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Microsoft SharePoint File Upload Instructions — Port Permit Desk
May 10, 2022

Please email Port Permit Services (Permit-Desk@sfport.com) with any questions regarding the process
outlined below.

e The Port Permit Desk is open to visitors on Monday through Friday between 8:30 a.m. and 11:30
a.m. Appointments are not required. Applications may be submitted electronically or in person
via a portable USB flash drive at Pier 1.
For questions, please contact the Port Permit Desk at Permit-Desk@sfport.com

e For questions related to the City’s Electronic Plan Review (EPR) Process please review the Port’s
Electronic Plan Review, or contact the CCSF Permit Center at permitcenter@sfgov.org

1. Visit or click on the following link: https://sfport.com/business/permit-services. Click on
the Construction Permits link near the top of the page.
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Permit Services

The Port issues permits and licenses for a variety of activities on property under Port jurisdiction:

Construction Includes both Building Permits and Encroachment Permits. Building Permits

Permits encompass any construction project not sited within a street or sidewalk. These
range from small projects like window replacements or installations of wireless
communications equipment; and larger projects such as the renovation of spaces
within buildings, expansion of existing buildings, or construction of new buildings.
Encroachment Permits any construction project within the public right-of-way (i.e.

streets and sidewalks).

Temporary Short-term activities in the public right-of-way including use of parking or traffic lanes -
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2. Scroll down on the page to review instructions for how to apply for a permit.

Permit Forms

Building Permit Application Forms

A Port building permit application is applicable to
piers, wharfs, seawall lots and Port-owned
buildings.

Trades permits (electrical, mechanical, and
plumbing), as well as fire alarm, fire
suppression systems, and sprinkler permits
shall be submitted via the Port building permit
application.

+ Port Building Permit Application

« Port Building Permit Application - Time
Extension Request

* PortIssued Building Permit - Time
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Encroachment Permit Application Forms

An encroachment permit application is applicable to public
rights-of-way, typically in a non-leased area such as
sidewalks and streets.

Temporary Occupancy, sidewalk replacement, general/
utility excavations, vaults, and wireless service facilities
are some of the examples that shall be submitted

via the Port encroachment permit application.

+ Port Encroachment Permit Application

+ Port Encroachment Permit Application - Time
Extension Request

* Port Excavation Bond Form

* Port Night Noise Authorization Form

3. Scroll down to the Permit Forms section.
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Permit Forms

Building Permit Application Forms

A Port building permit application is applicable to
piers, wharfs, seawall lots and Port-owned
buildings.

Trades permits (electrical, mechanical, and
plumbing), as well as fire alarm, fire
suppression systems, and sprinkler permits
shall be submitted via the Port building permit
application.

+ Port Building Permit Application

* Port Building Permit Application - Time
Extension Request

* PortIssued Building Permit - Time
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Encroachment Permit Application Forms

An encroachment permit application is applicable to public
rights-of-way, typically in a non-leased area such as
sidewalks and streets.

Temporary Occupancy, sidewalk replacement, general/
utility excavations, vaults, and wireless service facilities
are some of the examples that shall be submitted

via the Port encroachment permit application.

+ Port Encroachment Permit Application

+ Port Encroachment Permit Application - Time
Extension Request

* Port Excavation Bond Form

* Port Night Noise Authorization Form
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4.

Instructions for Uploading Files to the Port Permit Desk Using Microsoft SharePoint

For Building Permits, click on the link titled Port Building Permit Application. Download the PDF
form and complete the application paperwork. For Encroachment Permits, use the Port
Encroachment Permit Application.

After you've completed your permit application paperwork, follow the instructions to submit
your application to the Port Permit Desk. Instructions for how to submit your permit can be
found above the Permit Forms section on the Construction Permits page. Please do not submit
locked PDFs as they impede the electronic plan review process.

E Pier 1 Electrical Permit - Message (HTML) jo. — O >

File Message Help  BLUEBEAM  Acrobat

Pier 1 Electrical Permit

Jane Doe 2|
To SFPORT-PermitDezk, (PRT) 335 PM

K@ Building Permit Application FILLABLE 1.31.22.pdf —
J~ 493 KB

Dear Permit Desk Manager,

Please see the attached application for review and processing
Thank you,

Jane Doe, ACME Engineers

jane@electraengineers.com
415.333.4444

Upon receiving your application, the Port Permit Services will review the application for

completeness. This process typically takes between 24 to 48 hours.

e If your application is incomplete, the Port Permit Desk will send you an email with
instructions to make corrections.

e If your application is deemed complete your application will be processed for intake.

Port Permit Services will email you once your permit application has been deemed complete.
The email will contain your assigned building or encroachment permit application number along
with a Microsoft SharePoint link where you can upload plans, calculations, reports, etc. (Be sure
to check your spam folder if the email doesn’t arrive in your inbox.)
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8. Click the blue “Open” button in the body of the email.

@ SFPORT-PermitDesk, (PRT) shared the folder "B-2022-X000C" with you. - Message (HTML) P search o x
File Message Help  BLUEBEAM  Acrobat
SFPORT-PermitDesk, (PRT) shared the folder "B-2022-XXXX" with you.
<
SFPORT-PermitDesk, (PRT) © Resby | €5 ReplyAll | = Forward
To @ JaneDoe Fri 2/4/2022 11:39 AM
@ If there are problems with how this message is displayed, click here to view it in a web browser,
-
SFPORT-PermitDesk, (PRT) shared a folder with
you
YOUR APPLICATION IS ACCEPTED AND ASSIGNED AS B-2022-XXXX. YOU HAVE
ACCESS TO THIS SHAREPOINT FOLDER TO UPLOAD DOCUMENTS/PLANS. YOU MAY
CHECK THE STATUS OF YOUR PERMIT ONLINE VIA CITIZEN'S ACCESS:
sfport.com:>Business=> Permit Services=Citizen's Access
B-2022-XXXX
This link enly works for the direct recipients of this message.
B2 Microsoft Brivacy Statement
v
9. Follow the Microsoft prompts to Request Verification Code.
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SharePoint £ Search this library

B2 Microsoft

Request Verification Code

You've received a secure link to:

B-2022-0007 Pier 1 Electrical
Permit

To verify your identity, we'll send a code to you
at bettinajanine.p@gmail.com.

Send Code

By clicking Send Code you
address in accordance w
CCSF has not provided link
review

© 2017 Microsoft  Privacy & Cookies
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10. Enter the verification code that was emailed to you. (Be sure to check your spam folder if the
email doesn’t arrive in your inbox.)

Hello,

For security purposes, you must enter the code below to verify your account to access B-
2022-0007 Pier 1 Electrical Permit. The code will only work for 15 minutes and if you

request a new code, this code will stop working.

Account verification code:

17470388

Having problems with the code?
View the error and make sure that the email identifier is "9C87RYC", If it's not. look for an

updated email or try requesting a new code.

£ 2017 Microsof Brivegy & Cookieg

11. Once verified, you will be redirected to your assigned SharePoint folder to begin uploading
submittal documents. Be sure to bookmark this page.

) | P SFPORT-TEAM-Pe Desk
< i R ——— @ G = % § -

SharePoint O Search this library

SFPORT INTRANET ~ STAFF TEA
I SFPORT-TEAM-Permit-Desk @ )
User Groups Home SFPORT User Groups Direct...

Upload Share Copy link

Permit Files > 1. Building Permits (pending reviews) > B-2022-XXXX

O Name Modified Modified By File Size Due Date

Drag files here

https://stgov1 sharepoint.com/sites/SFPORT-UserGroups/
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12. Copy the files from your local directory to SharePoint by dragging them into the SharePoint
Browser window. Please refer to Appendix 2 of the CCSF EPR Applicant Procedure which
contains document naming conventions for submissions to the Port Permit Desk.
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TINTRANET  STAFF
B sFPORT-TEAM-Permit-Desk ® vate group R 30 members

Upload Share Copy link Sync Download All Documents

Permit Files > 1. Building Permits (pending reviews) > B-2022-XXXX

[ Name Modified Modified By File Size Due Date
B-2022-0007_BLDG CALCS-REVO.pdf 90 Chasan, Paul (PRT)
B-2022-0007_BLDG DWGS-REVO.pdf Abo ¢ Chasan, Paul (PRT)

B-2022-0007_BLDG REPORTS-REVO.pdf A few < ago Chasan m

13. Send a confirmation email to Permit-Desk@sfport.com that the submittal is uploaded for
review.
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E To SFPORT-PermitDesk, (PRT);

Send Cc

Subject Permit No B-2022-0007 Files Uploaded to SharePoint

Dear Port Permit Desk Staff,

Please note that | have uploaded the following files to my SharePaint Directory for your review:
*  B-2007-0007-CALCS-REVO.pdf
s  B-2007-0007-DWGS-REVO.pdf
. B—ZOD?-DUO?-REPORTS-REVULpdf

Thank You,
lane Doe, ACME Engineers

lane@ACMEEngineers.com
415.332.4444
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14. Revisions and/or supplemental files are uploaded in the same manner.
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B sFPORT-TEAM-Permit-Desk ® roup £ 30 members

Open Share Copy link Download Delete si 1 selected All Documents

Permit Files > 1. Building Permits (pending reviews) > B-2022-XXXX

Name Modified Modified By File Size
B-2022-0007_BLDG DWGS-REV1.pdf £ A few seconds ago Chasan, Paul (PRT) 183 KB
B-2022-0007_BLDG CALCS-REVO0.pdf 1 o C Paul

B-2022-0007_BLDG DWGS-REVO.pdf

B-2022-0007_BLDG REPORTS-REVO.pdf
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B To SFPORT-PermitDesk, (PRT);
Send Cc
Subject Permit No B-2022-0007 Files Uploaded to SharePoint

Dear Port Permit Desk Staff,

Please note that | have uploaded the following file to my SharePoint Directory for your review:
. b—?ﬂD?-ﬂDO?-BLDG DWGS-REV1.pdf

Thank You,
Jane Doe, ACME Engineers

Jane@ACMEEngineers.com
415.333.4444
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