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® Water heater
® Fixtures like for like

Pull Building Address File

® Window/doors like for like
® Ground mount solar under 7ft
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No File— Check with inspector, call Assessor,
etc. & confirm that a permit can be issued

Yes File— Review for violations, etc. & confirm
that a permit can be issued

i
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Review building application for completeness;
are necessary documents present

Permit cannot be issued- refer individual to
appropriate department for assistance

Documents missing; cannot issue permit— give v
applicant “checklist” of items to return Verify property owner or contractor
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If contractor, check CSLB for valid license

If property owner, find parcel in Land trak

/ and check for restrictions

Not the property owner

or licensed contractor:

NEED AGENT FORM
SIGNED BY OWNER to
issue permit

Yes, contractor’s license is valid; find parcel in
l’ Land trak and check for restrictions
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Yes Restrictions— refer applicant
to Code Enforcement

No Restriction, owner or contractor
can be issued the permit
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Create a linked permit from Land trak
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Make sure the prefix is correct (BU_ or BF_,
etc.), check the type and subtype of the permit
(Building/Addition, Utility/Repair, Replace, etc.)

l » Job description
» Contacts, owner, applicant, agent
Fill in all trakit information contractor
Valuation
Financial

l

Enter payment information and verify the
check info (date, amount, written amount,
agency, etc.)

v \ ¢ Enter the payee information; if company

/ CASH IN HAND-Print Receipt g:dclgfnagg,n;raklt information matches

e Govpay info matches the cardholder,
v name/address, etc.

Set the Approved Date

l

Change the status to “Issued”

Condition, either owner or contractor
Custom screens, driving directions,
issuing office, etc.

Put money/payment and receipt
into cash box

v e Permiti
PRINT PERMIT L5 |e Permit2
¢ Permit Conditions

A
Complete file cleanup: . . : ,
« Scan application/plot plan/CSLB Sign all 4 copies of permit, have applicant

and attach to trakit record <«— sign front & back; then give them Additional
e Put Assessor’s copy of permit in Information handout

basket for delivery
e Write permit # and issued date on

Address File \ » Make sure applicant has permit =
e Make an Inspector Jacket and put » Receipt for payment ’&““”&
in boxes . . . » Information packet =
e Put Address File back in cabinet « Any plans/plot plan SS \"’b :




