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Introduction & Purpose 

 
This document is intended to identify requirements, procedures, and best practices that comply with the 
provisions of the Building Code and are consistent with the California State University’s (CSU) policies. The 
CSU Office of the Chancellor’s unit of Capital Planning, Design and Construction (CPDC) shall administer 
these policies on behalf of the CSU. 
 
The goal of this document is to outline the requirements and processes for building and structure 
permitting, plan review, inspection and issuing Certificates of Occupancy that meet the intent of the 
objectives and mandates of the Building Standards Commission (BSC) and California Building Standards 
Code, Title 24 of the California Code of Regulations (Title 24), in addition to supporting the CSU 
construction programs for Academic, Auxiliary and other Self-Supporting Programs regardless of funding 
source. These services include primary and secondary reviewers and stakeholders to participate in a 
collaborative and concurrent method to deliver timely plan review and permitting that ensures the 
protection of the health, safety, and welfare of the general public and all inhabitants on CSU facilities. 
 
An additional goal is to provide professional, efficient, personal and accurate oversight, quality and 
concise documentation of construction documents to ensure that quality code compliance, accessibility, 
sustainability, and safety are implemented for all construction projects and facilities utilized by our CSU 
educators, administrators, and students. 
 
STRATEGIC IMPERITIVES 
 

1. Achieve Systemwide effectiveness and credibility in maintaining and improving Code Compliance 
and Safety as it relates to the CSU acting as its own Authority Having Jurisdiction (AHJ). 

2. Promote a culture of understanding of our duties, responsibilities, and limitations to our direct and 
peripheral design team stakeholders. 

3. Ensure safe, code compliant, sustainable, accessible, and high-quality buildings and structures for 
all users on University Campuses and Facilities. 

4. Promote responsive, professional, and a consistent Systemwide framework of processes. 
5. Communicate clearly, effectively, and often with all design teams. 
6. Continuously improve processes, initiate and promote enhanced training to elevate the knowledge 

base, and encourage a spirit of collaboration between the CSU Office of the Chancellor (CSUCO),  
the Campus Deputy Building Officials (CDBO), and campus staff. 

 
CORE VALUES 
 
The values which are of the utmost importance for the CSU Building Official (hereafter referred to as CSU 
Building Official) and the CDBO are as follows: 

1. Professional, knowledgeable, and ethical organizational values; 
2. Accountability and responsibility; 
3. Thorough, consistent, and knowledgeable decision making; 
4. Transparency and responsibility; 
5. Promote a collegial atmosphere of working together with exemplary cooperation between 

specialized professionals; and 
6. Foster trust amongst stakeholders and actors but provide safeguards to verify. 

  

https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
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PREAMBLE  
 
California State University (CSU) system strives to provide a quality, healthy, accessible, and safe setting 
for all students, faculty, staff members, as well as all visitors and guests on our University campuses.  
 
The CSU Building Official delegates responsibility to each CDBO at University Campus the Authority and 
Duties for compliance with California Building Standards Code, Title 24 and other regulations of the 
California Standard Commission to act on behalf of the CSU Office of the Chancellor and the Board of 
Trustees, to issue building permits, and administer compliance with all applicable codes and regulations.  
 
While all members of the university community could be said to share this aspiration, one appointed 
position – the (CDBO) – on each University campus is authorized, directed, has ownership of, and manages 
particular institutional responsibilities for ensuring the health, safety, and welfare of this community as it 
relates to buildings and structures. The Building Official remains the primary and final AHJ for the CSU 
along with the CSU Office of Fire Safety (OFS) for fire and life safety (FLS). 
 
The CDBO fulfills their respective responsibilities in part through the application, interpretation, and 
enforcement of provisions of laws, regulations, and policies that lie within the position’s jurisdictional 
authority and technical capability. This document focuses on the responsibilities of the CDBO along with 
assistance from the OFS, as delegated by the Office of the State Fire Marshal (OSFM), to discharge their 
respective responsibilities in conformance with the California Building Standards Code, Title 24 – and 
certain California State University policies, which together govern all design, construction, and renovation 
of CSU/State-owned, CSU/State-occupied, or CSU Administered Properties. 
 
The CSU’s autonomy as the AHJ under the California Building Code (Code) (CBC) confers specific 
responsibilities in the realm of design, construction, renovation, and code compliance of all facilities, 
buildings, and structures. At each University campus, responsibility for application of the Code devolves 
to the CDBO and the CSU OFS Designated Campus Fire Marshal (DCFM). These positions are comparable 
to code compliance authorities found in municipalities and other jurisdictions. 
 
The CDBO and OFSM are the co-AHJ, with OFS DCFM as delegated authority responsible for those 
provisions of the California Health and Safety Code and California Code of Regulations (i.e. CBC and CFC) 
dealing specifically with fire and panic safety; all  provisions of the Code are within the jurisdiction of the 
CDBO, who in turn is supported by the Inspectors of Record (IOR) or Planning and Design (P&D), Project 
Managers and Project Administrators (PA). In addition to the focus on code compliance, the IORs and 
other University campus personnel ensure that CSU projects reflect the quality of work intended in 
contract documents, of industry standards and practices, and highest level of code compliance possible. 
 
To the extent that virtually all construction and renovation is governed by the Code, the review of design 
and issuance of a building permit is a requirement of State law and policy.  
At all CSU/State-owned, CSU/State-occupied, or CSU/State Administrated Properties, this requirement is 
applicable to all change of occupancies, demolition, and construction, whether implemented by any 
University campus entity or by a private contractor; conformance with this requirement is not 
discretionary; it is mandatory to ensure code compliance. 
 
PLAN REVIEW AND BUILDING PERMIT PROGRAM AT CSU 
 
Each California State University campus and facility is required to maintain a plan review and building 
permit program under the jurisdiction of the respective CDBO in accordance with the guidelines outlined 
herewith in this document. These programs are typically the responsibility of Planning, Design and 
Construction departments associated with the University campus. CSU’s Plan Review and Building Permit 
Program is administered by the individual University campuses’ CDBOs.   

https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
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As noted above, the plan review, permitting, quality, and code compliance programs are responsive to the 
requirements of law and CSU Policy. These activities are conducted by University campus entities 
identified by delegation of authority to perform or to contract for design and construction services. These 
authorized entities are typically CPDC, Facilities Management, Auxiliary Enterprises/Auxiliary Services 
(CSU-AEAS), or Auxiliary Organizations (AO) (separate from the CSU), on any and all CSU/State-owned, 
CSU/State-occupied facilities, or CSU/State Administered Properties. 
 
The purpose of this document is to describe the requirements, procedures, and actions mandated by the 
State of California, the California Building Standards Commission, and the CSU which constitute the  
Plan Review and Building Permit Program, and to provide guidance to the University campuses, as well as 
designers and builders employed by the CSU. 
 
I. University Campus Building Permit Program Overview 
 
Excerpts from CSU Policy, the California Building Standards Code and the California Health and Safety 
Code are provided below for context. For the purposes of this document, reference excerpts have been 
taken from the 2022 editions of these codes. Future editions may have relocated within referenced 
sections.     
 
PROGRAM INTRODUCTION 

 
Numerous building codes, standards, federal and state legislation, and federal, state, and local agency 
regulations affect CSU construction projects. Because the CSU is its own enforcement agency (AHJ) for all 
California Building Standards Code requirements, except certain requirements of the fire code, access 
compliance with respect to state-funded projects, the CDBO is responsible for implementing a program 
which ensures that all code related matters pertaining to CSU construction projects comply with all 
relevant California Building Standards Code requirements. For additional code requirements, CSU projects 
are also subject to plan approval and enforcement authority by two other state agencies: 
 
CSU Office of Fire Life & Safety and Division of the State Architect/Access Compliance (DSA-AC) 
 
California Building Code, Title 24, Part 2 (Volumes 1 & 2), Chapter 1, Division 1, Section 1.1.3.2: 
 

The model code, state amendments to the model code, and/or state amendments where there are no 
relevant model code provisions shall apply to the following buildings, structures, and applications 
regulated by state agencies as specified in Sections 1.2 through 1.14, except where modified by local 
ordinance pursuant to Section 1.1.8. When adopted by a state agency, the provisions of this code shall 
be enforced by the appropriate enforcing agency, but only to the extent of authority granted to such 
agency by the state legislature. 

 
1. State-owned buildings, including buildings constructed by the Trustees of the California State 

University, and to the extent permitted by California laws, buildings designed and constructed by the 
Regents of the University of California, and regulated by the Building Standards Commission. 
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II. Permit Program Purpose and Scope 
 
This section describes the overall purpose of the Permitting Program and Plan Review instituting the 
California Building Code as it relates to the CSU and the need for Inspection on all University campuses. 
 
CBC 1.1.2 Purpose – “The purpose of this code is to establish the minimum requirements to safeguard the 
public health, safety, and general welfare through structural strength, means of egress facilities, stability, 
access to persons with disabilities, sanitation, adequate lighting and ventilation, and energy conservation; 
safety to life and property from fire and other hazards attributed to the built environment; and to provide 
safety to fire fighters and emergency responders during emergency operations.” 
 
This section defines the overall scope of the California Building Code and how it relates to the CSU and 
the requirement for the enforcement of building codes ensuring inspection on all construction projects, 
whether they are minor remodels, renovations, repairs, or capital projects, accomplished with the Plan 
Review and Building Permit Programs. 
 
1.1.3 Scope – “The provisions of this code shall apply to the construction, alteration, movement, 
enlargement, replacement, repair, equipment, use and occupancy, location, maintenance, removal, and 
demolition of every building or structure or any appurtenances connected or attached to such buildings or 
structures throughout the State of California.” 
 
1.1.3.2 State-regulated buildings, structures, and applications – “The model code, state amendments to 
the model code, and/or state amendments where there are no relevant model code provisions shall apply 
to the following buildings, structures, and applications regulated by state agencies as specified in  
Sections 1.2 through 1.14, except where modified by local ordinance pursuant to Section 1.1.8.  
When adopted by a state agency, the provisions of this code shall be enforced by the appropriate enforcing 
agency, but only to the extent of authority granted to such agency by the state legislature.” 
 

1. “State-owned buildings, including buildings constructed by the Trustees of the California State 
University, and to the extent permitted by California laws, buildings designed and constructed by 
the Regents of the University of California, and regulated by the Building Standards Commission.  
See Section 1.2 for additional scope provisions.” 

 
III. Governing Authority and Requirements for CSU as the Enforcement Agency  
 
The CSU is responsible for the enforcement of building codes as authorized by the California Building 
Commission. (Ref. Health and Safety Code Section 18901 - 18949.6 and California Building Code Section 
101.17).  Additionally, the governing authority for the creation of an enforcement agency at the CSU is 
cited in the California Building Standards Code, and CSU Policy for Project Plan Development for Major 
Capital Construction Projects. All are reference numerous times below:   
 
CALIFORNIA EDUCATION CODE 66606 
 

66606 – The Trustees of the California State University shall succeed to the powers, duties, and functions 
with respect to the management, administration, and control of the state colleges heretofore vested in 
the State Board of Education or in the Director of Education, including all powers, duties, obligations, 
and functions specified in Article 2 (commencing with Section 90010) of Chapter 8 of Part 55, and all 
obligations assumed by the State Board of Education pursuant to that article prior to July 1, 1961. 

 
On and after July 1, 1961, the Trustees of the California State University shall have full power and 
responsibility in the construction and development of any state university campus, and any buildings or 

https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=13.&title=&part=2.5.&chapter=6.&article=
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=66606
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other facilities or improvements connected with the California State University. The powers shall be 
exercised by the Trustees of the California State University. 

 
BUILDING STANDARDS COMMISSION (BSC) AND CALIFORNIA BUILDING CODE (CBC) 
 
CBC Scope – The provisions of this code shall apply to the construction, alteration, relocation, enlargement, 
replacement, repair, equipment, use and occupancy, location, maintenance, removal, and demolition of 
every building or structure or any appurtenances connected or attached to such buildings or structures. 
 
The process for the CSU to create and implement a Building Permit Program for approved plans and 
documents through a Campus Permitting Program is set out in the following California Building Code 
sections: 
 
CBC Section 1.2.1 BSC– Specific scope of application of the agency responsible for enforcement, the 
enforcement agency and the specific authority to adopt and enforce such provisions of this code, unless 
otherwise stated. 
 

1. State buildings for all occupancies. 
 

Application – State buildings (all occupancies), including buildings constructed by the Trustees of the 
California State University and the Regents of the University of California, where no state agency 
has the authority to adopt building standards applicable to such buildings. 
 
1.2.1.2 Enforcement – [CSU, UC, Judicial Council and CDCR] State agencies or state entities 
authorized to construct state buildings may appoint a building official who is responsible to the 
agency for enforcement of the provisions of the California Building Standards Code (CBSC). 

 
Exception – State buildings regulated by other sections of this code remain the enforcement 
responsibility of the designated entities. 

It is important to note that Section 1.2.1.2 of the California Building Code authorizes the  
CSU to appoint a Building Official to enforce California Building Standards Code and the Trustees have 
elected to exercise that option by appointing a position of the CSU Building official.  
 
CSU SYSTEMWIDE BUILDING OFFICAL AUTHORITY AND RESPONSIBILITY 

 
CBC Section [A] Section 103.1 Creation of enforcement agency – The Department of Building Safety is 
hereby created and the official in charge thereof shall be known as the building official. 
 
CBC Section [A] Section 103.2 Appointment – The building official shall be appointed by the chief 
appointing authority of the jurisdiction. 
 
CBC Section [A] Section 103.3 Deputies – In accordance with the prescribed procedures of this 
jurisdiction and with the concurrence of the appointing authority, the building official shall have the 
authority to appoint a deputy building official, the related technical officers, inspectors, plan examiners, 
and other employees. Such employees shall have powers as delegated by the building official. For the 
maintenance of existing properties, see the California Property Maintenance Code. 
 
CBC Section [A] 104.1 General – The building official is hereby authorized and directed to enforce the 
provisions of this code. The building official shall have the authority to render interpretations of this code 
and to adopt policies and procedures in order to clarify the application of its provisions.  
Such interpretations, policies, and procedures shall be in compliance with the intent and purpose of this 
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code. Such policies and procedures shall not have the effect of waiving requirements specifically provided 
for in this code. 

 
CAMPUS DEPUTY BUILDING OFFICIAL 
 
The Campus Deputy Building Official (CDBO) – CDBOs are University campus appointed individuals 
responsible for designated University campus’s code administration.  They act as deputies under the 
authority of the CSU Building Official and are responsible for providing a process by which all demolition 
/construction work on the specific University campus is reviewed, permitted, inspected, and finalized in 
compliance with CBC Section [A] 104.2, Applications and Permits as practiced by CSU.  Their processes 
and operational control of the permits are identified, submitted, and approved annually in the Delegation 
Management Plan for each campus.  
 
Their local responsibility and authority are integral to creating and implementing a system of streamlined, 
yet responsible, processes which allow the CSU Building Official to observe the implementation of the 
minimum requirements of the code.  
 
The above correlates with the following sections detailing the legal authority noted within the CSU Policy 
and CBC which authorizes and requires the CSU Building Official to implement a program which ensures 
compliance with the CBC and Facilities Manual. 
 
CSU POLICY FOR PROJECT PLAN DEVELOPMENT 
 

In accordance with the CSU Policy on Project Plan Development for Major Capital Construction Projects 
– each campus shall appoint a deputy building official responsible for campus-specific administrative 
and operational control. The CDBO acting on behalf of the Trustees, and under the authority of the 
Chancellor or Campus President, should possess a current California architect or engineer license. In the 
event no university official has a license as stated above, the Campus President may designate a 
university employee as the CDBO where that employee possesses substantial knowledge of the design 
and construction of university facilities and the relevant codes. In the absence of a designated CDBO on 
a campus, the Campus Building Official shall be the senior building official in the CSU Office of the 
Chancellor. 
 
Under the Building Code (CBC Section 105.1), no building or structure shall be erected, constructed, 
enlarged, repaired, moved, improved, removed, converted, or demolished without a building permit 
[written validation] except those projects exempted by code (CBC, Section 105.2); i.e., fences not over  
7 feet, cases, counters and partitions not over 5 feet 9 inches high, painting, on-grade walks, drives, and 
platforms. The responsible building official for each campus shall issue a written validation certificate 
for each project and each respective campus shall maintain a record of all validations. 

 
IV. Other Governing Authorities and Requirements for Enforcement Agencies 
 
There are references for other shared governing authorities as review agencies on CSU projects cited in 
the following references: California Education Code; the current California Building Standards Codes; and 
CSU Policy Project Plan Development for Major Capital Construction Projects. With noted exceptions, all 
CSU projects are required to be reviewed by the California State University OFS as it relates to fire and life 
safety (FLS); an OFS submittal is required to be submitted into the current OFS portal system, and/or 
GovMotus, for all CSU projects.  
 
Access Compliance for CSU projects must be certified by the State of California Department of General 
Services, Division of the State Architect (DSA), Access Compliance Unit known as DSA-AC; DSA is the 

https://calstate.policystat.com/policy/6654819/latest#autoid-njx3m
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
https://www.calstate.edu/cpdc/suam/SUAM9230-9237.pdf
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Enforcing Agency for Access Compliance for the CSU. A direct submittal to DSA is required using DSA’s 
Electronic Plan Review process. 
 
The Governing Authorities and the requirements for the creation of the enforcement agencies are cited 
in the text as follows: 
 
CALIFORNIA BUILDING STANDARDS COMMISSION (BSC) 
 

CBC, SECTION 1.2 – BUILDING STANDARDS COMMISSION 
1.2.1 BSC – Specific scope of application of the agency responsible for enforcement, the enforcement 
agency, and the specific authority to adopt and enforce such provisions of this code, unless otherwise 
stated. 

 
1. State buildings for all occupancies. 

Application—State buildings (all occupancies), including buildings constructed by the Trustees of 
the California State University (CSU) and the Regents of the University of California (UC) where no 
state agency has the authority to adopt building standards applicable to such buildings.  
Enforcing agency—State or local agency specified by the applicable provisions of law.  
Authority cited—Health and Safety Code Section 18934.5. Reference—Health and Safety Code, 
Division 13, Part 2.5, commencing with Section 18901. 

 
2. University of California, California State Universities, and California Community Colleges. 

Application—Standards for lighting for parking lots and primary campus walkways at the 
University of California, California State Universities, and California Community Colleges.  
Enforcing agency—State or local agency specified by the applicable provisions of law.  
Authority cited—Government Code Section 14617. Reference—Government Code Section 14617. 

 
3. Existing state-owned buildings, including those owned by the University of California and by the 

California State University. 
Application—Building seismic retrofit standards including abating falling hazards of structural and 
nonstructural components and strengthening of building structures. See also Division of the State 
Architect. Enforcing agency—State or local agency specified by the applicable provisions of law. 
Authority cited—Health and Safety Code Section 16600. Reference—Health and Safety Code 
Sections 16600 through 16604. 

 
OFFICE OF THE STATE FIRE MARSHAL (OSFM)/CSU OFFICE OF FIRE SAFETY (OFS) 
 
The CSU OFS is authorized by the OSFM as its representative. The responsibilities are limited to plan 
review for all project types under jurisdiction of the OSFM, in addition to fire prevention construction 
inspections pursuant to Title 24 for Public-Private- Partnership (P3) projects. Currently, OSFM retains Title 
24 oversight and responsibility limited to fire and panic safety of all other project types under their 
jurisdiction, unless a University campus is advised otherwise by OFS. 
 

HEALTH & SAFETY CODE 
HSC §13108(c): Except as otherwise provided in this section, the DCFM shall enforce the regulations 
adopted by the State Fire Marshal and building standards relating to fire and panic safety published 
in the California Building Standards Code in all state-owned buildings, state-occupied buildings, and 
state institutions throughout the state. Upon written request from the chief fire official of any city, 
county, or fire protection district, or a DCFM, pursuant to §13146, the State Fire Marshal may 
authorize that person as the State Fire Marshal's authorized representative … to make fire prevention 
inspections of state-owned or state-occupied buildings, other than state institutions, for the purpose 
of enforcing regulations relating to fire and panic safety adopted by the State Fire Marshal … 

https://www.dgs.ca.gov/BSC/Codes
http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021
http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021
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Authorization from the State Fire Marshal shall be limited to those fire departments or fire districts 
which maintain a fire prevention bureau staffed by paid professionals. 

 
HSC § 13146: (a) The responsibility for enforcement of building standards adopted by the State Fire 
Marshal and published in the California Building Standards Code relating to fire and panic safety and 
other regulations of the State Fire Marshal shall be as follows: 
(5) The State Fire Marshal shall enforce the building standards and other regulations of the State Fire 
Marshal on all University of California campuses and properties administered or occupied by the 
University of California and on all California State University campuses and properties administered 
or occupied by the California State University. For each university campus or property, the State Fire 
Marshal may delegate that responsibility to the person of the State Fire Marshal’s choice who shall 
be known as the DCFM. 

 
DIVISION OF STATE ARCHITECT – ACCESSIBILITY COMPLIANCE (DSA-AC) 
 

CALIFORNIA GOVERNMENT CODE 
CA Govt Code § 4450 et. seq.: (a) It is the purpose of this chapter to ensure that all buildings, 
structures, sidewalks, curbs, and related facilities, constructed in this state by the use of state, 
county, or municipal funds, or the funds of any political subdivision of the state shall be accessible to 
and usable by persons with disabilities. 

 
CA Govt Code § 4451 (2017): (a) Except as otherwise provided in this section, this chapter shall be 
limited in its application to all buildings and facilities stated in Section 4450 intended for use by the 
public, with any reasonable availability to, or usage by, persons with disabilities, including all facilities 
used for education and instruction, including the University of California, the California State 
University, and the various community college districts, that are constructed in whole or in part by 
the use of state, county, or municipal funds, or the funds of any political subdivision of the state. 

 
CA Govt Code § 4454: (a) Where state funds are utilized for any building or facility subject to this 
chapter, or where funds of counties, municipalities, or other political subdivisions are utilized for the 
construction of elementary school, secondary school, or community college buildings and facilities 
subject to this chapter, no contract shall be awarded until the Department of General Services has 
issued written approval stating that the plans and specifications comply with the intent of this 
chapter. 

 
V. Basis for CSU Plan Review and Building Permit Program 
 
CA Health and Safety Code section 19130 states: 
No person shall construct a building subject to this chapter unless he has obtained a written permit for 
that purpose from the appropriate enforcement agency  
 
As noted previously, the purpose of the code is to establish minimum requirements to safeguard the 
public health, safety, and general welfare through structural strength, means of egress facilities, stability, 
equal access to persons with disabilities, sanitation, adequate lighting and ventilation, and energy 
conservation; safety to life and property from fire and other hazards attributed to the built environment; 
and to provide safety to fire fighters and emergency responders during emergency operations. 
 
  

http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=GOV&sectionNum=4450
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=5.&title=1.&part=&chapter=7.&article
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=4454.&lawCode=VEH
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VI. Code Compliance 
 
As outlined in CSU policies and state laws, all CSU design and construction projects must comply with all 
applicable state building code requirements and all applicable local, state, and federal agency regulations. 
Several other titles of the California Code of Regulations (CCR) apply to different aspects of California State 
University projects. These titles may include operational or construction provisions. Use of these titles 
depends on the type of project. Title 24, or the California Building Standards Code (CBSC), is one of  
26 titles of CCR). By requirement of the State laws, CSU Policy, and practices, the California State University 
follows at least 12 parts of CCR, including Title 19 and Title 24, known as California Building Standards 
Code. Title 24 includes modified nationally recognized model codes as well as unique codes and 
regulations created by the State. Adopted Codes include reference standards developed by national 
organizations such as the National Fire Protection Association (NFPA), the American Society of Civil 
Engineers (ASCE), etc. 
 
DEPUTY AND CAMPUS DEPUTY BUILDING OFICIAL ROLE 
 
The CSU DBO or the CDBO is responsible for verifying the code compliance of each project on behalf of 
the CSU Building Official, regardless of project size, scope and budget. A determination at the discretion 
of the CDBO will be made as to whether n pre-authorized Plan Check Review Service will be engaged to 
review the project for code compliance. Alternatively, the CBDO may choose to perform the code 
compliance review themselves. 
 
CCR, Title 24, California Building Standards Code (latest edition) 

 
Additionally, the California State University complies with regulations of the following state agencies: 
• California Building Standards Commission (BSC) 
• Office of the State Fire Marshal (OSFM) 
• Division of the State Architect/Access Compliance (DSA-AC) 
• Other state regulations listed in CSU Policy 

 
Additionally, the California State University in compliance with state regulations and CSU Policies reviews 
and considers recommendations of and from the following CSU Boards: 

• Seismic Review Board (SRB) 
• Mechanical Review Board (MRB) 

 
Additionally, the California State University complies with regulations of respective local agencies  
(for example – not a complete list): 
• Local Health Department Review as it relates to food services and aquatic facilities. 
• Local Fire Departments Authorities in conjunction with OSFM’s Authority as it relates to fire and panic 

safety. 
 

INTERPRETATION 
 
Based on the California State University and state mandated regulations, it is incumbent upon CSU to 
ensure that these regulations for design and construction on University campuses are complied with to 
the fullest and highest possible level. This is accomplished through the CSU Building Official who may 
delegate his/her/their authority to CDBO along with University Campus Presidents. The CDBO is 
responsible for administrative and operational control that includes the Plan Review; issuing Building 
Permits; and Inspection Programs.  Furthermore, the CDBO is a co-authority issuing Building Permits and 
Certificates of Occupancy in conjunction, coordination, and concurrence with the Office of State Fire 
Marshal and its OFS DCFM authorized representative, as it relates to fire and life safety. Each CDBO is 
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authorized and required to enforce the state regulations and CSU Policy and standards set forth in state 
law. 
 
VII. Campus Deputy Building Official and Inspector of Record Qualification 
Requirements at CSU 
 
All work shall be subject to inspection by the Construction Inspector of Record, or a designated inspector 
acting on behalf of the CDBO. Each University Campus President appoints a CDBO responsible for campus-
specific administrative and operational control. The CDBO acting on behalf of the Trustees, and under the 
authority of the CSU Building Official, shall possess at least one of the following: 
 

1. A current State of California Architect or Professional Engineering license. 
2. An ICC Certification as a B2 Commercial Building Inspector or B3 Building Plans Examiner. 
3. Other certifications from DSA, OSHPD, and/or CASp are suggested. 

 
In the event no university official has a professional license as stated above, the University Campus 
President may designate a university employee as the CDBO where that employee possesses substantial 
knowledge of design and construction of university facilities and the relevant codes; it is suggested in 
these cases–but not mandatory–that qualifications in either items #2 or #3 above are met. 
 
The CSU Building Official, CSU DBO, and CDBOs can delegate and appoint Inspectors of Records (IOR) to 
perform the duties listed in CSU Policy for Duties and Responsibilities of the Construction Inspector. 
University campuses have the option to perform these duties in-house with qualified staff or obtain 
outside IOR inspectors to provide field inspection services for the project. Credentials for Inspector of 
Record shall possess the following ICC Certifications as suggested #A and/or #B below depending on the 
work being performed: 
 

A. B2 Commercial Building Inspector or C5 Commercial Combination Inspector and/or HCAI (California 
Department of Healthcare Access and Information) Class A 

B. E2 or P2 or M2 Inspector Certification – Electrical or Plumbing or Mechanical 
C. DSA Class I, Class II or other demonstrated conformance with DSA IR A-7, Section 2.1.2. 
D. Other Certifications from reputable building inspection programs.,  

 
The CDBO or CSU Building Official is authorized to accept reports of approved inspection agencies, 
provided that such agencies satisfy the requirements as to qualifications and reliability. 
 
Although not adopted by the BSC, CBC Appendix A - A1010.1 Building Official for guidance for suggestive 
qualifications for Building Officials, helps guide the CSU to determine the qualifications of code officials, 
inspectors of records, etc. and provides clarification of properly credentialed IOR as listed in  
CSU Policy Construction Phase Code Requirements. 
 

CBC Appendix A, A101.1 Building Official – The building official shall have not fewer than 10 years’ 
experience or equivalent as an architect, professional engineer, inspector, contractor, or 
superintendent of construction, or any combination of these, five years of which should have been 
supervisory experience. The building official should be certified as a building official through a 
recognized certification program. The building official shall be appointed or hired by the applicable 
governing authority. 
 
CBC Appendix A, A101.3 Inspector and Plans Examiner – The building official shall appoint or hire such 
number of officers, inspectors, assistants, and other employees as shall be authorized by the 
jurisdiction. A person who has fewer than five years of experience as a contractor, engineer, architect, 

https://calstate.policystat.com/policy/15201539/latest#autoid-72r62
https://calstate.policystat.com/policy/15201539/latest#autoid-n5m28
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-qualifications#CBC2019P2_AppxA_SecA101
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-qualifications#CBC2019P2_AppxA_SecA101
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or as a superintendent, foreman, or competent mechanic in charge of construction shall not be 
appointed or hired as inspector of construction or plans examiner. The inspector or plans examiner 
shall be certified through a recognized certification program for the appropriate trade. 

 
VIII. Permitting Requirements at CSU 
 
CAMPUS BUILDING PERMITS REQUIRED 
 
The CSU is responsible for the enforcement of building codes as approved by the California Building 
Commission. (Ref. Health and Safety Code Section 18901 - 18949.6 and California Building Code Section 
101.17). (See also CSU Policy for Building Code Enforcement). The CSU  
Policy requires that all CSU design and construction projects must comply with all applicable state building 
code requirements and all applicable local, state, and federal agency regulations. This is accomplished 
through the issuance of a campus building permit. The following California Building Code sections details 
this requirement: 
 

CBC Section 105.1, Permits Required – Any owner or authorized agent who intends to construct, enlarge, 
alter, repair, move, demolish, or change the occupancy of a building or structure, or to erect, install, 
enlarge, alter, repair, remove, convert, or replace any electrical, gas, mechanical, or plumbing system, 
the installation of which is regulated by this code, or to cause any such work to be done, shall first make 
application to the building official and obtain the required permit. 

 
CAMPUS UNITS AUTHORIZED TO PERFORM CONSTRUCTION 
 
All University campuses that are delegated by the CSU Office of the Chancellor to perform construction 
(including demolition, renovations, modifications, or additions with regards to existing structures) are 
responsible to seek and obtain building permits as required by the California Building Code. Demolition, 
construction, alteration, repair, improvement, renovation and/or equipment replacement projects may 
not be performed on CSU owned, occupied, or administered property except under a Campus Building 
Permit. Some permits, such as minor electrical or plumbing work, can be obtained within a few minutes 
after submitting the application. On other, more complicated projects such as space renovations, 
remodel, renovation projects, alterations, and other similar work may take longer to review depending 
on the complexity of the project. Very large and complex projects may require the services of external 
plan review and inspection consultants. 
 
SUBMITTAL REQUIREMENTS 
 
Complete set of construction documents that are ready for agency reviews is known as 90% Construction 
Documents at California State University.  This set which describes and clearly indicate the work that is 
proposed must be submitted at the time of the building permit application.  
 
The 90% construction documents allow for the proper review of the work which is proposed for the area 
involved. Alterations to a small area may make major changes to the floor or building as a whole, and for 
that reason, clearly dimensioned and detailed construction documents for the project are essential. 
 
SUBMITTAL DOCUMENTS 
 
Submittal documents consisting of construction documents, statement of special inspections,  
geo-technical reports, and other data shall be submitted with each permit application, and shall align with 
CBC and CFC Chapter 1, Division II provisions for Administration and Code Enforcement. As listed in CSU 
Policy for Guidelines for Determining Need for Professional Services, construction documents shall be 

https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=13.&title=&part=2.5.&chapter=6.&article=
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
https://calstate.policystat.com/policy/6654819/latest#autoid-x65bw
https://www.dgs.ca.gov/BSC/Codes
https://calstate.policystat.com/policy/17929560/latest#autoid-2ex2z
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prepared by a licensed design professional. Exemptions to the licensing requirements are limited and 
described within California Business and Professions Code Section 5537.  Where special conditions exist, 
the CDBO and/or the CSU Building Official are authorized to require additional construction documents 
to be prepared by a licensed design professional. 
 
HISTORICAL SIGNIFICANCE 
 
The Building Official at CSU has historically been involved only with Capital Projects including plan review, 
inspections, project management, and oversight on those specific University projects and state properties. 
There has been some oversight of other types of construction on CSU leased and other  
off-campus property holdings including Private-Public Partnership on University campus or off-campus 
state funded projects. This document details additional and continually evolving comprehensive 
requirements and duties of the CSU Building Official/CDBO in reference to the California Health and Safety 
and the California Building Standards Codes. 
 
As noted above, the CSU is its own Authority Having Jurisdiction and is responsible for code compliance 
on ‘construction’ as defined by the California Building Code (CBC), its updates and revisions. Historically, 
this authority has been applied to Major Capital Projects for code compliance through administration of 
the permit issuance process encompassing project development, plan reviews, inspections, and 
construction to project closeout. 
 
Construction requiring permitting is defined by the California Building Code and has been uniformly 
applied by the CSU. However, construction as defined is not always ‘Major’ as that relates to the 
contracted construction work; in-house forces, only allowed to perform ‘Minor’ capital projects, currently 
those less than $1,103,000 are also required to comply with the CBC and CSU processes. 
 
This document details the additional and continually evolving comprehensive requirements and duties of 
the CSU Building Official/CDBO in reference to both Major and Minor projects and compliance with the 
California Health and Safety and the California Building Codes. 
 
It should be noted that there are instances where, in addition to CSU responsibilities, the projects must 
obtain approval from the local agency as required. 
 
IX. CSU Plan Review, Other State Agencies with AHJ, Peer Reviews, and Permit 

Programs 
 
Under the direction of the CSU Board of Trustees, CSU Office of the Chancellor, CSU Building Official and 
University Campus Presidents, each CDBO is responsible for permitting compliance for the design and 
construction of all capital projects (i.e., Major Capital Projects, New Construction, Minor Capital 
Renovations, Deferred Maintenance (DM), and Infrastructure Improvements) for their University campus. 
University staff at campuses may include professionals in the fields of architecture, engineering, 
inspection services, plan review, design, construction contracting, and finance. Other University staff may, 
based upon an approved delegation plan, oversee schematic design, design development, construction 
drawings, and construction of projects through construction delivery and post-occupancy assessment. 
Staff collaborates with CSUCO’s Capital Planning, Design and Construction, Finance and Treasury, project 
stakeholders, University administrators, design professionals, special consultants, and construction 
contractors. 
 
The Campus Building Permit process is shown below. The CDBO’s duties are described in the Executive 
Summary and detailed later in this document. 
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CSU PERMIT PROCESSES 
 
The CSU is responsible for the enforcement of building codes as approved by the California Building 
Commission. (Ref. Health and Safety Code Section 18901 - 18949.6 and California Building Code Section 
1.2.1.2). (See also CSU Policy for Building Code Enforcement). 
 
The CDBO shall issue a written construction permit authorization for each project and maintain a record 
of all authorizations. The construction authorization shall be issued only after confirmation that all 
required approvals have been obtained. 
  
The CDBO may elect to review and certify code compliance directly through their own personal review of 
the construction documents for Minor Capital Projects. However, on all Major Capital Projects, it is 
advisable that the CDBO retain the services of one of several systemwide pre-qualified, third-party plan 
check firms to perform this review. It is important to note that a plan check firm provides only a 
recommendation of building code compliance. It remains the responsibility of the approving authority to 
certify (authorize) the project or work. 
  
In case of conflicting determinations, the OFS DCFM determinations shall take precedence for code 
compliance as it relates to fire and life safety, Department of State Architect determinations shall take 
precedence for access compliance aspects on projects that it is required to certify, and CSU Building 
Official determinations shall govern for all other issues. Discussion of such conflicts among relevant parties 
is encouraged to reach reasonable resolutions.  
 
Application for Permit – To obtain a permit, the applicant shall first file an application in writing on a form 
furnished by the University Campus for that purpose. Such application shall: 
 

1. Identify and describe the work to be covered by the permit for which the application is made. 
2. Describe the location on which the proposed work is to be done by building number, street address, 

or similar description that will readily identify and definitively locate the proposed building or work. 
3. Indicate the use and occupancy for which the proposed work is intended. 
4. Be accompanied by construction documents and other information as required in California Building 

Code Section 107. 
5. State the valuation of the proposed work. 
6. Be signed by the applicant, or the applicant's authorized agent. 
7. Give such other data and information as required by the CDBO and/or CSU Building Official. 

 
CONSTRUCTION ACTIVITIES REQUIRING A CAMPUS BUILDING PERMIT 
 
All construction, alterations, repairs, and remodel projects must comply with the latest California Building 
Standards Codes. Additionally, all equipment and accessories shall be installed in accordance with each of 
their respective codes. This is accomplished through oversight from the CDBO and issuance of a Campus 
Building Permit. Projects that are most likely to require a permit and inspection are those that change the 
structure, occupancy, use of a building or have the potential to create unsafe conditions. Some of these 
construction activities would also require plan review to ensure code compliance prior to the permit being 
issued. The following is not an exhaustive list of activities requiring a building permit, but rather 
examples of activities requiring a permit: 
 
• Complete or partial demolition. 
• New buildings or structures, including modular building placements and storage containers. 
• Building Additions, Alterations, Remodels and/ or Tenant Improvements. 
• Electrical, Mechanical, Plumbing and Telecommunications Building Additions or Alterations. 

https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=13.&title=&part=2.5.&chapter=6.&article=
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
https://calstate.policystat.com/policy/6654819/latest#autoid-x65bw
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
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• New or Altered Fire Protection Systems and Equipment, such as Automatic Fire-Extinguishing  
 Systems, Fire Alarm and Detection, Fire Pump, Standpipe and Smoke Control. 
• Security and Intrusion Alarms including Keypads, Card Swipes, and Panic Buttons, etc. 
• Equipment installation requiring more than Plug and Cord. 
• Activity that will modify any building surface (interior or exterior). 
• Code Required Signage Installation, Modification, or Removal. 
• Satellite Dish or Antenna Installations, Modifications, or Removals, including  

 Emergency Responder Radio Coverage Systems (DAS). 
• Activities involving Building or Roof Structures. 
• Landscaping and Related Improvements or Modifications, including Drainage. 
• Garden Walls and Retaining Walls Not Exempt from a Building Permit. 
• Patios, Decks, and Fences. 
• Awnings and Trellises. 
• Any Underground or Overhead Electrical, Plumbing and/or Mechanical Work. 
• Any activity that may Add, Alter, or Modify Accessibility Requirements. 
• Any activity that may Increase or Modify use of Hazardous Materials, Including Compressed Gases,  

Cryogenic Fluids, Flammable and Combustible Liquids, Liquid Propane Gas and Medical Gas 
Systems. 

• Addition or Alteration of Boilers, Refrigeration Equipment or Industrial Ovens. 
• Temporary Membrane Structures, Tents, and Canopies – SFM Special Events Permit. 
• System Furniture Installation – To include any systems furniture which is permanent in nature;  

is connected to electrical, water, or mechanical supply lines; and/or which creates exit corridors or 
aisle ways requiring review of egress and accessibility issues for the occupants from the building in 
which it is installed. 

• Grading and Excavation – Any activity in or adjacent to a designated waterway, creek, or drainage 
route; grading and excavation for new projects and additions/alterations. 

• Renewable Energy Projects – These types of projects include solar PV, battery storage, microgrid 
development, and any other project that would otherwise require permitting and inspection, or 
projects undertaken for the purpose of compliance with applicable codes and/or compliance. 

 
Special Emergency Maintenance – On occasion there will be emergency repairs or maintenance occurring 
that absolutely require immediate attention by staff that may otherwise require a plan review and 
building permit. In this case a plan review and permit are not required prior to commencing with the 
repair work. However, all work shall be documented and, a permit application for the emergency work 
shall be submitted to the CDBO and/or CSU Building Official, and to OFS if the scope is applicable, the 
following business day. Ideally, the repair area(s) can remain open for inspection requirements, but in the 
event a safety hazard to occupants is created in doing so, the repairs shall be well documented with 
photographs and plan notations. In the event the repair area cannot remain open, DCFM shall be informed 
during the repair work to allow reasonable opportunity to review prior to closure. 
 

California State University Executive Order EO847 – The CSU has defined emergency maintenance as 
the repair or replacement of facility components and equipment requiring immediate attention because 
the functioning of a critical system is impaired or because health, safety, or security of life is endangered. 
Emergency maintenance supersedes all other categories of maintenance. 
 
Additionally, California Building Standards Code, Section 105.2.1 – Emergency Repairs states “Where 
equipment replacement repairs must be performed in an emergency situation, the permit application 
shall be submitted within the next working business day to the CSU or CDBO” When this situation occurs, 
the emergency must be resolved as soon as possible. Once the emergency repairs/maintenance occurs 
and the situation is under control, repaired and completed, notification to QA&C for proper permit 
application, documentation and inspection can be completed. 

https://sharepoint.csustan.edu/sites/policies/business-and-finance/FacilitiesServices/Policies/EO-847%20Policy%20Statement%20on%20Facilities%20Maintenance.pdf
https://www.dgs.ca.gov/BSC/Codes
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CONSTRUCTION ACTIVITIES EXEMPT FROM CAMPUS BUILDING PERMIT 
 
[A] 105.2 Work exempt from permit – Exemptions from permit requirements of this code shall not be 
deemed to grant authorization for any work to be done in any manner in violation of the provisions of  
this code or any other laws or ordinances of this jurisdiction. Permits shall not be required for the 
following: 
 
Building 
• One-story detached accessory structures used as tool and storage sheds, playhouses, and similar 

uses, provided the floor area is not greater than 120 square feet (11 m2). Chapter 7 of the CBC 
limits the applicability of this permit exemption. 

• Fences less than 7 feet (2,134 mm) high so long as they do not interfere with the building existing 
or egress, fire access or required yards or exit courts. 

• Oil derricks. 
• Retaining walls that are not over 4 feet (1,219 mm) in height measured from the bottom of the 

footing to the top of the wall, unless supporting a sur-charge or impounding Class I, II, or IIIA 
liquids. 

• Water tanks supported directly on grade if the capacity is not greater than 5,000 gallons (18,925 L) 
and the ratio of height to diameter or width is not greater than 2:1. 

• Sidewalks and driveways not more than 30 inches (762 mm) above adjacent grade, and not over 
any basement or story below and are not part of an accessible route. 

• Painting, papering, tiling, carpeting, cabinets, counter tops, and similar finish work. 
• Temporary motion picture, television, and theater stage sets and scenery. 
• Prefabricated swimming pools accessory to a Group R-3 occupancy that are less than 24 inches  

(610 mm) deep, are not greater than 5,000 gallons (18,925 L), and are installed entirely above 
ground. 

• Shade cloth structures constructed for nursery or agricultural purposes, not including service 
systems. 

• Swings and other playground equipment accessory to detached one- and two-family dwellings. 
• Window awnings in Group R-3 and U occupancies, supported by an exterior wall that do not 

project more than 54 inches (1,372 mm) from the exterior wall and do not require additional 
support. 

• Fixed and movable fixtures, cases, racks, counters, and partitions not over 5 feet 9 inches  
(1,753 mm) in height. 

 
Electrical 

• Repairs and maintenance – Minor repair work, including the replacement of lamps or the 
connection of approved portable electrical equipment to approved permanently installed 
receptacles. 

• Radio and television transmitting stations – The provisions of this code shall not apply to 
electrical equipment used for radio and television transmissions but do apply to equipment and 
wiring for a power supply and the installations of towers and antennas. 

• Temporary testing systems – A permit shall not be required for the installation of any temporary 
system required for the testing or servicing of electrical equipment or apparatus. 

 
Gas 
• Portable heating appliance. 
• Replacement of any minor part that does not alter approval of equipment or make such equipment 

unsafe. 
 



Plan Review, Permit & Code Compliance Program – 2026 16 
 

Mechanical 
• Portable heating appliance. 
• Portable ventilation equipment. 
• Portable cooling unit. 
• Steam, hot, or chilled water piping within any heating or cooling equipment regulated by this code. 
• Replacement of any part that does not alter its approval or make it unsafe. 
• Portable evaporative cooler. 
• Self-contained refrigeration system containing 10 pounds (4.54 kg) or less of refrigerant and 

actuated by motors of 1 horsepower (0.75 kW) or less. 
 
Plumbing 
• The stopping of leaks in drains, water, soil, waste, or vent pipe, provided, however, that if any 

concealed trap, drain pipe, water, soil, waste, or vent pipe becomes defective and it becomes 
necessary to remove and replace the same with new material, such work shall be considered as 
new work and a permit shall be obtained and inspection made as provided in this code. 

• The clearing of stoppages or the repairing of leaks in pipes, valves, or fixtures and the removal and 
reinstallation of water closets, provided such repairs do not involve or require the replacement or 
rearrangement of valves, pipes or fixtures. 

 
THE PLAN REVIEW 
 
Preliminary Consultation – For complex projects designs entailing proposed code exceptions or projects 
wherein alternative means of code compliance are proposed. It is strongly recommended that the 
applicant requests a preliminary consultation with CSU Plan Reviewers, DSA-AC, SRB and MRB Peer 
Reviewers. Early consultation can provide appropriate compliance guidelines and expedite the design and 
review of such projects. Additionally, it is required that the CSU OFS, SRB and MRB Peer Reviewers be 
included in project reviews from the inception of the schematic design. 
 
Plan Review Duration – Plan Review duration varies with project complexity and extent of corrections 
required. 
 
CSU Plan Review Costs – Each University campus is responsible for all plan review costs through 
Professional Service Agreements or Master Enabling Agreements except for CSU OFS that are outlined in 
and part of CSU Office of the Chancellor’s CPDC reimbursable costs. 
 
Plan Review Process – The plan review process shall be conducted immediately when 90% construction 
documents are complete. The CDBO will validate and shall make the determinate if the level of detail and 
completeness has met the 100% completion criteria. Once the initial review is completed by CSU Plan 
Reviewers and SRB and MRB Peer Reviewers, corrections are returned to the design team associated with 
the project, the CDBO, or to the CSU staff who are responsible for the work. In cases of routine lifecycle 
repairs and replacement maintenance, permits are required for Operations and Maintenance staff (i.e., 
Physical Plant and trade staff) if such work meets the criteria and threshold as listed above for Deferred 
Maintenance projects. Upon Satisfactory completion of corrections, the design team is free to submit 
construction documents to CSU OFS and DSA-AC for approval; once all approvals have been secured, the 
permit is issued, and only then can notice to proceed to construction be issued, then construction begins, 
and inspections can be requested. 
 
Office of Fire Safety Review – All projects, regardless of size or, scope or value, require an OFS Fire Life 
Safety review at 90% Construction Documents. Projects without fire or panic safety scope may be rejected 
by OFS and exempted from further OFS plan review. When provided, Feasibility Study, Schematic Design, 
and Preliminary Design documents shall also be submitted to OFS.  Please refer to Appendix A for Plan 
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Review Submittal Guidelines to expedite plan review time. In matters that relate to the interpretation of 
the State Fire Marshal standards and the California Code of Regulations, OFS will consult with the OSFM. 
Plan sets for review are not required to be submitted to OSFM Sacramento office. 
 
When submitting to OFS, a GOVmotus application is required for: 

• Each building and/or structure required to have a permit 
• Deferred submittals need to have a GOVmotus application as a Child to the Master permit 

issued for the construction. 

Phased reviews need a permit for each building in each review phase.   
Seismic Peer Review – Projects with a total project cost of $3,000,000 or more, or as described in  
ECBC 317.5, require a Seismic Peer Review. Projects under these thresholds, and for any amount building 
element replacements-in-kind, or repair and maintenance projects, the CDBO evaluates the nature of the 
work scope and at their discretion may elect to self-certify compliance with these requirements.  On 
existing structures if the proposed work involves increases in weight (live or dead loads) from that already 
in-place beyond that is allowed by code or modifies the structural system as stated by the designer-of-
record, then a seismic peer review is required. Consultation with the assigned seismic peer reviewer is 
encouraged to confirm determinations. See the CSU Seismic Requirements, latest edition, Sections 3.7 
and 5.5 Projects Not Warranting Peer Review at the link:  
https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-
construction/Documents/CSU_Seismic_Requirements.pdf 
 
Mechanical and Electrical Peer Review – All major capital projects require a Mechanical Systems Review. 
The Electrical Systems Review is recommended, but not required, for projects that include a significant 
electrical scope of work. These peer review services are performed under a systemwide master enabling 
agreement with MRB member firms. The primary purpose of these peer reviews is to offer a professional 
“second opinion” and strategic insights on the functionality and efficacy of the project’s mechanical and 
electrical systems. Letters of concurrence are required during the SD and CD phases of design. 
 
Alternate Materials, Design and Methods of Construction (AMMR) – An alternative material, design, or 
method of construction can be approved if the AHJ finds that the proposed design is satisfactory and 
complies with the intent of the provisions of this code. If the alternative material, design, or method of 
construction is not approved, the AHJ must respond in writing, stating the reasons why the alternative 
was not approved. AMMRs are discouraged because of the possible delays to the project in seeking 
approvals. 
 
All AMMRs for code related requests for modifications other than those that relate to fire and life safety 
(FLS) or Accessibility Compliance shall be reviewed by the CDBO and approved by the CSU Building Official. 
AMMRs related to fire and life safety shall be reviewed by the CSU OFS before being submitted to OSFM 
for final approval with concurrence of the CSU Director of Fire Safety and the CSU Building Official. If 
approved, the AMMR shall be scanned and placed on the construction documents prior to permit 
approval. For AMMRs submitted to OFS for review, note the following:  

• Be certain to use the current OFS AMMR template with the appropriate signature blocks. If 
needed contact your assigned Campus Fire Marshal. 

• Upload the AMMR to Manage Documents in the existing permit application for the construction 
project. 

• Email the Deputy Director of OFS and Chief Building Official regarding the AMMR. 
• Do not request a new plan review. 

 
AMMRs related to Accessibility shall be reviewed by the CDBO and approved by DSA-AC with concurrence 
of the CSU Building Official. All AMMRs related to seismic safety or energy conservation/sustainability 
shall be reviewed by the respective board (SRB/MRB) and approved by the CSU Building Official. All other 

https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/CSU_Seismic_Requirements.pdf
https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/CSU_Seismic_Requirements.pdf
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AMMRs shall be reviewed and approved by the CDBO and the CSU Building Official. 
 
Deferred Submittal and Delegated Design – Deferred construction documents, also known as Deferred 
Submittals, are portions of the design not included in the initial permit application but submitted 
separately at a later date to the reviewing entities for permitting. Delegated designs are clearly defined, 
and limited, portions of the project that meet specific needs or performance criteria and are assigned by 
the design professional of record to a legally qualified entity—such as a specialty contractor, engineering 
firm, or licensed architect/engineer with design responsibility. These delegated designs must bear the seal 
of a qualified professional or contractor authorized to design such work under California law. Delegated 
designs may also qualify as deferred submittals. 
 
All deferred submittals and delegated designs require separate and independent plan reviews and 
approvals as outlined in this document such as Office of Fire Safety, SRB, MRB, Plan Check Service and 
other relevant review and approval entities. In addition, the Architect and the respective Engineer(s) of 
Record must review deferred submittals and/or delegated designs prepared by other design professionals 
(licensed in the State of California) for compliance with the original design intent. Deferred submittals and 
Delegated Designs shall be limited to the extent possible, and when included contain well-defined scopes.  
 
Two distinct categories of deferred submittals are recognized at the California State University: 

1. General Deferred submittals  
2. Fire and Panic Safety Deferred Submittals 

 
The CSU discourages deferred submittals, noting that fire and panic safety deferred submittals are 
limited strictly to the following items: 
 

• Fire Sprinklers/Suppression Systems  
• Emergency Responder Radio Communication Systems  
• Fire Alarms/Emergency Voice Evacuation Systems  

General Deferred Submittals, Fire and Panic Deferred Submittals, and delegated designs must be clearly 
and distinctly listed on the cover sheet of all milestone documents separately prior to any reviews. 

Process Summary for Building Permits: Major Capital Projects including Deferred Maintenance/ 
Infrastructure Related Projects and Deferred Approvals/Delegated Design – A short description of the 
permit program process is indicated below. The design team shall work closely with the University 
Project Manager or Project Coordinator for specific permitting processes that may apply. 
 
A general descriptive process workflow checklist is as follows: 
 

1. The project team informs the CDBO and/or other relevant University Staff of impending submittal. 
2. The project team submits an application form for a Building Permit to Authorize Construction along 

with the schematic design peer review concurrence letters from SRB, MRB, and schematic design 
review concurrence letter from the CSU OFS. 

3. CDBO reviews submittal information, assigns (the CSU CPDC) project number, provides confirmation 
of receipt to the project team, and validates Code edition/cycle based on the current California Code 
of Regulations, Title 24 (code). 

4. The project team submits required 90% Construction Documents to the CSU Systemwide Plan 
check Review Service (if elected by the CDBO - see below), CSU OFS (designated responsibility 
from OSFM reviewing for fire and life safety) using the current required process, and SRB and MRB 
Peer Reviewers. Note that although not required by CSU Policies, it is highly recommended that 
CDBO assign and elect to use CSU Plan Review (CSU Plan Reviewer services) Services for all Major 
Capital Projects with complex scope and requirements. 
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a. Note that an Application Number in GovMotus must be established with OSFM during the 
prior design phases;  

5. For DSA-AC, the project team can submit for 90% plan review to DSA after the following conditions 
have been met: 

a. After review of the 90% CDs by both the CDBO and/or consulting CASp and their concurrence, 
the project team is cleared to submit to DSA-AC; and 

b. Following the DSA-AC submittal requirements and format at the link: 
https://www.dgs.ca.gov/-/media/Divisions/DSA/Publications/procedures/PR_18-04bb17. 

6. Upon completion of the review, each specific plan reviewer (CSU Plan Reviewers – if elected by 
the CDBO, CSU OFS, SRB and MRB Peer Reviewers and DSA-AC if pre-cleared to submit) provides 
plan review comments to the design team, CDBO and/or University Staff. 

7. The design team provides responses to plan review comments and submits corrected documents 
to each specific plan reviewer (CSU Plan Reviewer services, CSU OFS, SRB and MRB Peer Reviewers 
and DSA-AC if pre-cleared to submit). 

8. Upon finding project documents are code compliant and all corrections completed, each specific 
plan reviewer (CSU Plan Reviewer services, CSU OFS, SRB and MRB Peer Reviewers) issues a letter 
to the CDBO recommending approval or concurrence that the design team has met the 
requirements of the code or any code related CSU Policies. All approval conditions are noted on the 
plans; the plans shall be considered 95% CD complete. 

9. For DSA-AC, the design team can make their initial 95% CD submittal OR continue to process  
(if pre-cleared by the CDBO at 90% CDs) the DSA-AC application for plan review after the following 
conditions have been met: 

a. After review of the 90% or 95% CDs by the CDBO; and 
b. Following the DSA-AC submittal requirements and format at the link: 

https://www.dgs.ca.gov/-/media/Divisions/DSA/Publications/procedures/PR_18-04bb17. 
10. If the project includes the construction of food services and/or aquatic facilities, review and 

approval from the local health department having judication is required. 
11. The project team receives initial 100% CD approval and stamped documents from OFS, documents 

are uploaded into GOVMotus and an OSFM permit is issued for fire and life safety. 
12. After OSFM Permit (print out from GovMotus) is received and DSA-AC approval is received and all 

previous required recommendations for approval and concurrences are received, the CDBO may 
issue a Campus Building Permit to Authorize Construction and assign an Inspector of Record to the 
project.  The CDBO should review the plans stamped by OFS & DSA-AC, and if satisfied should affix 
(digital or hard copy) the permit approval stamp on the drawings with the permit and project 
number and sign the stamp.   

 
Process Summary for Building Permits: Minor Capital Projects under $1,103,000 and all Demo Building/ 
Structure Projects – A short description of the permit program process is indicated below. A general 
descriptive process workflow checklist is as follows: 
 

1. The project team informs CDBO and/or other relevant University Staff of impending submittal. 
2. Complete application for GOVmotus number at Feasibility or Schematic Design if a major capital 

project. 
3. The project team submits an application form for a Building Permit to Authorize Construction along 

with the schematic design peer review concurrence letters from SRB, MRB and schematic design 
review concurrence letter from the CSU OFS. 

3. CDBO reviews submittal information, assigns (the CSU CPDC) project number, provides confirmation 
of receipt to the project team, and validates Code edition/cycle based on the current California Code 
of Regulations, Title 24 (code). 

4. The project team submits required technical documents to the CSU Systemwide Plan Check Review 
Service (if elected by the CDBO). Note that although not required by CSU Policies, it is highly 
recommended that CDBO assign and elect to use CSU Plan Review Services for all Major Capital 

https://www.dgs.ca.gov/-/media/Divisions/DSA/Publications/procedures/PR_18-04bb17
https://www.dgs.ca.gov/-/media/Divisions/DSA/Publications/procedures/PR_18-04bb17
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Projects with complex scope and requirements. 
5. If review for fire and life safety is required under the authority of OSFM, 90% CD plan reviews shall 

be submitted to OFS using the currently required process, unless explicitly directed by the OFS that 
the project is required to be reviewed by OSFM. 

6. If review for accessibility compliance is required, the 95% CD plan review at discretion of the CDBO 
may elect one of the following processes to ensure accessibility compliance: 
a. The CDBO can elect to review and self-certify compliance with all code provisions related to 

accessibility or; 
b. The CDBO can elect to have a Plan Check Review Service firm review the documents and then 

the CDBO self-certify compliance with all code provisions related to accessibility or; 
c. Process the plans through DSA-AC for plan review and approval. 

7. If the project includes the construction of food services and/or aquatic facilities, review and 
approval from the local health department having judication is required. 

8. After OFS (unless otherwise required, see Step #5) approval and accessibility compliance self-
certification or DSA-AC approvals and all previous required recommendations for approval and 
concurrences are received, the CDBO can issue a Building Permit to Authorize Construction and 
assign an Inspector of Record to the project.  The CDBO should review any plans stamped by OFS, 
and if satisfied should affix (digital or hard copy) the permit approval stamp on the drawings with 
the campus permit and project number and sign the stamp.   
 

Process Summary for Partial Permitting Approach – A short description of the process to proceed with 
permit packages of the full building permit is described below.  

1. The project team informs CDBO and/or other relevant University Staff of impending submittal. 
2. Coordinate a preliminary meeting with the DCFM to confirm partial permitting approach. 
3. Complete application for GOVmotus number at Feasibility or Schematic Design if a major 

capital project. 
4. The project team determines the appropriate packages required for the project in alignment 

with the following general scopes: 
a. Package 0: Abatement and Demolition 
b. Package I: Code Analysis, Grading and Utilities Package 
c. Package II: Foundation and Structure Package 
d. Package III: Final Package - Complete Architectural, Electrical, Plumbing and Mechanical 

Plans 
5. The project team submits an application form for the initial project package, with submission of 

review requests for each subsequent package following approval of the previous package. In 
some circumstances packages may be submitted concurrently for plan review, but this must be 
approved by OFS ahead of submission. The same GOVMotus permit number shall be included 
with each design phase and partial permitting package. 

6. The cover page for each package shall list the permitting package strategy as approved by OFS 
at the Preliminary Coordination Meeting. 

7. As each package is approved, it shall be stamped and uploaded by OFS to Manage Documents 
in GOVmotus. A concurrence letter will be issued for each package. 

8. A conditional permit may not be issued on package work.  
 
All other processes for project permitting with each package remain in effect as identified in the Minor 
Capital and Major Capital Projects.   
 
Process Summary for Multiple Buildings in One Set of Plans Approach – A short description of the 
process to proceed with a permit package when there is work at the same facility location for multiple 
buildings in the scope of the project is described below.  
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1. The project team informs CDBO and/or other relevant University Staff of impending submittal. 
2. Coordinate a preliminary meeting with the DCFM to confirm permitting approach. 
3. Complete application for GOVmotus number at Feasibility or Schematic Design if a major 

capital project. 
4. The project team may submit all buildings on one single set of plans, with a separate permit 

application for each building in the plant set. This option does not allow any work on the 
buildings to commence until the entire plan set has been approved. If there is a need to start 
work on any building prior to full plan approval, that building must be submitted in a separate 
set of plans and must be removed from the multi-building submittal. Once a multi-building plan 
set has been submitted, this cannot be undone without starting the entire process over; please 
plan accordingly. 

a. Provide one single set of plans that complies with the plan review requirements 
outlined in this document.  

b. Provide one application for each building in the plan set that lists all permit application 
numbers on the cover sheet of the plan set with the building names next to them. 

c. The multi-building plans will only need to be submitted under the primary application 
number. Identify the permit application that will be the primary application for the 
project with the word “primary” next to the application number. This should be the 
building that is scheduled to be completed last in the project. All plan reviews will occur 
under the primary permit application. 

 
All other processes for project permitting with each package remain in effect as identified in the Minor 
Capital and Major Capital Projects.   
 
Process Summary for a Conditional Building Permit for work in advance of Final Permit – A short 
description of the process to proceed with limited construction elements at risk ahead of the final 
permit is described below. The design and construction team shall work closely with the University 
Project Manager or Project Coordinator and representatives of CPDC for approval prior to utilizing this 
process. 
 

1. The project team informs the CDBO and/or other relevant University Staff of request to proceed 
with limited scope of work ahead of full permit. 

2. The project team submits an application form for a Conditional Building Permit to Authorize 
Limited Construction Elements. 

3. All Plan Check Review Service “Recommendation of Approval letters” applicable to the overall 
project scope have been received. DSA review must be in progress. 

4.  CDBO reviews submittal information, assigns (the CSU CPDC) project number, provides 
confirmation of receipt to the project team, and validates Code edition/cycle based on the 
current California Code of Regulations, Title 24 (code). 

5.  Confirm that the project has been submitted to CSU OFS using the currently required process 
and that at least 2 rounds of comments have been received, and that the responsive documents 
have been incorporated into the Construction Documents.  

a. All CSU OFS comments not fully addressed in the Construction Documents, or accepted 
by CSU OFS, shall be reconciled to the satisfaction of the CSU Building Official and the 
Deputy Director of Fire Safety before proceeding with any work. This may require the 
submittal of an analysis of remaining CSU OFS comments from the project team and/or 
Plan Check Review Service reviewers. 

b. The CSU OFS review comments remaining and not fully resolved shall not affect the 
construction proposed in the Conditional Building Permit.  

6. The application must be submitted to the Deputy Director of Fire Safety and the CSU Building 
Official for review and approval. The application package shall include the following: 

a. A brief on the status of the project, proposed scope of advanced work and any other 
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relevant information.  
b. A copy of the Conditional Building Permit. 
c.  A copy of the latest OFS plan review comments. The outstanding comments must be 

acceptable as described above.  
d. A milestone schedule with activities for the proposed scope of the Conditional Building 

Permit. Include remaining activities for the OFS plan review process and final approval. 
This must demonstrate that there is low risk of Contractor demobilization prior to final 
OFS approval.  

e. The Conditional Building Permit shall include limitations as described herein, including 
any CPDC additional comments.  

f. All work authorized under the Conditional Building Permit is done at risk of the project 
conforming to final Construction Documents as approved by OFS, and permitted by 
OSFM. 

7. Any work under OSFM jurisdiction may not proceed under a Conditional Building permit. Such 
work includes but is not limited to: fire water lines; and any work past the structural frame.  

8. All other processes for project permitting remain in effect.   
 
Process Summary for Over the Counter (OTC) OFS Permit – A short description of the process to 
proceed with OTC permit for OFS scope review is described below. A general descriptive process 
workflow checklist is as follows: 
 

1. The project team informs the CDBO and/or other relevant University Staff of request to proceed 
with OTC permit after reviewing the project types that are acceptable for OTC OFS review. Those 
project types include, but may not be limited to: 

a. Minor interior tenant improvements which do not affect the means of egress 
b. Reroofing 
c. Removal and replacement of roof or ground HVAC units 
d.  Exterior and interior barrier removal and accessible path of travel improvements 
e. Exterior site improvements, such as fences, walls, utilities, and landscaping, etc. which 

do not affect the means of egress or the emergency vehicle access  
f. Removal and replacement of existing exterior siding, windows, doors, and similar for 

Type V-B construction  
g. Alterations to fire sprinkler systems involving no more than 20 sprinklers  
h. Alterations to existing fire alarm systems involving no more than 20 devices or 

appliances  
2. Project team confirms with OFS that the project can be submitted for an OTC permit and an 

application form for a Building Permit to Authorize Construction. 
3. CDBO reviews project documentation to ensure there are no issues that may require backcheck. 

 
All other processes for project permitting remain in effect as identified in the Minor Capital and Major 
Capital Projects.   
 
Process Summary for Annual Building Permits – Annual permits are intended to address larger repair, 
alteration and maintenance operations typically performed by in-house staff. Thes cope of work 
performed under an annual permit may not affect structural features, egress, sanitation, fire safety, or 
accessibility. A short description of the permit program process is indicated below. A general descriptive 
process workflow checklist is as follows: 
 

1. The project team informs CDBO and/or other relevant University Staff of impending submittal. 
2. The CDBO may issue an Annual Permit to Facilities department, to track all ongoing construction 

that will require inspections by the CDBO or their assigned inspectors. 
3. The CDBO reviews submittal information, assigns (the CSU CPDC) project number, provides 
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confirmation of receipt to the project team or the specific trade in performing the work, and 
validates Code edition/cycle based on the current California Code of Regulations, Title 24 (code). 

4. The CDBO reviews the proposed work for each project under the annual building permit and 
determines if the specific work scope has elements that relates to fire and life safety and are under 
the authority of OSFM; all projects that relate to code compliance for fire and life safety and/or 
specific sections in the code adopted by OSFM shall be reviewed for conformance with the code by 
the OFS.  Consult with the OFS DCFM or Deputy Director of Fire Safety for specific requirements.  

5. The CDBO and Director of Facilities Operations and Maintenance will establish meetings at desired 
intervals (weekly, biweekly, or monthly) to create a flow of communication and information 
between the CDBO Staff, a University Project Administrator or Project Manager, and the Director of 
Facilities Operations and Maintenance and staff which may include supervisors and/or leads 
technicians.   
These meetings will establish the following items: 

a. Define and document the type of work scope that can be covered under the annual permit. 
b. Define and track the method all work and Inspections reports will be tracked using the Annual 

Permit system, and the existing work order tracking program used by the University campus. 
c. Monthly or regular meetings to maintain the line of reporting and communication for future, 

on-going and/or completed projects. 
d. Determination and review if the projects under the Annual Permit scope have increased to 

require a Minor/Major capital project building permit. 
6. The CDBO and/or University Inspector(s) of Record review any and all documentation (Submittals 

etc.) defining project scope of the individual projects under the Annual Permit. CDBO and/or 
University Inspector(s) of Record are required to maintain the files for these individual projects. 

7. If the project or individual projects require a CSU Plan Check Review Service review, review and 
approval from Office of the State Fire Marshal and/or Division of State Architect or any other 
Authority Having Jurisdiction to review the scope and/or plans for the project, then the CDBO will 
refer it to the Director of Planning and Construction (Capital Projects Team), and also determine if 
the scope exceeds the Annual Permits threshold. 

8. If the review requirements or work scope exceeds the threshold of the Annual Permit, then it 
becomes a Capital project, which at that point elevates the project up to a Building Permit process 
designated for Minor and/or Major capital projects as applicable and outlined above in previous 
processes and requirements. 

9. If the review requirements or work scope remains under the threshold of the Annual Permit, then 
a University Project Administrator or Project Manager is assigned to assist the Inspector(s) of Record 
in design, documentation, and coordination of project scope, trades, and any other outside 
contractors/trades that might be required. 

10. The Director of Facilities Operations and Maintenance is responsible for maintaining the As-built 
documents of any area, building, underground, or above-ground work that they perform, especially 
if it changes any of the existing systems, Accessibility, Egress, etc. 

11. All Annual Building Permits shall be reviewed, reconciled and assessed for effectiveness at the end 
of each year by the CDBO and the Director of Facilities Operations and Maintenance. 

 
Process Summary for Temporary or Special Events Use Permits – A short description of the permit 
program process is indicated below. A general descriptive process workflow checklist is as follows: 
 

1. The project team informs CDBO and/or other relevant University Staff of impending submittal for 
temporary facilities and events. It is recommended that CFC, Section 105, be consulted for 
temporary and special event scopes requiring a permit.  

2. CFC Section 105.6.45 shall be consulted for permitting of temporary membrane structures and 
tents, and the CDBO shall coordinate submission requirements with OSFM, or OFS if designated.  

3. Contact and consult the OFS for the current and up-to-date processing through OSFM for Temporary 
or Special Events Use Permits as these processes are subject to change. 
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4. For temporary tent structures, see CSU SRB Requirements, Appendix A at the following link: 
https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-
construction/Documents/CSU_Seismic_Requirements.pdf. 

 
Permit Extensions 
Every permit issued shall become invalid unless work on the site authorized by such permit is 
commenced within 12 months after its issuance, or if the work authorized on the site by such permit is 
suspended or abandoned for a period of 12 months after the time of work is commenced per CBC 
105.5.1. 
 
One or more permit extensions may be granted for a period of not more than 180 days per extension.  
Permit extensions shall not be extended beyond a 180-day period into a new code cycle that has taken 
effect. 
 
The permittee shall request an extension from the CDBO in writing and demonstrate justifiable cause for 
the extension. 
 
X. Construction Document and Submittal Requirements 
 
PLAN REVIEW SUBMITTAL 
 
Incomplete, or non-existent plans can cause unnecessary delays in the plan review process. Therefore, in 
an effort to expedite the process for all requestors, we ask that your plan review submittals be complete. 
All of the items listed below must be included with the plan review submittal in order for a complete and 
expeditious review to be performed. Thank you for your assistance. 
 
CONSTRUCTION DOCUMENTS 
 
The total number of sets to be submitted varies depending on the type of project and needs of each 
University campus. Coordinate with the University’s project team and Exhibit D: Design Team Guidelines 
to determine the total number of plan sets required at time of submittal and the information to be 
included in a submitted construction documents set. 
  
Generally, construction documents shall be assembled into organized sets that include Code Analysis, 
Architectural, Structural, Mechanical, Plumbing, and Electrical drawings, including relevant plans, details 
and specifications. Depending on project scope Civil, Landscape, Energy Calculations and Audio 
Visual/Telecommunications plan and details may also be required. A complete set of plans will identify 
deferred approval and delegated designs and shall include a map of vicinity, project description and scope 
of work, site plans, floor plans, elevations and details specific to the project.  
 
These plans are to be stamped and signed by the design professional(s) responsible for the project. In 
many cases digital signatures on plans may be allowed, but acceptance shall be verified prior to submittal. 
Some minor types of projects may not require the involvement of an Architect or Engineer in the design. 
If in doubt, check with the CDBO.  
 
Re-submittals/Re-checks shall include the “red-lined” comments on plans and calculations from the 
previous review along with the correction list, responses, and updated plans prepared by the 
designer/draftsperson. 
 
Structural Calculations – If the plans have been reviewed or designed by an architect or engineer, then 
the supporting calculations must be provided with a stamp and signature by the Architect/Engineer of 
Record. 
 
Soils Report – All new building plans submitted for review shall include a soils/geotechnical report. If the 

https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/CSU_Seismic_Requirements.pdf
https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/CSU_Seismic_Requirements.pdf
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engineer is using soil bearing values in excess of 1,000 psf; if grading work is performed on the site; if the 
soils have been evaluated by a soils testing firm; or if the project is in a liquefaction zone, then the soils 
report must be submitted. Refer to the CSU Seismic Design Guidelines for additional information at the 
link:  https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-
construction/Documents/CSU_Seismic_Requirements.pdf. 
 
Site Safety Plan - In compliance with Chapter 33 of the California Building Code and California Fire Code, 
a Site Safety Plan is required to outline general fire safety precautions for all structures and occupancies 
during construction and demolition operations. This document shall be submitted to OFS as early as 
possible in the plan review process and shall identify a Site Safety Director with responsibility for the 
safety of all persons and property on the job site and surrounding areas. The Site Safety Director may be 
an owner’s authorized agent. Elements required to meet protections during construction and demolition 
operations shall be provided to the CDBO as part of the permit review. To facilitate the development 
and submission of this item, please use the following link: 
https://app.smartsheet.com/b/form/a55bcfc925f44accb1a73c63eb28ae30 
    
Delegated Design – Any Delegated Design sheets must be stamped and signed by the delegated design 
California State Licensed architect or engineer and reviewed by the Architect/Engineer of Record for the 
project with a review letter provided from Architect and Engineer of Record to the delegated designer. 
 
Proprietary structural systems including but not limited to Steel Connections, Post and Pre-Tension 
Concrete Systems, Steel or Wood Trusses, etc. – If proprietary structural systems are to be used, then the 
calculations, design and layout sheets must be stamped and signed by the delegated design California 
State Licensed Engineer and reviewed by the Architect/Engineer of Record for the project with a review 
letter provided from the Architect/Engineer of Record to the delegated designer. 
 
XI. Inspections and Certificate of Occupancy 
 
INSPECTIONS 
 

Per California Building code section 110.1, Construction or work for which a permit is required shall be 
subject to inspection by the building official and such construction or work shall remain visible and able 
to be accessed for inspection purposes until approved. Approval as a result of an inspection shall not 
be construed to be an approval of a violation of the provisions of this code or of other ordinances of 
the jurisdiction. Inspections presuming to give authority to violate or cancel the provisions of this code 
or of other ordinances of the jurisdiction shall not be valid. It shall be the duty of the owner or 
the owner's authorized agent to cause the work to remain visible and able to be accessed for inspection 
purposes. Neither the building official nor the jurisdiction shall be liable for expense entailed in the 
removal or replacement of any material required to allow inspection. 
 
California State University through practice, adopts provisions of the California Building Code sections 
110.1 through 110.6.   

 
CERTIFICATE OF OCCUPANCY 
 
Certificate of Occupancy (CBSC, Section  111.1, Use and  Occupancy) – “No building or structure shall be 
used or occupied, and no change in the existing occupancy classification of a building or structure or 
portion thereof shall be made, until the building official has issued a certificate of occupancy therefor as 
provided herein. Issuance of a certificate of occupancy shall not be construed as an approval of a violation 
of the provisions of this code or of other ordinances of the jurisdiction.” 
 

https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/CSU_Seismic_Requirements.pdf
https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/CSU_Seismic_Requirements.pdf
https://app.smartsheet.com/b/form/a55bcfc925f44accb1a73c63eb28ae30
https://up.codes/viewer/california/ca-building-code-2022/chapter/4/special-detailed-requirements-based-on-occupancy-and-use#407.1.1
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#permit_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#building_official_
https://up.codes/viewer/california/ca-building-code-2022/chapter/4/special-detailed-requirements-based-on-occupancy-and-use#407.1.1
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#approved_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#jurisdiction_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#jurisdiction_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#owner_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#owner_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#building_official_
https://up.codes/viewer/california/ca-building-code-2022/chapter/2/definitions#jurisdiction_
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The CDBO will issue a CSU Certificate of Occupancy in alignment with CBC and CFC after verification of 
code compliance and endorsements by other officials having jurisdiction, such as DOSH Elevator Unit and 
the Local Deputy SFM Inspector (or OFS when designated), are received. The Certificate of Occupancy will 
include the following information: 
 

1. The building permit number. 
2. The address of the structure. 
3. The name and address of the owner. 
4. A description of that portion of the structure for which the certificate is issued. 
5. A statement that the described portion of the structure has been inspected for compliance with the 

requirements of this code for the occupancy and division of occupancy and the use for which the 
proposed occupancy is classified. 

6. The name of the CDBO and/or CSU Building Official. 
7. The edition of the code under which the permit was issued. 
8. The use and occupancy, in accordance with the provisions of Chapter 3. 
9. The type of construction as defined in Chapter 6. 
10. The total aggregate (design) occupant load for the building (if applicable) is based on Chapter 10. 
11. If an automatic sprinkler system is provided. 
12. Any special stipulations and conditions of the building permit. 
 

XII. References and Links 
 
Please note that some links provided below may be modified over to the life of this document, and 
project partners are encouraged to look for the most current edition. 
 
California Building Standards Code, Triennial Edition of Title 24, Current Edition 
https://www.dgs.ca.gov/BSC/Codes   
 
California Building Standards Code, Section 1.2 – Building Standards Commission, Current Edition 
https://www.dgs.ca.gov/BSC/Codes 
 
California Building Standards Code, Appendix A, A101.1 – Building Official, Current Edition 
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-
qualifications#CBC2019P2_AppxA_SecA101  
 
California Building Standards Code, Appendix A, A101.3 – Inspector and Plans Examiner, Current Edition 
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-
qualifications#CBC2019P2_AppxA_SecA101  
 
California Building Standards Code, Section 103 Department of Building Safety, Current Edition 
https://www.dgs.ca.gov/BSC/Codes   
 
California Building Standards Code, Section 104 – Duties and Powers of Building Official, Current Edition 
https://www.dgs.ca.gov/BSC/Codes   
 
California Building Standards Code, Section 105.1 – Permits Required, Current Edition 
https://www.dgs.ca.gov/BSC/Codes   
  

https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-qualifications#CBC2019P2_AppxA_SecA101
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-qualifications#CBC2019P2_AppxA_SecA101
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-qualifications#CBC2019P2_AppxA_SecA101
https://codes.iccsafe.org/content/CBC2019P2/appendix-a-employee-qualifications#CBC2019P2_AppxA_SecA101
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
https://www.dgs.ca.gov/BSC/Codes
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California Building Standards Code, Section 105.2 – Work Exempt from Permit, Current Edition 
https://www.dgs.ca.gov/BSC/Codes   
 
California Education Code 66606, California Law 
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=66606   
 
California Government Code, Section 4450, California Law 
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=GOV&sectionNum=4450  
 
California Government Code, Section 4451, California Law 
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=5.&title=1.&p
art=&chapter=7.&article  
 
California Government Code, Section 4454, California Law 
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=4454.&lawCode=VEH 
 
California State University Executive Order EO847, now California State University Policy 
https://calstate.policystat.com/policy/6682279/latest/  
 
California State University State University Policy – Types of Professional Service Providers, 
https://calstate.policystat.com/policy/8575166/latest 
 
California State University State University Policy – Guidelines for Determining Need for Professional 
Services, 
https://calstate.policystat.com/policy/8575166/latest 
 
California State University State University Policy – Building Code Enforcement, 
https://calstate.policystat.com/policy/6654819/latest  
 
California State University State University Policy – Liability of Design Professionals for Errors and 
Omissions, 
https://calstate.policystat.com/policy/6654819/latest  
  
Health and Safety Code, Section 13108(c), California Law, 
http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021  
 
Health and Safety Code, Section 13146, California Law, 
http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021  
 
Health and Safety Code Section 18901 - 18949.6, California Law, 
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=13.&title=&pa
rt=2.5.&chapter=6.&article 
 
 
 
 
 
 

https://www.dgs.ca.gov/BSC/Codes
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=EDC&sectionNum=66606
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=GOV&sectionNum=4450
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=5.&title=1.&part=&chapter=7.&article
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=5.&title=1.&part=&chapter=7.&article
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=4454.&lawCode=VEH
https://calstate.policystat.com/policy/6682279/latest/
https://calstate.policystat.com/policy/8575166/latest
https://calstate.policystat.com/policy/8575166/latest
https://calstate.policystat.com/policy/6654819/latest
https://calstate.policystat.com/policy/6654819/latest
http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021
http://leginfo.legislature.ca.gov/faces/billTextClient.xhtml?bill_id=200920100AB2021
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=13.&title=&part=2.5.&chapter=6.&article
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=13.&title=&part=2.5.&chapter=6.&article


Plan Review, Permit & Code Compliance Program – 2026 28 
 

APPENDIX A – Plan Review Submittal Guidelines 
 
This appendix provides information to assist project teams in developing a schedule that best integrates 
OFS review timelines, in addition to identifying requirements for required CSU submission phases. It is 
intended as a planning document to improve the plan review process with OFS.   
 
OFFICE OF FIRE SAFETY REVIEW 
 
All projects, minor and major capital projects regardless of size, require a Fire Life Safety review by OFS 
per CSU Policy 9230 Project Plan Development for Major Capital Construction Projects. The plan review 
for major capital projects shall be conducted at Feasibility Study, Schematic Design, Preliminary Design 
and 95% Construction Document phases.  In matters that relate to the interpretation of the Office of the 
State Fire Marshal (OSFM) standards and the California Code of Regulations, OFS will consult with the 
OSFM. 
 
OFFICE OF FIRE SAFETY PLAN REVIEW TIMELINES 
 

Project Type Submittal Type Target Timeline 

Major Capital 1st Review 30 Business Days 

 Resubmittals / Deferred Submittals 15 Business Days 

Minor Capital and Tenant 
Improvements 1st Review 15 Business Days 

 Resubmittals / Deferred Submittals 15 Business Days 

* Actual review time is dependent on the size, complexity, and quality of the documents provided. 

 

PLAN REVIEW MILESTONES 
 
The following design phases are required to be submitted to OFS for all Major Capital Projects: 

• Feasibility Study  
• 75% Schematic Design – Required Concurrence Point (OFS Concurrence Letter required to 

proceed to Board of Trustees for approval and to proceed to Preliminary Design Documents) 
• Preliminary Design (Design Development) Documents 
• 95% Construction Documents – Concurrence Point (OFS Concurrence Letter required to stamp 

and approve plans with OFS) 

PLAN REVIEW PHASE REQUIREMENTS 
 
Feasibility Study Design Phase 

• If planning to submit the project as a Phased Project (Partial Permitting) – provide detailed 
phasing plan with each scope of work matching the work to be done during that phase and a  
schedule clearly identified.  Please contact OFS early if planning to use this design method for 
more information. 

• Site plan indicating all existing and proposed property lines or assumed property lines showing 
the project location, footprint, side yards with dimensions, and number of below grade stories. 

https://calstate.policystat.com/policy/6654819/latest/
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• Site plan indicating all surrounding existing buildings with the following information for each 
building: 

o Building Name and existing occupancy / use   
o Building Construction Type 
o Building Area 
o Number of Stories   
o Actual Building Height   
o Year Built and approximate Code of Record 
o Building has Fire Sprinklers? – Yes or No 
o Building has Fire Alarm? – Yes or No 
o Provide any other relative information 

Schematic Design Phase – 75% SD 
• Site plan indicating all existing and proposed property lines or assumed property lines showing 

the project location and yards, with dimensions. 
• Site plan indicating all surrounding existing buildings with the following information:   

o Building Name and existing occupancy / use 
o Building Construction Type 
o Building Area 
o Number of Stories   
o Actual Building Height   
o Year Built and approximate Code of record   
o Building has Fire Sprinklers? – Yes or No 
o Building has Fire Alarm? – Yes or No 
o Provide any other relative information – Renovations year and scope – GOVmotus 

permit # 
• Provide Preliminary Code Analysis Package and include ALL of the following: 

o GOVmotus permit number  
o Occupancy classification and Use  
o Building construction type  
o Building height, allowable vs actual  
o Number of stories, allowable vs actual  
o Area factor, allowable vs actual  
o Building area in square feet (total building, all floors) 
o Area of project in square feet (total area)  
o Separated or non-separated use  
o Fire sprinklers and type (yes or no) (wet, dry, pre-action, deluge)  
o Fire alarm and type (yes or no) (manual, automatic, voice evac, etc.)  
o Other fire protection systems (yes or no)  
o Smoke control system (yes or no)  
o Building in high severity fire zone or WUI (yes or no)  
o Hazardous Materials Inventory Statement (HMIS) (yes or no)  
o Occupant load for entire building and each floor  
o Year building was constructed  
o Risk category per CBC Chapter 16  
o Seismic joints (yes or no) If yes, provide location(s)  
o Deferred submittals (yes or no) If yes, list submittals 
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• Site Plans with Fire Department Access Plan and include ALL of the following: 
o Approved fire apparatus access roads, including width and height clearances  
o 150' hose pull distance measured from fire access road to all areas of structure 
o Details and notes showing approved notices or markings that include the words no  

parking-fire lane that will be provided for fire apparatus access roads to identify such 
roads or prohibit the obstruction thereof  

o Approved barricades across fire apparatus access roads, trails or other accessways, not  
including public streets, alleys or highways 

o Access to building openings and roofs where required  
o Premises identifications (Sign or Address)  
o Fire department key box to be installed in an approved location 
o Fire hydrant location(s) 
o Fire department connection location(s) 
o Water supply control valves 
o Location of fire command center where required 
o Location of Medical Emergency Services Elevator 
o Rooms containing controls for air-conditioning systems, sprinkler risers and valves, or 

other fire detection, suppression or control elements shall be identified for the use of 
fire department.  

o Location of building gas shut off if applicable 
o Details and notes showing approved signs to identify fire protection equipment and 

equipment location.  Signs shall have a red background with white lettering in 
accordance with CFC.  

o Location of NFPA 704 signs for building with hazard materials 
o Completed and signed local fire department approval sheet 

• Provide preliminary list of Hazardous Materials and quantities (PD and Full at CD) (HMIS – 
Hazardous Materials Inventory Statement – Appendix H Figure A-H-I Section II Part A and B) and 
the campus HMMP - Hazardous Materials Management Plan – Appendix H Section H3.  Use the 
short form where applicable. 

Preliminary Design (Design Development) Phase – 100% PD 
• Project Team provide narrative on changes from 75% SD presentation to CPDC 
• Align documents to A/E Bulletin AE17-003 Early Issuance of Code Analysis and items from SD 

Package. 
• Provide list of any proposed AMMRs for projects – All AMMRs will need to be approved by OFS 

prior to Plan Review CD submission. 
• Provide Complete Code Analysis Package and information on drawings and include ALL of the 

following: 
o Proposed Building Occupancy Classification / Uses  
o Separated or Non-separated / Accessory design approach  
o Mixed-Use design analysis 
o Building Construction Type  
o Building Area / Size / SF or TI Area SF  
o Number of stories, allowable vs actual  
o Allowable Height / Actual Height  
o Allowable Area per CBC  
o Area Increase – justify allowable area increases with calculations 
o Height Increase – justify   
o Fire Separation Distances – Real property lines and assumed  

https://www.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-construction/Documents/TB-17-003_code_analysis.pdf
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o Frontage Calculations – Fire Department use, Side Yards / Open Space 
o Protected / Unprotected Opening Calculations per floor for New or Existing Buildings  
o Total Occupant Load of Building and each floor breakdown 
o Egress Analysis – Travel distances, cumulative loading, loading and required width at 

each exit and stairs   
o Fire Riser and Hose connection locations in building    
o Fire Sprinklers (Wet, Dry, Pre-action or Deluge)    
o Fire Alarm (Manual, Automatic, etc.) 
o Emergency Voice/Alarm Communication Systems – (EVACS) 
o Emergency Responder Radio Coverage 
o Smoke Control Systems – Provide List if Mechanical, Pressurization or Passive/Natural     
o Smoke Control System Rational Analysis by FPE 
o Smoke Control – Special Inspections and Testing 
o Fire protection systems – Hood, CO2 Detection, Mass Notification Systems (CFC 917) 
o High Fire Hazard Severity Zone 
o Year building was constructed and approximate Code of Record 
o Fire Pump size and location (if pump is required) 
o Elevators (if required) and type (hydraulic, machine room-less, etc.) 
o Emergency Generator location and list of loading (equipment) and duration for 

Emergency power and Standby power systems.  (CFC Chapter 12)  
o Rated wall types (Exterior, Fire Wall, Fire Barrier, Fire Partition, Smoke Barrier and 

required rating in HR) – UL/GA Listings 
• Provide further developed Fire Access Plan/Site Plan: 

o Fire Water Routing and Domestic – Underground (UG) connection points   
o Fire Flow Requirements per CFC Appendix B – Suggest a preliminary Fire Flow Analysis 

be done   
o Fire Hydrant (FH) Spacing per CFC Appendix C 
o Hose Pull Distances from Apparatus – not measured as a radius, show actual physical 

hose lengths around the building 
o Fire Department Connection, Post Indicator Valves and Backflow Location   
o Fire Riser, Standpipe and Hose connection locations in building 

• Provide a list of Deferred Submittals to OFS – Fire Sprinklers, Suppression Systems, Fire  
Alarm, Smoke Control System, Emergency Responder Radio Coverage. These are the only  
deferred approvals accepted by OFS for Fire and Panic Safety deferred submittals. 

• Provide preliminary list of Hazardous Materials and quantities (HMIS – Hazardous Materials 
Inventory Statement – Appendix H Figure A-H-I Section II Part A and B) and the campus HMMP - 
Hazardous Materials Management Plan – Appendix H Section H3. Use the short form where 
applicable. 

Construction Documents Phase (CD) – 95% CD 
• 95% Drawing packages to be submitted to all Peer Reviewers and OFS. 
• All Comments to be gathered on one document (OFS Project Comment Log) for each package  

review set. Next submittal backcheck must have the OFS comment log with replies to comments 
or it will be considered incomplete and will be rejected (review time will not be started). 

• Hazardous Materials: 
o Provide complete list of Hazardous Materials and quantities (HMIS – Hazardous 

Materials Inventory Statement – CFC Appendix H Figure A-H-I Section II Part A and B).   
o Provide a copy of the updated campus approved Hazardous Materials Management Plan 

(HMMP) that accounts for the materials in relation to this project. 
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• An in-depth submittal checklist is available in OFS Resources on the website.  At a minimum,  
provide Construction Documents with the following: 

o Proposed Building Occupancy Classification / Uses  
o Separated or Non-separate / Accessory design approach 
o Mixed-Use design analysis 
o Building Construction Type 
o Building Area / Size / Square Feet or Tenant Improvement (TI) Area / Square Feet 
o Number of stories, allowable vs actual  
o Allowable Height / Actual Height  
o Allowable Area per CBC 
o Area Increase – justify allowable area increases with calculations 
o Height Increase – justify allowable height increase with calculations 
o Fire Separation Distances – Real property lines and/or assumed 
o Frontage Calculations – Fire Department use, Side Yards / Open Space 
o Protected / Unprotected Opening Calculations per floor for New and/or Existing 

Buildings  
o Total Occupant Load of Building and Each floor breakdown 
o Egress Analysis – Travel distances, cumulative loading, loading and required width at 

each exit and stairs 
o Fire Riser and Hose connection locations in building   
o Fire Sprinklers (Wet, Dry, Pre-action or Deluge) 
o Fire Alarm (Manual, Automatic, etc.) 
o Emergency Voice/Alarm Communication Systems – (EVACS)   
o Emergency Responder Radio Coverage 
o Smoke Control Systems – Provide List if Mechanical, Pressurization or Passive/Natural 
o Smoke Control System Rational Analysis by a California licensed Fire Protection Engineer 
o  Smoke Control – Special Inspections and Testing – Procedures and methods and Smoke 

Control  
o Smoke Control Matrix   
o List other fire protection systems – Hood, CO2 Detection, Mass Notification Systems 

(CFC 917) 
o High Fire Hazard Severity Zone 
o Year building was constructed and/or Code year – Tenant Improvement Code year 
o Fire Pump location – if pump is required 
o Elevators (if required) and type (hydraulic, machine room-less, etc.) 
o Emergency Generator location and list of loading (equipment) and duration for 

Emergency power and Standby power systems.  (CFC Chapter 12) 
o Fire Extinguisher locations 
o Fire department key box locations 
o FA Annunciator Panel location 
o FA Pull Station locations 
o Rated wall types (Exterior, Fire Wall, Fire Barrier, Fire Partition, Smoke Barrier and 

required rating in HR) 
o UL Listings on plans for Walls, Floors, Roofs, Shafts, Penetrations (membrane and 

through) 
o Individual encasement, Fireproofing, Intumescent, Dampers 
o Rated requirements for protected openings on Window and Door Schedules, Louver 

Schedule, Dampers 
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o Panic Hardware requirements for Doors 
o Emergency Exit Illumination requirements– Photometrics to public way 
o Exit signage 
o Sign package of max occupant load signage locations and quantity and code required 

signage (evacuation signs, FACU and riser rooms, etc.) 
o Provide completely developed Fire Access Plan / Site Plan 
o Fire Water Routing and Domestic - UG connection points 
o Fire Flow Testing within 6 months of Permit / OFS submittal – to be witnessed by Local 

OSFM-Deputy Fire Marshal   
o Fire Flow Requirements per CFC Appendix B – Suggest a preliminary Fire Flow Analysis 

be done 
o Fire Hydrant Spacing per CFC Appendix C 
o Hose Pull Distances from Apparatus – no radius, physical hose lengths around the 

building 
o Fire Department Connection, Post Indicator Valve and Backflow Location 
o Fire Riser, Standpipe and Hose connection locations in building 
o Standard OFS Underground Fire Water Notes and Thrust Block Details  
o Provide Roadway sections/details for Fire Roads, Fire Access Lanes, etc. 

Provide a list of Deferred Approvals to OSFM – Fire Sprinklers, Suppression Systems, Fire Alarm, 
or Emergency Responder Radio Coverage.  These are the only deferred approvals accepted by 
OFS for Fire and Panic Safety deferred submittals. 

• After plans have been reviewed and all comments have been corrected, OFS will apply the 
approval stamp and upload the required documents into GOVmotus. 
 

SUBMITTAL PROCEDURES 
 
Any work requiring a permit will need to create a new application through GOVmotus to obtain a permit 
number that shall be included on all documents.   

• Login to existing GOVmotus account or create a new account. 
• Click on the Permitting > Permit Application link and complete the permit application. 
• The PLAN DOCUMENT FORMAT should default to PAPER and not electronic. 
• Upload the drawings and associated construction documents in Manage Documents. 
• Complete the Plan Submittal Checklist. 
• When all the mandatory fields are complete, click the Submit Application button at the bottom 

to submit. 
• Once the permit application is populated, provide the permit number on all documents 

See the OFS Electronic Plan Review Applicant Guide for more on GOVmotus guidance.  
• For subsequent reviews, submit the OFS Project Comment Log with response comments from 

designers of record.   If Comment Log with responses are not part of the uploaded package – the 
submittal will be rejected.  

• If the above submittal (after OFS Intake process) is incomplete, the submittal will be rejected,  
and the applicant will be notified. 

• Plans are reviewed on a first come, first saved basis. 
 

  

https://calfire.govmotus.org/
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ELECTRONIC PLAN REVIEW REQUIREMENTS 
 
All plans submitted for electronic review must meet the following requirements or will be returned 
unprocessed: 

• GOVmotus permit number shall be provided on all documents. 
• Shall not contain pre-printed OFS approval stamp block and language. 
• Accepted sheet sizes shall be in accordance with the TITLE BLOCK CONFIGURATION AND STAMP 

LOCATION. 
• Title block and document cover page shall be in accordance with TITLE BLOCK CONFIGURATION 

AND STAMP LOCATION. 
• Files shall be electronically stamped and signed by the responsible, licensed design professional, 

when required. 
• Include all of the items required in the Building Data summary shown on the next page. 
• Include current specification and listing sheets. 
• Include a Site Safety Plan for CBC and CFC Chapter 33. 
• Approved plans and permits can be accessed via GOVmotus. 
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TITLE BLOCK CONFIGURATION AND STAMP LOCATION 
 
The location of the OFS Stamp has been coordinated with OSFM and the Department of the State 
Architect.  The following stamp locations are identified to ensure that the OFS Approval Stamp is visible 
and not truncated. 
 
 

SHEET SIZE TYPE STAMP LOCATION BOX DIMENSIONS 

8.5" X 11" Documents such as 
specification packages 

From bottom righthand corner 
of the sheet: 

• Bottom of box is 1" up 
• Top of box is 3.5" up 

• Right side of box is 1" from     
righthand edge of sheet 

3.3" x 2.5"  
Cover page only 

22" x 34" ANSI D 

From upper righthand corner of 
the sheet: 

• Top of box is 3.5" down 
• Bottom of box is 6" down 

3.3" x 2.5"  
Provide dedicated space 

on each sheet 

24" x 36" ARCH D 

From upper righthand corner of 
the sheet: 

• Top of box is 3.5" down 
• Bottom of box is 6" down 

3.3" x 2.5"  
Provide dedicated space 

on each sheet 

30" x 42" ARCH E1 

From upper righthand corner of 
the sheet: 

• Top of box is 3.5" down 
• Bottom of box is 6" down 

3.3" x 2.5"  
Provide dedicated space 

on each sheet 

36" x 48" ARCH E 

From upper righthand corner of 
the sheet: 

• Top of box is 3.5" down 
• Bottom of box is 6" down 

3.3" x 2.5"  
Provide dedicated space 

on each sheet 
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DRAWING SCALE REQUIREMENTS 
 

• All plans must be drawn to scale 
• Each sheet must have an independent scale: 

o Ex. 1 in = 40 ft or 3/16 in = 1 ft 
• Each sheet must have a scale bar for each scale used on its respective sheet 

o Reflect a 3” bar for the designated scale 
• When more than one scale is used on a sheet, an independent scale must accompany the 

applicable detail. 
• Fire Alarm plans shall utilize a 1/8” scale 

o Fire Alarm plans shall contain a sheet with a legend of scale square outlines for wall and 
ceiling mounted strobe coverage areas for all candela ratings and ceiling heights per 
NFPA 72.  The legend shall identify the following for each outline: 
 Mounting location: wall or ceiling 
 Candela rating 
 Max lens height 
 Size of outline (same scale as the drawings) 

 
RESPONSE TO PLAN REVIEW COMMENTS AND BACKCHECK RE-SUBMITTAL 
 

• Comments can be viewed on the plan set and corresponding comment log 
• All correction items will require a response from the applicant on how the item was corrected 
• Corrections shall be indicated using clouds, narratives and/or other clarifying approaches that 

ensures the plan reviewer is easily able to recognize the correction.   
• Provide responses to corrections on the comment log and the plan reviewer will change the 

item from OPEN to CLOSED if the correction is deemed code compliant.   
• Once all corrections have been made, re-submit the plans and any other requested information 

through GOVmotus. 
 

LOCAL FIRE AUTHORITY – ACCESS APPROVAL FORM 
 
The Local Fire Authority Access Approval Form must be submitted to the local fire department for them 
to review and approve the elements that directly impact their response to emergencies.  The form shall 
accompany applicable plan sheets for the project.  Once signed, the form must be scanned onto the 
plans prior to submission to OFS.   
 
 

DOCUMENT HISTORY 

8/31/2026 

Revised Table of Contents Appendix A: OFS Plan Review Submittal Guidelines. 
Added GovMotus information in Office of Fire Safety Section. 
Expanded AMMR Section. 
Added Section for Permit Extensions. 
Removed Reference to “Exhibit X – Plan Review Workflow” throughout. 
Minor edits on grammatical errors. 
Added “Appendix A OFS Plan Review Submittal Guidelines” in full 
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