Tenant Improvement Process

Planning Division.

Step 1:
Obtain Zoning Clearance from the

Step 2:

Submit plans consisting of proposed
structural, architectural, plumbing,

mechanical, electrical, and energy
changes, along with the site plan with
disabled accessibility at the same
time.

Step 2A:

Does applicant/contractor/business
owner have a Business Tax
Certificate?

Yes No

Step 2B:

Does applicant need a “Will Serve”
letter from Sanitation (Public Service
Center - PSC)?

Yes No

Step 2C:

Does applicant need approval from the
Environmental
(ECD)?

Compliance  Division

Yes No

Step 2D:

Fire approval required for A, E, H, I, L
and R occupancies except R-3 (single
family dwellings).

Yes No

Obtain Business Tax Certificate through
Planning.

Applicant must pay fees based upon staff
calculations. Applicants can meet with
Sanitation staff at the DSB Building on
Tuesdays and Thursdays from 10:00 to
12:00 PM or visit PSC.

Definitions - (Occupancy Codes)

A - Assembly
E - Educational
H - High Hazard
| - Institutional
L - Laboratory
R - Residential
R

3 - Single Family Dwellings, Duplexes, Townhomes

Applicants must complete an ECD
application, obtain approval, and pay
fees. Applicants can meet with ECD staff
on Tuesdays and Thursdays at the DSB
Building from 10:00 to 12:00 PM or visit
PSC.

Ventura County Fire Protection District
is available on Tuesdays and Thursdays
10:00-12:00 PM for questions and

Form 126 approvals. Plans need

to be submitted to Ventura County

Fire Department at 165 Durley Road,
Camarillo.

Step 3:

Issuance of permits, construction,
and Certificate of Occupancy.

Step 2E:

All applicants must obtain approval from
Ventura County Air Pollution Control District
(VCAPCD). Applicant is required to fax
over VCAPCD'’s form of approval. Applicant
submits completed form to Building & Safety
once signed by VCAPCD.

Building/Electrical/Mechanical/
Plumbing Inspections

Environmental Compliance Division
(ECD) Inspection

Ventura County Fire Protection District
Inspection

Ventura County Environmental Health
Division Inspection

Step 2F:

Applicants for restaurants, food handling
establishments  (including prepackaged
foods) and commercial pools need Ventura
County Environmental Health Division
approval.

Yes No

Applicant must submit plans to Ventura
County Environmental Health Division
(800 S. Victoria Avenue, Ventura) for
approval.

Contacts

Will Serve Letters (PSC):
Steve Benjamin (805) 583-6438

Environmental Compliance (PSC)
Mag Mora (805) 583-6426

Building & Safety
Ted Drago (805) 583-6314
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