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PLAN SUBMISSION REQUIREMENTS 

To ensure a successful submittal, please follow these plan submission requirements: 

1. Applicants are first to complete the Fire & Building Safety Permit Application and sign the 
Submittal Checklist. At submittal intake, the permit technician will check the submittal to include 
appropriate plans and documents. During plan review, staff will check the sufficiency of the 
construction documents. We suggest that applicants review the Plan Review Guidelines before 
submitting.  
 

2. When existing buildings or facilities undergo alterations and additions the  Accessibility Compliance 
Form for Existing Building & Facilities should be submitted.  
 

3. Submit two (2) full-size (min. 24”x36”) sets of scaled plans plus two sets and support 
documents.  
 

4. Submittal should have the architect’s and/or engineer’s wet stamp, signature date of signature, 
and registration number on all sheets of plans and cover sheets of calculations.  If electronic 
stamps are provided for submittals, a separate letter stating what sheets are submitted by the 
licensed professional. The authorization letter shall be wet stamped.  
 

5. Ensure an electronic copy (in PDF) of the submittal package is uploaded into Project Tracking for 
the Building team and GOVmotus for the Fire team.   
 

6. Our goal is to review all submittals within 15 business days. New buildings or large projects may 
take longer for review. Applications submitted after 12:00 PM will be date stamped for the 
following business day. 
 

  



   
 

   
 

Submittal Checklist:  

Not all plans and support documents are necessarily included in a project; complete 
only those sections that apply.  
 
Sheets used as references should be clearly labeled. Details on the reference sheets 
that are used in the proposed project should be included in the construction project 
sheets. Delete notes and details that do not apply to this project. 
 

Item Description Applicant FABS 

Cover/Title Sheet (project description, scope of work & building 
information 

☐ ☐ 

Site plan (vicinity map with area of work identified) ☐ ☐ 

Architectural plans (floor plan, exiting code analysis, elevations, 
sections, ceiling plan, roof plan, room, door and window schedules, 
building sections and details) 

☐ ☐ 

Structural plans (foundation, soils report, framing details and 
calculations, if applicable) 

☐ ☐ 

Electrical plans ☐ ☐ 
Mechanical plans ☐ ☐ 

Plumbing plans ☐ ☐ 

Title 24 Energy Documents ☐ ☐ 

Seismic Hazard Zone Report ☐ ☐ 

Energy Calculations ☐ ☐ 

Materials/Equipment cut sheets ☐ ☐ 

MSDS Data Sheets ☐ ☐ 

 

I have reviewed this submittal list and I recognize that increased time frames are necessitated by 
inadequate plan submittals. In some cases a plan review may not be performed until the missing data is 
submitted.  

 

Signed: ________________________________________ Date:___________________________ 

  



   
 

   
 

Plan Review Guidelines: 
 
☐  Title Sheet 

 ☐  Name & address of the project  

 ☐  Description of Work and Scope of Project 

☐  Applicable codes  

☐  Sheet Index 

☐  Note any Deferred/Separate Submittal 

☐  Provide a list of required special inspections specific to this project. 

☐  Vicinity Map 

☐  Building Information to include:  

1. Type of occupancy, type of construction and total allowable square footage 
2. Allowable area increase calculations for sprinklers and/or frontage (if used) 
3. Identify whether separated or non-separated use 
4. Number of stories/basements, total height in feet 
5. Note any alternate means of protection/construction with documentation on 

the plans 
6. Note whether the building is to be provided with sprinklers and/or a fire alarm 

system 
7. The max. area of exterior wall openings shall not exceed that allowed in CBC 

Table 705.8. 

☐  Note if the project is in a Fire Severity Zone for Wildland Urban Interface requirements 

☐  Note if the project is in a Flood Zone 

☐  Provide a list of hazardous materials and quantities that will be stored and/or used within 
the building.  

 

☐  Site Plan  

☐ A plan of the entire site with all buildings and all projecting elements at an appropriate 
scale 

 ☐ Indicate the area of work - new building, area(s) of remodel or alteration/addition 

 ☐ Note the name and/or designations for all buildings 

☐ Show any and all property lines, assumed property lines, areas used for frontage. Show 
dimensions from the property line and existing adjacent structures to the proposed 
structures.  

☐ Provide use or occupancy of the project and the adjacent buildings 



   
 

   
 

☐ Show all access roads, fire department connections, fences, gates, and safe dispersal 
areas. 

☐ Show the location of any existing and/or new fire hydrants with available fire flow. 

☐ Identify accessible paths of travel from accessible parking stalls and public ways to 
public entrances. Show the accessible path of travel between buildings/facilities. Show 
at least one accessible route connecting all required exits. 

☐ Identify EVSC, EV, and accessible parking stalls and provide calculations. 

 

☐  Floor Plan 

☐ Provide a complete dimensioned floor plan of each floor  

☐ Label all rooms as to their use within the building and identify occupancy classifications. 
Show each room/space size and occupant load. 

☐ Provide exiting analysis 

1. Show the number of exits, the distance between required exits, and occupant load 
at egress components.  

2. Indicate the exiting path from each room/space with the common path of travel 
distances and the maximum travel distance identified. 

3. Show each corridor/hallway width, exit access and exit door width, exit stair-way 
width and dead-end corridors lengths. Show dimensions and locations of the area of 
refuges (If applicable) 

☐ Show wall types and indicate all fire-resistive walls (fire-resistive corridors, exit 
enclosures, exit passageways, horizontal exits, occupancy separation walls and floors, 
fire-resistive shafts, and firewalls, along with their fire-resistive ratings.)  

☐ Show direction of door swings, required rating of doors and frames, door sizes, types 
and hardware  

☐ Indicate the locations of all illuminated exit signs and tactile signs.  

☐ Show locations of fire sprinkler risers, fire department connections, and fire alarm 
control panels 

☐ Show locations of all fire extinguishers by type and size. 

☐  Any room used for an assembly purpose shall have the capacity of the room posted in a 
conspicuous place on an approved sign near the main exit or exist-access doorway. 

☐ Provide an interior accessibility plan connecting accessible space and elements within 
the building. Show clear floor space at doors, appliances, and fixtures.  

 

☐  Building Section 

☐ Show section(s) through rated walls indicating how fire rating is maintained for each 
condition. 



   
 

   
 

☐ Provide appropriate references to rated construction. Where rated construction is 
exempted, provide a note with the appropriate code section. 

☐ Indicate floor to floor height 

☐ Show wall insulations 

 

☐  Ceiling Plan  

☐ Type of ceiling provided 

☐ Ceiling height 

☐ Reference to appropriate details for rated ceilings 

☐ Location of all light fixtures and air diffusers in the ceiling 

☐ Attic access (if any) 

☐ Detail suspended ceiling with seismic bracing and vertical compression strut, light 
fixtures independently supported, etc.  

 

☐  Roof Plan  

☐ Note roof classification in accordance with CBC Chapter 15, with listed assembly 
numbers. 

☐ Note slope of the roof(s) 

☐ Show solar-ready zone  

☐ Note all draft stops (if required) 

 

☐  Structural  

☐ Show typical foundation details 

☐ Show typical wall, ceiling and roof framing details 

☐ Details for all rated conditions are appropriately referenced with an assembly/ design 
number or identification for specific rated conditions, such as  

fire partition, firewall, fire barriers, interior and exterior conditions. 

☐ Rated access panels and hatches. 

☐ Shaft wall construction for stairs, elevators, and Type 1 hood duct chases 

☐ Show all fire blocking for wood construction. 

☐ Show protection of structural frame if rated construction 

 

☐  Mechanical  



   
 

   
 

☐ Mechanical equipment schedule, rated in BTU’s/hours 

☐ Equipment locations, list sizes and materials, provide a legend for symbols 

☐ Locations of air dampers, fire dampers, and smoke-fire dampers 

☐ Location of combustion-products-type smoke detectors 

☐ Fire-resistive separation details 

☐ Corridor construction details, show openings and penetrations 

☐ HVAC plans show all units and duct sizes 

☐ Roof plan shows equipment locations, distances from the exhaust or make-up air to 
building openings and to property lines 

☐ Cut sheets on hoods, exhaust fans, make-up air units, and equipment under hoods 

☐ Calculations for all hoods 

☐ Schedule of all HVAC equipment with noted CFM and an air balancing schedule. 

☐ HVAC units with CFM's in excess of 2000 are noted to be provided with automatic shut-
down per CMC 608, or an appropriate exception is to be noted. 

☐ For HVAC units with automatic shut-down, note whether by area detection or duct 
detector. 

☐ The location of any required fire-resistive walls is highly desirable to be shown on 
mechanical plans with the location of required fire/smoke dampers. 

 

☐  Plumbing  

☐ Plumbing fixture schedule 

☐ Material list for all types of piping 

☐ Waste and vent – one line plumbing plan, isometric drawing, gas appliance list w/BTUS 

☐ The calculation for water pipe sizing and low and high static water pressure 

☐ Condensate piping – one line plumbing plan 

☐ Floor plan showing all gas piping and any hazardous (acid) waste piping. 

☐ Shut off for gas piping noted. Each building should have a separate shut-off. 

☐ Through-penetration detail(s), if rated construction is involved. (If rated details are 
provided on architectural drawings, provide reference to those details.) 
 

☐  Electrical   

☐ Site electrical plan  

☐ Floor plan shows power circuitry and panel locations 

☐ Reflected ceiling plan shows circuitry and Title 24 switching 



   
 

   
 

☐ Roof plan shows roof-mounted equipment and service receptacles 

☐ Security plan and HVAC electrical plan 

☐ Symbols, schedules, details 

☐  Single Line Diagram including Main Switch Board 

☐ Electrical load calculations, including Main Switch Board 

☐ Electrical Panel Schedules 

☐ AIC rating on new electrical service 

☐ Letter from PG&E for available fault current at main service 

☐ Floor plan showing emergency lighting and exit signs. 

☐ Locations of any required fire-resistive walls, indicating the highest KVA for transformers 
and the highest voltage for each electrical room. 

☐ Provide a list of electrical tests, such as torque testing and circuit breaker testing, and 
testing lab information 

 

 


