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Introduction

The Planning Services Division accepts all entitlement applications electronically. Electronic applications may be
submitted online any time through the County’s convenient Online Permitting Services portal, Accela Citizen
Access, or to a Counter Services Technician at the Community Development Resource Agency offices in Auburn
or Tahoe during front counter service hours. Application forms and filing instructions are available for download
here.

All supplemental application materials such as maps, plans and studies must be submitted in electronic format
along with required supplemental application forms such as Exemption Verifications, Environmental
Questionnaires and Minor Environmental Questionnaires. This user manual is designed for use by Public Users of
the Accela Citizen Access application portal. The portal is designed as a fast, easy and user friendly tool, so don’t
worry - registering a user account and making applications is easy! Let’s get started.
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https://www.placer.ca.gov/2870/Application-Fees-Forms

How to Register a User Account

Before beginning, please make sure that your internet browser is the most current version! Problems with account
registry or inability to advance an application submittal are most often caused by an out-of-date web browser!

Users who wish to submit an entitlement application online must first register for an account. Accounts include
several features that enable the user to manage application submittals through their dashboard. Features include
grouping related project applications under application “collections”, the ability to update contact information for
projects, and the ability to assign multiple users to a single shared account which enables firms to conveniently
manage all application submittals to Placer County through a single account registry. Users may create an account
by visiting the Placer County On-Line Permits Portal.

Account registration is simple and requires just a few minutes to complete. The following tutorial is a step-by-step
example of the registration procedure. Let’s begin!

n n v
Welcome to the Placer County On-Line Permits Portal u
m Building Permits  Planning Permits more ¥
Advanced Search »

Account Registration

In order to submit an online application, we ask that you create an account.
Through your account, you will be able to easily access your applications,
permits, and projects.

General Disclaimer
While Placer County attempts to keep its Web information accurate and timely,

Placer County neither warrants nor makes representations as to the functionality
or condition of this Web site, its suitability for use, freedom from interruptions or
from computer virus, or non-infringement of proprietary rights. Web materials
have been compiled from a variety of sources and are subject to change without
notice from the County as a result of updates and corrections,

¢! | have read and accepted the above terms.

Check the box to accept the General Disclaimer
and then continue Registration
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https://permits.placer.ca.gov/CitizenAccess/

Next, the user will enter their account information creating a unique User Name, Password and Security Question.

All users will need to provide their email address to enable login credentials.

Welcome to the Placer County On-Line Permits Portal

m Building Permits Planning Permits more «

Advanced Search =

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

* indicates a required field.

* User Name:

JohnSnow

* E-mail Address:

JohnSnow@outlook.com

* Password:

*Type Password Again:

* Enter Security Question:

* Answer:

Contact Information

Choaose how to fill in your contact information.

Continue Registration »
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Once the user has completed this information a pop-up will appear for the user to select their contact type, which
includes options to register an account simply as an Applicant or Owner. For users that will manage applications
on behalf of their clients, selections for Agent, Architect or Engineer are also included. The contact type is simply

a user preference and will not affect how applications are reviewed or processed.

*Type:

Select Contact Type

--Select--
Applicant
Architect/Engineer
Authorized Agent

Contact
Owner

Next the user will be prompted to provide contact information including user name, address, phone number and
email. Once this contact information is entered and the user selects “continue”, the user contact information will
be saved and the account creation process is complete. A pop-up window will appear to show that the account has
been registered successfully, as shown in the screen shot below. The user will also receive an auto-generated email
confirmation that the account has been created. Please save this information in a file for future reference.

Welcome to the Placer County On-Line Permits Portal

m Building Permits  Planning Permits more ~

Advanced Search =

Your account is successfully registered

Congratulations. You have successfully registered an account.

Account Information

User Name:

E-mail:

Contact Information
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Planning Division Permits: Customer Pre-Application Submittal Process

The Accela Citizen Access (ACA) online portal provides public users the opportunity to submit entitlement
applications online, any time, any day. By logging into Accela Citizen Access, public users can create and manage
applications, view and create collections of related applications, submit application documents and pay fees. Once
an account has been created, the user will have 24/7/365 access to their online dashboard where they can manage
their applications. Applications submitted by a public user are created as a “Pre-Application”, which is converted
to a real permit record by a Planning Technician upon validating the accuracy and completeness of the application
selections.

Helper text is provided throughout the module to guide the user through the Pre-Application creation process,
including live hyperlinks to the Planning Services Division application download page where applicants can review
instructions for all applications, including detailed filing instructions for all entitlement application types.

To begin an online Planning application submittal, the user will select “Planning Permits” (1) then “Create an
Application” (2).

Announcements Register for an Account Reports(3) ¥ Login

Welcome to the Placer County On-Line Permits Portal | v

Home  Building Permits EMELLIGGEEGGIEE more ¥

Search Applications Create an Application
X,

Search for Permits

Enter information below to search for records.
« Site Address
« Parcel Number
« Permit Information
« Contact Information
Select the search type from the drop-down list.

General Search General Search v

[] Search All Permits

Permit Number Permit Type:
--Select-- v
Project Name: Start Date: End Date:
01/01/1900 ‘_1 06/07/2019
First: Last:
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Next, the user will “Accept” the terms of use before proceeding to the module to create the Pre-Application, as
shown in the screenshot below.

Announcements Logged in as-Alex Fisch  Collections (0} Reports (3} Account Management Logout

‘Welcome to the Placer County On-Line Permits Portal v

Home  Building Permits EFGUTNEEGTIE more -

Search Applications  Create Application

Online Application
Please “Allow Pop-ups from This Site” before proceeding.

What's required to complete an online Planning Application?
Prior to starting an application, you must complete the following
prerequisites.

1. Determine the entitlement or permit type you will be applying for by
reviewing the application types on our website. If you have any questions
please contact Planning Services at (520)745-2000 or you may submit
inquiries by email at Planningaplacer.ca.gov,

2. Review the Application Filing Instructions that correspond to your
application type. Follow the instructions in the checklist carefully.

3. Prepare all necessary documents for upload prior to starting your
application. Review our Electronic Application Filing Instructions.

What can | expect once my Application is submitted?

Once your application is submitted, you will receive an email with a Pre-
Application Mumber. A Planning Technician will review your application for
completeness and respend within 24 hours, excluding weekends and
holidays. Applications accepted as complete will include instructions
pertaining to payment of application fees and completion of application
authorizations. Incomplete applications will be responded to with further
instructions pertaining to Pre-Application requirements.

General Disclaimer A
While Placer County attempts to keep its Web information accurate and

timely, Placer County neither warrants nor makes representations as to the
functicnality or condition of this Web site, its suitability for use, freedom

from interruptions or from computer virus, or nen-infringement of

proprietary rights. Web materials have been compiled from a variety of

sources and are subject to change without notice from the County as a W
result of updates and corrections.

[ I have read and accepted the above terms.

Continue Application »
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Once in the module the user will be prompted to provide a project name and a written project description, which
will be written in the project description field provided. For complex projects requiring greater detail, a detailed
written project description can be uploaded to the Pre-Application as a Word or PDF format document attachment
in the “Documents” portion of the module (Step 3).

Announcements Logged in as:Alex Fisch Collections (0} Reports (3) ¥ Account Management Logout

Welcome to the Placer County On-Line Permits Portal v

Home Building Permits EYFLULILGGEC (G more v

Search Applications Create an Application

On-line Planning Project Application

1 Project Details 2 Project Location 3 Documents 4 Contacts 5 Acknowledgem... 6 7

Step 1:Project Details >~

*indicates a required field.

Detail Information

Describe the project in detail including project purpose, size of buildings, acres, number of units, project phasing,
operational characteristics and associated construction activities. If the project description exceeds the space provided,
attach the project description as a supplemental document in Step 3, Documents.

Click here for information required to be included in the project description.

*Project Name

Smith Variance

* Project Description:

The project requests approval of a Variance to the front property boundary setback of 50 feet to reduce the
setback to 40 feet due to excessively steep slopes at the rear of the lot that make development infeasible.
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Next the user will select the project entitlements, also commonly referred to as application type. A hyperlink is
included with the written instructions to redirect applicants to the Planning Services Division Application Fees &
Forms download page should more research on the application selections be necessary. If the project is classified
as a “Major Project”, the user will be required to provide the Pre-Development Meeting application number. If a
Pre-Development Meeting application has not yet been submitted, the module may be used to complete that
application.

AMDOUNCOMENNS  |ogeed in sxhls

‘Wislcrm io e Picer County On-Line Peems Porisl

Colocons (M Repors |3 ACCOUNE ManoQoment  Logoat

mrsg
prioT i aPre

nmncl\c P roview Tl SRpUCH

g
il bo rowlowesd by 3 Tachniciam for

COmplatonoss. AqpECSmons found 60 b gkt will R Wertion mmongmn:armmnmgm-mmnnm

0 accoptance 2 complebe for prococsing

* indicaie @ rocined Fekd.

Entitlemients

ENTITLEMENTS

¥ you ame s whech smtslemanih] sppty 10 your prosct. plams contact the Flasning Dreson belom procesdng.
AN Ensding Sme Mo U Posmin:

(Z1 e @) ) o P
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As the user continues through the module they will be will prompted to provide an address or parcel number (Step
2: Project Location) and to validate the parcel selection through the system. When a valid parcel is selected, the
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owner information will automatically populate. If the user selects a parcel that is not within the County’s
jurisdiction an error notification will appear.

HELPFUL HINT: A valid Assessor’s Parcel Number (APN) is the most certain way to validate a parcel. However,
if the APN is not known a valid address can also be used to locate and validate a parcel selection. When entering
street names, the spelling MUST be correct or the system will not locate the parcel. In the example screenshot
below the parcel address has been entered as “123 Common Wealth” whereas the actual parcel address is 123
Commonwealth (e.g. street name is one word, not two). If a user is having difficulty locating a valid parcel utilizing
the address look-up function, the most likely problem is a misspelled street name, the street name has been entered
as two words instead of one, one word instead of two, or a similar grammatical error.

Announcements Logged in as:Alex Fisch Collections (0} Reports (3)  Account Management Logout

Welcome to the Placer County On-Line Permits Portal >

Home  Building Permits RaFLULILTELl 33 more ¥

Search Applications Create an Application

On-line Planning Project Application
1 Project Details 2 Project Location I Documents 4 Contacts & Acknowledgem... [ 7

Step 2: Project Location >Address, Parcel, & Owner
* indicates a required field.

Address

Enter the address or parcel of the project location. If no address is available, enter the parcel number. If there is more than
one parcel involved in the project, please add additional parcel numbers in the "Additional Parcels’ field below. Additional
parcels will be subject to validation when the application is reviewed.

Street No.: Direction:  Street Name: Street Type:
123 --Selectr Common Wealth x --Salect-- ¥
City: Zip:

Validate Address m

PLEASE NOTE THE FOLLOWING PERTAINING TO PARCEL VALIDATION: The module allows validation of
only one parcel selection during Pre-Application creation. For those applications that include more than one parcel
such as Minor Boundary Line Adjustments, a text field is provided for the user to enter Assessor’s Parcel Numbers
for additional project parcels. The Planning Technician will incorporate additional parcels into the real permit
record when it is created.
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Next the module will prompt the user to validate the owner information and to provide an email address and
phone number for the owner. For applications that include multiple parcels and multiple owners, such as a Minor
Boundary Line Adjustments, the user will be prompted to provide information for additional owners in the
contacts screen at Step 4, Contacts.

Next the user will upload application documents to the portal (Step 3, Documents). The portal has a document
size limit of 100 megabytes per document, 1 gigabyte per application.

Welcome to the Placer County On-Line Permits Portal (‘?;ﬂ ’
b

Home  Building Permits g ULILGTRL—1Ic 8l more ¥

Search Applications Apply Online

On-line Planning Project Application

1 Project Details 2 Project Location 3 Documents 4 Contacts 5 Acknowledgem... 6 7

Step 3:Documents >Document Upload

Electronic Document Submittal Requirements including file format, maximum file size and required file naming conventions are
available here. Please review these instructions prior to uploading files.

Upload all supplemental documents required for the entitlement submittal in accordance with the entitlement specific
application filing instructions and the Electronic Document Submittal Requirements. Supplemental documents include all
project documentation specified in the filing instructions for each entitiement. If the submittal is for a Major Project,
supplemental documents shall include all studies, plans and exhibits specified in the Pre-development checklists provided to
the applicant following the Pre-development Meeting.

*indicates a required field.

Attachment

The maximum file size allowed is 100 MB.
hemi;hem; mhe;mhtmlexe; pif:msi;com;jar;bat;cmd;js;Ink; are disallowed file types to upload.

Name Size Action

No records found.

=3

To upload documents the user will select “Add”, and a File Upload pop up browser will appear.

PAGE 10



The browser allows the user to select files for upload from their computer or device, as shown below.

File Upload X

The maximum file size allowed is 100 MB.
htmLvtm;minmihtmiexe; pif:msEcomjarbat.cmd;jsiink; are disallowed file types to upload.

At Step 4 the user will be prompted to provide contact information. The user is required to designate at least one
point of contact and may add contacts for agent, architect, engineer or additional owners associated with the

application.

Home  Building Permits eFLLILGGERE= 0 cl more ™

Search Applications Apply Online

On-line Planning Project Application

1 2 Project Location 3 Documents 4 Contacts 5 Acknowledgem... & Review 7

Step 4:Contacts >Applicant and Contacts
At least one contact designated as the "Applicant’ must be provided before the application is submitted. The applicant will be
regarded as the primary contact for the project.

Contact information for owners of separate parcels must be added hera.
*indicates a required field.

Contact List

To add new contacts, click the Select from Account or Add Mew button. To edit a contact, click the Edit link.

Required Contact Type  Minimum
"  Applicant

1
Select from Account m

¥ Contact added succassfully.

Showing 1-1of 1
Full Nama Business Name  Comtact Type Work Phone Fax E-mail Action
Arya Stark HoOne Applicant kconklin@placercagow  Edit Delete
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At Step 5 the user will complete selections for required application authorizations and certifications.

HELPFUL HINT: Applicants submitting applications as agent on behalf of an owner will select the first
authorization checkbox below. Once the Pre-Application is accepted as complete and the real permit record is
created by the Planning Technician, these selections will be incorporated into an electronic authorization
document (an example of which is included on page 17 of this manual) that will be sent to the applicant and owner
to provide final authorization of the real permit application for processing.

When the real permit record is created requests for payment and electronic application authorizations are sent to
the applicant and all owners listed on the application. The permit is not complete or valid for processing until
payment is received and all authorizations are received from the applicant and owner(s). Agents working on behalf
of an owner are responsible for ensuring that application fees are paid and owner authorizations are provided. This
step will occur after the Pre-Application is submitted and is noted here for reference. More information is included
under the Electronic Signature Procedure section of this document.

COUNTY

OF /\—\
~Placer

Anncuncements Logged in as:Alex Fisch  Collections (0) Reports (3} " Account Management Logout

Welcome to the Placer County On-Line Permits Portal v

Home  Building Permits ZEYTTRES G more

Search Applications Create Application

‘On-line Planning Project Application
1 2 3 Documents 4 Contacts 5 Acmowledgem.. & Review 7 e

Step 5: Acknowledgements >Certifications

* Indicates a required fleld.

Acknowledgement

AUTHORIZATIONS

As owner, | hereby authorize the person or persons listed in this application as applicant representative(s) to make
application for project approvals by Placer County, to act as my agent regarding the above-described project, and to receive
all notices, correspondences, and reports from Placer County regarding this project. :

O

As owner, | will be acting as applicant for project approwvals by Placer County and agree to receive all notices,
correspondences, and reports from Macer County regarding this project.:

O

CERTIFICATIONS

*| certify that | have read and understood the At-Cost Entitlernents information, the At-Cost Processing information, and the
Past Due Accounts policies and procedures:

O
*At-Cost Entitlements:

In accordance with Flacer County's adopted Fee Ordinance, Majar Praject entitiements appied for through the Communizy

Development Resource Agency are pracessed “at-cost™. The fee pald 2t the time of fifing af the Initlal project appication is = deposit A,
only. Staff time and ather direct expenses (Le., public noticing) will be charged against the deposit. A detalled invoice will be sant
manthiy. Staff time Incledes fiald visits, travel ime, consultations in the office ar by telephone, staff repart praparatian, public

hearing and entitlement processing. Time may alsa Include research for specizl or unigue stuations, Facer County deparimants b
nwalved In the entitiement pracess may include, but are nat (imited ta, the Community Develogment Resaurce Agency, Faclllty

* At-Cost Processing:
I understand that If charges associated with staff time exceed this depesit, I will be bllled based on actual time spent. The haurly
rate In effect at the time the sarvice is actually performed shall apply. Invalces wiil be malied to the address an the appiication. 1
have 10 days from recelpt of an Invoice to contact the Caunty with any questicns regarding the charges ar the inwaice will be
deemed carrect and payable as presented. Once the decisian-making body has taken final action on the praject, upan written
requast, any unused depasits will be refunded to the person ar firm fram whom 2 deposit has been received.

*Past Due Accounts:

Fallure to pay invalces within aliatted biing periods may result in the following: 30 Days Past Due: Environmental dacumentation
will not be released; the project will not be presented to 2 hearing bady; and the Cownty will not Issue 2 permit. 60 Days Fast Due
aor Balance Due s greater than $5,000: A Stop Work Status will be Issued and all County departments will cease wark until the
accaunt Is paid. %0 Days Past Due: The account will be farwarded for callecticn.
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Next the user will continue to Step 6, Application Review. At this step the user will review all permit selections and
information and can select the “Edit” tab to correct any portion of the application before submitting.

t(::;,INT‘x'A\
OF

~Placer

Announcements Loggedin as:Alex Fisch Collections (0]  Reports (3) ¥ Account Management  Logout

Welcome to the Placer Cournty On-Line Permits Portal |

Home  Building Permits maore -

Search Applications Create Application
On-line Planning Project Application
i Pre-
1 2 I Documents 4 Contacts 5 Acknowledgem... 6 Review T Suk API:ed

Step 6: Review

Please review all Information below. Click the "Edit™ busions t0 make Changes +0 5eCHons or “Continue ADpUCaHon” t0 MOVE On.

Permit Type

On-line Planning Project Application

Detail Information

Describe the projectin detail including project purpose, size of buildings, acres, number of units, project phasing,
operational characteristics and associated construction activities. If the project description exceeds the space provided,
attach the project description as a supplemental document in Step 3, Documents.

Click here for information required to be included in the project description.

Project MameAlex's Test Project
Project Description: TEST

Entitlements

ENTITLEMENTS
Additional Building Site: No

Administrative Approval Relief from Standards: No
Appeal: No

‘Community Plan Amendment: No

Design Review Agreement: Mo

Emvironmental Guestionaire - Minor EG: No
Exemption Verification from CEQA: No
Farmworker Housing: No

Major Subdivision: Yes

Minor Land Division: No

Meodification te Approved Project: No

Previously Approved CEGIA Document: No
Rezone: Mo

Specific Plan: No

Specific Plan Amendment: Mo

Temporary Outdoor Event- No

Tree Permit: No
Voluntary Merger: No

| Edit |
Administrative Approval of Cellular Antenna: No
Administrative Review Permit: No
Certificate of Compliance: No
Conditional Use Permit: Yes
Development Agreament: No
Environmental Questionaire - Standard: Yes
Extension of Time: No
General Plan Amendment: No
Minor Boundary Line Adjustment: Mo
Minor Use Permit: No
Predevelopment Meeting: No
Rafting Permit: No
Sign Permit: No
Specific Plan Administrative Modification: No
Specific Plan Density Transfer: No
Tentative Map Conformity Review: No
Variance: Yes
Williamson Act: NO
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Once the user has reviewed and verified their selections they will select “Submit” to complete the Pre-Application
and the following screen appears.

Home Building Permits more ¥

Search Applications Apply Online

On-line Planning Project Application

1 2 3 Documents 4 Contacts 5 Acknowledgem.. & Review 7 Bre-Ape

Step 7:Pre-App Submitted

Thank you for using Placer County’s online permit services.

Submittal of a Pre-Application is the first step in completing an online entitlement submittal and does not
constitute completion of an entitlement application to the Planning Services Division.

A Pre-Application notification email has been sent to you (and the owner if applicant is not owner). The Pre-
Application notification email includes further instructions pertaining to Pre-Application review and processing.
Please review this email for further instructions about completion of an online entitlement application to the
Planning Services Division.

Thank you for using our online services.
Your Pre-Application Mumber is PREAPP-190024.

You will need this number to check the status of your application.

Upon Pre-Application submittal, an auto-generated email is sent to the customer and copied to the Accela Citizen
Access Planning email inbox to notify the Planning Technician Staff that a new application has been received. One
email account is established for the Auburn office and a separate email account is established for the Tahoe office.
The auto-generated email is automatically routed to the correct office email account based on geocode information
for selected parcel(s). Below is an example of the auto-generated email received by the customer.

Your Pre-Application PREAPP-190024 has been received. A Technician will review your submittal to determine if
it is complete for processing. You should receive email notification within 24 hours (excluding weekends and
holidays) with information pertaining to the application completeness. Applications accepted as complete will
include instructions pertaining to payment of application fees required to complete the application submittal.
Incomplete applications will include further instructions pertaining to completion of Pre-Application
requirements.

Placer County Planning Services

OnlinePLNPermits@placer.ca.gov

This concludes the steps involved in public user creation of a Pre-Application using the Accela Citizen Access
permit portal. Next, this user manual details some of the steps involved in the Planning Technician review and
processing of the Pre-Application to validate and/or correct the user selections and to create the real permit record,
receive final electronic authorizations, and process electronic payments. This information is included in this Public
User Manual as a courtesy and to provide public users with a better understanding of the procedures for converting

the Pre-Application into a real permit record, as well as procedures for receiving required authorizations and
application fee payments.
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Technician Review of Pre-Application and Creation of Real Permit Record

When a Pre-Application is received the Planning Technician will review the submittal for completeness and to
verify the correct entitlement selections have been made.

&l el el B 2o

Record ID: PREAPP-190030
Submit Assign Reset
Task Dewails  Sub Tasks (0)

@ Workflow Tasks
= 3 Submittal Review

ted

There curently are no ad hoc tasks defined

Google Maps

Snow Load

Submit Reset

Preference

Default Module *

Calculate Hours | Cancel Help

Assigned to Department Assigned to
Planning Alex Frsch

Department * Current Department  Staff * Current User

Planning ~] [AlexFisch

Status

chech speting

Record Type
Select v

Status Date
08/04/2019

Due Date
05292019

Hours Spent

If the Pre-Application is complete and the correct entitlement selections were made the Technician will create the
real permit record, assess application fees, and generate the application authorization document that will be sent

to the applicant and owner(s).

Upon completion of these steps the Technician will make a selection in the permit workflow to auto-generate the
authorizations for the applicant and owner(s) in accordance with the selections made by the applicant during the
Pre-Application. The applicant will receive two emails: one requesting required permit authorizations and a
separate email with a direct link to a payment portal. Payment can be made by e-check/bank transfer or credit

card.

There currently are no ad hoc tasks defined

Fees Paid & Auth Received

chech speling

[ & IaceT “Appication
Lo . .
[ Use Additional Building Si_ email test Planning Tech Submitted LAKE
PLNIS-00164 Design Review D Ema Test s RICHARDSO!
My Navigation & _ O PREAPP-190020 Fannung Tect RICHARDSOP
Record Summery 3 PREAPP180028 O Planning Tech Recewed RICHARDSO!
PLN1S CUP: Subdivision Major Supenvising Fi Submitted RICHARDSO
PL 62 s on Major, CUP Supenvising P1 Submitted RICHARDSOP
Workfion PLN18-00161 cuF Coflee Shop Planning Tect Submitted
Workfiow History ' PLN19.00160 Subdnsion Major, GUP My Alex Fisch Submitied RICHARDSOP
" PINIS00168  LandUse Permit CUP; Subdision Majar My New Project Alex Fisch Submitted RICHARDSO!
>
Page [1__]ot10 >
3 < >
>
A
- Record ID: PLN18-001656
Contacts 3
Related Records -] Submit Assign Reset Calculate Hours ~ Cancel Help
TaskDetails  Sub Tasks (0] »
Quicklinks & _ O
@ Workfiow Tasks B ) Status Date
cer County Web Si Assigned to Department . ta _
Blacer Counry Web Site & () Permit Initiation Planning Assigned to 08042019 ]
Gizar iache £ ) Submitial Review
cas -0 Inkial CEOA Deteminaton Department *_CurrentDepartment  Staff *_Current User Due Date _
I ) Planning | [Alex Fisch 06042019 |3
Wiealhes & (1 Envioomental Review
Adress Search ® 2] EIR Review Status Hours Spent
Google Maps + Entilement Review —Select—
e —~ Fees Invaiced & Auth. Requesizd
R 5 ) Project Closure
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Pre-Applications Deemed Incomplete

Some Pre-Applications will not be complete upon the initial submittal and may require one or more items to be
clarified or corrected. In those instances where the applicant appears to have selected an incorrect application
type - for instance the applicant has indicated that they wish to receive approval of a Variance but the proposal
can be accomplished through approval of an Administrative Approval (or similar issue to be clarified) - the
Technician may elect to contact the applicant by phone to clarify the project proposal prior to proceeding with
selection of the project entitlements in the Pre-Application and creation of the real permit record.

More commonly, an applicant may fail to provide required supplemental application materials, such as required
maps, technical studies, or other supplemental application materials. In those instances the Technician will write
a comment in the Comment Box under the “Submittal Review” workflow folder and select “Additional
Information Required” as the workflow status and “Submit” the status.

Record ID: PREAPP-190039

Submit Assign Reset Calculate Hours Cancel Help

Task Details Sub Tasks (0)

Task Details - Submittal Review

@ Workflow Tasks Assigned to Department Assigned to Status Date *

-y~ Submittal Review Planning Alex Fisch 06/27/2019 l]
In Review
Submitted Department * Current Department Staff * Current User Due Date
Planning v| [Alex Fisch v| [osi2712019 @

There currently are no ad hoc tasks defined Status * Hours S?ent

Additional Information Required
In Review
Pre-ApE'\‘i’eaﬂnn Come\ete

Please provide upload the following application materials applic; accordance with the Pre-Development A
Meeting checklists:
Tentative Subdivision Map \ (¥
Biological Resources Assessment

check spelling

Task Specific Information

Selection of the “Additional Information Required” workflow status will auto-generate a “No Reply” email to the
customer that incorporates the message placed in the comment box. The email includes an embedded permit
number “deep link” that will take the customer directly to the Accela Citizen Access permit portal. If the
customer is already logged in the link will direct them to their account. If they are not logged in the link will
direct them to the login page. An example of the auto-generated email is shown below.

From: Placer County No Reply [mailto:noreply@placer.ca.gov]

Sent: Thursday, June 27, 2013 3:54 PM

To: Alexander Fisch <AFisch@placer.ca.gov>

Subject: Placer County Planning Services: PREAPP-150033 - Additional Information Required

Your online application Test Permit, PREAPP-190039 was reviewed on 06/27/2019. Tt has been determined that additional information is required in order to complete
your application. Additional information is required as follows:

Please provide upload the following application materials to this application in accordance with the Pre-Development Meeting checklists: Tentative Subdivision Map,
Biological Resources Assessment, Noise Study, Traffic Study,| Drainage Report

If required, please use the following link to login to your application and upload any additional documents or supporting information (PREAPP-190039). If you have
questions pertaining to these instructions please contact the Planning Services Division at (530) 745-3000.

Placer County Planning Services

OnlinePLNPermits@placer.ca.gov
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Electronic Signature Procedure

When the real permit record is created, requests for payment of application fees and electronic application
authorizations are sent to the applicant and all owners listed on the application. The permit is not complete or valid
for processing until payment is received and all authorizations are received from the applicant and owner(s). Agents
working on behalf of an owner are responsible for ensuring that application fees are paid and owner authorizations
are provided. Below is an example of the Application Authorizations document that will be sent to the project
applicant and owner(s).

AUBURN OFFIGE (530) T45-3000 PLACER COUNTY PLANNING SERVICES DIVISION TAHOE OFFICE (530) 551-6280

Application Authorizations

PERMIT DETAILS
PERMIT NUMBER: PLN19-00165

ENTITLMENT(S) REQUESTED: Additional Building Site;
PROJECT NAME: email test

PROJECT DESCRIPTION: test

WORK LOCATION: 150 LAKE BLVD TAHOE CITY
ASSESSOR'S PARCEL NUMBER(S): 094-540-020-000
MAJOR PROJECT: Yes

APPLICANT: Terry Dunn

OWNER AUTHORIZATION

O Asowner, | will be acting as applicant and will receive all notices, comespondences, and reports from Placer County
regarding this project.

G As owner, | hereby authorize the person or persons listed in this application as applicant representative(s) to make
application for project approvals by Placer County, to act as my agent regarding the above-described project, and to
receive all notices, corespondences, and reports from Placer County regarding this project.

[ The signature below authorizes any member of the Placer County Development Review Committee (DRC), and other
County perscnnel as necessary, to enter the propertyistructure(s) that is (are) the subject of this application.

EJ The Planning Division is prohibited from accepting applications on tax delinguent properties pursuant to Board of
Supenvisors direction.

] Prior to the commencement of any grading and/or construction activities on the property in question, that are based
upon the entitements conferred by Placer County permit approval(s), the applicant should consult with the California
Department of Fish & Wildlife (DFW) to determine whether or not a Streambed Alteration Agreement [§1603, CA Figh
& Game Code] is required. The applicant should also consult with the U.S. Amy Corps of Engineers to determine
whether or not a permit is required for these activities pursuant to Section 404 of the Clean Water Act. Fees may be
required to be paid to the Department of Fish and Game for their participation in the environmental review process as
required by State law. The applicant's signature on this application form signifies an acknowledgement that this
statement has been read and understood.

I certify that | have read this permit and state that the above information is correct. | agree to comply with all county
ordinances and hereby authorize representatives of Placer County to enter the above listed property(ies) for field inspection
purposes related to enfitliement processing.

Date: Signature of Owner:
Date: Sigmature of Applicant:
Fianning_Appiication_Authortzasion F'age 10f3
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