8 Confimation
Step 6:Review
K »
Please review all information below. Click the "Edit" butions ta make changes fo sections or "Continue Applicafion” to move on.
Record Type
Zoning Clearance
ndress =3

2. Choose Save and resume later if you have additional information to enter later.

3. If the application is complete, click Continue Application.

Step 7: Confirmation
A confirmation screen will appear with your record number. Print a copy of your record

number. You can also View Record Details.

A member of the Planning staff will reach out after reviewing the application.

Zoning Clearance

1 2 3 4 5 6 Review 7 Cenfirmation

<

Your application has been successfully submitted.
Click Print/View Receipt to see a receipt. A different receipt will alsc be emailed to the email address provided in the Payment Details. Both receipts are required for refunds.

Thank vou for u:

ing our online services
|Your Record Number is PZC26-00002. |

hedule/check results of inspections. Please print a copy of your record and post it in the work area.

You will need this number to check the status of your lication or to

_[]‘E"VI -
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Apply for a Preliminary Application with Permit Assistant

Preliminary Applications, or Pre-Application, is a service that provides applicants with an
early analysis of how City codes, policies, and development review processes may
apply to a prospective project. Pre-applications are reserved for SB 9 and SB 330
projects, multi-family residential, mixed-use, or non-residential projects.

! Important Single-family residence projects don’t qualify for Pre-Applications.

Follow the instructions in the Submit a Planning Application with Permit Assistant.

1. After performing your search in Permit Assistant, selecting a search result, and
entering your address to the map search, a Preliminary Project page will display a
list of project types to choose from. Make your selection.

Welcome to the City of Santa Clara Permitting Online Portal

Enter 3-4 words about your project to help us guide you to the right permitting process. Please note that the Parmit Assistant

will search the most commaon permit types. If you're not able to find the permit type you need, please reach out to the Permit
Center at permitcenter@santaclaraca.gov or 408-615-2420.

Search

sh 9 Submit

Preliminary Application

Preliminary application for early project assessment and evaluation for large projects or SE330 and SBE 9
projects.+++ 589 SB-8 sb-8 BGB

2. The Permit Assistant may ask a series of questions.

Which of these best describes your project?

Single Family »

Large Non-Residendal »

Multi-Family »

Residential Mixed-Use »

Not sure? »

& Back & Restart
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3. Based on the responses to your questions, the Permit Assistant will provide
instructions to guide you through next steps. Below is an example of SB 9 Non-
residential project:

Do you want a preliminary review by Planning and/or other departments?

Yes »

€Back  C'Restart

Preliminary Application Checklist

Please download and review the Preliminary Application Checklist before proceeding with your application

—) Continue »

4. Based on the responses to your questions, a Planning project roadmap will be
created.

Preliminary Application
Apply In our Permitting Online Portal. We've started the application for you:

You must click the link below to continue your application

Ereliminary Application (26TMP-000220)
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Filling out the Preliminary Application Online

Step 1: Location Information
Review the information to make sure all is correct.

Step 2: Project Details
Respond to the General project questions and provide a detailed description of the
project.

Step 2:Project Details>Details
4

Custom Fields

GEMERAL

“Wmilch of thess beet describes your projact?.

“Would you llke prallminary review by Planning anly or ail departments?

“This application |2 baing submitted pursuant to:

Detail Information

* Detailed Description:

Step 3: Contact Details

Your account must be connected to the Planning (PLN) application to upload/download
files. If you did not submit the Planning application under your account through the POP,
you must ask for your account to be connected by City staff.

Email the Permit Center at permitcenter@santaclaraca.gov and allow a few business
days for us to process your request. Please provide your full name, Username, email
address used to register for your POP account, PLN application number(s), and your
role in the project(s).

Prebminary Applcatoa

1 Libaben Delals ¥ Pasgect Detais 3 Conteel Detais

Stop J:Contact Details > Contacts

Contact List
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Step 4: Attachments
Refer to Attachments section above for instructions to attach documents.

Depending on your Planning Application, your Preliminary Application will require a:

e Preliminary Application Checklist

e SB 9 Project Eligibility Checklist and Planning Application

e SB 330 Preliminary Application Form

Preliminary Application

2 Project Details. 2 Contact Details 4 Aftachments 5R

Step 4:Attachments>Supporting Documents
4

Attachment

The maximum fle size allowed is 300 MEB.

Name Type Size Latest Update Action

No records found

o
T B
Step 5: Review

1. Review the information in your Preliminary Application. Click Edit to make changes.
Click Continue Application.

2. When complete, check the certification box at the end.
3. Click Continue Application.

Step 6: Confirmation

A confirmation screen will appear with your record number. Print a copy of your record
number. You can also View Record Details.
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Submitting a Planning Application Without Using Permit Assistant

If you apply for a permit from the top Permits navigation or through the Apply for a
Permit icon on the home page without selecting Permit Assistant, the process is as
follows:

1. Select Planning from the Permits dropdown on the top navigation, or from the home

page > Apply for a Permit > Select Planning department under For Return
Customers Select Your Department.

HOME PERMITS

For Return Customers Select Your Department

Building ﬁ ﬂ
m Building Planning
Fire

Public Works o B

h Fire Public Works
‘4

Apply for a Permit

2. Read the General Disclaimer and check “I have read and accepted the above terms”
box. Click Continue Application.

| certify that | have read and understand the instructions that accompany this application and that the statements made as part of this application are true, complete, and correct and that no material
information has been omitted. By checking the box below, | understand and agree that | am electronically signing and filing this application

By checking this box, | agree to the above cerfification Date: 03/17/2026
y g a

e | e sepicsn: |

3. Read the descriptions and select the type of application you're applying for:
Preliminary Application, Planning Project, or Zoning Clearance.

! Important: A Preliminary Application or Zoning Clearance are only applicable

for limited circumstances (verify with Planning Division if your case is
applicable.)
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Planning Applications Process without Permit Assistant

You are applying for a Planning application.

« Preliminary Application, or Pre-Application, is a service that provides applicants with an early analysis of how City codes, policies and development review processes may apply to a
prospective project. Submitting a Pre-Application is not considered a formal development application and does not promise project approval, but it can help applicants address issues and
prepare accurate plans for the formal review process. Pre-Application fees apply.

Pre-Applications are reserved for SB 9 and SB 330 projects, multi-family residential, mixed-use, or non-residential projects. Do not submit a Pre-Application for a single-
family residence.

- Planning Project is for formal application types such as:

« Architectural Reviews, Condition Use Permits, Sign Permits / Comprehensive Sign Program Permits, Zoning Verification Letters, Variances, Minor Modifications, Minor Use
Permits, Off-Site Parking Permits, Reasonable Accommodations, Temporary Use Permits, Rezones, General Plan Amendments, Tentative Subdivision Maps, and Significant
Property Alteration Permits.

+ Zoning Clearance is for certain minor planning applications decided by the Director or designee, such as:

« Business Licenses, Home Occupations, Accessory Uses, Tasting Incidental to a Retail Establishment, Outdoor Dining and Seating Areas of 24 Seats or Fewer, Reverse
Vending Facilities, Vehicle Service Station Conversions and Wireless Telecommunications Facilities Exempt from Discretionary Permits.

You will select the application type during Step 4 of the online application submittal process.
v

» Planning Applications
© Planning Project
© Preliminary Application

© Zoning Clearance

4. Click Continue Application.
5. Refer to the steps under Filling Out the Planning Application Process Online.

Notes: If you need to pause the application at any point in the process, click the
Save and resume later button. To continue an application you’ve saved, go to
Account in the top navigation of the home page and select My Records from
the dropdown. Expand Planning to see any Planning Project applications. Click
Resume Application in the Action column.

Zoning Clearance Application Process without Permit Assistant

After selecting Preliminary Application, follow steps in Filling Out Zoning Clearance
Application online.

Preliminary Application Process without Permit Assistant

After selecting Preliminary Application, follow steps in Filling Out Preliminary Application
online.
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Pay Fees Online

For the best experience, create a Permitting Online Portal account, and log in to your
existing account, before making fee payments. You do not need to have your account
connected to a specific Planning application to pay a fee.

Once an application has been submitted and reviewed by a City staff member, a link will
appear in the Actions column to allow you to pay a fee for an application using a
credit/debit card, echeck/ACH, or wire transfer.

Note: Fees of $100,000 or more must use e-check (bank account), check, or
wire transfer. Fees of $500,000 or more must be paid by check or wire transfer.

For more information, see the Payments FAQs.

Payments after Signing In

1. From the home page, log in. Then click on the Pay Fees icon.

PERMITS INSPECTIONS RESOURCES ACCOUNT

Revisions, Deferrals, 8 ) SRS
TCOs (Building) /o

e T By - =it B T e

Your permits or records will display on the screen when you are logged in.

Click on the Pay Fees Due link that appears in the Action column of the associated
record.

+ Planning
Showing 1-1 of 1
Record L ~
D Date Number Record Type Description Address Status Action Short Notes
26 EAD
) oan72026 Planning Project EESTITICLECK RD, SANTACLARA  Received Pay Fees Due
CA 95051

4. In the next screen, review the fees and click Continue Application.
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4 >

Listed below are preliminary fees based upon the information you've entered. Some fees are based

on the quantity of work items installed or repaired. Enter quantities where applicable. The following
screen will display your total fees.

Application Fees

Fees Qity. Amount
Architectural Review - Single Family Residential Going to 1 £1.229.00
DRH =

PLN Technology Fee 1 $41.42

TOTAL FEES: $1,270.42
MNote: This does not include additional inspection fees which may be assessed later.

| Sontious Appicaion» |

5. Complete the billing and payment information to pay by eCheck/Bank Account or
Credit/Debit Card. Make sure the name matches what is on the card or bank
account. Click Continue.

Note: Refunds are made only to the exact billing name and address listed during
payment.

6. A confirmation screen will appear. Click Print/View Receipt to print a hard copy of
your receipt.

Payments without Signing In
1. Go to Pay Fees from the home page.
2. Under Quick Pay, go to Search and Pay Planning Permits.

Please Sign In

For the best experience, we recommend customers sign-in before making an online payment. You can access your payment history, download

receipts and make payment faster
Quick Pay

You can make a quick payment without an account login by using the following steps
1. Select the Department you want to pay for below.
2. Search for your permits by typing Permit or Record Number and click “Search™
3. Select the permit or record that you want to pay fee.

Search and Pay Building Permits Search and Pay Planning Permits

‘1’

-8 ;

Search and Pay Fire Permits Search and Pay Public Works Permits

3. Search by Address, Parcel Number, or Planning Record Number, and results will
display below.
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General Search

Planning Record Number: Start Date: ()

01/01/1950

=

47 Record results matching your search results

Click any of the results below to view more details.

Showing 1-10 of 47 | Download results

Record .
B Date Hl:r‘ljller Record Type Description
0441712026  PLN26-00084 Planning Project g;‘gﬁgﬁﬂ.g%gggﬁ'(

Zoning ComplianceMVerification
Letter for the following 2
properties: 2644 Homestead
Road (APN: 294-18-038)
Portion of Parking Lot (APM:
294-18-034) * Please supply a
letter (or use the attached
template and copy onto
T232021  PLN210000 Planning Project  lefterhead) stating in which
zoning district the subject

mmotod

End Date:

04/22/2026

=

Street No.: Direction: (7)  Street Name: @ Street Type: Unit

From - To ~-Belect-- - No-:
--Select-- -

Parcel No.:

RD, SANTA CLARA Received
CA 95051

RD, SANTA CLARA Approved
CA 95051

Action

Pay Fees Due

Short Notes

Zoning Verification

Click on the Pay Fees Due link for the record. Or alternatively, you can click on the

record link to open the record, click on the Payments tab, and select Fees in the

dropdown.

Record PLN24-0001 :
Planning Project
Record Status: Project Closeout

Record Info ~ Paymenis |

IEAL *

Project Description:
Fee Estimate

» More Details

Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026.

Page 33 of 35



Record PLN24-0001 :
Planning Project
Record Status: Project Closeout

Record Info ¥ Paymenis ¥
Fees

Fees
Outstanding:
Date Invoice Number
08V30/2024 14
08/30/2024 144
00730/2024 144
09/30/2024 144
00V30/2024 144

< Prev additional Results: 123 Next >

Click Pay Fees.
Review the fees and click Continue Application.

Enter your payment information in the next screen.
Click Continue.

© ® N O O

A confirmation screen will appear. Click Print/View Receipt to print a hard copy of
your receipt.
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Common Abbreviations

BLD = Building Permits (BLD##-##### or, if created prior to 8/23/21: BLD##-
HHHE)

o DEF = Deferred Submittal (BLD##-####-DEF#), a “child” record
o REV = Revision (BLD##-####-REVX), a “child” record

o TCO = Temporary Certificate of Occupancy application (BLD##-####-TCO#), a
“child” record

o AMMC = Alternate Means & Methods of Construction application (BLD##-####-
AMMCH#), a “child” record

TMP = Temporary Record, an application that has been saved, but not yet
submitted (##TMP-#HHHHE)

CEB = Code Enforcement Building Record created on/after 8/21/23 (CEB##-
i)

CRN = Code Enforcement Building Record created prior to 8/23/21 (CRN####-
HHHHHE)

SER = Service Request (SER##-#####)
FIR = Fire Records (FIR##-#####)

PLN = Planning Records (PLN##-#####)
EP = Encroachment Permits (EP##=####)

Contact Information

Planning Division: 408-615-2450 | Email: planning@santaclaraca.gov
Permit Center: 408-615-2420 | Email: permitcenter@santaclaraca.gov
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