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GO TO THE VC CITIZEN ACCESS WEBSITE

&% Citizen Access

GO TO CITIZEN ACCESS NOW HELP CONTACTS TECHNICAL SUPPORT

Citizen Access

Welcome To VC Citizen Access!

The County of Ventura is pleased to offer the public online access to the land use permitting process. VC Citizen Access is a web-based program that displays real-time data stored in the
County's land use database, Accela Automation, which is an internal system used by County staff to track land use permits for properties located in the unincorporated areas of the Count

Website link: https://vcca.ventura.org/




Click "GO TO CITIZEN ACCESS NOW”

» This will take you to a screen where you can “"LOG IN” or "CREATE AN
ACCOUNT"

» If you already have an account, you can log in

» If you do not have an account, click the "CREATE AN ACCOUNT"
button at the lower right; see next slide

<\ COUNTY/f gy Sian In
e Citizen Access g
USER NAME OR E-MAIL: *
GO TO CITIZEN ACCESS NOW HELP CONTACTS TECHNICAL SUPPORT B
name@example.com

Not Registered?
iti |
Welcome To VC Citizen Access! CREATE AN ACCOUNT

PASSWORD: *

Citizen Access

Remember me on this device




If you already have an account, skip this page

1. Login Information: To create an account, complete the required information, double
check your email address, check the box and click "Continue.”

2. Select Contact Type: For example, select “Applicant”
3. Additional information will populate; complete the required fields then click "Submit”

Select Contact Type

STEP 2 OF 2: CONTACT DETAILS

Login Information Select Contact Type

STEP 1 OF 2: ACCOUNT DETAILS
CONTACT DETAILS FOR:

STEP 2 OF 2: CONTACT DETAILS Applicant

% Required Fields

USER NAME: %
*¥Required Fields

ame@ex le.c
emEmeEmEEcom CONTACT DETAILS FOR:

Select

FIRST: *

E-MAIL ADDRESS: *
name@example.com

Must enter a E-mail Address: MIDDLE:

PASSWORD: *

TYPE PASSWORD AGAIN: #
NAME OF BUSINESS:

ENTER SECURITY QUESTION: *

Select
ADDRESS LINE 1: *

ANSWER: %
ADDRESS LINE 2:

I have read, understand, and agree to the Terms of
Service @

CONTINUE




Technical Support

» If at any point, you have trouble logging in
or accessing the system, click on the
“TECHNICAL SUPPORT"” link at the top of the

page.

» Fill out and submit the form that appears on
the left side of the screen and you will be
contacted by the tech team to help fix your
problem.

e Citizen Access

WELCOME HELP CONTACTS TECHNICAL SUPPORT
Register for an Account Login

| Search... m

Building and Safety Code Compliance Fire Planning Public Works more v

Advanced Search «

Please Login .
Many online services offered by the County require login for security reasons. If you S Ig n I n
are an existing user, please enter your user name and password in the box on the right.
New Users USER NAME OR E-MAIL: *

e a new user you may register for a free Citizen Access account. It only takes a

ded benefits of seeing a complete history of

applications, access to invoices and receipts, checking on the status of pending
activities, and more.

Register Now »

name@example.com

PASSWORD: *

SWO!

Technical Support

Please use this Technical Support contact
form when experiencing technical issues
that aren't covered in the Help menu option.
Please provide all requested information. We
will be in contact with you within one
business day after receiving your
information.

Questions and/or requests for further
information related to various
permits/programs should be directed to the
appropriate department. Contact information
for each department associated with Citizen
Access can be found under the Contacts
menu option.

Name * required

Email * required

Type of Issue” required
[Select.. |

Type of Internet Browser” required
| Select. . v|

Describe the Issue: * required



You are now logged in.
This is the Home Page.

Announcements Collections (0) W Cart (0) Account Management Logout

Building and Safety = Code Compliance Fire Planning Public Works more «

L

Dashboard My Records My Account Advanced Search =

Hello, [N
Saved in Cart (0) View Cart My Collection (0) View Collections

There are no items in your You do not have any collections
shopping cart right now. right now.

Work in progress (7) View All Records

Record Name Record ID Module Creation Date Action

No records found




To apply for a permit, click on “Planning,”
then “Create an Application”

WELCOME HELP CONTACTS TECHNICAL SUPPORT

Collections (0) ¥ Cart (0) Reports(2) ¥ Account Management Logout

Planning -
Counter Hours - 8:00 AM - 2:00 PM Search... Q |

Home Building and Safety Code Compliance  Fire m Public Works more

Create an Application Check/Research Permits

Records

Showing 0-0 of 0
Date Action Record Number Record Type

No records found.

4

Search for Records

In the General search you can enter information to search for records by:
« Record Number and/or
* Record Type and/or
« Site Address or Parcel Number




» Read and review
the general
disclaimer

» Check in the box if
you accept

» Click "Continue
Application”

Collections (0) ™ Cart (0) Reports(2) ¥ Account Management Logout

g 00 AM - 200 PM Searc

Home Building and Safety Code Compliance Fire m Public Works more v

Create an Application Check/Research Permits

Online Application

Welcome to Agency’s Online Permitting System. Using this system you can submit and
update information, pay fees, schedule inspections, track the status of your
application, and print your final record all from the convenience of your home or
office, 24 hours a day.

This application is associated with planning and zoning review conducted by the
Resource management Agency’s Planning Division. If you are seeking plan check or
permit application Building and Safety or another department — please select the
appropriate Department above and restart your application.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer
While the Agency attempts to keep its Web information accurate and timely, the

Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

[:] | have read and accepted the above terms.

Continue Application »



» Click the
“Planning”

triangle (also —
ﬁm-&wm-zmm
known as the E—

d ro p d OW n ) Home Building and Safety Code Compliance Fire m Public Works more =

Create an Application Check/Research Permits

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

» Select desired T
record type o B

¥ Planning
(O Cultural Heritage

fro m t h e I i St (O Planning Film Permit
(O Planning Ministerial Tree Permit
(O Planning Mobile Home Park Rent Request
(O Tree Mitigation Fund

Zoning Clearance

> CIiCk “Continue Continue Application » ‘—
Application”




Step One (page 1 of 2)

Zoning Clearance

Type of Zoning Property Required :
1 Clearance 2 information 3 Contacts 4 Documents 5 Review

Step 1:Type of Zoning Clearance > Select a Type

If you submit an application for a discretionary permit on this platform your application will be
deemed null and void.

Re a d a b O u t t h e d I ffe re n t Please contact the Planning Division if you should have any questions while completing your online
Zoning Clearance Application. The Planning Division can be reached at 805-654-2488 or email at

plan‘counter(,aventura,org.

ty p e S Of Z O n I n g Please Note: In order to receive a permit from the Planning Department (Known as a Zone Clearance),
you must fill out an application packet and submit as part of your application. An incomplete packet
may cause delays in processing your permit. Please ensure that the application has the signature of the
property owner; if the applicant is different from the property owner, please also submit a completed

C | e a ra n C e S a n d S e | e Ct agent authorization form, which is found at the end of the application packet. Application Packet can be
found here (ZC application)

t h e ty p e ( a n d a n y Change of Use: Select this Zoning Clearance type if you are moving a commercial business into an
existing commercial or industrial building tenant space.

Construction/Demolition: Select this Zoning Clearance type for construction and demolition projects.

S u b ty p e 4 I f a p p I I Ca b I e ) Emergency Shelter: Select this Zoning Clearance type if you are proposing an emergency shelter.
t h a t fi tS y O u r p rOj e Ct Home Occupation: Select this Zoning Clearance type if you are opening a home based business.
L}

Inauguration of Use: Select this Zoning Clearance type if you are inaugurating a new use at a site under

RHD: Select this Zoning Clearance type if you are proposing a multi-family residential project in the
Residential High Density (RHD) Zone.

Wireless Communication: Select this Zoning Clearance type if you are proposing a modification to an
existing Wireless Communication Facility.

* indicates a required field.

Type:

ZONING CLEARANCE DATA

.

Tyz';,::e Clearance Construction/Demalition™ h
nstruction/Demolition

'(I;:p:'t"uqo Demolitio Simple Structures such & h




Step One (page 2 of 2)

Zoning Clearance

Type of Zoning Property Required :
1 Clearance 2 information 3 Contacts 4 Documents 5 Review

Enter detailed description — pekmsmteremmdki
p If you submit an application for a discretionary permit on this platform your application will be
deemed null and void.
a n d a d d I tl O n a | fl e | d S I f Please contact the Planning Division if you should have any questions while completing your online
Zoning Clearance Application. The Planning Division can be reached at 805-654-2488 or email at
plan‘counter@ventura,org.

q u e St i O n S a p p e a r b e | O W C Please Note: In order to receive a permit from the Planning Department (Known as a Zone Clearance),

you must fill out an application packet and submit as part of your application. An incomplete packet
may cause delays in processing your permit. Please ensure that the application has the signature of the

I f u e St I O n S d O n ’t property owner; if the applicant is different from the property owner, please also submit a completed
agent authorization form, which is found at the end of the application packet. Application Packet can be

found here (ZC application)
a e a r I n O re t h e Change of Use: Select this Zoning Clearance type if you are moving a commercial business into an
/4 existing commercial or industrial building tenant space.
A\ H O m e O C C u p a t i O n /4 te Xt ) Construction/Demolition: Select this Zoning Clearance type for construction and demolition projects.

Emergency Shelter: Select this Zoning Clearance type if you are proposing an emergency shelter.
Home Occupation: Select this Zoning Clearance type if you are opening a home based business.

Inauguration of Use: Select this Zoning Clearance type if you are inaugurating a new use at a site under

RHD: Select this Zoning Clearance type if you are proposing a multi-family residential project in the

[ ] “ [ ]
Click “"Continue
. - Y74 Residential High Density (RHD) Zone.
A p p | I C a t I O n Wireless Communication: Select this Zoning Clearance type if you are proposing a modification to an

existing Wireless Communication Facility.

* indicates a required field.

Type:

ZONING CLEARANCE DATA

.

Tyz';,::e Clearance Construction/Demalition™ h
nstruction/Demolition

'(I;:p:'t"uqo Demolitio Simple Structures such & h




Project Information

Zoning Clearance

» Enter the property Street No. and R
Street Name (Without the Street Step 2: Property Information > Project Location

Address

suffix, such as Rd, Ave, etc.) and
click on search. If a match is found to
the address, the Parcel Number and
Owner Information will automatically [ ] e
populate.

*Street No.: *Street Name:

City: State:

Parcel

» You may also look up property
through the parcel number (APN)
first. Use 10 digits with no dashes.

» If the parcel has no assigned
address, enter O into “Street No.”
field and enter the nearest street for
“Street Name”

» ¥*Please fill in the owner’s email and e -
phone number fields if the applicant
and owner are not the same. l

» Click "Continue Application”



Add Contact For APPLICANT (page 1 of 2)

To add a contact, click
either of these options:

-"Select from Account”
opens a window with
possible associated
contacts with this
application, typically the
owner and the applicant
(must include the email
address). See next slide
for more info

-“Add New"” opens a
window to add a new
contact (must include
the email address)

Click “"Continue
Application”

Collections (0) ™ Cart (0) Reports(2) ¥ Account Management Logout
Come s san. W
Counter Hours - 8:00 AM - 2:00 PM Search... Q

Home Building and Safety Code Compliance  Fire m Public Works more «

Create an Application Check/Research Permits

Zoning Clearance
Type of Zonin Property equire ’
1 Cvlgz?rance 9 2 ey on 3 Contacts is eview 6 7
Step 3: Contacts > Enter Applicant Information
*indicates a required field.

Applicant

To add a new contact, click the Add Contact link. To edit a contact, click the Edit link

Select from Account < ——
_ Continue Application »




Add Contact For APPLICANT (page 2 of 2)

» When selecting _
A\ C Onta Ct from Contact Information

*First: Middle: *Last:

Account,” please
ensure that all fields
with an asterisk (*)
are filled out.
Additionally, phone
numbers must not
contain any spaces.

» Press "Continue”
when complete.




Upload Documents (page 1 of 2)

The attachment page is where you upload required documents
relevant to your project, which include a Zoning Clearance
application signed by the property owner and a set of plans (site

plan, floor plans, and elevations). A copy of the application and
plan instructions are available on our website at:

vcrma.org/ministerial-permits

Home Building and Safety ~ Code Compliance  Fire W Public Works  more v

Create an Application Check/Research Permits

Zoning Clearance

Propert Required .
2 e on 3 Contacts LR wivih 5 Review

Step 4: Required Documents > Upload Documents

Attachment

Be advised that Zoning Clearance applications require submission materials.
ets can be found on the Planning Division’s website at
its and include additional information about application instructions,
and sample materials.

earance, a list of required documents is available at
If you are applying for a oning Clearance, a list of required documents is
available at https://verma.org/wire ation-facilities-permit-application.

ill be delayed.

mhtml:msc;msp;mst;php;pif;scr:sct;shb;sys:vb;vbe;vbs;vxd; wsc;ws;

Click "Add” |-
here =

Continue Application

Then click "Add” here

File Upload x

The maximum file size allowed is 1000 MB.
ade;adp;bat;chm;cmd;com;cplexe;hta;htm;htmUins;isp:jar;js:jse;lib;ink:mde;r
are disallowed file types to upload.

/

Note: You can repeat this
process if you have multiple
files to upload. Files should
typically be in PDF format.




Upload Documents (page 2 of 2)

Once you have added all

the files you want to
upload, click "Continue”  Then click “Save” and “"Continue Application”

File Upload X

The maximum file size allowed is 1000 MB.
ade;adp;bat;chm;cmd;com;cpl.exe;hta;htm;htmLins;isp:jar;js:jse;lib;Ink:mde;r
are disallowed file types to upload.

Zoning_Clearance_Application.pdf 100%

/

4




Review

Review the information you have entered from the previous pages.
If you'd like to edit any part of your application, you can do so by
clicking “"Edit” next to the applicable section.

If all the information looks correct, scroll to the bottom of the page,
read and review the permit certification section & click the checkbox if

you agree.

-

| certify that | have read and understand the instructions that accompany this application and that the statements made as part
of this application are true, complete, and correct and that no material information has been omitted. By checking the box

below, | understand and agree that | am electronically signing and filing this application.

Payment of Fees
All payments are nonrefundable.

All application submissions require payment of Zoning Clearance Application Fees for the Planning Division to accept submittal. v C | I C k

“Continue
[ ] e [\, ication”

() By checking this box, | agree to the above certification. Date:




Pay fees (page 1 of 2)

Please note that payment of

fees is required at this
point. An application

be accepted for
continued processing unless
fees have been paid.

Reference this number
when inquiring about your
application.

If your case number looks
like "24TMP-XXXXXX", the
case has not been paid and
fully submitted.

Zoning Clearance

12 3 Contacts 4 Required 6 Pay Fees 7 Record Issuance

Documents

Step 6:Pay Fees

Listed below are Application Fees from the Planning Division’s Fee Schedule. Be advised that supplemental fees may be
assessed based on the type of permit requested. A Planning Division staff member will inform you whether supplemental fees
are required once the application is reviewed. For a complete list of fees, please refer to the Planning Division’s Fee Schedule,
which is available online at https://vcrma.org/planning-permit-fees.

Where a project scope of work requires multiple requests not included in the table below, staff may add supplemental fees as
needed during preliminary review of the application. A project’s applicant will be notified of these supplemental fees once

they are applied by staff.

If you have questions about fees or your application, please call us at 805-654-2488 for assistance.

Application Fees
Fees

Application Fee

TOTAL FEES: $50.00
Note: This does not include additional supplemental fees which may be assessed later based on the scope of work.

i,




Pay fees (page 2 of 2)

On many types of Zoning Clearances, the fee you pay when you
initially submit through Citizen is the $50 application fee.

The full fees that are customary for that type of Zoning Clearance will
be assessed after the case is received by the Planning Division, and
your application fees will be applied towards the full fees.

If additional fees are required, your case status will be changed to
“Payment Required” and you’ll receive a notification email. The
additional fees may be paid by anyone with a Citizen Access account
by following these steps:

a. Go to vcca.ventura.org and log onto your Citizen Access account
b. Select Planning at the top of the page

c. Put in your Record Number (Example: ZC20-0000)

d. Select Payments and then Fees in the dropdown

e. Select Pay Fees and then Checkout



If you have any questions or need assistance,
please email us at

Or call us at

(805) 654-2488 ‘

of COUNTY ¢/ VENTURA
_ Resource Management Agency
(805) 654-2451 (Spanlsh) PLANNING DIVISION
THANK YOU!



