How to submit an Online Planning application

1. Navigate to URL- https://permits.ssfca.gov and this screen will pop up & select the
“apply tab”

Should you have any issues creating an account or with the portal,
email permitsupport@ssfca.gov
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https://permits.ssfca.gov/
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2. Then this screen will pop up, and you will need to create an account
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Welcome to the City of South San Francisco

Enter your username and password below to Log In. If you haven't registered before, you may do so by clicking Register. If you are having trouble lagging in, try resetting your
password by clicking Forgot Password.

]
* Username

Register for an Account

(-]

Password Public User Professional

Homeowners, tenants, property owners Businesses and licensed professionals

elc. (contractors, architects, developers, efc)
including sole proprifors

Before registering please confim f your busingss afeady hes
an account. Ifit does, contact your company aaministrtorfo be
‘added a5 & user if your business is registering for the firt fime,

click Regisfer o continue.

Forgot password

3. Once the account has been created, you will be directed to this screen: make your
selection for a “new planning permit”
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Apply fFor a Permit or Application

New OTC Permit Application New Building Permit Application New Fire Permit Application New Engineering Permit Application

New Planning Application New Police Permit Application Parks & Recreation Application Other Permit Types

4. You will be direct to “new application”
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Questions about your online application? Pause your application using the Pause button and submit a question to the appropriate City department.

New Application

Application Type
Please select the Application you are applying for.

Application Type Application Location Application Details Application Contacts Application Review Acknowledgement Upload Submissions

Type

--None--

Pause

Make your selection type by using the drop down arrow:
Residential

Non Residential

Signs

Short-term rental

Etc...



5. Select“next” and fill in the fields
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Juestions about your online application? Pause your application using the Pause button and submit a question to the appropriate City department.

New Application

Application Type

Please select the Application you are applying for.

Application Type Application Location Application Details Application Contacts Application Review Acknowledgement Upload Submissions

Type
Residential v
Sub Type
~-None-- v
Use Type
~-None-- B
Pause Next

Fillin every field and select “next and the window tabs above will move you to the next

screen

6. When you reach the location tab, you can use “address” or “parcel” to find the

site and find the address and move to the next screen

New Application

Application Location
Please provide the location where your permit activity will take place.

* Select the method you'd fike 1 use to indicate the location associatad with this Appiication:

Map Selection

Parcel Map Selection
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New Residential Application

Application Contacts

v
* Are you the owner of the selected project property?

--None--

Address @
(@ 315MAPLE AVE South San Francisco,CA 94080

Parcel

Search Parcels...

Add and Share Access to Your Application

You can add other people or businesses to this application for visibility or to allow them to take action on your behalf (such as contractors or designers).
To share access, search for an existing user in the People or Business fields below and select them.

Important: Only registered Clariti users will appear in search. If they are not registered, they must create an account first.

When you share this Application with a user, they will receive a system notification with instructions on how to access it.
If you cannot find a user, you can manage access later. After your Application is created, use the Manage Access button on your Application to add users,

Search for People
Q. search Contacts...
Search for Business
Q search Accounts....

To stop your appiication and continue at a fater date, click Pause.

Pause
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Pause your application using the Pause button and submit a question to the appropriate City department.

Application Review Acknowledgement Upload Submissions

, update permissions, or remove access at any time during the Application lifecycle.

More v

sstions about your online application? Pause your application using the Pause button and submit a question to the appropriate City department.

New Application

v

\pplication Review
lease Review information about your Application. You may navigate back to correct or update any information using the Previous button.

\pplication Type:
tesidential

sppli il
ub Type: New Construction

Ise Type: Single Family
reliminary Consultation: Yes
lanner Name: Stephanie Skangos

\pplicant Details

\pplicant: Patricia Cotla

re You the Property Owner
\pplicant Role: Property Owner

os

‘ocation Details
\ddress: 315 MAPLE AVE South San Francisco,CA 94080

Contact Details

Account v | Contact ~ | Refationship v | Access Level ~ | Applicant

Patricia Cotla Patricia Cotia Property Owner v

Pause

Acknowledgement

Upload Submissions
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New Planning Application Application

Acknowledgement
Iunderstand that by checking "l agree" and submitting this application, | certify and agree to each of the following:

« lam the property owner or authorized to act on behalf of the property owner as his or her agent or representative. | understand that if | am an authorized agent that | must have written approval from the property owner to submit an application.
- Ihave carefully reviewed and prepared the application and plans in accordance with the instructions and materials required on the applicable entitiement checklist.

« I certify that the information, data, plans, design, drawings, and supporting documents provided in my application are true and accurate; otherwise, | understand this Planning application is not valid and will be automatically rescinded by the Chief Planner, regardiess of any fees
paid or project review conducted by the City.

« lunderstand that the application is not deemed submitted for the purpose of the Permit Streamlining Act (CA Government Code § 65921) until all required materials and fees have been paid.
« lunderstand that the submittal of incomplete information or plans, or failure to comply with the instructions, may result in processing delays and/or denial of my application.

- lunderstand that upon further evaluation, additional information, including, but not limited to, documents, reports, entitiements and fees, may be required.

lunderstand that when applicable, the environmental review associated with the submittal of this application is preliminary, and that after further evaluation, additional information, reports, studies, applications andjor fees may be required.
« lagree to provide all additional requested documents and information that may be requested by the City as necessary to review and process my application.
« lunderstand that failure to submit any such required fees or information requested after submittal may result in processing delays and/or denial of my application.

« For any information, plans, design, data, drawings, and supporting documents that | am providing in support of my application, | have the permission of the licensed professional who prepared said information, plans, design, drawings, and supporting documents, to use their work
product for the submission of this application. | agree to release, indemnify, defend, and hold harmless the City of South San Francisco and its officers, employees and agents from all liabilities, claims, suits, or other expenses and costs arising from my failure to obtain permission
or misrepresentation of same.

Need to accept the “acknowledgement” at the end of this page

You will now move onto the next screen, “Upload Submission” to download the required

documents.

e Sign application by the applicant & property owner, (required)
e Project Plans (plan set must be a complete set)

Once the files have been uploaded & select “next”, you will receive this message screen
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uestions about your online application? Pause your application using the Pause button and submit a question to the appropriate City department.

Submission Requests

You have successfully uploaded documents to your pending submission request(s) for T26-1161

Planning will receive notification of a new submittal, planning staff will review and
complete an initial review. Once approved, you will receive notification to log back into the
portal, go to the dashboard, locate the permit and proceed to pay the filing fees, “NOTE:
2.2% CONVENIENCE FEE TO ALL CREDIT CARD TRANSACTIONS”

To pay by check please mail the check to: The City of SSF- Planning Department, 315
Maple Ave, SSF, 94080 (include the project number)




Link to the Master Fee Schedule



https://www.ssfca.gov/Departments/Finance/Financial-Reports/Master-Fee-Schedule#docaccess-ec8259cd6fbb07f857acbc618ed76318

