San José Fire Department
Office of the Fire Marshal

SAN JOSE FIRE NAMING STANDARDS FOR DOCUMENTS & PLANS

Only PDF files are accepted. Files must not be encrypted or password-protected.

Plan sheet sizes must be no smaller than 18" x 24" and no larger than 36" x 48".

Maintain a 4” x 3” clear space on all pages, positioned 4.5” from the right edge and 1” down from the top of the page.
Supporting documents may be 8.5" x 11", and minor projects may be submitted on 11" x 17" sheets.

Files must be uploaded in the correct viewing orientation.

Resubmitted files must use the original file name. A complete set of plans must be uploaded for each round of comments.
Revisions and as-builts must include complete sets along with a narrative describing the changes.

Plan sheets must be uploaded as a single combined plan set.

Calculations and reports must each be uploaded as an individual set.

File names must be in ALL CAPS.

File names must not contain spaces or special characters (e.g., asterisks, parentheses, periods, question marks).

STEPS TO CREATE FILE NAME

1. To create the file name, change your permit number format from 2025-140655 to 25140655. (example below)

Take the last 2-digits of the year

Year | Sequence No.

2025 140655
4 4

Enter the 6-digit sequence number

2. Then using the table below under the File Name column, replace 25XXXXXX with your permit number.

UPLOAD TO DOCUMENTS FOLDER

File Name File Descriptor
25XXXXXX-APPFORM (Application) Fire Protection System, Hazardous Materials or Variance
25XXXXXX-APPDOC (LOA) Letter of Authorization, Sprinkler Fitter Card etc.
25XXXXXX-CLOSURE Closure Plan
25XXXXXX-SPEC Equipment Specifications or Cut Sheets

25XXXXXX-ENGR

Stamped and Signed Engineer’s Report

25XXXXXX-BOCIF

(BOCIF) Building Occupancy Chemical Inventory Form

25XXXXXX-ESS

(ESS) Energy Storage System Declaration Form

25XXXXXX-PHOTOS

Photographs

25XXXXXX-NARRATIVE

Project Narrative

25XXXXXX-OPERATIONS

Operations Plan

25XXXXXX-MISC

Miscellaneous

25XXXXXX-RESPONSE

Fire or Hazmat Comment Response

25XXXXXX-REPORT

UL Certification, (ROC) System Record of Completion etc.

File Name
25XXXXXX-FS-PLANS

UPLOAD TO PLANS FOLDER
File Descriptor
Fire Sprinkler Plan Set

25XXXXXX-FA-PLANS

Fire Alarm Plan Set

25XXXXXX-HZ-PLANS

Hazmat Plan Set

25XXXXXX-AC-PLANS

Fire Architectural Plan Set

UPLOAD TO CALCULATIONS FOLDER

File Name
25XXXXXX-CALCS

File Descriptor
Calculations
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