
Instructions for Online Permit Portal (Novato Permits)
Register at the website below to start the process and apply for permits within the system.

https://h2.maintstar.co/novato/portal/#/



Begin registration by selecting “Create New Account”
For existing users, select “Sign In”



Fill in the required credentials through the 
“Register” menu to create your account



Instructions for Permit Portal (Novato Permits)
Register at the website below to start the process and apply for permits within the system.

Once your account is created, submit your credentials through the 
“My Profile” tab to be validated before submitting applications or 

requesting inspections.



Instructions for Permit Portal (Novato Permits)
Register at the website below to start the process and apply for permits within the system.

Once registered and back on the home screen, click “APPLY 
NOW”, you will be directed to a new screen. 



From here, select the permit type/subtype you are looking for. You can also search by entering key 
words into the search bar. Make sure to select the correct permit option, since it cannot be altered 
once you submit your application and if incorrect, you will have to resubmit. If you have questions or 
are uncertain as to what permit type you should select, please call (415) 899-8989 for 
assistance. Find the correct permit option and click “next”.



Add the address of the project you are applying for by typing it into the search bar. 
Once the correct address appears, select it, and you will see the search bar with the 
address filled in. Review your selection to ensure it is correct, and then click “Next” 
to proceed.



You will then be asked to enter in all contacts for the project. Make sure 
you add all applicable contacts at this time, including, but not limited to, 
any and all applicants, property owner, contractor, engineer, etc. 



Next you will be asked to fill out details based on the permit type that you have chosen. All required 
fields are identified with a red “required” located next to the field in question. Make sure to be as 
descriptive as possible when entering the scope of work/description so that staff can double check 
your information with what is received in office.



Once the “details” section is complete, you will then need to upload any and all attachments 
requested for this project. The items you upload will vary depending on the type of permit you are 
applying for. Follow the on-screen list of “required” document types and select “upload”. When that 
is completed, click “Next” to continue through the application process.



Finally, review your application. Prior to clicking “Submit,” ensure all required documents are 
uploaded and that the permit type you selected is correct. Make sure to read the “Statement of 
Affidavit” carefully before signing. 

Once you submit your application, you will no longer be able to change any part of the 
application. 
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