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/#/
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Welcome to Novato Permits

The sections below provide information on the services and applications available through the permit portal. Click a topic on the left to view more details about the
service, displayed on the right. Each section offers different features, explore them all to see what you can do.

Welcome

o .
m Welcome

The City of Novato is excited to introduce Novato Permits. Through the online portal, you can submit permit
and plan check applications, schedule building inspections, file code enforcement requests, and make secure
online payments.
To begin using the Portal:
s Users that are new to the portal must create a new MaintStar account. To start the process, click Create
New Account.
* For existing users, sign in using your email address by clicking 'Sign In' in the top right corner of this page.
To recover your password, click ‘Forgot Password' on the sign in screen.

NOTICE:

Users that wish to submit permit applications must submit their credentials before doing so. After you sign in,
you can submit your credentials in the "My Profile’ page of the portal. Once the credentials have been approved,

F!!! EEE Report Code Concern users will be able to proceed with the application process.




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

The sections below provide information on the services and applications available through the permit portal. Click a topic on the left to view more details about the
service, displayed on the right. Each section offers different features, explore them all to see what you can do.

Welcome
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% Welcome

The City of Novato is excited to introduce Novato Permits. Through the online portal, you can submit permit
and plan check applications, schedule building inspections, file code enforcement requests, and make secure

E ; , Building Permits online payments.
1151 ] To begin using the Portal:
» Users that are new to the portal must create a new MaintStar account. To start the process, click Create
. New Account.
: /‘3-&“*

» For existing users, sign in using your email address by clicking 'Sign In' in the top right carner of this page.

- w1 Engineering Services
? f _1% To recover your password, click ‘Forgot Password' on the sign in screen.
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By Planning

Users that wish to submit permit applications must submit their credentials before doing so. After you sign in,
you can submit your credentials in the ‘My Profile’ page of the portal. Once the credentials have been approved,

Fi!!ii!@ Report Code Concern users will be able to proceed with the application process.




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

First Mame (required) Last Name (required)

User ID (required) Email (required) /
guest

Password (required) Password Repeat (required)

® ®

Phone (required)

Captcha

pri-Ledtg| o

Captcha value (required)
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Once your account is created, submit your credentials through the
“My Profile” tab to be validated before submitting applications or
requesting inspections.
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Congratulations! Your new account is created.
In order to submit applications or request inspections we need to validate your account

Credentials Verification Page

CONTRACTOR This is the registration for the Contractor Account

CONTRACTOR'S AGENT Choose this option to register as an Agent of the Contractor

PROPERTY OWNER Choose this option to register as a Property Owner to submit Building Permit and Planning Applications Online.

PROPERTY OWNER'S AGENT Choose this option to register as an Agent of the Property Owner

OTHER APPLICANTS Choose this option to register as an Architect, Designer, Engineer, Utility Co., etc.




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

The sections below provide information on the services and applications available through the permit portal. Click a topic on the left to view more details about the
service, displayed on the right. Each section offers different features, explore them all to see what you can do.

& Building Permits
% Welcome

| am ready to submit my application
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Welcome to the Building Division of the City of Novato's Community Development Department
-
. Engineering Services The Building Division provides building permit and plan review services for both residential and commercial
& construction projects. Our responsibilities include ensuring compliance with building, electrical, plumbing, and

mechanical codes, as well as municipal regulations adopted by the City Council.

;7"\ TN To obtain a building permit, the applicant must:
{11 Planning
\ k= ¢ Create an online portal account.
* Provide a valid credit card for payment processing.

s Ensure the project address is located within the City of Novato's jurisdiction.
ﬂ!l Report Code Concern * Have access to a printer for permits and associated issuance documents.
If the applicant is a contractor, the following criteria will also need to be met to obtain a permit:

¢ Must have a valid city business license with the City of Novato.
* Must have a current and valid contractor's license, including all necessary classifications relevant to the




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”.
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Types
Select Type (required)

Commercial Accessory Structure

Commercial Addition Construction
Commercial Demolition
Commercial Electrical

Commercial Equipment
Commercial Express

Commercial Mechanical
Commercial New Construction
Commercial Plumbing

Commercial Reroof
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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.
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| certify that this person/entity is the Property Owner.

< o o




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.
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Types > Location » Contacts

Application type: Residential Construction / ADU
Contact Type Contact Name
Contractor

Applicant (required)

Property Owner (required)
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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.
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Types > Location » Contacts » Details

Application type: Residential Construction / ADU

Valuation of Work (required)

4]

Scope of Work/Description (required)

Full C&D Documentation Required

Work Type Existing 5q Ft Bedrooms

Construction Type MNew Habitable 5q Ft Bathrooms

Attached / Detached New Non-Habitable 5q Ft Building Height

Manufactured
Like for Like
Bedroom
Bathroom

Kitchen

Hall




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.
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Types » Llocation »> Contacts » Details » Documents

Application type: Residential Construction / ADU

Construction Plans (required) [ UPLOAD
Other Documents (optional) UPLOAD ~
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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.

Building Height: 32423
Manufactured: No

Like for Like: No
Bedroom: Yes
Bathroom: Yes
Kitchen: Yes

Hall: Yes
Other: Interior (Specify in Scope): Yes
Other: Exterior (Specifiy in Scope): Yes
Submitted Documents: Construction Plans: Permit Connections.pdf
Cost: $77.00

Fees: @) ~

Permit Application Fee $77.00

Declarations:

STATEMENT OF AFFIDAVIT & SIGNATURE
| certify | have read this application & state the above information is correct. | agree to comply with all City ordinances and state laws relating to building construction. (required)
| understand this application does not grant me the authority to start construction and that construction shall only proceed after a permit is issued by the City. (required)

| understand once a permit is issued, all work must be inspected and approved before placing concrete or concealing framing, electrical, plumbing, or mechanical work and 3 final inspection and certificate of
occupancy must be obtained prior to occupancy and clearance for connection of utilities. (required)

| acknowledge this application is subject to the fees published in the City's current building fee schedule and that charges related to the administration, review, and inspection of the property will accrue at
submission of this application and will pay ALL FEES at time of application, for the application to be deemed complete. (required)

| acknowledge and release the city from any liability and hold harmless for any project delays or additional costs related to errors and omissions contair ation * v ass wat 4 uappe ang

documentation. (required)

| declare under penalty of perjury, under the laws of the State of California, that all statements contained in this application are true and correct, with fu _.ow!zd: taterenws mad: in this application are

subject to investigation and that any false or dishonest answer to any question may be grounds for revocation of the building permit. (required)
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