Planning Application Guide: “Pre-Application” (PRE) 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.)

SANF R EhRBARA Citizen Access

MArHome QSearch -

Bullding Planning Enforcement Flre Public Works

Advanced Search

User Name or E-mail: 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 businasses and visitors accessto government servicas online. 24 hours a day. 7 days a weaek.

In partnershipuith &ccels, (nc, we are fulfiling our promise Lo deliver powerful e-governmeant services and provide valuable information about the community while making your interactions with us more
afficient. conveniant. and interactive. To use ALLthe serviceswe provide you must register and create 3 user account. You can wiew information. get questions answered and have limited sarvices 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.

#AHome QSearch~ =
Home Bulldln% m nforcement Flre  Public Works
Search Applications Creaate an Application

Records
Showon Map

Showing 0-0 of 0

Datz Record Nurmbsr Rzcord Typs Project Narme Address Status Action Short Notaes

Mo records found

Search for Records

Entar information below to search for racaords
Site Address
Parcel Mumber
Recoard Information
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Planning Application Guide: “Pre-Application” (PRE) 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  Bullding w Enforcement Fire  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
comvenience of your home or office, 24 hours aday.

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

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

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 here}, and collect all necessary
informaticn before proceeding: however, once you get started, you can save your work and come back to it later.

Please "Allow Pop-ups fram This Site” before proceeding. You must accept the General Disclaimer balow bafore beginning your application.

General Disclaimer

While the Agency attemptsto keep itsWeb infermation accurate and timely, the Agency neither warrants nor makes representations asto the functionality or condition of thisWeb site, its suitability for use, freedom from
interruptions or from computer virug, or nen-infringement. of propristary rights. Web materials have been compiled from a variety of sources and are subject to change without notice fromthe Agency as a result of
updates and corrections.

(1L s e i ario bl s niva i e Hiemdaead s dhis e abaita ara e mEARARRE At i 8 Anm i s Nar 2mppnar minl 1ion A8 b mndarialn st arad s this1la b st ie s einth meahibisar itk sha neiss

I have read and accepted the abovs terms

Continue Application »

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

Home  Building 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. Modification Pre-Application,

2. Planner Consultation,

3. Property Profile, o

4. Slope Calculation Verification,

5. Zoning Letter, or

6. Master Environmental Assessment Report.

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

For assistance or to apply for a type not listed below, please contact the Planning Counter at (805) 564-5578.
! —

LU ke e =
* Planning Pre-Application (General)
[®]| Pre-application (General)

¥ EEnnmgﬂreipptlca!loﬂ Tren S Tean

¥ Planning General

Continue Application
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Planning Application Guide: “Pre-Application” (PRE) 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.)

Pre-Application (Ganaral)

1 Location 2 People 1 Detaied
Infomration Infomation Infomration

4 Documents S Review & 7

Step 1:Location Information »Address and Parcel
Find the proparty by doing ohe of the following:

a Lsa the map (Click on, "Show btap” When you have found the property, click "Use Location,” 1o start the application procass. There isnowildcard charactar
when using the Search boxin the map).

a Look upthe Address or Assessor Farcal Mumber (APMN), and click on the, "Search,” Button. The wildcard character is "%."for the Address and Parceal searcheas. If
multiple choices appeaar, pickthe correct address, serall down, and click, "Salact”

Aindicanes arequired feld.

Address

IF wour sesrch b dddress, die Farcelwill Allin s onagcaly.

* St raat Mo Diractican: * St raat Mamna: St et Type:

313 |--5=I=cl-- v| |GARDEN = v|

Unit Typea: Unit Mo

| --Gelecl-- v| |

City: Stata: Zip:

EEanE N | Qe These fields fill in automatically

j when the street address is provided.

A notice was added o thiswork boationon 11102004,
Conditio n: Derna tion Rey e Study Arss Severity: Motice
TotalZonditiors: 8 (Motice: &

Viewadditioraldetail

IFwou search by Parcel, the dddress will ALLin 20 omadcaly.

*Parcal Murnbear:

|  This field fills in automatically when
m m the street address is provided.

The Cwner information comestothe City from the County Assessor's Office, and is not available for viewing until the record has been submitted.

Fleasa note that if the Cwner would like to access information about this record onling, we recommend that you:
1. Stop this application process;

2. Register the Owner for an cnling account;

3. Re-start the application process and

4. Add the Cner as a contact for thisrecord on the next page, using the "Lookup,” option.

I youwould like to add the Owner as a contact after the record has been creatad, please contact Planning Counter staff at (805) 564-5578.
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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.

Pra-Application (Ganaral)

Locatian People Detailed .
! Infomration [t 3 I mration 4 Documents 5 Review & i

Step 2 People Information =Applicant and Contacts

#indicaees arequired fald.

The "Applicant” is primary contact for the application.
If el ara the Applicant (main poing df congact for this praject), osse the "Salat fram ATl nt” butan 0 5dd yaur cantact infarmaten.

If wau ara net the Applicant, wse the "Lexak Up™ button 2 find the Applicant. The Applicant nust be 2 ragisterad onling usar.

Licensed Professlonal List

List licensed applicant team membars such asarchitects engineers and contractors hare.

If they are already in the City's database, click, "Look Lp" List all non-licensed team membersin the Contacts section below,

Licenze Humber License Typs Contact Hame Buginess Hame Dockon

Mo mecoms found.

You may enter multiple additional contacts.
If you are not the proparty cwnar, please enter the Cwner asa contact.
Please nota that email addrasses are raquired, as email isthea primary method of contact for applications.

Selact from Account A Look Lip

Shawing 0-0of 0

FullHame Business Hame  Contact Type Frimary Phone tobike Phone E-mail Action

Mo oo s found,

Cartinu
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Planning Application Guide: “Pre-Application” (PRE) Application

7. Step 2: People Information: Once you have completed adding contacts, review to make sure the
information is correct (if incorrect, update in your ACA account) and click Continue Application.

Pra-Application (Ganaral)

Location e Detiled
L Infarmation ¥ 3 Info mration 4 Documents

5 Rewiaw

Step 2. People Information =Applicant and Contacts

*indicawes arequired feld,

Applicant

The “&pplicant” is primary contact for the application.

If wou are the Applicant (main paint of contact for this prajact), use the “Salact fram Account” buthan 4o 3add your contact informatian.

If yeu are net the Applicant, use tha "Lexk Up" butan v find the Applicant. The Applicant must ba 3 registered onlina usar.
L

Applicant Name
Email

Phone 1

Phone 2

Edit Permowe

Contactadded successfully. Pleass review your contact inforrmation. If it i incornect, youcannot edit it here. We recormmend that youclic kon the,"SEwe and resume later,” buttan, edit your account
inforrration, then resurme theapplication process.

* Contact Addresses

Toedit 3 con tc e sddness, Chck fie sdress link.
Showing 1-1of 1
D regs Type A rezs DCHan
Horne Applicant Address Aztions -
Licensed Professlonal List

List licensed applicant tearm members, such as architacts engineers and contractors here.

If they are already in the City's database, click, "Look LIp." List all non-licensed tearn mambers in the Contacts section below.

Showing 0-0of 0

License Humber Licznze T}'BE COnece Hame Buziness Hame fl={al ]
Do e s found.

Contact List

ol may enter multiple additional contacts,
If you are not the proparty cwnar, please anter the Owner asa contact.

Please nota that amail addresses are required, as email isthe primary method of contact for applications.

from A

Showing 0-0of 0

Full Hamme Buziness Hame  Conkact Type

Primary Phone Mobie Phone
bl reco s found.

E-mail fife s}

Irma latar
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8. Step 3: Detailed Information > Service Request: To the best of your ability, select the service you
are requesting from the dropdown menu. Click Continue Application.

Pre-Application (General)

3 Lecation

People Dietailed i
Infarrnatian e InfoEmatlon % Infa A Desuments & ez “ ’

rriatican

Step 3:Detailed information »Service Request
Useful Hyperlinks:

Pre-Application Services Handout

Planning Handouts Website

*indicares 3 required fiald.

What service are you regesting?

GEMERAL
Pick tha most approprizta chaica from the dropdown meanu to the bast of e T AR =Y
*Pra- i . ’
Pra-Application Typs: —Salectr v\
--select--

Counter Guestion
Modification Pre-Consultation
andard Permit Pre-Consultation

on

Save and resume later Preliminary Zoning Plan Check Continue Application

Property Profile
Slope Calculation

Master Environmental Assessment Report

Other (Based on Staff Hourly Rate)
\ e s Wu”ﬂ

9. Step 3: Detailed Information: Project Description: Describe the project here, providing as much
detail as you can. The more information the better. Click Continue Application.

Pre-Application (General)

3 Location 2 Peaple z Detailed
Infarmatican Infaarmatican Infarmaticon

4 Documents 5 Review & 7

Step 3:Detailed information» Project Description
*indicatas a required field

Detail Information

Please give detailed information about your proposed project and the service thatyou are requesting, aswell as any special instructions, special reguests
ot additional information thatwill assist City Staff in reviewing your application

City Staff may change the entry in this field.

Froject Dascription

Describe project here,

Save and resume later Continue Application
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10. 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!

Pre-fApplication (General)

1 2 People 3 Detailed
Infarmation Infarmaticn

Step 4:Documents: Upload
Add any documentation thatwill assist City Staff to make a determination

Examples of useful documentation include: site plans, floor plans, elevations, photos, aerial photos, letters, reports from specialists such as arborists or
historians. etc.

* indicaras 3 required fiald.

Attachment

Useful Hyperlinks:

Pre-Application Services Handout
Planning Handouts Website

IMPORTANT: Flease re-name the documents on your system to match the naming convention (NEED DOCUMENT STAMDARDS HYPERLIMNKED HERE) prior
t0 uploading them, asyou can't change the name once you're in the upload process.

The i file siza allowed is 1000 ME.
bt Gk rinbe; i bre e e e are dizsallened file types wo upload

Matne Typ= Size Dasctiprion Docurnent Status Status Date Uplzad Date Ation

Mo recards found

Add

Continue Application

Save and resume later

11. Click Add again.

File Upload

The s Ale si e allowed is 1000 ME.
hemLhergmh b enbexe;bancnd Aedisallowed Ale wpes w0 upload.

2020010 Wias v pplication pa f 00
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Planning Application Guide: “Pre-Application” (PRE) Application

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 <« Documents » Workat Home » ACA Sample Documents v | D - Search ACA Sample Docum...

Organize * MNew folder = M @ |

% iCloud Photo # # EE L e e iy

f172020

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

2020-04-14.Plans.pdf 4/13/2020 4:25 PM Adobe Acrobat D... 1,724 KB

6:52 AM Adobe Acrobat D... 55 KB
MediaFire

&= Pictures
2017-09-09 Spair
2019-07.895 Sola

Banjo

Work at Home
@ OneDrive

[ This PC
J 3D Objects
[ Desktop

|| Documents

m o~ -

File name: | "2020-04-14,Plans.pdf" "2020-04-14.Letter.pdf" v| All Files (*.*) ~

12. Once you've selected your files (more than one can be added at once), click Continue to finish
adding it to your application.

File Upload

The rrzdrurn Ale 5i 22 dlowed is 1000 ME.
B e b e bk 2redissllomed Ale wpes o uplosd

2020010 Wias v pplication pa f 00
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13. 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.

Pre-Application (General)

' 3 [t 4 Documents 5 Review & Pay Fees F)

Peaple
2 Infarration

Step 4:Documents» Upload
Add any documentation thatwill gssist City Staff to make 3 determination.

Examples of useful documentation include: site plans, floor plans, elevations, photos, aerial photos, letters, reports from specialists such as arborists or
historians, etc.

* indicates 3 raguirad fiald.

Attachment

Useful Hyperlinks:

Pre-Application Services Handout
Planmng Handouts Website

IMPORTANT: Please re-name the documents on your system to match the naming convention (MEED DOCUMENT STAMDARDS HYPERLINKEDR HERE] prior
to uploading themn. as you can't change the name once you're in the upload process.

The marimurm fila siza allewed is 1000 ME.
i mbemhtinl e botamd are disalkowed fila types to upload
MNarme Trpe Size Description Document Status Status Date Upload Cate Action

Mo recards found,

File: Reamove
2020_04_10_mastardpplicat ion. pdf
A0,

*Documant Type ®

| PRE Application Forms -

*Dascription: §
General application form,| -

4

Remove All

Save and resume later Continue Application

4/15/2020
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14. 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.

Pra-Application (Ganaral)

Detailed

Irfo mation 4 Documents 5 Review & Pay Fees 7 Recod |=mwmnce

i 2

Step 5 Ravview

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

Instructions and Warnings

Click the "Edit” buttons to make changes now, or clickthe "Fave and resums later,” button,

Cnce you are satisfied with your data input, please checkthe box 1o agree tothe certification at the bottom of the page, then click "Continue Application”to submit
the application.

Plaase review your information carefully, as once you've submitted the application you cannct edit it

Pre-Application (General)

Address Edit
E6I0GORDEH St
SONTA BOREARA 093101

Parcel Edit

Fanoe L H i e r0s 1- 160015

Adfjazen £ o Powen bl Hisboric Squcwrne: -

ir o gy BUffer - 250 Feet fom Hwy 101 -
Culbira Resources Wonisng: -

Mrgeraqe Unik Denziee Friofity HOUzing Ceserla: -

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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15. 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 Payment z Receipt/Record
Ey infarmaticn issLEnCE

Step 3:Receipt/Record issuance
Receipt

‘ur applicationist has been successfully submitted.
Please print waur recard(s) and retain a copy for yaur recards.

Ammary

30 GARDENSEt, SANTA BAREARA CA 93101

PREZD20-00054 Wiy Surn mary

A notice was added to this recardan 1111,/2004.
Condition: Demalition Review Study Area  Sewerity: Hotice
Tatal Conditions: 8 (Natice: 8)

Wiew additional details

Surmmary
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