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These instructions are for projects 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.  

After Permit Issuance/During Construction 
Please review this information for what is required after receiving approved plans and 
a permit for construction. 

1 UPLOADING APPROVED PAPER PLANS 
If the plans for the project were submitted to the OSFM on paper, the approved plans 
will need to be scanned and uploaded into the Manage Documents section of the 
GOVmotus permit application. Please log into the account the permit is created under 
and upload the approved plans. This requirement is noted at the bottom of your plan 
review approval form. The OSFM will not schedule an inspection unless the approved 
plans have been uploaded. 

(This step is not necessary for projects that utilized electronic plans) 

2 CHANGE ORDERS 
For the purposes of our office, change orders are changes requested to be made to 
approved documents after work has commenced. Requests for change orders will not 
need a new permit application. 
 

2.1 PAPER FORMAT 
• Change orders should be delivered directly to the Deputy State Fire Marshal 

(DSFM) assigned to your project. 
o If you do not know who your field deputy is, please contact the 

supervisor who services the county in which the project is taking place 
OSFM Fire & Life Safety Contact List 

• Provide the approved GOVmotus application number with submittal 
• Ensure the original approved construction plans have been uploaded into 

Manage Documents in the permit application 

https://osfm.fire.ca.gov/what-we-do/fire-and-life-safety
https://osfm.fire.ca.gov/what-we-do/fire-and-life-safety
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• Provide the revised materials to be reviewed 
• Ensure that all revisions are clouded 
• Provide a change narrative to assist the DSFM in identifying changes made 
• Once approved, the amended sheets shall be slip sheeted into the construction 

set, scanned and uploaded into the Manage Documents of the permit 
application as an approved set. 

 

2.2 ELECTRONIC FORMAT  
• Please email OSFMFireLifeSafetyGOVmotus@fire.ca.gov to get a new workflow 

started in ProjectDox. In the email, include the permit number, the name of the 
change order (Ex: ASI #1), and the name of the DSFM on your project. 

• Our intake staff will create a new workflow under your permit in ProjectDox and 
you will receive a notification that a new Upload and Submit task has been 
assigned to you. 

• Once a new Upload and Submit task is received: 
o Upload and submit only your revised files to the correct subfolder under 

the Drawings and Documents folders following all of the requirements 
and processes defined in the ELECTRONIC PLAN REVIEW section of the 
Plan Review Submittal Requirement Information document. 

o Provide a change narrative to assist the reviewer in identifying changes 
made and upload it to the Reference Docs folder 

o Once all of your files are uploaded, complete your task. 
• The change order submission will go through the same cycles and process as a 

normal plan review. This will allow comments to be tracked and responded to 
within ProjectDox. 

• Once approved, the revised documents will be stamped and added to the 
“Approved” folder in ProjectDox, superseding any previous files with the same 
name in the revised set. 

 

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

mailto:OSFMFireLifeSafetyGOVmotus@fire.ca.gov
https://osfm.fire.ca.gov/what-we-do/fire-and-life-safety
https://osfm.fire.ca.gov/what-we-do/fire-and-life-safety
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4 SIGNING REPORTS 
All OSFM reports must be signed prior to issuance of a Certificate of 
Occupancy/Completion. Field Deputies will need all project staff that are signing 
personnel to either have access to the GOVmotus account for the project to sign 
reports, or each project staff member that needs to sign a report will need their own 
account. 

There are two ways a field Deputy may obtain a signature 

• 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. 

• They can send the report to a GOVmotus account to receive a remote signature. 
o To sign a report, log into the GOVmotus account that will be used for 

signing a report. Review the information shown under the My Signatures 
Required section of the GOVmotus dashboard. Review and sign any 
reports identified as needing a signature.  

 

Figure 1 Public User dashboard My Signatures Required section 

 

Figure 2 Public User project reports list 
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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. 

 

Figure 3 Public User inspection report signing screen, sketch to sign 
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o You can upload an image of your signature that you have stored on 
your computer or device. 

 

Figure 4 Public User inspection report signing screen, upload signature 
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• 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. 

 

Figure 5 Public User inspection report signing screen, signature preview 
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• Once you have verified your signature preview is OK, click the Submit 
Signature button to complete the signing process. 

 

Figure 6 Public User inspection report signing screen, submit signature 
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• 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. 
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