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Permit Process Summary
Step 1: Work with qualified professionals.
Step 2: Perform a thorough evaluation of the existing conditions.
Step 3: Create a preliminary site plan and floor plan.
Step 4: Visit the City’s Permit Center.
Step 5: Contact each of the agencies applicable to your project.
Step 6: Have complete, coordinated, and professional plans prepared.
Step 7: Submit your plans for review to all applicable agencies.
Step 8: Resolve any plan review comments.
Step 9: Obtain agency approvals, pay fees, and pull the permit.
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Step 1 of the permit process:
Work with qualified professionals.

Because the permit process differs from one type of project to another, the City
highly recommends that you work with qualified professionals who have prior

experience with your type of project.

A qualified professional should
identify and resolve unique project
challenges early on, such as:

» Hazardous materials
» Flood Zones

» Unpermitted construction

The Permit Process for Tenant Improvements 3




Step 2 of the permit process:
Perform a thorough evaluation of the existing conditions.

Every tenant improvement project requires coordination with existing
conditions. Unfortunately, failure to consider the existing conditions is often
not discovered until late during the permit process, or even during
construction. Mitigating these problems can cause costly delays.

The following should be done for
every tenant improvement project:

» Research existing plans and
permits.

» Visit the site and verify all existing
conditions.

» Verify existing elements are
permitted.

» ldentify disabled accessibility
deficiencies.

During plan review, Building & Safety performs thorough
project research. It is always better to discover any
issues before you submit to Building & Safety for review.
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Obtaining Permit Records and Approved Plans

Building & Safety has helpful staff who can research the permit records and
plans for existing commercial buildings same-day (usually within minutes).

Online Tools for Obtaining Site-Related Information

You can access site-related information using the following online tools:
- The City of Santa Clarita’s Geographical information System (GIS).
- The L.A. County Assessor’s parcel data and maps.

These tools are free. Building & Safety has provided training for designers on
how to use these tools effectively.

City of Santa Clarita - Mapping Your City
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Step 3 of the permit process:
Create a preliminary site plan and floor plan.

Once you have thoroughly researched the existing conditions and determined
the general scope of the proposed improvements, prepare a preliminary site
plan and floor plan.

Clearly label all elements on the site plan. Identify all elements as either
existing or new (proposed). Include any pertinent information obtained from
the exiting permit records, approved plans, and site evaluation.
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Useful Handouts

Building & Safety has numerous useful handouts which outline the basic
information required on plans.

SMALL COMMERCIAL IMPROVEMENT BUILDING & SAFETY

73970 Valencia Blud., Sulte 140
(NON-STRUCTURAL, NO CHANGE OF USE) s:

anta Clarla, CA 91355
THIS PLAN IS AN EXANPLE ONLY. 1T 15 NOT INTENOD 45 A COOE GUIDELINE OR INTERPRETATION. DEPENONG ON THE NATURE Tel:{861) 265-4835 FAX. (661) 204-1580
OF YOUR PROIECT, ADJITIONAL FLANS AND/OR CALCULATIONS MAT BE RECLIRED TO DEMONSTRATE CODE COMPUISNCE. woswsan com

25001 MAIN_BLVD.
—— UNIT #102

|

CONSTRUCT (N}
TO DIVIDE
(E) OFFICE SPACE.

SeE DETAIL 172, T—

/

AL AREA TAKEOFF L
® FETAIL: 975 SF o s VN <
[ @ UL R TTTTTTT
STock Roou: 90 57
%Tnmmwwﬁgs?;om 215 SF T‘(;‘) wl&a
F===x== = IRy - (E)_ACCESSIBLE T (E) ACCESSIBLE
T\ \ == PATH OF TRAVEL- ARKINGS
DEMO (E) 1
NON-BEARING b
SN L
S e s ]
(€10~ | e K
[E) RETAIL AREA SUSPENDED CEILING NOTES:
) RETAI MAIN BLVD. SUSEOED CEUNG 1OTES. COMPRESSION STRUT SCHEDULE

NO CHANGE Sl N A HEAW DUTY T-38% GRO SYSTEM SHALL OE USED
ocHNee TE PLAN.

~ () oash = = 2 CUNG GRIDS AND PIXTURES SHALL BE INSTAILED

B %
- o o TATRUETONS CONRLICT Wil THE BULDIG CooE B v
TURAL THE WORE RESTRICTNE SHALL APPLY. . T Zsomas (20 cay| ST LOCTE
a4 (0 e 3. SPRINKLER HEADS AND OTHER FENETRATIONS SHALL /4 1| a005137-33 (20 GA) | STUDS MAT BE
PECIFY HEIGHT) * AGCESSIBILITY REQUIREMENTS BASIC PLAN REQUIREMENTS NETAL  HAVE A2 OVERSZE NG, SLEEVE, 0% ADAPTER = P UseD
: ML G e ChLivG TLE TV ALiow ROt AT LeasT 0s200-33 (
THE FOLLOWING ELEVENTS SHALL COMPLY WTH + PLANS SHALL GE DRAWN ON SUBSTANTIAL PAPER ot o T
* CURRENT BUILDING CODE REQUREWENTS FOR (177 VNN, SLTERATELY, s S ST 1o PEATED AT TE DISTAIGE ETHEEN CALING AN STRUCTURE ABOYE
=) DISABLED ACCESS (CBC CH. 11B): « PLANS SHALL BE DRAWN TO SCALE. FLOOR TOP OF THE SPRINKLER HEAD EXTENSION.
! * ENTRANCES PLANS SHALL BE MINMUM 1/8" = 1'—0" SCALE.
© + PATH OF TRAVEL « TEXT SHALL BE_LEGIBLE. ) |12 GA HANGER WIRE © 4’ 0.
© RESTROOMS ~ SHEETS SHALL BE NUMBERED VPRESSIGN STRUT ¢ ALONG MAN RUNNERS. S TIGHT
* DRINKING FOUNTAINS  WORK DONE ON COPIES OF PREVIOUSLY & LAY WRES © TURNS IN 3" EA END
() STOREFRONT e APPROVED PLANS 15 NOT ACGEPTAELE. R

cROSS. RUNER "
» SUPPLEVENTARY WIRE(S)
@2 oc ‘CONNECTED TO TXTUR

N NEW CONSTRUCTION TAKES PLACE IN A SCOPE OF WORK HOUSNE Ay BE SLAcK)

iHE! N
FLOOR PLAN EXISTING_SPACE, STATE LAW REQUIRES THAT ANY
EB DEAICIENT ELEVENTS SERVNG THAT SPACE BE « THE FIRST SHEET OF FLANS SHALL INCLUDE A

SCALE: 175 = T0" UPGRADED T0 COMPLY WTH CURRENT CODE. DESCRITION OF WORK, THE NAVE OF THE
OWNER/TENANT, AND THE NAWE OF THE
FOR SWALL PROJECTS, UP TO 20% OF THE PROUECT DESONER e AL MOLUOE TE
VALUATION MAY 5E REQUIRED T0'BE SPENT ON + EACH S ANS SHALL NeLu
WALL LEGEND DESCRIPTION OF WORK ACCESSIBILITY UPGRADES. PROJECT ADDRESS.

(£) WALL To REMAIN DIVDE FXSTING OFFICE INTO OFFICE /RETALL
00k

LAGEL ALL EXISTING (E) AND NEW (N) ELEMENTS
RENOVE (1) EXISTING D ON THE SLANS

THE PLANS MUST INCLUDE SUFFICIENT INFORMATION

(E) WALL TO DEMOLISH INSTALL {1} NEW DOOR. O DEMONSTRATE COMPLIANCE WITH THESE
() WAL UPGRADE (E) RESTROOM. REQUIREMENTS. SUILDING & SAFETY NAY REQUIRE
NO CEILING CHANGES, DETAILS FOR ANY NEW OR EXISTING ITEMS.
NO MECHANICAL /ELECTRICAL WORK

PAGE 1 OF 2

APPROVALS FROM OTHER CITY DIVISIONS 4ND OUTSIDE AGENCIE

WA BE REQUIRED PRIOR TO ULDING PERMIT

UANGE

(4) 12 GA. BRAGNG WRES -
90 DEGREES APART. 4 TIGHT
TURNS N 3 Ex. EAD.

2° MAX FROM BRACING
WIRES TO STRUT 0%

RUNNER,

FoR FATAES A POLLOWE:
\ LR T B e
516" posT— . Py
1y aosen ) iy & 17 e OFE Tk 58 3. ProunE
e Sorew T @& Wpseen SR 1
o Uefit e
SR — T
o wa
comeer 1o -
50 NoT CRENTE ToP FLANGE = L L A A
™ sracmo I
Lotenons
O JOIST Wess. 12 A HANGER T
[ocAovs
PERETER | W/
00 FILLER \\ 2" HoR a
Bl A0 [ 1 200 RIET AT PEETER L
plocane ADD BRACE T0 —= = ED 0/ LES)
SaRr .
o L o7
e WALL OR SOFFIT L OR st
CEILING SUPPORT PLAN RIMFTER 09TION 1 BERMETER CPTION 2

e

NSTALLED ANcHoRS (NEDGE BOLTS, SCREN ANCHORS ETC) SHALL BE ICC APPROWED, FOR
EISMIC OEGGY CATECORY . SPECIAL WSPECTION IS REQURED. SHOT PINS INTD COMCRETE
RIS B 53 LT BaAG G > TEAURE. SHOT PN INTO Concr SUSPENDED ACOUSTICAL TILE CEILINGS
TIESE DETALS ARE PROVOED A3 EXRMPLES OWLY AND 00 NOT ADDRESS ALL POSSIELE FRANING

S S St FELD Vit e s GRS AND oW BUILDING CODE REQUIREMENTS

AGGURATE DETALS FOR AL UNIGUE

Cityof

SANTA CLARITA

Calfornia

UPDATEDJAN 2014 PAGE 10F 1

The Permit Process for Tenant Improvements 7



Step 4 of the permit process:
Visit the City’s Permit Center.

Bring your preliminary site plan and preliminary floor plan to the City’s Permit
Center (located in City Hall, Suite 140).

The first stop for any project is City Planning. Planning staff will check your
project for compliance with the City’s Development Code. This will include,
among other things:

« Zoning requirements
« Parking requirements
* Signhage

« Finish materials and colors
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The second stop at the Permit Center is Building & Safety.

A Building & Safety Project Development Coordinator (PDC) can provide you
with the following information:

« What building permits will be required for your project.

« What information will be required on the construction plans for your
project (in order for Building & Safety to accept them for plan review).

« Whether your project will require a licensed professional.
« What agency clearances will be required for your project.

PDCs and plan reviewers are also available to answer code-related questions.
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Building & Safety completes an Agency Referral Sheet for each project. This
sheet identifies the agency clearances required for the project.

Project Address:

CITY OF SANTA CLARITA
BUILDING & SAFETY
23920 Valencia Blvd., Suite 140, Santa Clarita CA 91355

www_santa-clarita.com/buiiding

Agency Referral List For Commercial Projects

Data: pce _BLD

Bescription:

Plan Review By:

IT IS THE APPLICANT'S RESPONSIBILITY TO OETAIN THE APPROVAL/CLEARANCE FROM THE AGENCIES CHECKED BELOW PRIOR TO ISSUANCE OF A BUILDING PERMIT.
PLEASE CONTACT EACH AGENCY FOR AFPLICABLE FEES, TIMEFRAME, AND THE INFORMATION THEY MAY REQUIRE IN ORDER TO PROVIDE AFPROVAL/CLEARANCE.

[ISANTA CLARITA PLANNING
23920 VALENCEA BOULEVARD, SUITE 140, SANTA CLARITA, CA 91355
HRS: 7:30 AM - 5:30 PM {M-TH], 8 AM - 5 PM {F) PHONE: (661)255-4330
O NEW BUILDINGS I TENANT IMPROVEMENT
O ADDIMIONS OJ STRUCTURE 1’ ABOVE GROLIND
O CHANGE OF USE O SIGNAGE
O POOL /5PA / PATIO O RETAINING WALLS &
FEMCE/GARDEN WALLS
PLANNING APPROVAL STAMP ON FINAL PLANS REQUIRED

[JSANTA CLARITA URBAN FORESTRY / OAK TREES
23920 VALENCIA BOULEVARD, SUITE 140, SANTA CLARITA, CA 91355
CONTACT: ROBERT SARTAIN PHONE: (661)286-4078
I K TREES ON SITE OR POSSIELE DAK TREES ON SITE
O TREE TRIMMING
[0 PROJECT MAY IMPACT DRKS
O ENCROACHMENT ONTO OAK TREES
LRBAN FORESTRY / DAK TREES APPROVAL STAMP ON FINAL PLANS REQUWRED

[ISANITATION DISTRICTS OF LA. COUNTY
1955 WORKMAN MILL ADAD, SLITE 104, WHITTIER, CA 90607
HRS: 7:30 AM - 3:45 PM (M-TH], 7:30 AM - 2:45 PM {F}
FPHONE: (S62)699-7411 x3727
[0 MEW BUELDINGS 03 WATER SOFTENERS
O ADDING TO EXSTINGBLDGS.  [J POOL/SPA W/ PERMANENT DRAIN
O CHANGING THE USE OF A STRUCTURE [EX.: STORE TO RESTAURANT)
O EXPANDING A COMMERCIAL OR INDUSTRIAL STRUCTURE
RETURN CERTIFICATE OF PAYMENT TO BUILDING & SAFETY

] COUNTY OF LA. HEALTH SERVICES [SEPTIC)
WATER SEWAGE AND SUBDIVISION CONTROL
26600 AGOURA ROAD, SUITE 110, CALABASAS, CA 91302
CONTACT: WYNSOR KAWAMOTO PHONE: (818)880-3411
MRS: 7 AN = 11 AM (TU-F) (CALL FOR APPOINTMENT)
[ COMNECTING TO AN EXISTING ON-SITE SEWER SYSTEM |SEPTIC TANK)
[ ADDING NEW UNITS TO AN EXISTING SEPTIC SYSTEM
O SXPANDING A COMMERCIAL OF INDUSTRIAL STRUCTURE
O ADDING STRUCTURES TO A PARCEL (INCL. POOLS & NON-HAE. BLDGS)
O CHANGING THE USE OF A STRUCTURE (EX.- STORE TO RESTALRANT)
RETLRN STAMPED / APPROVED PLAN OF SEWER SYSTEM

] AIR QUALITY MANAGEMENT DIVISION (AQMD)
21855 COPLEY DRIVE, DNAMOND BAR, CA 91765
HRS: 7:30 AM - 5:30 PM (TU-F] PHONE: (909]396-3529
O PERMIT MAY BE REQUIRED AS DESCRIBED IN THE AIR QUALITY PERMIT
CHECKLIST (FOR USES SUCH AS: CHARBROILERS, DRYCLEANERS, SPRAY
BOOTHS, AUTO BODY SHOPS, SERVICE STATIONS, PARTS COATING,
GENERATION OF DUST, SMOKE, OR FUMES, ETC.}
O ASBESTOS REMOVAL OR DEMO WORK WHERE ASBESTOS IS PRESENT
RETURN AQMD NOTIFICATION FORM (FOR ASBESTOS REMOVAL] OR
CLEARANCE LETTERS (WHERE AQWMD PERMITS ARE REQLNRED)

[IcaL/ osHA
G150 VAN NUYS BOULEVARD, SUITE 405, VAN NUYS, CA 91401
HAS: § AM — 11 AM & 1:30 PM — 3:30 PM (W-TH)
PHONE: (815]901-5403 (CALL FOR APPOINTMENT]
O ENCAVATIONS AND TRENCHES § FEET OR DEEPER AND INTO WHICH
A PERSON IS REQUIRED TO DESCEND
O THE CONSTRUCTION, DEMOLUTION, OR THE DISMANTUNG OF ANY
BUILDING STRUCTURE, SCAFFOLDING OR FALSEWORK MORE THAN 36
FEET IN MEMGHT
RETURN COPY OF OSHA PERMIT TO BUILDING & SAFETY

[ISANTA CLARITA DEVELOPMENT SERVICES (ENGINEERING)
23820 VALENCIA BOULEVARD, SUITE 140, SANTA CLARITA, CA 21355
MRS: T-30AM - 5:30 PM (M-TH], 8 AM - 5 PM F) PHONE: (561)286-4060
O NEW BUILDINGS O TENANT IMPROVEMENT
O DRAINAGE / GRADING PLAN O FLO0D ZONE
O GRADING INSPCTR.'S AFPROVAL [J GRADING CERTS./COMP. REPORTS
O LEGAL LOTS / DEDICATIONS / IMPROVEMENTS
O SUBSTANTIAL IMPROVEMENT OVER 50% VALUE OF EXIST. STRUCTURE
O 50015 & GEOLOGY REROAT APPROVAL
SUSMP REQUIRED IF: O RETAIL GAS OUTLET
O AUTO SERVICE FACILITY O 1+ ACRE IMPERVIOUS SURFACE
SWPPP REQUIRED IF: O PARKING LOT 5,000+ 5F
O oM/ ADMCENT TOES A O REDEVELOPMENT WITH 5,000+ SF
O3 1+ ACRE OF LAND DISTURBAMNCE
DEVELOPMENT SERVICES APPROVAL STAMP ON FINAL PLANS REQUIRED

I SANTA CLARITA LANDSCAPE MAINTENANCE DISTRICT (WD)
23930 VALENCIA BOULEVARD, SUITE 140, SANTA CLARITA, CA 01355
CONTACT: MELANIE THEISGEN FHONE: (661)286-4067
HRBS: 8 AM-5 PM (M-F}

O LANDSCAPE EASEMENT XISTS ADIACENT TO PROPOSED WORK

O ACCESS TO WORK REQUIRES DISTURBANCE \CROSSING OF LMD AREAS

O WoORK INCLUDES RELOCATION/REMOVAL OF EXIST. FENCE BOUNDARIES
LMD APPROVAL STAMP ON FINAL FLANS REQUIRED

[ COUNTY OF L.A. FIRE PREVENTION BUREAU

23757 VALENCIA BOULEVARD, SANTA CLARITA, CA 91355

INSPECTOR COUNTER HRS: &AM - 10.AM {M-F]

PLAN CHECK COUNTER HRS: 8.AM — 10:30 AM (M-} FHONE: (661/286-8821
1 NEW BUILDINGS 1 TENANT IMPROVEMENT (ALL)
O ADDITIONS OI NEW POOL/ SPA
1 CHANGE OF USE 1 PHOTO VOLTAIC SYSTEMS

FIRE APPROVAL STAMP ON FINAL PLANS REQUIRED

] cOUNTY OF LA. ENVIRONMENTAL HEALTH SERVICES
6851 LENNOX AVENLE, SUITE 310, VAN MUYS, CA 91405
CONTACT: MINA WOSK PHONE: (818)902-4430
HRS: § AM - 10 AM (M-F] (CALL FOR APPOINTMENT]
I MEW RESTAURANTS AND FOOD SERVICE
(FOR ANY NEW BUILDINGS, TENANT IMPROVEMENTS, OR BUILDING
IMPROVEMENTS. FOOD SERVICES INCLUDE ANY FOOD OR BEVERAGE
(EVEM PRE-PACKAGED), CANDY, VITAMINS, SO0A, WATER |BOTTLED),
ETC. DOES NOT INCLUDE VENDING MACHINES.)
ENVIRONMENTAL HEALTH APPROVAL STAMP ON FINAL PLANS REQUIRED

[ DEPARTMENT OF CONSERVATION

DIVISION OF OIL, GAS, AND GEOTHERMAL RESOURCES
1000 5. HILL ROAD, SUITE 116, VENTURA, CA 93003
CONTACT: STEVE FIELDS PHONE: (805)654-4761
RS: 8:30 AM - 4:30 PM (M-F) [CALL FOR APPOINTMENT)

O ABANDONED 0L WELLS [ ABANDONED GAS WELLS

O ABANDONED EXPLORATORY WELLS
RETURN STAMPED APPROVED SITE PLAN TO BLILDVNG & SAFETY

CISANTA CLARITA ENVIRONMENTAL SERVICES (TRASH/DEMO)
23920 VALENCIA BOULEVARD, SUITE 140, SANTA CLARITA, CA 91355
HRS: 7:30.AM— 5:30 PM (M-TH) PHONE: (561)285-4038
COMMP REQUIRED IF: [DEPOSIT AND FEES APPLY]
O DEMOLITION [VALUATION: )
) NEW DETACHED BLDG/STRUCTURE (VALUATION: |}
O ADDIMIONS » 2,000 5F (VALUATION: |
O 71/ ALTERATIONS > $100,000 {VALUATIO
O NEW CONSTRUCTION = $500,000 (VALUATION: 1
ENVIRONMENTAL SERVICES APPROVAL STAMP ON FINAL PLANS REQUIRED

] WILLIAM S. HART SCHOOL DISTRICT
21350 CENTRE POINTE PARKWAY, SANTA CLARITA, €4 91350
CONTACT: LORNA OR SILVER PHONE: (661]255-0033 x271 OR x255
HRS: § AM — 4:30 PM [M-F}
O NEW BUILDINGS {FLOOR AREA: 1
OO ALLADDITIONS [FLOOR AREA:
RETURN CERTIFICATE OF PAYMENT TO BUILDING & SAFETY

] COUNTY OF LA. RECREATIONAL WATERS
26415 CARL BOYER DRIVE, SANTA CLARITA, CA 91350
CONTACT: TOM CLARK
HRS: 5 AM — 3 AM (M-TH)

O PUBLIC / COMMERCIAL POOLS & RECREATION EQUIPMENT FOR

POOLS, SPAS, SLIDES, ETC.

[ NTERACTIVE WATER FOUNTAINS

RECREATIONAL WATERS APPROVAL STAMP ON FINAL PLANS REQUIRED

PHONE: (651)287-7014

[ISANTA CLARITA ADDRESS ASSIGNMENT (BUILDING & SAFETY)
23920 VALENCIA BOULEVARD, SUITE 140, SANTA CLARITA, CA 91355
CONTACT: DEANNA HAMBICK PHONE: (661)255-4541
EMAIL: DHAMRICKE SANTA-CLARITA.COM

O] NEW ADDRESS 1 CHANGE OF ADDRESS.

O] ADDRESS OR SUITE VERIFICATION
APPROVAL STAMP ON ADDRESSING SITE PLAN REQLIRED

[ ELEMENTARY SCHOOL DISTRICT

DNSTRICTS VARY BY LOCATION. CONTACT WILLIAM 5. HART DISTRICT FOR
INDIVIDUAL INFORMATION,

I NEW BUILDINGS (FLOOR AREA: ]
O ALLADOITIONS (FLOOR AREA:
RETURN CERTIFICATE OF PAYMENT T0 BUILDING & SAFETY

] COUNTY OF LA. ENVIRONMENTAL PROGRAMS (IND. WASTE}
23757 VALENCIA BOULEVARTD, SANTA CLARITA, CA 81355
CONTACT: MARK KHAL OR TOM CUSTARD PHONE: (661)222-2953
HRS: § AM - 9:30 AM (M-F)

O MEW BLELDINGS (FLOOR AREA: ]

O ADDITIONS {FLOGR AREA: }

O GAS STATIONS OR REMOVAL OF TANKS

O MITIGATION OF DIL AND GAS WELLS

O MODIFY U-GROUND TANKS/DISPENSERS

] NOM DOMESTIC WASTE

O CHANGE OF USE TO OR FROM LISE WITH INDUSTRIAL WASTE
INDUSTRIAL WASTE APPROVAL STAMP ON FINAL PLANS REQUIRED

[ couNTY OF L.A. FIRE DEPARTMENT
PETROLEUM CHEMICAL UNIT
CONTACT COUNTY OF LA. FIRE PREVENTION BUREAL! LOCATED AT
23757 VALENCIA BOULEVARD, SANTA CLARITA, C4 91355
INSPECTOR COUNTER HRS: §AM - 10 AM (M-F]
PLAN CHECK COUNTER MRS: 8 AM — 10:30 AM (M-F]  PHONE: [661|286-8821

O ABANDOMED WELLS OR ACTIVE WELLS
O ABOVE GROUND TANKS OVER 100 GALLONS
O PG TAMKS OVER 1200 GALLONS
O HAZARDOUS MATERIALS STORAGE
FIRE APPROVAL STAMP ON FINAL PLANS REQUIRED!

] FLOOD ZONE (SANTA CLARITA BUILDING & SAFETY)

23930 VALENCIA BOULEVARD, SUITE 140, SANTA CLARITA, CA 91355

CONTACT: GABRIELLE KOONTZ PHONE: (561)255-4375
O NEW STRUCTURES O ADDITIONS /AL TERATIONS

INTERNAL CLEARANCE TAG ON THE FERMIT CASE REQUIRED

[ CASTAIC LAKE WATER AGENCY
27234 BOUQUET CANYON ROALD. SANTA CLARITA, CA 51350
CONTACT: DOUG RICHAN PHONE: (661)207-1600 5233
HAS: 5 AM - 5PM (M-TH) {CALL FORAPPT.]  EMAIL: DRICHAN@CLWA.COM
O HEW BUILDINGS (FLOOR AREA: |
O ADDITIONS [FLODR AREA:
O TI'WITH CHANGE OF USE I NEW POOL ( SPA
[ RESTAURANT WITH AN INCREASE IN SEATING
RETURN CERTIFICATE OF PAYMENT TO BUILDING & SAFETY

SAPWABLDG Public ian Sheets\Agency Referral

Rederrals - NON-RESIDENTIAL dac
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] cOUNTY OF LA. HEALTH SERVICES

RADIATION MANAGEMENT DIVISION
3530 WILSHIRE BOULEVARD, STH FLOOR, LOS ANGELES, CA 90010
CONTACT: JEFF DAY (DIRECTOR) PHONE: (213)351-7857
HRS: 8 AM — 5 PM (M-F]

00 MEW CONSTRUCTION AND TENANT IMPROVEMENTS

CONTAINING ¥-RAY FACILTIES

[ INSTALLING X-RAY LINITS OR EQUIPMENT

[ RECONFIGURING EXISTING X-RAY FACILITIES
PROVIDE LETTER OF APPROVAL WITH APPROVED PLANS

MNOTES:

SAPWABLDGPublic i ¥ Referal

Referrals - NON-RESIDENTIAL doc
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Permit Process Tips

» Take advantage of what the agencies have to offer.

» The time you spend on your project before the plans are submitted will save
you even more time during the plan check process.

» The city is required to enforce the codes... but we also want your project to
succeed! New construction that is safe and efficient adds value to the
properties in the city.

The Permit Process for Tenant Improvements 11



Did you know...?
» Building & Safety plan review fees cover one review and two rechecks.
» Building & Safety offers electronic plan review (ePlans).

» If your space has a Certificate of Occupancy (C of O), and you are not making
changes to the use or size of the space, a new C of O will not be required.

. T —

T —
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rl!“b Mr‘l j‘
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Step 5 of the permit process:
Contact each of the agencies applicable to your project.

» Determine what documents and/or fees each agency will require in order to
approve your project.

» Before Building & Safety can issue a building permit, approvals from all
applicable agencies must be obtained.

» Start the process with each agency early.

The Permit Process for Tenant Improvements 13



Step 6 of the permit process:
Have complete, coordinated, and professional plans prepared.

This is the most important step of the permit process. Complete plans which
comply with the codes will be reviewed and approved quickly.

Incomplete plans which do not comply with the codes will take longer to review,
and will require corrections.

Lack of coordination between trades is a common error on plans.

The Permit Process for Tenant Improvements
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Step 7 of the permit process:
Submit your plans for review to all applicable agencies.

Submit two copies of plans.

Plan review by Building & Safety and other applicable agencies.
Turn-around time for Building & Safety plan review is typically 2-4 weeks.
Plan review comments may be issued.

Project applicant is contacted.

Building & Safety engineers are available in-person, by e-mail, or by phone to
answer any plan review questions you may have.

COUNTY OF LOS ANGELES

Public Health

CASTAIC.M
L A K E ¥&
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Step 8 of the permit process:
Resolve any plan review comments.

» Resolve all plan review comments/corrections.

» The final plans must incorporate all of the requirements from the applicable
agencies.

Multiple plan reviews may be required

Depending on how complete the plans are, multiple rounds of plan review may
be required. For example:

- First plan review: The plans are lacking disabled access information.

- Second plan review: Disabled access information is provided. The plan
reviewer is checking these details for the first time. The plan reviewer
issues comments/corrections.

- Third plan review: The accessibility details are corrected and the plans are
approved.

If the accessibility information had been provided for first review, only two
plan checks would have been required.

The Permit Process for Tenant Improvements 16




Step 9 of the permit process:
Obtain agency approvals, pay fees, and pull the permit.

Resubmit the plans to the applicable agencies, and obtain all plan approvals.
The final set of plans must be routed to all of the agencies.

Bring the approved plans and fee receipts to Building & Safety.

Pay permit fees and pull a building permit. Building permits may be issued
to a licensed contractor or the building owner.

The Permit Process for Tenant Improvements
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Every tenant improvement project is unique. Consider the following factors
which can vary from one project to another:

»

»

»

Proposed use of the tenant space (office, industrial, retail, assembly, etc.)
Existing use of the tenant space
Project location (industrial area, second floor, etc.)

Project size
Age of existing construction
Type of existing building (wood-framed, masonry, steel, etc.)

Therefore, the permit process is unique for each type of project.

Consider the following examples...
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Example #1: Small Retail Store

A small retail store currently occupies a 2,000 sqg. ft. space:
Sales floor: 1,300 sq. ft.
Back area (office, stock room): 700 sq. ft.

The store is proposing to expand their sales floor into a portion of the back
area. The proposed areas will be as follows:

Sales floor: 1,650 sq. ft.

Back area (office, stock room): 350 sq. ft.
The proposed construction work includes:

Demolition of one interior partition wall.

350 sq. ft. of T-bar ceiling and new lighting.

The total construction cost is $8,000

What would be required to obtain a building permit?
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Example #1: Small Retail Store

The existing sales floor (1,300 sqg. ft.) has 43 occupants. The proposed sales
floor (1,650 sqg. ft.) would have 55 occupants. When the occupant load exceeds
49, numerous Building Code requirements are triggered (two exits, exit
separation, door swing, exit signage, tactile signage, etc.).

Plans will be required showing full compliance with Building Code requirements.

New work triggers disabled accessibility upgrades. When the construction cost
is below the threshold, up to 20% of the adjusted construction cost must be
spent on upgrading the existing path of travel serving the proposed space.
Plans will be required showing full compliance with accessibility requirements in
areas of new construction. Plans shall also demonstrate which parts of the
existing space comply with accessibility requirements and which parts are being
upgraded. Specific details for accessibility will be required.

New lighting shall comply with California Energy Code requirements.
Plans will be required to demonstrate compliance with the Energy Code.

Plans must be approved by Planning, Building & Safety, and L.A. County Fire
Prevention prior to building permit issuance.

Even a “small” tenant improvement project can trigger important code
requirements.
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Example #2: New Restaurant in Retail Building

A new restaurant is proposing to move into a portion of an existing retail
building. The project will include:

Dining and waiting areas: 5,000 sq. ft. (approx. 250 occupants)

Back area (kitchen, office, restrooms): 2,000 sq. ft.

Existing building information:
One story, 12,000 sq. ft.
Built in 1980
Type V-B construction
Non-sprinklered

The proposed construction work includes:
New partition walls
New restrooms
New kitchen exhaust hoods
New rooftop HVAC equipment and makeup air units
New ceilings and soffits
New mechanical, plumbing, and electrical

The total construction cost is $800,000

What would be required to obtain a building permit?
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Example #2: New Restaurant in Retail Building

Santa Clarita Planning requires more parking for restaurants than for retail.
A parking analysis will be required.

The dining and waiting areas are assembly (A) occupancies. The existing
building was designed for retail (M) and office (B) uses. The allowable area of
the existing building will not accommodate the proposed restaurant without
significant upgrades (new fire-rated construction or fire sprinklers).

The existing building was built before disabled accessibility requirements were
required by the Building Code or ADA. Numerous elements do not comply with
disabled accessibility regulations. The adjusted construction cost exceeds the

threshold. Therefore, the accessible path of travel serving the restaurant must

be upgraded to fully comply with current code.

Structural engineering will be required for the rooftop equipment, hood
bracing, and suspended ceilings and soffits.

Kitchen equipment (including water heaters) that are regulated by the energy
commission must be specified from the Certified Appliance Database.

The California Plumbing Code will require separate restroom facilities for men
(2 toilets, 1 urinal) and women (3 water closets).
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Example #2: New Restaurant in Retail Building

Complete construction plans will be required which show compliance with all
code requirements (fire and life safety, accessibility, structural, mechanical,
electrical, plumbing, energy, green building). Plans must be prepared by
licensed professionals.

Prior to building permit issuance, plan approvals or fee payment receipts must
be obtained from the following agencies:

» Santa Clarita Planning (plan review, fees)

» Santa Clarita Building & Safety (plan review, fees)

» Santa Clarita Environmental Services (construction waste recycling deposit)

» L.A. County Fire Prevention (plan review, fees)

» Castaic Lake Water Agency (fees)

» L.A. County Sanitation District (fees)

» L.A. County Environmental Health Services (plan review, fees)

» L.A. County Industrial Waste (Plan review, fees. Grease interceptor may be
required.)

Notice the differences in the permit process
between project Examples 1 and 2.
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Thank you fo

City of Santa Clarita Permit Center
23920 Valencia Blvd., Suite 140
Santa Clarita, CA 91355

Building & Safety: (661) 255-4935




