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PERMIT REVISION PACKET 
 

The following information details the instructions and process involved for requesting a revision to an 
active building permit that has not yet been finaled. Revision requests are for changes to previously 
approved plans and/or scope of work that has been previously reviewed, approved, and permitted. 

Please contact a Permit Specialist at 310.458.8355 or eplans@smgov.net for additional information. 
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Types of Revision Requests Include: 

1. Same-Day revision (review and approval completed at public counter) 
Minor revisions may be eligible for same-day review at the discretion of all the plan check reviewers required to 
approve the request. See further details below.  

2. Minor revision (review completed up to five working days after plan check assignment)  
Changes that do not require extensive review and do not involve a change of use, additional square footage, 
increased scope of work, or structural review; and do not affect fire and life safety systems. 

3. Major revision (reviewed according to the same plan check review timeframes as a new submittal) 
Changes that do not qualify for a Same-Day or Minor revision. 

 
Submittal Steps for Minor and Major Revisions 
Contact the Building and Safety plan check engineer who originally approved the permitted plans to notify him/her of the proposed 
revisions prior to submitting Permit Revision application.  

1. Create a  record for your revision request online at https://epermit.smgov.net/CitizenAccess (please refer to attached handout 
entitled How to Create A Plan Check Application on Citizen Access Prior to Uploading Plan Check Materials to EPR System); 
and 

a. Specify in the Project Description field the scope of your revision request in the form of ‘[insert address] -
REVISION to [insert original building permit number], [insert revision description].’ 

2. Login (or register for first-time users) to EPR system at http://plans.smgov.net/projectdox with email address used to create 
project on Citizen Access and upload the following required documents: 

a. Permit Revision application; 
b. Project plans in the following form (please refer to attached handout entitled EPR Upload and Submittal 

Standards): 
i. Upload previously stamped, approved plan sheets that are affected by the revisions into ‘Plans’ folder 

with the original approved file name (e.g. A-101.pdf);   
ii. Upload revised plan sheets to the ‘Plans’ with exact file names as the original sheets proposed to be 

revised. Revised sheets should now be seen as ‘V2’ in the ‘Plans’ folder (i.e. Version 2). Revisions 
should be clearly clouded on plans and Title Block should be marked ‘Delta #’ (e.g. Delta 1, Delta 2, 
etc.) and dated. 

 
c. Any associated or supporting documentation such as structural calculations, soils report addendums, field 

inspector corrections list, structural observation forms, etc., as necessary 
 

Submittal Steps for Same-Day Review 
After consult with the Building & Safety plan check engineer that originally approved the permitted plans, a counter appointment 
should be scheduled with all required reviewers from City Departments/Divisions to obtain the necessary signature approvals.  

1. Provide a completed Permit Revision application with the revised scope of work clearly described on the application; 
2. Provide one paper copy of plans and one electronic copy of plans; 
3. Obtain required signatures from applicable City Departments/Divisions; 
4. Permit revision is issued by a Permit Specialist to a California licensed contractor or other authorized agent (refer to attached 

Who Can Pull A Building Permit? informational handout for details of who may legally obtain a permit and what associated 
documentation is required at time of permit issuance). 

 
Fees:  Fees will be collected at time of permit issuance. Minor and Major revision fees will be assessed on an hourly basis of review 
time based on the scope of the revision. Same-Day reviews will be assessed at counter review rates. Additional development related 
fees may be assessed such as school fees or other agency fees.  

mailto:eplans@smgov.net
https://epermit.smgov.net/CitizenAccess
https://www.smgov.net/uploadedFiles/Departments/PCD/Permits/Plan-Check/Create%20PC%20App%20in%20ACA.pdf
http://plans.smgov.net/projectdox
https://www.smgov.net/uploadedFiles/Departments/PCD/Applications-Forms/EPR%20Upload%20and%20Submittal%20Standards.pdf
https://www.smgov.net/uploadedFiles/Departments/PCD/Applications-Forms/EPR%20Upload%20and%20Submittal%20Standards.pdf
https://www.smgov.net/uploadedFiles/Departments/PCD/Applications-Forms/Who%20Can%20Pull%20Permit%20-%20Owner%20-%20Builder%20Packet.pdf
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HOW TO CREATE A PLAN REVIEW PROJECT 
ON CITIZEN ACCESS PRIOR TO 

UPLOADING PLAN REVIEW MATERIALS TO EPR SYSTEM 

STEPS 

1. Visit Santa Monica Citizen Access website at epermit.smgov.net/CitizenAccess;

2. First-time users of Citizen
Access must register a new
account and login using new
account.

3. Select the ‘Building’ tab from
the horizontal menu atop the
active window;

4. Click ‘Create an Application’

5. Check box to confirm
acceptance of the website terms
and click ‘Continue Application’

http://epermit.smgov.net/CitizenAccess
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6. Select either Commercial, 
Mixed-Use, or Residential 
Building Permit project type and 
click ‘Continue Application’ 

 

7. Enter only the project Street 
Number and Street Name then 
select ‘Search.’ Parcel Number, 
Zoning, and Use Code fields 
should automatically be 
completed by system. Click 
‘Continue Application.’ 

 

8. Enter the appropriate contact 
information for the Licensed 
Professional, Applicant, and 
Contact. Completion of all three 
sections is required to proceed. 
Select ‘Add New’ to create new 
contact information, or select 
‘Look Up’ to search for contact 
information previously 
submitted.  
 
The ‘Select from Account’ 
button automatically selects the 
contact information associated 
with the registered account.  
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9. In the ‘Licensed Professional’ 
tab, property owners should 
select ‘CSLB’ for Licensed 
Professionals section and 
identify ‘HOMEOWNER’ as the 
license number. 

 

10. Fill out the ‘Job Information’ 
section with descriptive and 
detailed information about the 
proposed project. When 
complete, click ‘Continue 
Application.’  

 
 
Upon completion of the steps above, a case will be initiated for your project on Citizen Access, which is a different 
system than the EPR. First-time users of EPR will receive an automated email invitation with a link to create a user 
account in the EPR system. A separate automated email invitation will be sent to existing users of EPR, and 
successfully registered first-time users, with a link to upload the required plan review documents to the EPR 
system. Please be sure to check your ‘Spam’ or ‘Junk’ folders if you do not see the invitation email in the Inbox of 
the email account used to register.  
 
The following documents are required as part of your plan review upload to the EPR system at 
http://plans.smgov.net/projectdox (please refer to the City’s Plan Review Upload and Submittal Requirements for 
EPR): 

1. An Electronic Plan Review application; 
2. Project plans; 
3. Any associated or supporting project documentation (e.g. soils report, structural calculations, Coastal 

Commission approval, Construction & Demo Waste Management Plan, etc.). 

For details on how to upload plans and documents to EPR, as well as other EPR features, please view the video 
tutorials at https://www.smgov.net/Departments/PCD/Permits/Plan-Check/Electronic-Plan-Review/ 
 

http://plans.smgov.net/projectdox
https://www.smgov.net/uploadedFiles/Departments/PCD/Permits/Plan-Check/EPR%20Upload%20Standards.pdf
https://www.smgov.net/uploadedFiles/Departments/PCD/Permits/Plan-Check/EPR%20Upload%20Standards.pdf
https://www.smgov.net/uploadedFiles/Departments/PCD/Applications-Forms/EPR_Application_Packet.pdf
https://www.smgov.net/uploadedFiles/Departments/PCD/Applications-Forms/EPR_Application_Packet.pdf
https://www.smgov.net/Departments/PCD/Permits/Plan-Check/Electronic-Plan-Review/





