
Building and Safety Process Flow chart 

 

Constituent comes to Building & 
Safety public counter 

Permit Technician screens for 
required services and necessary 

approvals. 

Plan check required? 

Completed permit application 
screened by permit technician for all 

correct info, other divisional and 
outside agency approvals 1 

Permit processed by permit 
technician on HDL 

Fees generated by HDL 

Fees paid at cashier 

Permit issued  

Permit given to inspector Copy of permit, approved 
plans and construction 
documents issued for 

construction to applicant 
Permit filed in active project 

cabinet 

Applicant/Contractor contact 
City Inspector to request 

inspection 

Inspection request dates 
entered in HDL 

Daily inspection list 
generated and permits 

pulled from active project 
cabinet 

Inspections executed at 
project site.  

Comments/corrections 
recorded on notice for 

applicant 

Approved? 

Inspector enters comments 
in HDL and files permit into 

cabinet 

Permit finaled and 
entered into HDL 

C of O generated 
by Permit 

Technician if 
required 

Finaled permits 
archived by 

Permit Technician 

Plans and building permit 
application submitted 

Plans and application screened by 
plan checker 

Concurrent Plan Check submittal 
required? 

Plan check application 
processed by Permit 

Tech on HDL 

Plan check fees 
calculated 

Invoice issued 

Cashier paid 

Plans and construction 
documents received 

Projects assigned at 
weekly plan check 

meeting 

Plan check Engineer 
enters name on assigned 

projects in HDL 

Plans reviewed for code 
compliance, other divisional and 

outside agency approvals 1 

Approved? 

Applicant 
notified 

Correction/comment 
list generated using MS 

Word 

Review timelines 
entered in HDL 

Applicant contacted 
regarding corrections 

Revised and corrected 
construction 

documents resubmitted 
to Permit Tech 

Resubmittal reviewed 
by Plan Check 

Engineer 

Approved 

Yes 

No 

Yes 

No 

Yes No 

Yes 

Plans reviewed over the 
counter 

All required division and 
outside agency approvals 

verified and received 1 

Plans approved 

Application processed by 
Permit Tech on HDL 

Fees calculated on HDL 

Invoice Issued 

Cashier paid 

Permit Issued 
(See *)     

No 

No Yes 

Includes:  Building 
     Mechanical 

  Electrical 
   Plumbing 
 

Requests are made by 
       inspection request line or 

public counter request 
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1. Outside approvals may include: 
 LA County Fire Prevention 
 LA County Dept. of health Services 
 LA County Waste Management Dept. 
 LA County Sanitation District 
 South Coast Air Quality Management District 
 LA Unified School District 
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