
Walk-In Submittal for Electronic Review 
Note: Applicant will need to save all the required files related to their project (such as 
documents, plans, reports, etc.) in PDF file format on a flash-drive or CD and bring it in if they 
want to submit In-Person at the Development Services Department public counter. The staff at 
the counter can assist through the submittal process and uploading the files from personal data 
storage to the Box Account. 

To submit at the counter follow the steps below: 

STEP 1
•Sign-in at the Development Services lobby

STEP 2
•Submit a completed application

STEP 3
•The Permit Tech will process your application and provide an invoice, along with an
e-mail invite from Box Account to upload the required documents

STEP 4

•Once you have paid the necessary fees, you can use the computer that is set up in
the lobby (outside of the Guajome Conference Room) to upload your files from your
personal data storage in to the the Box Account webpage at:
https://www.box.com/home.

•Note: Submitted documents must follow the Construction Coalition PDF guidelines.

STEP 5

•Once the documents are uploaded and received by the Permit Techs at the counter,
they will upload the submitted documents to Bluebeam and distribute for
department review. Once the submittal review is completed, the applicant will
receive an email notification


