Planning Application Guide: “General Planning” (PLN) Application

Planning applications can be submitted online through Accela Citizen Access (ACA) found on the
City website under the tab “Services” = “Licenses & Permits” - “Case Status Lookup”.

IMPORTANT NOTE: Use this procedure for BRAND NEW APPLICATIONS ONLY. Do not use this procedure
if you are resubmitting an application or applying for different approval for the same project (e.g. the
project requires both Architectural Board of Review and Planning Commission review. You've previously
applied for the ABR review and have a record number of PLN2020-12345. Now you are applying for the
PC review.) Use the Resubmittal Procedure Guide for those types of applications.

1. Loginto the ACA website using your ACA user name and password. Click Login.

(If you don’t have a user account, register by clicking on one of the links circled in blue below.)

SN2 ShReARA Citizen Access

AHome QSearch - U

Bullding Planning Enforcement Flre Public Works

Advanced Search

User Narme ot E-rmail: Password

Remember mean this computer Ive forgetten my passweard (C Naw Ussrs: Register foran Account

Welcome to City of Santa Barbara Citizen Portal
We are pleasad to offer our citizens businesses and visitors accessto government services online. 24 hours a day. 7 days a week.

In partrershipwith &ccela, Inc, we are fuffiling our promise to deliver powerful e-government services and provide valuable information about the community while making your interactionswith us more
efficient, convenient, and interactive. To use ALLthe serviceswe provide you must register and create a user account. You can wiew information, get questions answered and have limited services as an anonymous
user. We trust thiswill provide youwith a new, higher level of service that makes living and working in our community a more enjoyable experience.

What would you like to do today?
To get started, salact one of the services listed below

2. Click on the Planning tab and then select Create an Application.

MAHome O Search ~ =

Home  Buliding

nforcement Flre  Public Works

Search Applications Create an Application

Showon Map
Showing 0-0 of O

Datz Record Numbsr Record Typs Proj=ct Name Addrass Status Action Short Notss

Mo records found

Search for Records
Enter information below to search for records
Site Address
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Planning Application Guide: “General Planning” (PLN) Application

3. Read the “General Disclaimer” and, if you agree, click the check box next to “I have read and
accepted the above terms.” and click Continue Application.

Home  Buliding m Enforcement Flre  Public Works

Search Applications Createan Application

Online Planning Application Submittal

Welcome to the Online Planning Application System. Using this system you can submit your application. pay fees, and track the status of your application all from the
convenience of your home or office, 24 hours a day.

Before you begin the application process, please review these basic iterns:

1. Isthe project site within the city limits of the City of Santa Barbara?
Refer to the City's Interactive Mapping System.

2. Are you sure that your project requires an approval by the Planning Division?
We recommend that you refer to the appropriate checklists and application submittal packet (hyperlink to Handouts Webpage herel, and collect all necessary
infarmaticon before proceeding, however, once you get started, you can save your work and come back to it later.

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

General Disclaimer

Whilz the Agency attempts to keep itsWeb information accurate and timely, the Agency neither warrants nor makes repressntations as to the functionality or condition of this Web site, its suitability for use, freedom from
interruptions or from computer virus or non-infringement of proprietary rights. Web materials have been compiled from a variety of sources and are subject to change without notice from the Agency as a result of
updates and corrections

14 adarmnrlie and cariinn marlse 2mndainad in me dicndaead o dhio e nbeitn ora tha neanarks o thair sann e them srnare e oo i 1iinn nf tha makariale charad an this linb cita i o it meabibibad ithans thoa erio

I have read and accepted the above terms.

Contlnue Application » |

4. Select an application type. For a PLN case, click on the small triangle next to Planning General to
expand the selection and click the radio button (the small circle) next to “Planning General” to
select it. Then click Continue Application.

Home  Bullding m Enforcement Fire  Public Works

Search Applications Create an Application

Select an Application Type
Click on the little triangle next to your chosen application type.
o Use the "Pre-Application (General),” type to apply for:

1. Maodification Pre-Application,

2. Planner Consultation,

3. Property Profile,

4. Slope Calculation Verification,

5. Zoning Letter, or

6. Master Environmental Assessment Report.

o Use the "Planning General," type if none of the other choices apply.

For assistance or to apply for a type not listed below, please contact the Planning Counter at (805) 564-5578.
e ¥ BN
Search Box

Planning Sign Parmit or Sign Prograrm
Planning Pre-Application (General)

e g R a-ApCTCRon Review Team
¥ Planning General

Planning General

Continue Application

»
»
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Planning Application Guide: “General Planning” (PLN) Application

5. Step 1: Location Information: Complete the Street No. and Street Name fields and click Search.
When the parcel is found the full address and Parcel Number will fill in automatically
(alternatively, search by the parcel number, and the address will fill in automatically). Click
Continue Application. (If entering the parcel number instead of the street address, be sure to
enter the 9 digit number as shown and click “Search” below the parcel number.)

Planning Sanaral
Locati Peope A ’ )
1 2 [P o 3 Application Detail 4 Dacuments 5 Rewisw 6 7

Step 1:Location Information =Location lnformation
Find the property by doing one of the following:

o Llse the map (Click on, "Show kap.” When you have found the proparty, click "Lise Location,” to start the application process. There isnowildcard character
wihien using the Search boxin the map).

o Look up the Address or Assessor Parcel Mumber (AFM), and click on the, "Search,” Button. Thewildcard character is " for the Address and Proel searches. If
multipla cheices appear, pick the correct address, scroll dow, and click, "Selact”

~indicares arequired feld.

If waw search by Address, the Parcelwill fill in autamatically.

*5traat Mo Directioan: *5traat Mame: St raat Type:

| 31 | | --Beleclo- v| |GARDEN ]| L v|

Unit Type: Unit M

E=—

City: Stata: Zip

EEanE | [t | <@y These fields fill in automatically

when the street address is provided.

A notice was added 1o thiswork boationon 11 117 2004,
Cordition: Dernolftion Review Study A Severity: Notice
TotalConditions: & (Motice: 51

View additiona ldeta il

If waw search by Parcel, the Address will fill in autamatically.

*Parcal Humbar:

Q| This field fills in automatically when

the street address is provided.

Tha Cwnear information comastothe City from the County Assassor's Office, and is not available for viewing until the record has been submitted.

Please note that if the Owner would like to access information about this record online, we recommend that you:
1 Stop this application process

2. Registar the Cwner for an onling account;

3, Re-start the application process and

4. Addthe Cwhner asa contact for thisrecord on the next page, using the "Lookup,” option.

If wouw ould like to add the Cwhnar asa contact after the record has been created, please contact Planning Counter staff at (805) 554-5578.
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6. Step 2: People Information: Click Select from Account in the Applicant section to allow you to
track and process the application. Follow the prompts to confirm your information. Every
application must have an Applicant (who is not necessarily the property owner).

You may add Licensed Professionals (or any contacts) using the Look Up button now (or Add
New if they are not found via Look Up). You can add additional contacts after your application is
submitted, as well.

Planning Ganaral

g [CEIE, BfEEES . 3 pplication Detail 4 Documents £ Review & 7

Step 2 People Information =Applicant and Contacts
*indicawes arequired fald.

The "Applicant” is primary contact for the apolication.
If yeau ara tha Applicant (main peint of contact for this prajac, usa tha “Salact fram Accaunt” buten £ 3dd yaur contact infarmsten.

If yau are ne the Applicant, use the "Laak Up® butsn o find the Applicant. The Applicant must be 3 ragistared online usar.

Licensed Professional LIst

List licensed applicant tearm members, such as architects, engineears and contractors here, If they are already in the City's database, click "Look Lip.”

List all nen-licensed team mambers inthe contacts section below,

Lica nse Humber License Type ConkEct Hame Business Hame DoCkon

Mo o ms found.

fou may enter multiple additional contacts.
If wou are not the property cwnear, please enter the Cwnar as a contact.
Flzase note that email addresses ara required, as email isthe primary meathod of contact for applications.

from Accourt Add Naw Look Up

Showing 0-0of 0
Full Hame Business Hame  Conect Type Frimary Fhone Miobike Phone E-mail Action

Mo o s found.

Save and rasume latar
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7. Step 2: People Information: Once you have completed adding your contacts, review to make

sure the information is correct (if incorrect, update in your ACA account) and click Continue
Application.

Planning Ganaral

Location Peo

e A . .
4 e e 2 InfDlEmatiDn I Application Detail 4 Docurnents E Rewizn 6 7

Step 2 People Information =Applicant and Contacts

Aindicames arequired fleld.
Applicant

The "spplicant” is prirmary contact for the application.

If e ara tha Applicant (main peint of contact for this prajact), usa tha “Salact from AGCount” butean o 5dd your cantact informeation.

If weau are ne the Applicant, use the "Lk Up" butean oo find the Applicant, The Applicant must baa regisared onling usar,
L

o ntact added suzcessfully, P leass review your contact information. If it & incornect, youcannotedit it hene.We necormmeand that youclick on the, "Save and resurme later,” butto n, edit your account
infarration, then resuree the application process.

Applicant Name

Email

Phone 1

Phone 2
Edit Pemowe

w Contact Addresses

Toeditacon ot address, click he address Lnk.

Showing 1-10f 1
Dddrass Type Address Jileiull]
Homne Applicant Address ACHIOn s -

Lice nsed Professlonal List

List licensed applicant team members, such as architects engineersand contracters here. If they are already in the City's databasa, click "Lock Lip."
Ligt all non-licensed team membersin the contacts section balow.

Showing 0-0 of 0

Licznse Humber Lice nse Type GO tEGE Hamme Business Hame AGHON
o recoms found.

Contact LIst
fou may enter multiple additional contacts.
If wou are not the property owner, please enter the Cwner asa contact.

Flease note that email addresses are reguired, as email isthe primary method of contact for applications.

ct frorm

<Up

Showing 0-0of 0

FullHame Business Hame  Coneace Type Frimary Phone tobile Phone E-mail BEHon
Mo ecoms found.

Save and rasume |
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8. Step 3: Application Detail > Scope of Work: Enter the Project Description with as much detail as
possible (see example) and click Continue Application.

Planning General

Location People i "
s eiem z e 3 application Detail 4 Documents 5 Review ] 7

Step 3 : Application Detail > Scope of Work

*indicates a required field.

Project Description

Pleasa provide a datailed description of the proposed project belows.
If residential units, nonresidential floor area or hatel reoms are proposed to be demolished or constructed, please give the relevant statistics hera.

Example:

Proposal for new commercial office space. Project consists of a new one-story, 563 square foot commercial building on a 10,429 square foot lot currently
developed with a mixed-use building containing 2,097 scuare feet of resicential space anc 1,409 square feet of commercial space. Alsc propased are two
new parking spaces, reconfiguration of the existing parking lot, and relocation of the required open yard. No changes are proposed for the existing
structures on site.

If an Average Unit-Size Density (AUD} project is proposed, please provide information on the unit mix and the average unit size.

Example for AUD projects:

Propasal for anew AUD {Priority Overlay) praject on a 5,180 square foot lot in the C-G Zone with adensity of 37 dufacre. The project is proposed asa 3
story building with 4 units and 4 parking spaces. The units includa three 2-bedrocm units and one 3-bedraom unit with an average unit size of 970 sq. ft.
Existing on site is 1,080 sq. ft. office building of which 334 square feet will be demolished. Remedel of the remaining 746 square feet and add an additional
2.879 sq. ft. to create the 4-unit apartment building.

Project Description:
Test application for User Guide.

Save and resume later Continue Application

9. Step 3: Application Detail > Application Info: Complete the relevant fields in this section. If your
application involves more than one type of review (i.e., SFDB and a mod) select only the one you
are applying for now, here. If you plan to submit more than one application for a project, make a
note in Special Requests or Instructions. Staff will contact you about how to proceed. Click
Continue Application.

Plznning General

1 Location 7 Paople

i [ 3 application Detail 4 Documents 5 Review & 7

Step 3: Application Detail > Application Info

*indicates 3 required fisld

Basic Information

ACA APPLICANT INPUT
Please fill in the fislds below ta the best of vaur knowledge:

rhat review body are you applying for right now?: O selet- - ‘
Why is the review requiredz: Q.‘ S -
If you chose. "Minor Zoning Exception.” or "Other.” above. W Ol use this fiald i you chose, “Minor Zoning Excaption,” ar Other,” above. See ? ot jeft |

please provide more information here:

Are other Planning approvals needed? If so. decribe them here.: (7)

See P at laft |

6
Are there any related records? If so enter the record number @ peazore-sz3es

Special Requests or Instructions:

Save and resume later Continue Application

Enter any special requasts or instuckions, communications with steff, or nobes to a5sist starf |
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10. Step 3: Application Detail > Residential Units: Select the appropriate radio button (the small
circle) next to Yes or No. If you’ve selected Yes, fill in the fields below. Click Continue

. .
Application.
Planning General
1 I_n[;’gilt"noaﬂuon z ﬁﬁ'gﬂlﬁation 3 Application Detail 4 Documents 5 Review [ 7

Step 3. Application Detail > Residential Units
Fill out these fields to the best of your knowledge. City Staff will review the information provided for accuracy.

For more information on how to fill out these fields, please click on this hyperlink (not linked yet, sorry).

*indicates 3 required field

Residential Unit Informaticn

Residential
If wau answer, ™es, " please fill aut the fislds belowy, and include the nurnbers in the Project Description.

*|s there a net change in the number of residential units onsite? If "Yes," pleasefillin thafields below.: (7)
() Yes @) No

Existing Residential Units

Residential Units to be Demolished:

Total Residential Units: @

Sea 7 at upper right |

11. Step 3: Application Detail > Nonresidential Floor Area and Hotel Rooms: Select the appropriate
radio button (the small circle) next to Yes or No and complete the Floor Area and Room:s fields
only if you’ve selected Yes. Click Continue Application.

Planning General

1 Lacation 7 People

Tiren il 3 Application Detail 4 Documents 5 Review [} 7

Step 3: Application Detail > Nonresidential Floor Area
Fill out these fields to the best of your knowledge. City Staff wall reviewr the information provided for accuracy.

*indicates a required fisld.

Nonresidential Flocr Area and Hotel Room Informaticn

Nonresidential
If yau answer, Yes," please filaut the fislds below, and include the numbers in the Prajest Description

=I5 there a net changeto the amount of nonresidential floor area onsite? If "Ves,” pleasefill (7) *lstherea net change inthenumber of hotelrooms onsite? If "Ves,” pleasefillinthefields  (7)

in thefields below below.:

() Yes (@) He () Yes @) No

Existing Monresidential Floor Area Existing Hotel Rooms:
Nonresidential Floor Area to be Demolished Hotel Rooms to be Demolished:
Total Nonresidential Floor Area: @ Total Hotel Rooms @

| Sea 7 st upper right ‘ See ? st upper right |

Save and resume later Contlnue Application
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12. Step 4: Documents > Upload: Click Add to add your application documents as PDFs (even
images). Please group all pages of each document in one pdf and not as individual pages!

Note: Be sure to name your files following the required naming convention before
vou upload them, as it is not possible to change the file name later!

Planning Ganaral

1 3 Application Detail 4 Decumants 5 Raview & Pay Faas 7

Peopla
- Info?matbn

Step 4: Docliments=Upload
Add all documentation that is required in the specific application submittal packet thyperlinks below).

Examples of required documentation include: Master Application form, site plans, floor plans, elevations, photos, aesrial photos, letters, reports from specialists such as arborists or
historians, ate.

*indicates 3 rquined fizld,

Submit Documents

Lipload all required documentation, such as:

1. Application submittal packets,

2. Cwiner Authorization Form or Master Application, signed by Cwner
3. Applications chacklists,

4. Site plans, floor plans, and elevations,

5. Pheotos, including aarial photos,

£ Lettars,

7. Reportts from specialists such as arborists of historians,

8. Other required or helpful documentation.

Fleass use separate, multi-page PDFs for each uploaded docurmnent. For example, all sheets of the plan set should be in a single, multi-page PDF and all sheets of the
applicant lettar should be in a’separate, multi-page PDF.

Minimum docurment resolution: 300 dpi x 200 dpi.

Hera are hyperlinksto application submittal packets and the Planning Handouts are of the City's webpage:
Dresign Review Submittal Packet

Modification & Performance Standard Permit Submittal Packet igenarally Staff Hearing Officer)
Development Application Review Team Submittal Packet (generally Planning Commission)

Flanning Handouts Webpage

IMPORTANT: Please re-name the documants on your systam to match the naming convention (NEED DOCUMENT STAMDARDS HYPERLINKED HERE) prior to uploading
them, asyou can't change the name once you're in the Upload process.

The rrazirmurn file size alowed i 1000 ME.
etk Fitrin; rrbe; rbtrnk e e, bat;c nd = e diss loved file fypes to upload.

Name Twpe Sime Diescription Document Status Status Date Uplead Date Action
Mearrecoand s found.
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13. Click Add again.

File Upload

The radram fAle 5 ze Alowed is 1000 ME.
hemLhemmhemh enbexebancmnd e disallowed Ale wpes o upload.

20200 101z ver Appicaton pa f 0L

Your computer’s file system will appear. Navigate to the documents that you wish to upload. You can
highlight multiple documents, and they will upload simultaneously. Click Open. The file(s) that you chose

in the previous step will upload.

2

< v 4 <« Documents » Workat Home » ACA Sample Documents

Organize = MNew folder

] 2 Search ACA Sample Docum...

=y O @ |

% iCloud Photo # #

T

5| Documents 2020-04-14.Letter.pdf

MediaFire 2020-04-14.Plans.pdf

&= Pictures

= =

Adobe Acrobat D... 55 KB

Adobe Acrobat D... 124 KB

2017-08-09 Spait
2019-07.893 Sola
Banjo

Work at Home
@ OneDrive

[ This PC
J 3D Objects
[ Desktop

|| Documents

[ v

File name: | "2020-04-14,Plans.pdf" "2020-04-14.Letter.pdf"

<

All Files (*.%) ~
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14. Once you've selected your files (more than one can be added at once), click Continue to finish
adding the files to your application.

File Upload

The radram fle i ze Alowed is 1000 ME.
bbb b enieee;barcmnd Jre disallowed Ale wpes i upload.

20200 101 s ver Application pa f 00

Continuz

4/15/2020
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15. Step 4: Documents > Upload: Select the relevant Document Type from the dropdown menu.
(When selecting a Document Type, pick the item that most closely matches your document.
Check the GENERAL types before you use the specific types.) Write a brief Description and click
Save. Click Add to add additional documents or Continue Application if you are done.

Step 4:Documents> Upload
hdd all decurnentation that is required in the specific application submittal packet thyperlinks below)

Exarples of required documentation include: phaster Application form, site plans, floor plans, elevations, photos, aerial photos, letters, reparts from specialists such as arborists or
histerians, et

* indicates 2 requiraed field.

Submit Documents

Upload all required documentation, such as

L Application subrmittal packets,

2. Owner Authorization Form or Master Application, signed by Cwner
2. Applications checklists,

4 Sitaplans, floor plans, and elevations,

5 Phetes, including aerial photos,

6. Letters,

7. Reports from specialists such as arborists or historians,

8. Other required or halpful decumentation.

Please use separate, multi-page PDFs for each uploaded document. For example, all sheets of the plan set should be in a single, multi-page POF, and all sheets of the applicant
letter should bein a separate, multi-page PDF.

Minimum decument resolution: 300 dpix 300 dpi.

Here are hyperlinks to application submittal packets and the Planning Handouts are of the City's webpage:
Drasign Review Submittal Packet

Maodification & Performance Standard Permit Submittal Packet (generally Staff Hearing Officer]
Davalopment Application Review Team Submittal Packet (generalty Planning Commission)

Flanning Handouts Webpage

IMPORTANT: Please re-namethe decuments on yeur system to match the naming cenvention INEED DOCUMENT STANDARDS HYPERLINKED HERE] prier to upleading
them, as you can't changethe name onceyou'reinthe upload process

Tha mazximum fila siza allcwed is 1000 MB.
fernlhe poc b e breeneses beearnd are disallewed file types w0 uploesd

Namea Type Size Dascription Document Status Status Daea Upload Ceana Action

No records found.

Fila: Remove
2020_04_10_Mastarapplication. pdf
1003

*Documeant Type: @

GEMERAL Application Forms -

= Dasctiption:
Master Application|

Remove All

Save and resume later e Application

4/15/2020



Planning Application Guide: “General Planning” (PLN) Application

16. Step 5: Review: Review your application. You may click the Edit button in each section to change
any part of the application (you will have to click back through all the sections to return to the
Review screen). Once the application looks accurate, check the Certification box at the bottom
of the screen and click Continue Application at either the top or bottom of the screen.

Planning General

1 2 3 Applicatian Detail 4 Documents S Review 6 Pay Fees ¥ Record lssLBnce

Step 5:Review

Save and resume later Continue Application

Please review all information below. See Instructions and Warnings for more information

Instructions and Warnings

Click the "Edit" buttons to make changes now, or click the "Save and resume later," button

Once you are satisfied with your data input, please check the box to agree to the certification at the bottom of the page, then click "Continue Application” to
submit the application

Please review your information carefully, as once you've submitted the application you cannot editit

Planning General

Addrass Edit I

630 GARDEN 5t
GAMTA BARBARS Ch 93101

Parcel dit

|

Parcal Number 031-160-015

Adfcant 1o Potantial Historic Structurg: -

Air Cualiey Buffar - 250 Faet from Hay 1010 -
Cultural Resaurces Menitaring: -

Hverage Unie Density Priearity Housing Cwarlay: -

Baths: 0
Badrexoms: 0
Pt Boveimics Piesrica
Narme Type Size Deszription Docurnent Status Status Date Upled Crte hition
2020 04_10_Masterhpplication.pof GERERAL Apaliion 15516 kg iaster Applicatian Uplcaded 04102020 0471072020 Actions

| certify that | have resd and understand the instructions that accampany this application and that the statements made as part of this application are true, camplete, and correct and that ne material
infarmatian has been amitted. By checking the bex belaw, | understand and agree that | am electrenically signingand filing this applicatian.

¥ Bycheckingthis box, | agree to the above certification. Cate: 047102020

Save and resume later Continue Application
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17. Congratulations, your application has been submitted! This screen provides your record number
(outlined in red, below). Staff will review your application, and invoice fees. Please save a copy
of your application and payment summaries.

1 Select item ta 2 Payrment z Receipt/Record
Ay infarmatian issLance

Step 3:Receipt/Record issuance

Receipt

Yaur applicatiaonis) has been successtully submitted.
Please print yaur recard(s)and retain a capy for your recards.

Print SLMImarny

630 GARDENISt, SANTA BEARBARA CA 93101

PLMEOZO-0OHES Wigw SurnrmEny

A notice was added to this recard an 11/41,/2004.
Candition: Dernalition Review Study Area Severity: MNotice
Tatal Conditians: 8§ (Notice: §)

Wiew additional details

Primt iz Summary
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