
New Residential Application Combination Permits



Objectives

• New Residential vs. Improvement Permits
• Types of New Residential Permits

• Working with Combination Permits - Definitions
• MEP (Mechanical, Electrical, Plumbing) /Flatwork  

Fees
• Scheduling inspections
• Documents

• The Application vs. Permit – Workflow
• The Application Process

• Using the Amendment record
• Release to CPS Energy and Certificate ofOccupancy



New Residential Records - Linked

Application
Record RES-RBP-APP(year)-355(5 numbers)  

Permits (One or more permits issued from an Application)

Record RES-(Varied)-PMT(year)- 8 Numbers

Amendment - Add/Remove Contacts & LP  
Record AMD-CONTACT-(year)-110(5 numbers)

Certificate of Occupancy (one or more)
Record COO-RES(year)-380(5 numbers)



New Residential vs. Improvements
Application

NEW RESIDENTIAL APPLICATION/PERMITS RESIDENTIAL IMPROVEMENT  
APPLICATION/PERMITS

Vacant lot or existing home Existing home on a lot - required

Accessory Structures and Additions 
Over 1,000 sq ft
OR Two-Story

Accessory Structures and Additions 
1,000 sq ft and smaller
AND One-Story

• Accessory Structures
• Additions
• Carports
• Decks
• Covered Patio/Decks

• Accessory Structures (garage or shed, etc.)
• Additions
• Carports
• Decks
• Covered Patio/Decks
• Swimming Pools orSpa

Main Use of the Application:
• New Single Family on a vacant lot
• New Duplex or Townhomes
• Accessory Dwelling Units (2nd dwelling)



Types of Residential Application



Types of Residential Application
New Residential Home (may have multiple on one lot)
• New Single Family
• New Duplex
• New Townhomes – by definition three (3) or more

Accessory Structure and Additions
• Decks, Garages, Carports, etc. (detached) and Additions to

an  Existing Home

Accessory Dwelling Unit
• Second detached home on a lot (bedroom, bath, kitchen must 

be  included)

Prototype Plan
• Intended for a Spec Builder with the same plan built multiple

times

Foundation Only
• Intended for a foundation when Moving an existing house to 
• the lot



Definitions
Combination Permit Definition

A Permit where all inspections and fees required to complete 
the  specific scope of work for any issued Building Permit are 
located on  the permit. There are no standalone trade permits 
or application for  fees/inspections.

Licensed Professional (LP)
All the trade contractors that have State or City Licenses
and  Registered with the City. These are not Contacts.

Contacts
All people that can see and work with the application and later  
permits. These do not include the LP. General Contractors (if any)  
are Contacts.



TYPE Who May Apply Type of  
Inspections

Comments

New Homes Home Builder, Owners Building, MEP,  
Flatwork

Combination Permit

Accessory  
Dwelling

Home Builder, Owners Building, MEP,  
Flatwork

Combination Permit

Accessory  
Structures,  
Additions

Home Builder,  
Home Improvement,  
Owners

Building NON-Combination  
Separate MEP  
Flatwork

Prototype Home Builders None No Permit issued
Foundation Home Builder, Owner Building,  

Flatwork
NON-Combination  
Separate MEP

Owners are homeowners, property owners, tenants. Anyone 
who occupies or uses the building for 12 months  after
construction.



NON-Combination Permit
Separate Mechanical, Electrical, Plumbing,  
Flatwork permits are still issued to trade  
contractors with separate fees and
inspections.

CHANGE:
On the main building permit, the Final Building
Inspection can not be scheduled until the related  
MEP and Flatwork permits are closed (LOC  
issued). This is required.



Combination Permits – Fees

• Payment includes MEP  Fees

• Payment includes  Flatwork Fees

• No Separate MEP Flatwork  Permits

No changes are made to fee structures/calculations.
Fees  are based on square footage of the building and 
square footage of the flatwork in the Public Right-of-
Way.



Combination Permits – Inspections and  
Other Permits
A Combination Permit includes all:

• Building Fees and inspections (called Base Fees)

• All Electrical Fees and inspections – including TML and TOPS

• All Mechanical Fees and inspections

• All Plumbing Fees and inspections – can include irrigation

• All Flatwork fees and inspections in the City Public Right-of-Way  

(sidewalk/curb/driveway approaches)

A Combination Permit does NOT include:
• Any Fire Permits: Fire Alarm, FireSprinkler

• Irrigation can be pulled separately – not used forCOO



Separate MEP Sidewalk/Curb Permits
A separate MEP or Sidewalk/ Curb permit should
not be pulled, otherw ise:

• MEP/Flatwork Fees end up being paid twice,

• Duplicate inspections are created on separate permits,
• The release to CPS (if required) is delayed, if any

inspections  are performed on invalid MEP Sidewalk/Curb
permits.

• The issuance of the Certificate ofOccupancy is delayed, 
and

• The standalone permit will need to be voided later.



Flow of an Application and Permit



Application/Permit Flow
Application Record
• Customer: On-Line submittal of the application
• Customer: Upload electronic files, construction plans/forms
• City: Completeness Review to review 

application/documents

• City: Invoice e-mails – Customer: Payment of Plan Review
Fees

• City: Technical Reviews (typically Building and Tree
only)

• Customer: Using the Plan Room to resubmit revisions

• City: At the last Approved Review, the Permit 
Record is  created
• Permit Record(s) and Inspections



Documents
Application Record – Required to approve Completeness
• Upload when the application record is created

• Construction Plan (for a new home: Site Plan, 
Building  Plans, Window/Door Details, Roof Wall 
Framing), Manual  J and S (HVAC), Energy
Information

Permit Records – Required to complete
Inspections  Upload creates a review by DSD

• Upload at any time on the permit record
• Foundation Engineer’s Letters, Energy Letters 

(IB167 Form), Plumbing Shower Pan, etc.



The Application Process



Starting the Application

A license is not required to apply for a residential  
application if a homeowner is applying. By definition, a  
Homeowner is the property owner, tenant, or anyone 
who lives in/or uses the building for 12- months.



Starting the Residential Application



Starting the Application - Address
Search for an Address or a
Parcel.

Address is found only if in the City 
GIS database.

Type only part of the street name.
Try search by Street number only.

All City parcels are in GIS. Find 
Parcel in the  City One Stop Map 
and skip  Address.

https://gis.sanantonio.gov/DSD/OneStop/Index.html


Starting the Application - Address



Residential Application – Detail Information
Shown on the Application intake screen

Shown in the Accela Citizen Portal



Residential Application – General Information



Types of Residential Application
New Residential Home (may have multiple on one lot)  

Accessory Structure and Additions

Accessory Dwelling Unit

Prototype Plan  

Foundation Only



Residential Application - Contacts
The Owner is Required
(Company Name/Business
Owner)

A Home Owner checks
the Box - Company  
Name/Business Owner –
You are the Owner and  
Applicant.

A Home Builder is a  
person licensed, but  
attached to a Company. Do 
Not Check - Continue to  
next screen to Look Up  
your Company.



Residential Application – Contacts Look Up

Home Builders receive an error message. Look Up your company 
associated with the Licensed Professional license.
Home Owners under Applicant also known as (previous screen)  
should have checked the Company Name/Business Owner.



Residential Application – Home Builder  
Look Up for your Company



Residential Application – Contacts Look Up

Once you find the Owner (if in system as Contact), customers
must also add the address in the system and indicate Company 
Name/Business Owner.



Residential Application – Contacts



Residential Application – Trade Contractor

This screen is to add Licensed Professionals, i.e., any  
Mechanical, Electrical, Plumbing or Flatwork
contractors.

Not required. Subcontractors may be added later to the 
permit(s), once they are hired, to schedule their  inspections. 
Fees would have already been paid.



The Sidewalk Curb Details screen is critical for Combination Permits.
Indicating Yes adds inspections in the Public right-of-way 
(ROW).  Be aware, answer No if all the work is on private
ROW.  Sidewalk Curb Fees are created by answering Yes.

Fees are added by calculating the square footage of flatwork in the ROW.



Multiple Buildings often are built on lot as part of large 
project.  Apartments contain many buildings and issue many
permits/COO. Each building being proposed for a permit 
requires separate information  for fees, inspections, release to 
CPS, and Certificate of Occupancy  purposes.

Residential Application - Multiple Homeson  
one lot (with proper zoning)



Each New Home (building) in the scope of work requires a  
separate row for information to be entered (click add a row).

Each building has its own unique MEP work for fee and inspection and 
its own building number.
Best Practice: contact DSD Addressing (dsd.addressing@sanantonio.gov) 

before the application to have  building numbers assigned – to enter the 
approved building number on  this screen.

mailto:dsd.addressing@sanantonio.gov


I am out of the office and returning on Tuesday.
Thank you.



New Home Residential has standardMEP and so 
always invoiced and inspections added.

Gas, TML and TOPS are not standard for all homes.



Design Details Page
Trusses and Lintels under brick/stone require Engineer  Information.



Platting or Certificate of Determination Information



Funding Information and Universal Design
Questions



Lot Information

Domestic Water Availability

Paved Access for Emergency Vehicles



Energy Conservation Information



Tree Protection Information

Vested Rights

Listing Previous Tree Permit forSubdivisions



The Final Application screens

1.City Fee Waiver screen (if Yes, provide the approved  

Fee Waiver program number provided by the City  
Department approving the fee waiver application).

2.Acknowledgement Checks
3.Review screen to edit any information – check

certification at bottom. Click Submit.

Finishing the Application



Successful Submittal



Flow of an Application and Permit
Application Record
• Technical Reviews
• At the last Approved Review, the Permit Record is created:
Permit Records
• City: Permit Fees/Inspections created, and Invoices e-

mailed

• Customer: Payment and Approved plans become available to download
• Customer: LP trade contractors added on the Permit
• Customer: Inspections scheduled and completed
• Customer: Post Permit Documents / Letters uploaded to the Permit record
• City: Release to CPS and Certificate of Occupancy



The Permit Process  
Amendments

Adding Contacts on any Permit  

Adding Trades for Combination Permits



Combination Permits – Who may schedule?
Base inspections may be scheduled by any Contact, 
typicallythe  Owner, or the Home Builder

MEP/Flatwork inspections can only be scheduled by the Licensed  
Professional (LP) trade contractor for the type of inspection

• Mechanical
• Electrical
• Plumbing
• Flatwork (sidewalk/curb/driveway approaches in public right of  

way)

Building Related Tree



Combination Permits – Licensed 
Professionals (LPs) on Permits

• The Licensed Professionals (registered MEP and 
Flatwork  contractors) must be added to the individual 
permit as  Licensed Professionals to login (if they were 
not already added  to the application before the permit 
records were created.)

• Once Mechanical, Electrical, Plumbing or Flatwork  
contractors are added as LPs, they can start  
scheduling their specific MEP and Flatwork
inspections  on the building permit.



Licensed Professionals on the Records

• LPs may be added on the application up front (if hired and  
known). They will carry over to each permit when the permit  record 
is created (convenient if there are many  permits/buildings –
multiple SFR on one lot).

• Normally the LPs are added to each Permit. They are  added to 
schedule their specific inspections for that  permit.

• Example: Only an Electrical Contractor on the permit may 
schedule all the electrical inspections.

• The LPs must be registered and active in the Accela system-to 
be added to a record. The LPs would pay their  specific fees, if not 
already paid by a contact, when the base fees were paid.



Adding the MEP and Flatwork Contractors  

The Amendment Record is Used for:
• The purpose of adding the LP - Licensed Professionals (MEP  

and Flatwork contractors), the Amendment Record includes a  
type entitled Add and Remove.
• Add and Remove can be used to add contacts on the records,

but also used to add and remove LP.
• If a homeowner applies, they may add a General Contractor as a

Contact to the application and/or permits.
• Add an LP for each trade to pay their fees. Each LP is REQUIRED to  

be added to schedule the specific inspections.

• Remove an LP and replace with another LP of the same type.

• May also have more than one LP for a specific trade (working on  
different systems).





• Select the type Add/Remove Contact
(#1).

• Describe what you are intending
(#2).

• The next screen will be the address  
(pre-populated) and you may skip it.



If the Applicant is not the General Contractor (GC), the GC is  
added as a Contact on this Screen.



• This example shows no  
MEP or Flatwork  
Contractors added to  
this Record.

• You would look up trade  
contractors; you may  
never add a new one  
since they must be  
registered with the City.

Tip: Look up by the City License Number (the  
contractor can provide to you – may not match their state  
license number exactly), phone number, name (first and
last), or Company Name (in that order of preference).
Only search by one field.  

You might need to try several search versions to find the  
contractor. If they are not in the system, then they are  
not registered with the City as State Licensed Contractors  
and can not be added until they register their state license  
with Development Services Department. Contact Customer 
Call Center with questions: 210.207.1111, M-F, 7:45am to 
4:30pm.





Edit and Delete if wrong contractor is added.

Typical Projects will have work involving Plumbing, often Mechanical,  
and sometimes Flatwork. These are added in this screen also by  
using Look Up for each LP and trade.



Amendments – Add/Remove Final Screens
• After adding (or removing/replacing), the rest of the  

screens may be skipped.

• Screen that confirms the new list of LP trade contractors.

• Screen where you can add documents (not needed but  
available).

• A Final Review screen where you can review all information and  
edit if necessary.

• The Final Review screen has a certification statementto  
Check at the bottom.

• Finally, you have finished and are provided with an
Amendment record number (next slide and the 
Amendment record is a  record in your list.



Completion of the Amendment
results in a record number (#1).

The actual Record is found under the  
Home tab, My Records, then under  
Amendments (#2).

For Add and Remove of LP, the result Status is
Completed. There is no City Review



Finalizing the Permit
• Scheduling and passing required inspections
• Uploading of all required inspections letters (Energy, 

Foundation,  Shower Pan, etc.)



Release to CPS Certificate of
Occupancy

A New Residential Home automatically obtains:
• TOPS and Gas Release to CPS (click link to view 

checklist): CPSEnergyChecklistResidential
• Permanent Power does not have a checklist (all 

inspections are  completed, and fees paid)
• Certificate of Occupancy (COO), will be e-mailed  once 

inspections are closed.
All other types of permits obtain a Letter of  
Completion (LOC) by e-mail once inspections are closed  
out.

https://docsonline.sanantonio.gov/DSDUploads/BuildSA%20%20CPSEnergyChecklistResidential.pdf


Thank you.

Questions? Please contact 
buildsaocmteam@sanantonio.gov

OR dsdbuildsasupport@sanantonio.gov 
Please provide record id# and details.

mailto:buildsaocmteam@sanantonio.gov
mailto:dsdbuildsasupport@sanantonio.gov
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