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Special Event Application Processing Guide 

To apply for a Special Event application in San Joaquin County’s new Online 

Permitting System (a.k.a. Accela, Accela Citizen Access, or ACA), please follow the 

steps below.  

1. Navigate to https://permits.sjgov.org/Home.  

2. If you do not already have an account created, select the “Create a New 

Account” button. 
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3. Select the orange “Register Now” button. Follow the steps to create an 

account. 
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4. Once you have an account, hover over the “Departments” tab, then hover 

over the “Community Development” tab. Then select the “Planning 

Division” tab.  

 
 

 

 

 

 

 

 

 

 

 



4 
 

5. Scroll down and select “Use Permits”.  
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6. Select “Temporary Use Permit”. 

 
 

7. Select “Special Events & Fireworks Permits”. 
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8. Review the required documents listed on the application process page.  

 
 

There are additional forms required that are not linked to this page that are 

always required for a Special Event Application. They are: 

(a) Site Plan, which must include: 

 Location of vendors 

 Amplified music locations 

 Parking areas 
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 Any structures 

 Lot line measurements 

 Entrance points 

 Exit points 

(b) Indemnity Form 

(c) Nuisance Response Plan 

(d) Recorded Deed 

(e) Sheriff’s form 

If there are animals involved in the event, there will be an added form as 

well. If you have questions about these forms and how to find them, please 

email planning@sjgov.org or call (209) 468-2193.  

9. Go back to the Application Process tab and select the orange “Apply 

Online” button. 
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10.  Click on the box next to “I have read and accepted the above terms” and 

then “Continue Application”. 
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11.  You can search by either the address, the Assessor Parcel Number (APN), 

or by the Owner’s Name. After typing it in, select the search button. The 

rest of the information should auto-populate. All boxes with an asterisk (*) 

are required. Any boxes without one are not required. 

If at any point in the application you need to stop and want to save your 

progress, press the “Save and resume later” button before you exit or all 

progress may be lost. 
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12.  Click on “Continue Application” at the bottom of the page.  

 
 

13.  Use the “Select from Account” button to quickly add applicant information. 

 

 
 

14.  Use “Associated Contact” to use the Accela account information or select 

“Associated Owner” to use the owner information on file.  
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15. The application will ask you to name the Special Event. Put this into the 

“Application Name” box.  

In the “Detailed Description” box, please include the type of event, the 

times and dates of the event, if there will be amplified sound, and if so, the 

times of the amplified sound, the amount of people in attendance, the 

amount of people working the event, the amount of parking, if there will be 

food vendors, what company those vendors are, and if animals are 

involved, information regarding the animals.  
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16.  Continue to fill in the application. A reminder, all boxes with an asterisk (*) 

are required. Any boxes without one are not required. 
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17.  Then, the application will ask for attachments. This is where all the 

required forms and documents listed need to be uploaded.  

 
 

18. You can add documents using the “Add” button. 
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19. Then, the documents uploaded need to be labeled with what they are. 

 

 

20.  After the file types are designated, the documents need to be saved, 

otherwise there will be an error when “Continue Application” is clicked. Hit 

the “Save” button at the lower left corner.  

 

21. Once the files have been successfully uploaded, you may hit “Continue 

Application” on the bottom right. 
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22. Next, there will be a review page to review all the work that has been done 

on the application. Click on “Continue Application at either the top right or 

the bottom right corners.  

 
 

23. Once this page appears, the application has been sent to the Planning 

Department for review. A Planner will reach out to you if any additional 

information is needed or if it is ready for payment. Please keep your PA 

number for your records.  

 


