Office of the State Fire Marshal
Fire and Life Safety Division
Special Event Submittal Requirements

These instructions are for events submitted AFTER February 6, 2025

The contents of this document may change periodically. Please visit our website
at https://osfm.fire.ca.gov/what-we-do/fire-and-life-safety for the most up to date
version of these instructions.

Special event applications and associated documents shall be submitted to the OSFM
FLS per the requirements below no later than 10 business days before the opening of
the event. Applications submitted less than 10 business days before the event may be
canceled at OSFM discretion.
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Please seetheinformation provided below priorto submittingyourdocumentsand
the GETTING STARTED SECTION.

2 DOYOUNEEDAPERMIT?

A special event scheduled to occur within a State-Owned Building, property, or
Specified State-Occupied buildings require an OSFM Special Event permit. Further
information defining State-Owned and Specified State-Occupied buildings may be
foundin CCRTitle 24, Part 1 CaliforniaAdministrative Code Chapter3.
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3 ELECTRONIC PLAN REVIEW

AllSpecial Event planssubmitted forreview must meetthefollowingrequirements
orwillbereturned unprocessed:
e Mustcontainthe OSFM Special Events Cover Page as the first page of
the submittalinaccordance withthe DRAWING FILE REQUIREMENTS
e Mustnotcontainpre-printed SFM approvalstampblockandlanguage
e Filetypesforuploadingshall beinaccordance with the FILE
TYPE REQUIREMENTS
e Acceptedsheetsizeswill beinaccordance with the TITLE
BLOCK CONFIGURATIONAND STAMPLOCATION
e TitleBlockand document cover page configurationsshallbein
accordance withthe TITLE BLOCK CONFIGURATION AND STAMP
LOCATION
e Filesshall beinaccordance with ELECTRONIC FILE NAMING STANDARDS

3.1 DRAWINGFILEREQUIREMENTS
e Drawing Files: For Special Events, all documents will be required to be
uploaded as one, multi-page PDF document, with the OSFM Special
Events CoverPageasthefirstpage. ***Everysheet mustcontainan
identifierinthe bottomrightcornerofthe documentreflectedasVi, V2,
V3,etc.Vlisthefirsttimethe sheethasbeensubmitted;V2isthesecond
time;V3isthethird;etc.”*”*

3.2 FILETYPEREQUIREMENTS
All files shall be submitted in PDF file format.
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3.3 ELECTRONIC FILE NAMINGSTANDARDS

e Thefilenameshallbethe nameoftheevent.Noabbreviations.

e Pleaselimitthe numberofcharactersinthefilenameto45charactersor
less, no dashes, no special characters (&, %, #, etc.), do not include the
date or version numbers

e Resubmittals: After a review by the OSFM, the entire submittal must be
uploaded again and must be named exactly the same as the original file to
allow for versioning. ***All sheets in the resubmittal must have an identifier in
the bottom right corner of the document reflected as V1, V2,V3, etc. V1 is the
first time the sheet has been submitted; V2 is after the full initial review; V3 is
after the second full review; etc. Sheets you want removed from the
resubmittal do not need to be included in the upload with the rest of the
sheets in the resubmittal.*** If you need help with this, please ask.

3.4 TITLEBLOCKCONFIGURATIONAND STAMP LOCATION

Thefollowinglocationsareidentifiedtoensurethatwhenviewed,the OSFM
Approval Stampisvisible and not truncated. Special Events are required to have the
first page of the submittal be the OSFM Special Events Cover Page, which already
hasthe area clearedfortheapprovalstamponthe8.5”x11” page.

8.5"x11"
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Figure 1 Document Stamp Location Example
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4 GETTING STARTED - SPECIAL EVENTS

SE STEP 1: Utilize and Configure Google Chrome. (**ifyou can’taccessyour settings
or are using a different browser, consult with your IT department or look online for
instructionsonhowtosetyourbrowserup asshownbelow)
e Access your browser settings from the upper right corner of the
browser window.

Figure 2 Google Chrome vertical "three dot" menu

e Clickonsettingsfromthe menuthatappears.

Print...
Cast...
Find...

Maore tools

Figure 3 Google Chrome settings option

e Underthesectiontitled “Privacy and Security” click on “Site Settings” (on
some versions of Chromethisis called “Content Settings”)

o Ifyoudonotseethissection,scrolltothe bottom of the page, and
click on Advanced. This may also be accessible from the left side of
your browser page.

o Oncetheadvancedfeaturesappearlookforthe “Privacy and Security”

section and click on “Site Settings” or Content Settings
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e Onceunder“Site/Content Settings”, Lookfor “Pop-ups” or “Pop-upsand
redirects” and click oniit.

e Underthe“Pop-ups”section, gothe “Allow” section and clickon Add.

Figure 4 Location to add sites to allow Pop-ups

e Oncetheaddwindow appears,addthefollowingsites,and ensure they
appear undertheallowedsitesoncecompleted:
o https://calfire.govmotus.org/
o https://projectdox.ibts.org/
e Closeandre-openthebrowserand proceedto Step 2.

SE STEP 2: Log in to your existing GOVmotus account at https://calfire.govmotus.org/
If you do not have an account or forgot the user password, left mouse click on the

respective “Register” button or“Forgot Password” hyperlink from this page to
obtainoraccessaGOVmotusaccount.

@ hitps//uatcalfireeprgovmotuso X 4 x

o a & @
@Oﬁice of the State Fire Marshal GOV moglgg

& uatcalfireepr.govmotus.org/Account/Login?ReturnUrl=%2FCALFireHome
Pre 9 g

Welcome to (5() \,-‘i-notus- putting your plans in motion

Login Quick Links

Email Address:

Office of the State Fire Marshal
¢ OSFM Fire and Life Safety Division
OSFM Fire Engineering Division
........... Building Material Listing Search

projectemail@gmail.com

Password:

Fire Hazard Severity Zone Maps
Forgot Password? Don't have an account?

License Complaints

Contact Support

Powered By |1 s'r E

Figure 5 GOVmotus login screen
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SE STEP 3: Once logged in to your existing or new GOVmotus account, a list of
the user’s projects,ifany, willappearunder “My Permits” service bar. Left mouse
clickon the “Apply forNew Permit” button atthe bottom left-hand side of the “My
Permits” service barto startanew application.

20-S-0049-SE-ER Special Event Pending Electronic Review 1/13/2020
20-S5-0048-FA-ER Fire Alarm Pending Electronic Review 1/13/2020
‘- -

Apply for New Permit

Figure 6 Public User's dashboard and Apply for New Permit button

SE STEP 4: Complete the new application’s mandatory fields indicated with a red
asterisk (*) on the left-hand side of each data field.

SE STEP 5: Choose Electronic plans format and complete Steps 6 and 7.

* Plan Document Format ® Electronic Faper

= Note: If your application is submitted indicating an Electronic plan format, you will be
automatically re-directed to upload your plans after submission.

Figure 7 Special Events must choose electronic format

SESTEP6: When all mandatoryfields are complete, the grey “Submit
Application” button at the bottom of the screen will turn blue. Left mouse click to
submitthe application.

” Submit Application Save and Complete Later m

Figure 8 Public User's permit application control options
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SESTEPT7: Selectingthe electronic plan document format at GOVmotus application
submittal willrequire these additional stepsto complete the application process.

o Afterreceiving the email that your GOVmotus application has been accepted,
log into GOVmotus and open your permit application.

e Inthe Control Panel on the left side of the screen, click on Manage Plans to be
taken to ProjectDox.

/ Control Panel @

s

Permit Number: 24-N-0232-CA-AC
Status: Accepted Fl

@ Applicant Information
Go To: | Top of Page v Copy Address fiy
© Expand Al @ Collapse All
Bus
@ Actions Log
Close Window

Print Application
Copy Application

IManage Documents

Cancel Permit
IManage Plans
Save & Close Window

[ [ T Py £

Figure 9 Manage Plans option to transition to the ProjectDox site

e Selectthe “Upload and Submit” task hyperlink and left mouse click to upload
design documents.

User Guide Development

ProjectFlow Task List

Show all tasks for all use
TA PR N GR AS_ ST PR_. D, CR_

Contair Contair Contair Contain Carntain Contain Caontain On. = On

20-0066

Fire
o . Template 1/31/2020 1/24/2C
| ) r ) g . 20-0066 Applicant  FirstlnGr Fending i Me 1:29:38 1:-29:38
X N ]

1/2472020 i P
1:29:37
P

1-10of 1 records

Figure 10 ProjectDox task hyperlink location
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e Awindow pops-up askingifyouwantto acceptthetask. Left mouse click “OK”.

Figure 11 ProjectDox task acceptance confirmation

e The“Upload and Submit” window will pop-up.
e Selectthesubfolderin the Documents folder labeled “00 Special Eventand
left mouse click the folder hyperlink.

Select destination folder for files:

T & Testing 12345
* A Drawings
4 01 Demo Grading Abatement
02 Construction
03 Partial Package 1
04 Partial Package 2
05 Partial Package 3
06 Deferred Fire Alarm

07 Deferred Fire Sprinkler

b ePredd

08 Deferred ERRCS

4
=)
5]
2
<
=
]
E|
=
@

00 Special Event

01 Demo Grading Abatement
02 Construction

03 Partial Package 1

04 Partial Package 2

05 Partial Package 3

06 Deferred Fire Alarm

(R N N N N

07 Deferred Fire Sprinkler

L

08 Deferred ERRCS

3 Approved

I Reference Dacs

Figure 12 ProjectDox subfolders
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o Leftmouseclick“Select Filesto Upload” button.

Select your files to upload to this folder:

Select Files to Upload View Folders

Figure 13 Select Files to Upload button

o Leftmouseclick“Browse ForFiles”. Thenfindthefilesto be uploaded from
the computer then double left mouse click or drag files to the window in
preparationforupload.

Pi"oject —

Folder: 20-0066\Drawings

Upload Files Upload URL

Browse For Files Browse For Files Upload Files

Browse for files or drag files into this area.

Figure 14 Browse for Files screen

e Leftmouseclickonthe “Upload” Files” buttontotransferthe data over
to Project Dox.

¥

Project

Folder: 20-0066\Drawings
Upload Files Upload URL

Browse For Files Browse For Files Upload Files

Browse for files or drag files into this area.

3 Classrooms OL pdf 1IKB ¢

Figure 15 Broswe for Files screen after a file has been selected
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e Oncethedatatransferiscomplete, left mouseclickthe “Upload
Task Complete”box

¥/ Upload Task Complete (I have uploaded all required drawings and/or documents)

Figure 16 Task Complete checkbox

e Thenleftmouseclickthe “Upload Complete - Submit” buttonatthe bottom
right-hand side of the page

Task Instructions

Please upload files into the appropriate folders below, select the checkbox at the bottom, and click ‘Upload
Complete - Submit’ to submit your files.

Please see the CAL FIRE OSFM webpage for NEW requirements that all plans and documents need for a
review and approval prior to uploading them to this site.

Project: 20-0066

Select your files to upload to this folder:

Select Files to Upload View Folders

3 Classrooms OLpdf X

¥ Upload Task Complete (I have uploaded all required drawings and/or documents)

Upload Complete - Submit ~ Save For Later

Figure 17 Task screen with Upload Complete

e Upload Completed: A thank you window will pop-up and inform the user
that the project hasbeensuccessfully submittedintothe prescreen process of
Office of StateFireMarshalplanreview.
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5 RESPONSETOPLANREVIEWCOMMENTS
AND BACKCHECK RESUBMITTAL

Electronic Format
e Commentscancomeintwoforms:

o PlanReview Changemark - a page specific correctionrelatingtoa
code deficiency. This will be under a Respond and Resubmit task.

o Prescreen Checklist Item - identifies general intake requirements noted
in these instructions that were not followed. This will be under a
Prescreen Corrections task.

e AllcorrectionitemswillrequirearesponsefromtheApplicant in ProjectDox
onhowtheitem was corrected.

o Thisissimilarto anarrative response butcomesinanelectronicform
that can be viewed afteracceptingthe Respond and Resubmit or
Prescreen Correctiontask and the task window appears.

o To access this list, first click on the task link near the middle of the
screen. If you do not see a task for the workflow you are working
under, please email OSFMFireLifeSafetyGOVmotus@fire.ca.gov for
assistance.

o Once you have opened the appropriate task, the Task Window will
open up. Scroll down and click on the “View/Edit Changemark Items”
or “View/Edit Checklist items” buttons to view the deficiencies we
have noted. Provide your responses in the far right column of the
Changemark Viewer labeled “Applicant Response”. If you have any
questions, email OSFMFireLifeSafetyGOVmotus@fire.ca.gov for
assistance.

o Tohelpclarifycomments,you canalso “publish” the red line comments
into a PDF. To do this (see instructions and example below):

= Opening each drawing or documents markup layer by clicking
on the symbol shown as item #1, clicking “View” as shown in
item#2 foralllayersshown,thenclickingthe “View/Edit” button
marked item#3

= Oncetheviewingwindow openswith markupsshown, clickon
“Publish” at the top of the viewing window.

= WhenthePublishwindow appears,choosethecriteriafora PDF
of thedocumentwith markups.
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View Folders Upload Files i
e poaa 1+ -0 @I A B ProjectDox - Work - Microsoft Edge
14 of 14 files Currant Sort: | - Select - W a z 2
3 : ; 4 I e | B projectdox.ibts.org
HE DI10BEERLSH & C N
= = You're in Intemet Explorer mode. Most pages work better in... Open in Microsoft Edge
= I_ 0001 G002 - COVER SHEET.pdf
= .I. = !! 3/15/2022 130:16 PM, 1.6 M2 N
W TH s Pro j ect e
B 043 m
?1 = e’ L Markups attached to 0011 Cal Fire 2020 Template V2.pdf
["] 0008 60,10 General Project Notes pdf Del Edit Markup Name P Date

3/B/2022 31214 BM, 3.3 ME
Christopher Lopez TT o R Test Lt?r Joshua Rickerd 3/9/2023 82745PM & 82 8

B 043 i’ TR Approusd Refereneq Brample Joshua Rickerd 3/9/2023501:14PM - 2 4 5]

L] Clear Al Select All for View

L_| 0011 Cal Fire 2020 Template V2.pdf

5/20/2020 1:36:03 PM, 369 K2 #2
- #3

2o {ad "

[] 20220726 172040.ip0
10/2/2022 1:44:56 PN, 6.4 ME

Alvin Waong

B 0436

4/26,/2022 8:50:14 PM_ 55 KB

Joshua Rickerd

Figure 18 Steps to view markups

M 121 [:& Annotate - Redact - Mlzasur!z‘ F’uhllsh,

01-D01 SPECIFICATIONS 01.pf V1 | v |,0 o

Figure 19 Publish markups location

If you do not see “Publish” at the top of the viewing window, please reach out to our
staff at OSFMFireLifeSafetyGOVmotus@fire.ca.gov for assistance.

e Completethe Respond and Resubmittask whichincludes uploading the
revised file to the Documents subfolder labeled Special Event, and make
sure your file name matches the previous name of the file you uploaded the
first time. See ELECTRONIC FILE NAMING STANDARDS

o If you need documents removed, email
OSFMFireLifeSafetyGOVmotus@fire.ca.gov for assistance.

o Verifythetaskinstructionshavebeencompleted by clicking
the checkboxes

o Clickthe“Complete” button to finish the task
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6 AFTER PERMIT ISSUANCE

6.1 SCHEDULEINSPECTIONS

To schedule a special event inspection, please reach out to the OSFM Supervisor for
the county the eventis located in as noted in the OSFM Fire & Life Safety Contact
List. After your event has been assigned a Deputy, you can coordinate directly with the
Deputy.

6.2 SIGNING REPORTS
All OSFM reports must be signed prior to issuance of a Certificate of
Occupancy/Completion. Field Deputies will need all event staff that are signing
personnel to either have access to the GOVmotus account for the event to sign
reports,oreach eventstaff memberthat needstosignareportwill needtheirown
account.There are two ways a field Deputy may obtain a signature
e Directly from their inspection screen, they can review the report and any
deficiencies with you and then they can have you sign the report right on their
screen with your finger.
e They can send the report to a GOVmotus account to receive a remote signature.
O Tosignareport,logintothe GOVmotusaccountthatwill be usedforsigningareport.

Review the information shown under the My Signatures Required section of the
GOVmotusdashboard. Reviewandsignanyreportsidentified asneedingasignature.

© My Signatures Required

Inspection Report Name Address Date Sent ¥ status

nspection #88773 391 University Hall/2199 Addison st., Berkeley, CA 94720 8/23/2024 All Reports Signed
24-N-0021-CA-PI 240 E Haclenda Ave.. Campbell, CA 95008 7725/2024
24-N-0125-C-PI - InspectioniD 90334 835 Airport Bivd, Buriingame, CA 95815 711512024 Signature Required
23-N-0009-C-P 123 Test Street, Test City, CA 22222 3/21/2023 All Reports Signed
nspection #86784 1 Harpst, Arcata, CA 95521 8/10/2022 Signature Required
nspection #88783 112 gold hill road, Oroville, CA 55612 8/10/2022 All Reports Signed
17-N-2503-C-P - InspectionlD 85762 2920 Kilgore Road, Rancho Cordova, CA 95670 8/10/2022 Signature Required
nspection #88774 24900 Highway 202, Tehachapi, CA 93311 8/10/2022 All Reports Signed
nspection #88775 1234 Fake Street, Sacramento, CA 99999 8/10/2022 Signature Required

nspection #88764 5181 Highway 140, MARIPOSA, CA 8/10/2022 Signature Required

- a4 >

Figure 20 Public User's My Signature Required section and status
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© My Signatures Required

Permit No: 24-N-0021-CA-PI

Date of Inspection Inspection Type Inspection ID status Action
5/20/2024 Labeling 90329 Unsigned
5/20/2024 Labeling 90330 Unsigned sign
71252024 Exit Signs 90348 Unsigned Sign
5/20/2024 Underground Piping 90296 signed View

Figure 21 Public User's project reports screen

o You have two options to sign the reports via remote signature:
* You can sketch your signature using your mouse on your computer,
or your finger on a device with a touch screen.

ReportType permitting View Report

K o< 1 o1 > N | | R o o

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
OFFICE OF THE STATE FIRE MARSHAL
Fire and Life Safety Division - North
11318 Street, Sacramento, CA 95811
(916) 445-8550

INSPECTION REPORT

PROJECT INFORMATION

PERMIT NUMBER: 24-N-0021-CA-P| JURISDICTION: Life Safety North

PROJECT NAME: Draft Comments field test

TYPE: Clean Agent (CA) ALTERNATE NUMBER:
OWNERIAGENCY: AF Bray Superior Court FHS ZONE: Non-Very High (Defaut)
SFM#

PROJECT ADDRESS: 240 E Hacienda Ave,, Campbell, CA 95008

INSPECTION INFORMATION

Inspection Number : 90329 Inspection Type: Labeling
Inspection Date : 05/2012024 Inspection Status : Partial Pass
Inspector: Josh Rickerd
Inspector Signature:
Inspection Comments: Testing
Total Inspectable Items: 1
Inspectable Items:
Accompanied By: JoshUAT RickerdUAT Title: TEst
Discussed With: JoshUAT RickerdUAT Title: TEst

Accompanied By:

Signed:

CCOMMENTS OR QUESTIONS ABOUT INSPECTION SERVICES
Please contact CAL Fire Life Safety North at (916) 445-8550 for assistance.

Page 101

Signature Options

@ Choose a signature method: you may either Sketeh to Sign or
Upload a Signature Image.

# Sketchto Sign 2. Upload Signature Image

# Please Sign Below Signature Preview

© Click and drag in the box below to draw your signature @ Your saved signature will appear here

o
Submit Signature

Figure 22 Public User area to sketch their signature
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o You can upload an image of your signature that you have stored on your
computer or device.

ReportType permitting View Report

K| ¢ 1 Jofi1 > A | |Hv8r51

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
OFFICE OF THE STATE FIRE MARSHAL
Fire and Life Safety Division - North
1131 S Street. Sacramento, CA 95811
(916} 445-8550

INSPECTION REPORT

PROJECT INFORMATION

PERMIT NUMBER: 24-N-0021-CA-PI JURISDICTION: Life Safety North

PROJECT NAME: Draft Comments field test

TYPE: Clean Agent (CA) ALTERNATE NUMBER:
OWNER/AGENCY: AF Bray Superior Court FHS ZONE: Non-Very High (Default)
SFM #

PROJECT ADDRESS: 240 E Hacienda Ave,, Campbell, CA 95008

INSPECTION INFORMATION

Inspection Number : 30329 Inspection Type: Labeling

Inspection Date : 05/20/2024 Inspection Status : Partial Pass
Inspector: Josh Rickerd
Inspector Signature:
Inspection Comments: Testing

Total Inspectable Items: 1
Inspectable Items:
Accompanied By: JoshUAT RickerdUAT Title: TEst

Discussed With: JoshUAT RickerdUAT Title: TEst

Accompanied By:

Signed:

COMMENTS OR QUESTIONS ABOUT INSPECTION SERVICES
Please contact CAL Fire Life Safety North at (916) 445-8550 for assistance.

Page 1of 1

Signature Options

€ Choose a signature method: you may either Sketch to Sign or
Upload a Signature Image.

# Skeich to Sign 1. Upload Signature Image

&, Upload Signature Signature Preview

€ Upload only one image © Your saved signature will appear here

9 Choose File [Nofil...osen
L Upload

Submit Signature

Figure 23 Pubic User's upload signature option
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e Once you have sketched or uploaded your signature, ensure you see that your
signature was saved and you can see it in the Signature Preview area.

ReportType permitting View Report

K € 1 o1 > M | | Rz oA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
OFFICE OF THE STATE FIRE MARSHAL
Fire and Life Safety Division - North
1131 8 Street. Sacramento. CA 95811
(916) 445-8550

INSPECTION REPORT

PROJECT INFORMATION

PERMIT NUMBER: 24-N-0021-CA-PI JURISDICTION: Life Safety North

PROJECT NAME: Draft Comments field test

TYPE: Clean Agent (CA) ALTERNATE NUMBER:
OWNER/AGENCY: A F Bray Superior Court FHS ZONE: Non-Very High (Default)
SFM #

PROJECT ADDRESS: 240 E Hacienda Ave , Campbell, CA 95008

INSPECTION INFORMATION

Inspection Number : 90329 Inspection Type: Labeling

Inspection Date : 05/20/2024 Inspection Status : Partial Pass
Inspector: Josh Rickerd
Inspector Signature:
Inspection Comments: Testing

Total Inspectable Items: 1
Inspectable Items:
Accompanied By: JoshUAT RickerdUAT Title: TEst

Discussed With: JoshUAT RickerdUAT Title: TEst

Accompanied By:

Signed:

COMMENTS OR QUESTIONS ABOUT INSPECTION SERVICES
Please contact CAL Fire Life Safety North at (916) 445-8550 for assistance.

Page 10f1

Signature Options

€) Choose a signature method: you may either Sketch to Sign or
Upload a Signature Image.

# Sketch to Sign X Upload Signature Image

& Please Sign Below Signature Preview

€ Click and drag in the box below to draw your signature € Your saved signature will appear here

Cear M

Submit Signature

Figure 24 Public User's signature preview area
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e Once you have verified your signature preview is OK, click the Submit Signature
button to complete the signing process.

ReportType permitting

| | Br-|2 =&

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
OFFICE OF THE STATE FIRE MARSHAL
Fire and Life Safety Division - North
1131 § Street, Sacramento, CA 95811
(9161 445-8550

INSPECTION REPORT

PROJECT INFORMATION

PERMIT NUMBER: 24-N-0021-CA-PI JURISDICTION: Life Safety North

PROJECT NAME: Draft Comments field test

TYPE: Clean Agent (CA) ALTERNATE NUMBER:
OWNER/AGENCY: A F Bray Superior Court FHS ZONE: Non-Very High (Default)
SFM #

PROJECT ADDRESS: 240 E Hacienda Ave,, Campbell, CA 95008

INSPECTION INFORMATION

Inspection Number: 90329 Inspection Type: Labeling

Inspection Date : 05/20/2024 Inspection Status : Partial Pass
Inspector: Josh Rickerd
Inspector Signature:
Inspection Comments: Testing.

Total Inspectable ltems: 1
Inspectable Items:
Accompanied By: JoshUAT RickerdUAT Title: TEst

Discussed With: JoshUAT RickerdUAT Title: TEst

Accompanied By:

Signed:

COMMENTS OR QUESTIONS ABOUT INSPECTION SERVICES
Please contact CAL Fire Life Safety North at (916) 445-8550 for assistance.

Page 101

Signature Options

€ Choose a signature method: you may either Sketch to Sign or
Upload a Signature Image.

# Sketch to Sign £ Upload Signature Image

# Please Sign Below Signature Preview

@ Click and drag in the box below to draw your signature @ Your saved signature will appear here

r
(e o
ﬁ Submit Signature

Figure 25 Signature submit button
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Office of the State Fire Marshal
Fire and Life Safety Division
Special Event Submittal Requirements

e Unfortunately, at this time and how shared access works for different projects and
facilities, your signature cannot be saved for signing future reports. You will need
to sketch or upload your signature for each report you need to sign.

Field Deputies will be able to assist in the process of creating an account and how to sign
a report.

7 COMMON MISTAKES

Uploading files into the wrong folders
e Special Eventsshall have the one multipage submittal uploadedinto
the Documents “00 Special Event” subfolder.
Not adding the OSFM Special Events Cover Page
e Thisisrequiredtobethefirst page of your multipage submittal.
Incorrect document orientation
e Allpagesshallbeorientatedsothattextisuprightwhenloadedandwill
not require pagerotationtoread.
Drawing file requirements not followed
e Special Eventfile should be uploaded as a multipage file and not
individual files.
File naming standards not followed
e Special Eventfileshallbetheeventname.Noabbreviations.
Tasks not being completed
e Completeyourtaskwhenyouaredoneuploadingallapplicable drawing
and documents.
Automatic Sign Outs
e Thesystemwilltimeautomatically signyou outafter 120 minutes of
inactivity. Please save and save often.
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