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PROCESSING GUIDE
Over the Counter (OTC) Roofing Permit

This document provides a step-by-step guide for submitting a residential roofing permit application through
the Accela portal, including instructions on navigating the website, filling out forms, and uploading required
documents.

When you are on the Accela portal at permits@sjgov.org, start by 1) Hovering over
“Building” 2) Then hover over “Applications” 3) Then click on “Residential
Permits” as indicated in the picture below.
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4) Scroll down and click on the Roofing tile.
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Residential Permits

4
Please select one of the permit categories below for more information. \

{8 Fence/Retaining Wall ] I @ Master Plans | | B Electrical Vehicle Charging

T = T
| & Siding l I B Window/Door Replacement l | £ Accessory Structure | | + Addition/Remodel ]
| 4 Manufactured Home | | A Residential Dwelling | [ & Mult-Family Unit | | o Grading ]
| $% Demolition l I & Fire Safety Systems l [ 2 Pool/Spa 1] 7 Soler l
| |




5) *Download these PDFs indicated by the arrow, as you will heed them later*

Community Development Department

Home Building v Code Enforcement Fire Prevention Planning v  Feedback

Roof ;
A permit is required for roofing, including: Documents
« Roof replacement Adopted Fee Schedule
Smoke & C02 Alarm Verification

« Roof overlay
Owmer-Builder Verification Form

« Roof conversion Cool Roof Certificate of Compliance

« Similar work

You must apply online through San Joaquin County’s Online Permitting System. First time users will need

a valid email address to set up an account. It takes about 5 minutes to create a new account



Make sure to read this before beginning.
6) Press the APPLY ONLINE button.

Step 1: REGISTER AS A USER

For frst time users, as noted sbove, you wil need to register for a new accournt with cur Online Permitting

System. If you have an account, pleace continue with Step 2 below.

To create an account, click on “Apply Onlinz” below 10 be routed 10 the Online Permitting Systam login

pege. Click on 'CREATE AN ACCDUNT® in the lower nght comey, and register with your emeil address

You will be ask=d to provide thes following information to open an accourt

1 Choose s usemame and password
2 Pergonal and Contect Information
3. Licens2 Numbers if you are regictering ac a licensed profescionsl

Afrer you regioter, you'l recelve e confirmation emall

Once you confrm your account, you're ready to apply

Step 2: MAKE SURE YOU HAVE TIME TO APPLY

Building Permit applications take about 20 minutes 1 completz. If you are unable 10 complewe the
application you can save your progrese and return at a later time, however, the application will notbe

reviewed until # 12 submitted

Step 3: SUBMIT APPLICATION Step 3 will contain the different items that are required

to submit your specific Permit Application.

The following rems are required to submit an application
The items specific to your Permit will be shown here.

Step 4: INTAKE

Building staff may contact you for more information, and for payment of the parmit fee. You will be
contacted through the Online Permytting Sysatem, ond receive emaeila when you have new correspondence
regarding application submittal . We encourage you to collaborate with staff through the Online Permitting

System, and via email.

Step 5: NEXT STEPS

1 Suaff will contact you by emad to complete the intak= process
2 When your application Is accepied, you wil be notufied to pey feee online.
3. Upon spproval, staff will contact you for applicable permmit issuance siepe.

EEEm s



7

5™

Be sure to read the terms. 7) Check the box to acknowledge your
Agreement. 8) Then press the “Continue Application” button.

Online Application

Welcome to Agency’s Online Permitting System. Using this system you can submit and update information, pay fees, schedule inspections, track the status of your
application, and print yvour final record all from the convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site" before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disdaimer
While the Agency attempts to keep its Web information accurate and timely, the Agency 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 Agency as a result of updates and corrections.

All trademarks and service marks contzined in or dsplayed on this website are the property of their respactive owners. Any commercial use of the materials stored on this Yeb site is strictly
prohibited without the pnor written permission of the Agency.

The Agency Is neither responsible nor liable for any viruses or other contamination of your system nor for any delays, inaccurades, errors or omissions arising out
of your use of the site or with respect to the material contained on the site, induding without limitation, any material posted on the site. This Web site and all
materials contained in it are distributed and transmitted "as is™ without warranties of any kind, either express or implied, including without limitation, warranties of
title or implied warranties of merchantability or fitness for a particular purpose. The Agency is not responsible for any special, indirect, incidental or consequential
damages that may arise from the use of, or the inability to use, this Web site and/or the materials contained on this web site whether the materials are provided
by the Agency or a third party.

In addition to the preceding terms and conditions the Agency, its officers, employees, agents or representatives shall not be liable for any damages of any kind
arising from your use of the online payment service. Nothing contained in this Web site constitutes or is intended to constitute legal advice by the Agency or any of
its agencies, officers, employees, agents, or representatives.

External Links
This Web site may contain links to other sites on the Internet, which are provided for the convenience of the user. The Agency is not responsible for and makes no
representation about the content or material available on such other sites. Links are not intended to imply sponsorship, affiliation or endorsement by the Agency.

Privacy Policy
While the Agency does not sell any information collected and provided through this web site, such information may be subject to disclosure as required by any
federal, state or local laws, rules or regulations, induding, but not limited to, the California Public Records Act (Government Code Section 6250 et seq.).

Communications via Web Site

Communications made through e-mail and messaging systems shall in no way be deemed to constitute legal notice to the Agency or any of its agencies, officers,
employees, agents, or representatives, with respect to any existing or potential claim or cause of action against the Agency or any of its agencies, officers,
employees, agents, or representatives, where notice to the Agency is required by any federal, state or local laws, rules or regulations. Additionally, no
communications made through e-mail or messaging systems shall be deemed to be legal or professional advice.

(O 1 have read and accepted the above terms.

Continue Application »




9) Press “Select from Account” and continue to next page in guide.

1 Contact 2 Application

Support
Information Information 3 Doglpmenhﬁon 4 Review 5 Pay Fees 6

Contact Information > Contact Information
“indicatec a required field.

Applicant

To add new confacis, click the Seiect from Account

9

Contact List

Under the Contact List, please provide contact information for all parties associated with this application (i.e. Architect, Engineer, Authorized Agent, Designer,
Developer, Property Owner).

Showing 0-0 of 0

No records found.

Licensed Professional

A Lic d Professional is a licensed contractor with an active license issued by the Contractor State Licensed Board.

To search for your Contractor State License, click “New" and select “Contractor” then enter your “State License Number®.

Save and resume later Continue Application »




10) Select your mailing address. 11) Press “Continue”

Select Contact from Account X

CDD Building
Applicant

Select contact addresses for this contact to attach to the record.
Required contact address type(s):Mailing

Showing 1-1 of 1

« Mailing 1810 E Hazelton
10

m Discard Changes

11




12) A) Click to add additional contact address, if needed.
B) If you are an authorized agent for the contractor, complete this section.

C) If you are a contractor, or a licensed contractor is signing the permit, complete this section.
D) Then press “Continue Application”

+ Contact added successfully.

CDD Building

San Joaquin County
buildina®siaov.ora
Home phone::

Mobile Phone

work Phone: 2094

Fax

Edit Remove

v Contact Addresses A Click here to add additional contact address, if needed.
«—

To &M a contact address cick the adaress ink
Required contact a0dress lype(s) Mailing

Showing 1-10of 1

Mailing 1810 W Eudid Ave Actions v No

4

Contact List

Under the Contact List, please provide contact information for all parties associated with this application (i.e. Architect, Engineer, Authorized Agent, Designer,
Developer, Proparty Owner).

B
m 4 *If you are an authorized agent for the contractor, complete this section.

Showing 0-0 of 0

No records found.

Licensed Professional

A Li d Pr i lis ali d contractor with an active license issued by the C State Li d Board.

To search for your Contractor State License, click "“New" and select “Contractor” then enter your “State License Number”.

m ‘____c,_———- *If you are a contractor, or a licensed contractor is &

signing the permit, complete this section.

I Save and resume later I Continue Application »




13)When searching for the address of the jobsite, please only put A) the
street number, or street name and nothing else. B) Then press search.

Application Information> Work

To seahrch for the project address| please enter the Street Number and/or the Street Namejbelow and click
Searc

Address / A \

= Sureet No.: Koirec(ion: su-:-:«%me: Streer Type:

[ | - | | [mee= =]
Unit Type: Unit No.: Fraction:

[ -1 | | | |

City: Seates Zip:

[ | [E==mmm=] | J

| Search | Clear |
Parcel\ B

= Parcel Number:
Lot: Block: Subdivision:

[ || |

Legal Description:

Land value: Improved value: Exemption Value:

Owner

Compigie the Change Of OwnNer SeCUion on the NexXt Page If Owner IS different Than shown here. FICase UPload ProoTl of ownarshipo.

Owner Namea:

|
Addrecz Ling 1t
| J

Addrezz Ling 2!

I Save and resume later I Continue Application »




14) A box will pop up showing all of the properties with that number in the county
Find your address on the list. A) Select the address by clicking on the circle next
to it. B) Then press select.

*If you cannot find your address, you may not be in county jurisdiction, Call
(209) 468-3121 and we can check for you.

Address Search Result List

Addresses

Showing 1-8 of 8

1810 £ ANITA ST STOCKTON S STOCKTON 85205
1810 E HAZELTON #PC STOCKTON CA 95205 STOCKTON 95205

) 1810 E HA ON AVE DAVE STOCKTON CA 55205 STOCKTON ©5205
E HAZELTON AVE STOCKTON CA 35205 STOCKTON 85205

1810 E TENTH ST STOCKTON CA 95206 STOCKTON 95206
1810 N SUTRO AVE STOCKTON CA 95205 STOCKTON 95205
1810 S POCK LN STOCKTON CA 55205 STOCKTON $5205

1810 W ROSELAWN AVE STOCKTON CA 95204 STOCKTON $5204

Associated Parcels

Showing 0-0 of 0

No records found

10



15) A) Make sure this is the correct address.

B) Then press “Continue Application”

niicates » ey -
[~Rddress

* Street No.: Direcven: Street Name: Street Type:

[= NE === | =

untNo.: Fracvon:
| |

Ciry: Stata: Zip:

|:u.uu- I I = |~»a» |

Parcel

* Darcel Number:

Let: Block: Subdivision:

| | | | o=

Lega! Description:

7

Land Valus:

Irprovad Valus:

Exvempton Value:

|

Owner

Compiete the Change of Owaer section on the next page If oweer is different than showe here. Piease upidad proof of ownership.

Owmner Name:

| ——

Addrass Lina 1:

Adérazs Lina 2:

Stazer

Zipt

Continwe Applacation »

11



16) A) Complete all of the fields with an asterisk(*). Once you have filled
in the information, B) Press “Continue Application”

Application Information>Project Information

ndicates a required fiald.

Change of Owner Information

CHANGE OF OWNER INFORMATION

s E—
T ] If there is no change of owner

City: ] information, just leave it blank.
s L 1

General Informaiton

GENERAL PROJECT INFORMATION

. Fill out all boxes with an asterisk (*)
A — 4 <4—t—and that apply to the scope of your

*Uge Type: l e - I prOjeCt
FEstimated Cost (Job Value): l:]

OTC Re-Roofing Information

OTC RE-ROOFING

* Pitched roof: slopes (4:12) and greater, if not CI ® Squares
applicable please enter zero:

* Low pitched roof: flat up to (4:12), if not applicable E # squaroe
ploa:o antar zaro:

*Type of Roof Materials: = -] -<&—ft—and that apply to the scope of your

Fill out all boxes with an asterisk (*)

* Type of Roof Covering: l TR S I project.

Mountain House

MOUNTAIN HOU SE

* Is this project located in the Mountain House
Community Services District?: () Yes © No

I Save and resume later | “ Continue Application »




17) Click on the add button

Roofing

Over the Counter Re-Roofing Permit

, Contact Application Support -
* Information 2 In tion 3 Documentation 4 Review 5 Pay Fees 6

Support Documentation>Support Documentation

*indicates a required field,

Attachment
A

Roof alterations require Title 24 Energy Documents. Please provide a Cool Roof Certificate of Compliance.

If a specific document is needed for your permit, it will be listed heré>"(A) Or here (B)

The maximum file size allowed is 500 MB. e

ade;adp; bat;chm:cmd;com;cpl;exe;hta;htm;htmI;ins;isp;jat;js;jse;lib;lnl(;mde;mht;mhtml;msc;msp;mst;php;pif;scr;sct;shb;sys:vb;vbe;vbs;vxd;wsc;wsf;wsh are
icalloywy | ne: o)l

his application type requires you to submit the following types of documents in format. Su
prior to approval. Cool Roof Form, Smoke and Carbon Monoxide Alarm Verification Form

No records found.
16

Bl «—

Save and resume later Continue Application »

ject to the coliected information, you may required to submit adaitional documents

13



18) Click Add
*Please note only PDF file type is allowed.
The maximum file size allowed is 500 MB.

File Upload X

The maximum file size allowed is 500 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js;js¢
are disallowed file types to upload.

*Only PDF

files accepted™

18

14



19) A) Select the form from where you have saved your completed document.

B) Press open.

smoke-and-<o2-alarm-venficatic

) ,

ning - Buliding - Code Enk

SMOKE & CARBON MONOXIDE ALARM VERIFICATION FORM

In an effort lo enhance life safety within dwellings, The California Residential Code
Sections R314 & R315, California Building Code Section 907.2.11.2, and National Fire
Protection Association Section 29.8.3.4 require the retrofd of smoke and carbon
monexide alams in existing dwellings when allerations, repairs or additions requiring a
permit are made

Alanm

generally shall be hard wired (110volt) with battery back-up. Exceplions.
. Smoke slama are pemytiad 10 be soiely batery operated in & g areas of uldngs Underoong
aore of rmoa s that 40 Nt N s PAMaVal of Pienor walls oF cafing finienas expoang 1

. imied 1o the

he 600N of

o o
repianamant of wind poreh oo

+ o . ety bamery operatad whan work is Iimiiad 90 the rataliation
aneration or repar of

elecrcal systems which do not result in the
tructure.
Alarms must t 3 ocations within the existing dwelling

n ol bedrox y raqares a S ™ erce, than a

carton monawde alarm i3 required as wel.

* mmediaely oumide of each sieepng area (Theoe areas requre » Smoke and Carbon Monciode

Az,
At leaet one Smcke Aarm and Carton Manoode slanm on each leved of the dweling. Ths noudes
omements and habkabie 3t rooms.
* Shal be curert wihn 1 om the date of manufacture marked on the unt, or reglaced 4 fe dale

watsery 60 heve & 836nce %eanure 1 6 corvartional onzason

shall be feglacad If no ongsr A

g

| understand the above requirements and certify that we have smoke and carbon
monoxide alarms instalied that comply with the code and with the manufacturer's
instructions, have been tested, and do function properly.

Must be signed by either the property owner or contractor:

Snature of O Date Signature of Con

Prnt Name Prnt N

Property Address.

Permit 2

\ SANSJUAYUIN LUIINTIUNILY UEVEIVPITIENL UEPd! UNENL

Cancel

15




20) A) Wait until meter reaches 100%
B) Press continue.

File Upload

The maximum file size allowed is 500 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js;js¢

are disallowed file types to upload.

smoke-and-co2-alarm- 100%

A

Remove All

16



21) First choose the document name. 22) Then write a short description.

(i.e. Signed smoke and carbon) 23) You must press the save button to save it.
If needed, add more documents. When you have added all the documents and
saved them you can 24) press “Continue Application”.

Other Plans

Other Supporting Documents

‘
|
H Salact-- a
} APCD Air Poliction Contrel
Cool Roof Ferm
Engineered Plan giowent 4 Review 5 Pay Fees 6
Flcod Elevation Certficats
’ Flcor Plan ort Documentation
|

Owner Builder Form ndicates a required field.

Permn

Parme Ready For Signature

Parme With Signatures

o M;Ins;1sp;jar;)s;yse;libjink;mde; mht;mhtmi;msc; msp;mst; php; pif;scr;sct;shb;sys;vb;vbe;vbs;vxd;wsc;wsf;wsh are
cee

wing types of documents in POF format. Subject to the collected information, you may be required to submit additional documents

Dict © Sawar Co
Plot Pfan for Sewer Connaction n Venficabon Form

Pool Backfill Cartificate

Public Works Releaze

Sie Plen/Location Map

Smoke and Carbon Monoxide Alarm Verificstion Form

Solid Weste Diversion Plan v
[ —Select - -] — 21

File:
smoke-and-co2-alarm-venfication.pdf
100%

Remove

Description:

< dp—— ) )

spell check

23— 28 20
Save and resume later 24 ﬂ Continue Application »

17



25) Carefully check that your information looks correct. You can use any of the edit buttons to
correct the info.

26) Then read the text in the certification box and if you agree to the terms, check the box.
The date will auto populate.

27) Now you can press the “Continue Application” button.

Change of Owner Information

CHANGE OF OWNER INFORMATION =rs

Orwrrrame s Narne

State

Tip.

General Informaiton

GENERAL PROJECT INFORMATION ==
Progect D raptson 1
U Typon -

Estimated Cost (Job Value):

OTC Re-Roofing Information

orc ne-acoriNG —rs

Pitched roof: slopes (4:12) and greater, if not applicable please enter 6

rero:
Low pitched roof: flat up to (4:12). if not applicable please enter Zoro: 6

Type of Root Materiats: Comp
Type of Root Covering” Tear ot

Mountain House

MOUNTAIN HOUSE

I= this project located in the Mountain House Community Sarvices No
District?

=T
Attachment ==

The maxamum file size allo

u
-

cphpipefmcr et

<ool-roof-cartificata-
of-comphance. Cool Roof Form 184.62 KB 06/30/2025 Uploaded 06/30/72025 Actions «

rezidental.paf

By my signature below. 1 cartify to one of the following:
1 am 5 California icansed contractor or the proparty owner or suthorized to act on the property owner’s behalf (requires written approval and Owner/Bullder
Verification Form =igned and submittad).

1 have read this construction parmit application and cartfy the information 1 have provided iz correct. 1 also agrea to comply with all county

and =tate lawes which govern this projact. During the course of construction. 1 vall alzo take =tep= to preserve all survey monuments. In addmion, I author=e
representatives of this county to enter the above identified property for Inspection purposes.

.*wuw; Thiz Box. | 3gree 10 The Sbove Cartifesnon 27 Date
I Smve and resume leter I E—— Continuc Application »




28) Congratulations! Your application has been submitted. You will receive updates

through the email associated with your Accela account, or by checking the building
permit in your Accela account.

Payment ReceipVRecord
1 Selectitem to pay 2 information 3 fssuance

Receipt/Record issuance 28

Receipt \

Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

a1

1810 E HAZELTON AVE, STOCKTON CA 95205

OTC-ELEC-2502445 Copy Record




29) After you press continue application, if you have any missing required documents (attachments)
or incomplete required fields, the system will give you an error message. 30) (See green box below).
Scroll down. 31) Click “Edit” on the section with the error. If the error is regarding a document, refer
back to page 13 of this guide for instructions. 32) Then check the certification box. 33) Press
“Continue Application” If you have corrected the error, Your application will be submitted. You will

receive updates through the email associated with your Accela account, or by checking the building
permit in your Accela account.

An error has occurred.
——l Missing required documents for this application. Before you can save this application, you must attach the following
30 documents:
Smoke and Carbon Monoxide Alarm Verification Form

1 = fophcation 3 BUBpOrt ation 4 Roview 5 Pay Fees © Record issuance
Review
Suvw i vewasse lober
Please review all information below. Click the "Edit” buttons to make changes to sections, or chedk the certificstion checkbox st the bottom of pege and select "Continue Application”.
= = e
Attachment P Ect |

31

ne maximum file size allowed is 500 MS.
ade;adp;bat;chm;cmd;com;cpl;exe; hta;htm; htmi;ins;isp;jar;js; jse;lib;ink;mde; mht;mhtml;msc;msp; mst; php; pif; scr;sct; shb;sys;vb;vbe; vbs; vxd; wsc; wsf; wsh are

ou to submit the following types of documents in PDF format. Subject to the collected information, you may be required to submit additional documents
el fication For

By my zignature below, I cerify to one of the following: a
I am a California licensed contractor or the property owner or authorized to act on the property owner’s behalf (requires written approval and Owner/Builder

Verification Form signed and submitted).

I have read this construction permit application and certify the information I have provided is correct. I also agree to comply with all applicable county ordinances

and state laws which govern this project. During the course of construction, I will also take steps to preserve all survey monuments. In addition, I authoriz
representatives of this county to enter the above identified property for inspection purposes.

32 [™==.) By checking this box. | agree to the above certification Date:

Save and resume later I 33\ Continue Application »

20



