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Steps to apply for a Roofing Permit Online 
 

 
Please note that ONLY a Roofing Permit by a licensed C-39 contractor is available 

online at this time 
 
 
 Step 1.         Click REGISTER AS A USER to set up an online User Name and Password 
 
You will receive a confirmation of your login name and password from Building staff via 
email.  
 
Step 2.           APPLY FOR A PERMIT 
 
¾ Use your login name and password to LOG ON TO APPLY A PERMIT  

 
¾ Select Start A New Application 

 

 
 
  
¾ Pick up your application type (Roofing or Re-roofing Permit), fill out all requested 

information, and click ‘Next’ for the consecutive screens. 
 

You may review and print your entries after your application is completed.   
 

¾ Select Submit. 
 

Wait ….We are processing your Request 



 2

 
 
  You will receive the case number and the permit fee dues within 24 hours via email.  
 
STEP 3. PAY FEES 

 
¾ Use your login name and password to LOG ON TO APPLY A PERMIT  
¾ Select Check Case Status 

 

                     
 
¾ Enter Case Number that was provided to you by Building Staff via email.  
¾ Select Search 
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¾ Double Click Case Number (e.g., bld2009-01096) 

 
¾ Select  Pay Fees  

 

 
 
¾ Remember to check the agreement box, then Click Charge my Credit Card 
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Note:  No partial Re-Roofing permit fee payment is allowed, full payment only.  This 
payment is restricted to Re-Roofing permits and this Case Number only!  Please note there 
is a 3% processing fee is charged when paying by credit card online, and only MasterCard 
and Visa are accepted. Please print the receipt as your own record. 
 
The building inspector will deliver the permit and job inspection card to the job site at first 
inspection. 
 

SCHEDULE FIRST INSPECTION 
 

Roof Tear Off Inspection:   Code # 501 
Roof Nail Inspection:          Code # 511 
Final Inspection:                  Code # 901 

 
To schedule inspections please call the Automated Inspection Scheduling System at 650/ 
306-8415 and follow prompts.  On the day of the scheduled inspection, call the Automated 
Inspection Scheduling System at 650/ 306-8415 to confirm and receive the estimated 2-
hour time frame of Inspector arrival at this job site.  For CODE questions please call 650/ 
599-7311 between the hours of 8-9am or 4-5pm and a Building Inspector will assist you. 
  
A minimum of Class B roof with certification is required.  Class A roof is required with 
certification in LRA/SRA Very High Fire Severity Zones, per Chapter 7A California 
Building Code.  Approved Spark Arresters required at all Re-Roof finals.  Ladders for 
inspection must be secured in place, three rungs above roof, and rated minimum 250 lbs.  
Tear-off inspection is required before covering, unless a Tear-Off Waiver signed by 
property owner is provided prior to final.  Roof Nail Inspection required with new 
sheathing. 
  


