
1 
 

User Guide for Fire Department Permit Submittal Through SJPermits.org 
 
 
The purpose of this guide is to highlight features of the SJPermits online permit submittal process that 
are specific to Fire Department related permits.  Help for general features such as setting up your 
account can be found on the main SJPermits.org webpage, 
https://www.sanjoseca.gov/business/development-services-permit-center/online-permits-at-sjpermits-
org. 
 
 
FIGURE 1 – LOGIN SCREEN 

 
 
To apply for a Fire permit online, a SJPermits account is required.  Visit the following web page, 
https://www.sanjoseca.gov/business/development-services-permit-center/online-permits-at-sjpermits-
org, for more information on setting up your account.  Note that what you can select and apply for is 
dependent on the Contractor’s License type information that you provide.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.sanjoseca.gov/business/development-services-permit-center/online-permits-at-sjpermits-org
https://www.sanjoseca.gov/business/development-services-permit-center/online-permits-at-sjpermits-org
https://www.sanjoseca.gov/business/development-services-permit-center/online-permits-at-sjpermits-org
https://www.sanjoseca.gov/business/development-services-permit-center/online-permits-at-sjpermits-org


2 
 

FIGURE 2 – MY SERVICES SCREEN 

 
 
Once signed into your account, you will have access to many features, including Apply for New Permit.  
Click on the Apply for New Permit button to initiate an online permit application submittal. 
 
You do not have to finish your online submittal in one session.  You can stop and come back to finish 
your submittal at a later time.  This would be accomplished by selecting the Details button for the 
appropriate permit # under the MY PERMITS table. 
 
Note that Express Review (or over the counter plan review services) cannot be done through SJPermits 
online submittal.  Express Reviews must be done though Appointment system.  See Fire Prevention web 
site for more information, https://www.sanjoseca.gov/your-government/departments-offices/fire-
department/fire-prevention-permits. 
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FIGURE 3 – ADD NEW APPLICATION SCREEN 

 
 
At the ADD NEW APPLICATION SCREEN, you will be able to select the Fire Prevention group, the Fire 
Protection type, then the Sub Type and Work Type for the application you wish to apply for. 
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FIGURE 4 – SELECTING APPLICATION SUB TYPE (ADD NEW APPLICATION SCREEN) 

 
 
The Sub Type field represents all the Fire Department’s available permits/applications you can apply for 
using SJPermits.  Note that what you will see available will be dependent on your Contractor’s License 
type.  If it is found that a contractor repeatedly chooses the wrong Sub Type, SJFD will assess fees 
associated with handling these incorrect application submittals.  The available permits/applications are 
as follows: 

• Clean Agent Fire Suppression System 
o This permit type includes halocarbon and inert gas agents. 

• Emergency Responder Radio Coverage (ERRC) 

• Fire Alarm System 

• Fire Fixed Extinguishing System 
o This permit type includes wet chemical, dry chemical, carbon dioxide, water mist, and 

other special fire extinguishing systems. 

• Fire Occupant Load Review 

• Fire Pump 

• Fire Site Development 
o This application type is used for state agency (DSA, California SFM, OSHPD) projects (like 

Public Schools) needing San Jose Fire Department approval as the Local AHJ. 

• Fire Sprinkler System (NFPA 13) 
o This is Fire Overhead Sprinkler System sub type. 

• Fire Sprinkler System (NFPA 13D) 
o This is Sprinkler – NFPA 13D System sub type 

• Fire Sprinkler System (Preaction) 
o This is Preaction Fire Sprinkler System sub type.  Preaction sprinkler systems require this 

specific permit type instead of the normal fire overhead sprinkler system.  If your scope 
of work includes both preaction and wet sprinkler system work, then 2 separate fire 
permits are required. 

• Fire Standpipe System 
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• Fire Underground Piping System 

• Firefighter Air Replenishment System (FARS) 

• Variance 
 
Note that Hazardous Materials systems permits are not currently available to be submitted through the 
SJPermits.org portal. 
 
 
 
FIGURE 5 – SELECTING APPLICATION WORK TYPE (ADD NEW APPLICATION SCREEN) 

 
 
The Work Type can only be one of three types:  New Construction, Tenant Improvement, or Demolition. 
 
 
 
FIGURE 6 – ASSOCIATED BUILDING/PLANNING FOLDER SCREEN 1 

 
 
After selecting Fire permit/application type, you will be presented with a question asking if there is an 
associated Building Plan Check or Planning permit. 
 

• Selecting Yes will go on to FIGURE 10.  Skip to page 8. 

• Selecting No means this is a voluntary (stand-alone) fire permit, and will go to FIGURE 7, on the 
next page. 
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FIGURE 7 – SEARCH FOR PROPERTY INFORMATION SCREEN 

 
 
Selecting No from the Associated Building/Planning Folder Screen in Figure 6 will go to this screen where 
you will search for the project’s property.  See the SJPermits main web page for detailed information on 
searching and selecting properties, https://www.sanjoseca.gov/business/development-services-permit-
center/online-permits-at-sjpermits-org. 
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FIGURE 8 – PRIMARY PROPERTY SCREEN 

 
 
Once you have selected a property address, you will get this confirmation screen. 
 
 
 
 
FIGURE 9 – PROJECT COLLABORATORS SCREEN 

 
 
For Fire permits/applications, project collaborators and roles are automatically determined for you.  You 
only need to advance to the next screen, which will continue with Figure 12 – Additional Information 
Screen.  Skip to page 9. 
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FIGURE 10 – ASSOCIATED BUILDING/PLANNING FOLDER SCREEN 2 

 
 
Selecting Yes from the Associated Building/Planning Folder Screen in Figure 6 on page 5 will send you to 
this screen.  Here you will enter the associated plan check or permit number. 
 
 
 
 
FIGURE 11 – ASSOCIATED BUILDING/PLANNING FOLDER SCREEN 2 WITH RESULTS 

 
 
With a valid plan check or permit number entered, information will be presented regarding it.  Verify it is 
the correct project and click on the Select button to continue to the next screen. 
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FIGURE 12 – ADDITIONAL INFORMATION SCREEN 
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At the ADDITIONAL INFORMATION SCREEN, you will see the permit number assigned to your permit 
application.  The information fields you must fill out will vary with the permit/application type you are 
submitting for. 
Please note that some of these fields will determine the initial application fee.  Please see Fire 
Department Fee Schedule, https://www.sanjoseca.gov/home/showpublisheddocument/89103, for 
more information on what information affects fees.  Please do not overstate the numbers for the fields 
which will affect fees.  It may be wise to put the minimum number, i.e. 1, in those fields, especially for 
fire alarm permits.  During plan review, actual sprinkler, device, appliance, and other counts will be 
verified, and additional fees may be assessed. 
 
 
 
 
FIGURE 13 – CITY OF SAN JOSE FIRE PERMIT SCREEN – (TERMS AND CONDITIONS) 

 
 
Note that the Terms and Conditions screen above is only a partial screenshot.  It also includes 
information regarding Contractor’s information, Workers’ Compensation Declaration, and Licensed 
Contractor’s Declaration.  You will need to fill out this screen in order to advance. 
 
 
 
 
 
 
 
 
 

https://www.sanjoseca.gov/home/showpublisheddocument/89103


11 
 

FIGURE 14 – PAYMENT DETAILS SCREEN 

 
 
Here you will be presented with the initial fees that are required to be paid in order to complete the 
SJPermits phase of the online application submittal.  See the main SJPermits.org web page for more 
information on the online payment process, https://www.sanjoseca.gov/business/development-
services-permit-center/online-permits-at-sjpermits-org. 
 
This initial fee must be paid through the online submittal process and will not be able to be paid through 
other means, e.g unregistered user payment, pay for my permits, or through help by City staff. 
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FIGURE 15 – PAYMENT CONFIRMATION / POST SUBMISSION INSTRUCTIONS SCREEN 

 
 
When you make payment, you will see this confirmation screen. 
 
Congratulations, you have successfully completed the initial application phase.  Our electronic intake 
and plan review platform, SJePlans, will automatically start for your project, and a Fire Prevention 
Permit Specialist will help with processing your application through the permit process.  See Fire 
Department’s SJePlans web page, https://www.sanjoseca.gov/your-government/departments-
offices/fire-department/fire-prevention-permits/fire-department-sjeplans, for more information about 
the SJePlans electronic permitting and plan review platform. 
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