City of

South
Gate

City of South Gate

Online Permit Counter (OPC) Reference Guide

This document is intended to provide support on the use of the Online Permit Counter (OPC), which can
be accessed through the City of South Gate website. OPC allows home owners, contractors and general
public conducting business in the City of South Gate to view and track details of various permits online
with a user account. The portal user account email must be associated with the permit, license in order

to access project details and request inspections.
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Introduction

The Online Permit Counter (OPC) allows home owners, contractors and general public conducting
business in the City of South Gate to view and track details of various permits online with a user account.
The portal user account email must be associated with the permit, in order to access project details and
request inspections. General property information can be accessed on the City of South Gate by Permit
Number, Site Address.

The OPC provides the following online services:

e Check Permit and Plan Check status
e Check Inspection Results
e Review Project related financial data

South Gate licensed contractors and home owners will have access to the following additional services:

e Online OPC Application user registration.

e Apply for a permit online.

e View list of permits that were under the user.

¢ View Inactive Permits.

e Request for Inspection.

e View Inspection Status.

e Cancel Inspections.

e Email notifications etc.

e  Print the Permit information that is applied online by the users.
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Create an Account

Open your Internet browser and in the address bar type (Online Permit Counter (OPC) link).

1. Click on Create an Account link at the bottom of the login box.

%) Login

Email Address

Password

& Create an Account & Forgot your password?

Click here to view the City of SouthGate User Guide

2. Enter your account information. Select the appropriate Applicant Type. Note that the contractor
license details will be automatically populated while user selected Contractor as Applicant Type.

City of South Gate Online Permit Counter Reference Guide 4
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All required fields are marked with a red * asterisk.

Account Registration
Applicant Type *

Contractor Y.

License Number I 19834687 Check State

License Expiration Date 8/28/2020 ]

First Name South gate

Last Name *

user

Company Name

City of South gate

Addresss south gate

City *

South Gate

Zip: 86465

Email Address *

southgateegovuser@gmail.com

Phone Number 678-927-6666

Work Phone

676-767-5677

Ext

Mobile Number 987-987-8756

¥/ Please confirm that you have read and accept our Privacy Policy and Terms of Service.

Required fields are marked with an asterisk*

Su‘m‘h

3. Review the Privacy Policy and Terms of Service at the bottom of the Account Registration form
and click Submit.

You should now see the following message, indicating to check your email for login
instructions and temporary password.
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%) Login

Thank you, South Gate User for registering on City of South Gate's eGov Portal.
A temporary password will be emailed to your registered email address.

Email Address

Password

& Create an Account & Forgot your password?

Click here to view the City of SouthGate User Guide

Login

To login for the first time, copy your temporary password from your email received from.

Registration Success nbox x

Thank you for registering on the City of South Gate. Please find your login credentials below:

Email Address: southgateegovuser@gmail.com
Temporary Password: oaénb6im

You will be asked to change your temporary password when you first log in.

City of South Gate
Community Development Department
cityofsouthgate.org

©

South
Gate
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Next, enter your email address and your temporary password and click Login.

=) [ ogin

Email Address

southgateegovuser@gmail.com

Password

& Create an Account & Forgot your password?

Click here to view the City of SouthGate User Guide

The system will take you to Change Password section where you will need to enter your temporary
password as your current password then enter a new password of your choice. Click Change Password,
then log back in with your new password.

©

City af

South
Gate

Email Address: southgateegovuser@gmail.com

Old Password

New Password

Confirm [ ......... ] ]

Password
Change Password
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Home Page

After successfully login in, you will see the City of South Gate Online Permit Counter (OPC) home page,
where you will have access to Permits linked to your email. Note, in order to access permits, your email
address must be associated with the permits in the City’s Electronic Permitting and Licensing system.

HOME

You have successfully changed your password! Please login using your new password

South
Gate

@ MY PERMIT ° APPLY FOR A PERMIT

A summary of projects and activities with which you are affiliated Apply for a permit.

g MY PROFILE -

My Profile

INSPECTION MY PROFILE CONTACT US SIGN OUT @

ate
e MY PERMIT o APPLY FOR A PERMIT

A summary of projects and activities with which you are affiliated. Apply for a permit.

o MY PROFILE

Review and update your profile so as to provide the City of South Gate
with your most current contact information

2softinc.com:9080/southgate-egov/getAccount.do
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Change Contact Info

To change contact information, click on MY PROFILE from the main menu then click on the EDIT button.

& MY PROFILE

CONTACT CHANGE PASSWORD CONTACT US

EDIT CONTACT SAVE

First Name * Last Name * Company Name
South Gate User South Gate
Address * City * State "
south fate South Gate CA v
Zip~ Phone Number * Ext
96578 6546787657
Work Phone Ext Mobile Number

876-578-9657

Applicant Type * License Number * License Expiration Date *

Contractor v 87657546754 02/11/2021

Change Password

Click on the CHANGE PASSWORD tab under MY PROFILE page to change password.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

& MY PROFILE

CONTACT CHANGE PASSWORD CONTACT US

CHANGE PASSWORD

Email Address: bkarthick@edgesoftinc.com
Old Password ~ *weeeeeee

New Password

Confirm Password ‘ """" 1 ‘
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& SOUTH GATE USER

CITIZEN SERVICES ONLINE

& MY PROFILE

CONTACT CHANGE PASSWORD CONTACT US

I You have successfully changed your password! Please login using your new password. I

First Name South Gate Last Name User
Company Name South Gate Address south fate
City South Gate State CA

Zip 96578

Mobile Number 6546787657 Ext

Work Phone 876-578-9657 Ext

Applicant Type Contractor

License Number 87657546754 License Expiration Date 02/11/2021

User will receive an email notification regarding password change

Password Change Success

B B N D

Your password has been successfully changed on the City of South Gate Online Development Services Counter.
Thank you for using this service.
City of South Gate

Community Development Department
cityofsouthgate.org

Contact Us

CONTACT US

CONTACT US
General Information : Office Hours : Address :
ecardenas@sogate.org Monday - Thursday: 7am-5:30pm 8650 California Avenue, South Gate,

CA 90280
Phone: (323) 563-9583
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Apply for a Permit

In the Home screen, go to MY PERMITS and click on APPLY FOR A PERMIT or in the home page body
there is a link APPLY FOR A PERMIT click on it. Please check the screenshot below for better
understanding.

& SOUTH GATE USER

South
Gate
g MY PERMIT ° APPLY FOR A PERMIT
A summary of projects and activities with which you are affiliated Apply for a permit

MY PROFILE

o

Review and update your profile so as to provide the City of South Gate
with your most current contact information

In the Address tab, you will now be asked to enter the address that will be associated with this permit.
Please enter a Street Name and a Street Number. If needed, select a Unit. Select Next when ready to
proceed.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

ADDRESS

1. At what address will this activity/permit be taking place?

Street Name*

‘ Alexander Ave
B Street Number®
OWNER
ﬂ | 8920 v |
ATTACHMENT

City of South Gate Online Permit Counter Reference Guide
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User can get MODULE TYPE SELECTION screen where we can select type of permit.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

MODULE TYPE SELECTION

Cancel Permit Application

SELECT PERMIT TYPE 2 a. What are you applying for?

»
o
o
b
m
I
@

ﬂﬂ

DDITIONAL INFORMATION ® Building Permits

SELECTION
Back Next

ATTACHMENT

PREVIEW PERMIT

:

oo

After selecting ‘Building permit’ click on Next button.
In PERMIT TYPE SELECTION page, user can select the category of permit.

After selecting Activity Type and Sub Type click on Next button.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

PERMIT TYPE SELECTION

e Cancel Permit Application

SELECT PERMIT TYPE 2 b. Please select the appropriate permit category below. If you are unsure what type of permit to
E apply for, please contact (323) 563-9529.

/ADDITIONAL INFORMATION

| PEOPLE SELECTION Select Activity Type*

a | Demolition-Pool - Demolition of Sy v |
OWNER
n Select Activity Sub Type®

ATTACHMENT

Building
! Demolition
| PREVIEW PERMIT Inspection
e
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In the Additional Information tab, please enter the required information. Select Next
when ready.

_ CITIZEN SERVIGES ONLINE _

ADDITIONAL INFORMATION

SELECT PERMIT TYPE 3. Please enter the information requested below.
ADDITIONAL INFORMATION Estimated cost of construction 67887
a ( rac
PEOPLE SELECTION
OWNER " PYSpra
Permit Description stability and durability cost
6 | (Type, Size, Height of

ATTACHMENT Construction and Proposed Use)

l PREVIEW PERMIT |

NOTE: All fields marked with a red asterisk (*) are required before proceeding.

If any people associated with this project, user can search and add them in the below screen and click on
Next.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

PEOPLE SELECTION

Cancel Permit Application

»
o
o
2
m
I
@

@

SELECT PERMIT TYPE 4. If there are other people associated with this project, eg. Engineers,
Architects, or Attorneys, please search for them in the database
T e ORMATION below. If there are not, please select "Next".
PEOPLE SELECTION Select People Type Please Select v

1]

o

4a. Please use the keyword search below to search by name or by
B email address for a person registered with the City of San Fernando

ATTACHMENT

ks
PREVIEW PERMIT
- -

People
People Name Type Address
NOLAN HERMAN M Owner 8920 Alexander Ave
TR
South Gate User Applicant south fate, South Gate, CA,

96578
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Please enter the legal owner of the property details below and click on Next.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

OWNERSHIP CONFIRMATION

n Cancel Permit Application
ADDRESS

SELECT PERMIT TYPE 5. Who is the legal owner of the property at which this activity is
being conducted?

ADDITIONAL INFORMATION
DOLAN‘HERMAN MTR

PEOPLE SELECTION

Other

- JRRRT MENT E iz
PREVIEW PERMIT

o
=
z
m
Bl

»

Please add the description and upload attachments needed for permit purpose and click on Next.
ADD ATTACHMENTS

‘Cancel Permit Application

=
5
a3
]
"
@

SELECT FERMIT TYFE

Use this upload feature to submit all relevant plans (including a site plan) or supporting documents for the
ADDITIONAL INFORMATION application in PDF format.

Multiple files may be uploaded one at a time. All attachments should be in PDF form with individual files being
less than 20mb in size.

PEOPLE SELECTION

OER Attachment names and files should be numbers and letters only. No symbols (i.e. #,@,", etc.).
ATTACHMENT Description*

f
 PREVIEWPERMIT

File Name™ Upload
Choose File | No file chosen

Attachments.
File Name Description Delete

| cucumberCommandLineExecution txt test upload x |

City of South Gate Online Permit Counter Reference Guide 14



Verify the details below and click on submit permit application button, if details are
proper and final to submit the permit application.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

PREVIEW PERMIT DETAILS

i Cancel Permit Application

p)
. Address 8920 Alexander Ave
SELECT PERMIT TYPE
Permit Type Demolition-Pool - Demolition of Swimming Pool Sub Type Demolition
ADDITIONAL INFORMATION Inspection
4
. Valuation 67887 Applied Date 04/28/2020
PEOPLE SELECTION
Description stability and durability cost
OWNER
n People South Gate User ,
NOLAN,HERMAN M TR
ATTACHMENT
PREVIEW PERMIT Back

Submit Permit Application

You have now successfully applied for a permit!

Once after clicking on submit permit Application, label message will be displayed as ‘Permit Submitted
Successfully’ and user will receive mail as well.

Permit Submittal Success

& 9 % 5

Hello South Gate User,

Thank you for applying for a/an Demolition-Pool - Demolition of Swimming Pool permit with the City of South Gate
at 8920 Alexander Ave. Staff will be in touch with you within three (3) business days with details about when
your permit will be reviewed.

Please contact the Community Development Department at (323)-563-9583 or email at
omartinez@sogate.org/ecardenas@sogate.org.

City of South Gate
Community Development Department
cityofsouthgate.org

Note: Please do not reply directly to this mail.

©

South
Gate

City of South Gate Online Permit Counter Reference Guide 15



Online Building Permit Request.

& 9 9 5

Hello Community Development Staff,

An Online Permit Counter Customer has submitted an application at 8920 Alexander Ave for Demolition-Pool -
Demolition of Swimming Pool permit. Please log into South Gate ELMS to continue processing this permit. To let the
customer know his/her permit is ready for payment, assign fees.

City of South Gate
Community Development Department
cityofsouthgate.org

Cityo.

South
Gate

City of South Gate Admin portal

City of South Gate Admin portal changes Adding Fees by Admin user.

After posting fees, registered OPC user will receive email notification for status change of that particular
permit from Estimate to Pending. The sample email is given below.

Permit Status Changed to Permit Pending

G G D

Dear Applicant,

The permit status for permit number 0200036086 at 8920 Alexander Ave has been changed to Permit Pending. Please
log onto the Online Permit Counter to check the status.

Please contact the Community Development Department for further questions at (323)-563-9583 or email

City of South Gate
Community Development Department
cityofsouthgate.org

Ciyor.

South
Gate

City of South Gate Online Permit Counter Reference Guide 16



My Permits List

Click on the MY PERMITS menu and select the appropriate link to view the list of activities that are
associated with your Online OPC Portal user account email. Note that for security reasons, we are only
allowing access to a record if the contact on the original record has the same email as the City of South Gate
Online Permit Counter (OPC) user email. To view the permit list, click on the ACTIVE PERMITS link.

South
Gate

All active permits associated with City of South Gate Online Permit Counter (OPC) account/email will
be listed chronologically grouped by the permit type.

CITIZEN SERVICES ONLINE

Bi{MY ACTIVE PERMIT(S) |

Permit Number Permit Type Address Status Applied Date

0200036106 HVAC -CHANGE OUT - REPLACEMENT OF HVAC UNITS 9510 Alameda St C Estimate 04/17/2020

0200036105 Electrical - Electrical Permit 9520 Adella Ave Estimate 04/17/2020
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View Permit Detail

To view permit details, click on the address hyperlink from MY ACTIVE PERMIT(S) page.
The portal users can print the permit from OPC with corresponding permit details as a pdffile.

& SOUTH GATE

CITIZEN SERVICES ONLINE

Bi VIEW PERMIT
9520 Adella Ave

PERMIT DETAIL

m PRINT PERMIT

Permit # 0200036105 Permit Type Electrical - Electrical Permit
Sub Type Electrical Permit Status Estimate

Description concrete electricals

Applied Date 04/17/2020 Issue Date

Completion Date Expiration Date

Valuation 233 Address 9520 Adella Ave

Created By South Gate

FINANCE MANAGER

Activity Total
Fees 0.0 0.0
no no AL
Activity Total
Fees 0.0 0.0
Payment 0.0 0.0
Balance Due 0.0 0.0
PEOPLE MANAGER
People Name People Type Address
South Gate Applicant south gate street,South Gate,CA
South Gate Applicant south gate street,South Gate,CA
COMMENTS
Date Comment
PLAN CHECK COMMENTS
Date Comment

The portal users can also upload all the documents which are relevant to permit orinspection.
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ADD ATTACHMENTS

Description”
(Type, Size, Height of Construction and Proposed Use)

File Name*
Upload
Choose File | No file chosen

ATTACHMENTS
Name Description Size Date
URL txt Attachment names and files should be numbers and letters only. 469 04/24/2020

No symbols

My Inactive Permit(s)

Permits with status as Expired, Cancelled etc. are displayed in In-active permits page

& SOUTH GATE USER

South
Gate

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

E MY INACTIVE PERMIT(S)

Permit Number Permit Type Address Status Applied Date

0200036084 Plumbing - Plumbing Permit 8920 Alexander Ave Expired 04/28/2020

City of South Gate Online Permit Counter Reference Guide
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Request Inspection

To request an inspection, users can click on the “Inspections” link from the main
menu then click on “Request Inspection” sub menu.

& SOUTH GATE

South

Gate
e MY PERMIT O APPLY FOR A PERMIT
Asummary of projects and activities with which you are affiliated Apply for a permit

MY PROFILE

Select the permit number, Inspection type(s), Inspection Action code, requested inspection date,
requested inspection time and enter additional comments and click on Schedule Inspection Request.

Permit Number* 0200036086 v
Inspection Type” R-BLDG FINAL i
Inspection Action Code* Request For Inspection
Requested Inspection Date * [}

B} May 2020 8
Su Mo Tu We Th Fr Sa

Requested Inspection Time*

\ 1
This inspection request establishes a 30 minut 4 5 6 7
Building Inspection appointment. 1 12
Describe the inspection requested and provide
any necessary information to the South Gate
Building Inspection:

Vi

Although every effort will be made to accommodate all re Ith Gate reserves the right to reschedule or cancel appointments due to
incomplete permit information and unforeseen circumstal le for any incidental, indirect, special or consequential damages,
resulting from rescheduling or cancellation A 207
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Cut Off times / No Schedule window

No Schedule Start / End time

Based on the time limit given by admin user in no schedule start and no schedule end, the OPC users
won’t be allowed to request inspection in the particular time range for no schedule start and no
schedule end time

Request cut off time

Before 3PM, the system allow user to schedule next day appointment.
After 3PM the system won’t allow to schedule appointment for next day but can schedule appointment
for the upcoming two days for OPC users.

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

i INSPECTION REQUEST

Permit Number* Please Select
Inspection Type” Please Select
Inspection Action Code* Request For Inspection

Requested Inspection Date * a

Requested Inspection Time* Morning Inspection
Afternoon Inspection

This inspection request establishes a 30 minute

Building Inspection appointment.

Describe the inspection requested and provide

any necessary information to the South Gate

Building Inspection: y

Although every effort will be made to accommodate all required appointments, The City of South Gate reserves the right to reschedule or cancel appointments due to
incomplete permit information and unforeseen circumstances. In no event shall the city be liable for any incidental, indirect, special or consequential damages.

resulting from rescheduling or cancellation
Schedule Inspection Request

Inspection maximum limit per day ELMS

From South gate portal, admin user can set the maximum limit for all building and safety inspectors on per day
basis, whereas the summation of all building and safety user’s inspection limit per day is considered as per day
limit in South gate OPC.

Inspection maximum limit per day OPC

If the maximum limit of inspections per day was exceeded, user will not be allowed to schedule an inspection on
the given date. User will be prompted to select a next available date to schedule the same inspection.
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CITIZEN SERVICES ONLINE

i INSPECTION REQUEST

Permit Number* I 0200036084
Inspection Type™ Please Select
Inspection Action Code* Request For Inspection

Requested Inspection Date * !

Requested Inspection Time* Morning Inspection

Afternoon Inspection

After successful submission of an inspection, the user will be redirected to inspection results page

CITIZEN SERVICES ONLINE

Q_ INSPECTION RESULTS

Inspection Type : C-Corr List

Permit Number 0200036105 Entry Date 04/17/2020
Inspection Type Inspection Date 04/22/2020
Inspection Status Request For Inspection Inspection Time Morning Inspection
Comments 04/22/2020 : test south gate Requested by Online Public Scheduler

Mail notification for inspection request submission to Applicant
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Building Inspection Request. nbox 5 2

10:30 PM (0 minutes ago) 1‘:( -

Dear Applicant,

Your On-line Inspection Request has been received and you are scheduled for a inspection Type C-Corr List on 04/22/2020. If you need to cancel or reschedule please log on and make the
changes on-line or call the Community Development Division at (323) 563-9549 before 10:00 to cancel or reschedule your inspection

City of South Gate
Community Development Department
cityofsouthgate.org

©

South
Gate

Assigning Inspection

Reassign inspection from South Gate Admin portal by building and safety inspector. Inspections requested from
online OPC will be displayed as Yes in the online column of inspections page in ELMS

Inspection can be re-assigned from unassigned to another inspector, based on the inspection limit per day of the
particular inspector.

Inspection assignment

& g 9 =

Dear Applicant,

0200036085 at 5120 Abbott Rd has been assigned an inspector Berrios David for an inspection of type C-BLDG FINAL
on 04/30/2020.

City of South Gate
Community Development Department
cityofsouthgate.org

Gy of

South
Gate

Email notification will be triggered for the below changes in inspection such as Inspector change, Inspection
date and Action code.

City of South Gate Online Permit Counter Reference Guide
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0200036084, Correction

ey § © 3

Dear Applicant,

An inspection was conducted on 05/04/2020 by Berrios David. The status has been changed to Correction for permit
number 0200036084.

City of South Gate
Community Development Department
cityofsouthgate.org

Cancel Inspection

To cancel a scheduled inspection, you may click on the CANCEL INSPECTION from INSPECTION menu.

INSPECTION MY PROFILE

NSPECTION
N RESULTS

CANCEL INSPECTION

i

E ,J,;!‘

& SOUTH GATE USER

CITIZEN SERVICES ONLINE

&xCANCEL INSPECTION

Permit Number Please Select v

Select the permit number, then check the inspection(s) to be cancelled and click “Cancel Inspection(s)”.
Past and Current inspections will not be displayed, only future inspections will be displayed here.
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& SOUTH GATE USER

CITIZEN SERVICES ONLINE

&x CANCEL INSPECTION

ACTIVITY

Plumbing - Plumbing Estimate tryu 8920 Alexander Ave
Permit

INSPECTIONS

Inspection Inspector Action Time (Minutes)

(o] 04302020 C-Pibg Final Berrios David Request For Inspection 50

Cancel Inspection(s)

Cancel inspection cut off time

After 3 P.M user not allowed to cancel tomorrow’s inspections from cancel inspections page. After
cancellation of an inspection, label message will be displayed as in the below screenshot.

HOME MY PERMITS INSPECTION MY PROFILE CONTACT US

& SOUTH GATE USER

CITIZEN SERVICES ONLINE
Inspection has been cancelled successfully

&x CANCEL INSPECTION

Email notification for cancelling an inspection
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Inspection is cancelled for permit number 0200036084 for a/an Plumbing - Plumbing Permit at 8920 Alexander Ave.

City of South Gate
Community Development Department
cityofsouthgate.org

Cityof

South
Gate

Inspection Results

To view inspection results, click on the INSPECTION menu and select inspection results. After that
enter the permit number then we can see inspection results like below.

CITIZEN SERVICES ONLINE

Q INSPECTION RESULTS

Inspection Type : C-Pibg Final
Permit Number XXXX Entry Date 04/2812020
Inspection Type C-Pibg Final Inspection Date 04/30/2020
Inspection Status Canceled Inspection Time Morning Inspection

Comments Cancelled by the requestor
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Terminology

e  Activity — permits.

e Activity Status — permit status.

e Applied Date — the date for which the activity was first recorded Description —scope of work,
additional activity details.

e Sub Type — a sub category within the activity type.

e Request Inspections, Cancel inspections.

Questions & Queries

If you have further questions, comments, suggestions or need technical support, please contact:

Address

Community Development Department

8650 California Avenue, South Gate, CA 90280
Phone: (323) 563-9583

Email: ecardenas@sogate.org
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