
 

                                            
CITY OF LOS ALTOS 

COMMUNITY DEVELOPMENT DEPARTMENT   

BUILDING DIVISION 

PHONE NO. (650) 947-2752    FAX NO. (650) 947-2734 

WWW.LOSALTOSCA.GOV 

              
COMMERCIAL TENANT IMPROVEMENTS SUBMITTAL REQUIREMENTS 

 
Plan Submittal Hours - 7:30 a.m. – 11:30 a.m. and 1:00 p.m. – 4:00 p.m.  (M-W-TH) 

                                                    8:30 a.m. – 11:30 a.m. and 1:00 p.m. – 4:00 p.m.  (TUES) 

                                                    7:30 A.M. – 11:30 a.m. and 1:00  p.m. – 3:00 P.M.    (FRIDAY) 

       (closed every other Friday) 

 

Please Note: The planning division must review and approve all construction 

  drawings prior to submitting to the building department for  

  exterior modifications, hvac alterations & use changes. 

  

This handout establishes a procedure for plan review submittals for existing buildings.  

According to current CALIFORNIA BUILDING STANDARDS (2019 CBC, 2019, GBSC, 2019 CPC, 

2019 CMC, 2019 CEC and 2019 California Energy Code), permits are required when buildings 

or structures are constructed, altered, repaired, moved, converted or demolished.  Therefore, 

the following guidelines shall be reviewed before commencing any work. 

 
Plan document submittal requirements: 

 

A. Commercial Plan Check Permit Application. 

B. Four (4) complete sets of Design Plans (18” x 24” or 24” x 36”) sheets size prepared by 

a licensed Architect or engineer drawn to a standard of practice scale, (typically ¼” 

=1/0”) 2 of which need to be wet stamped and signed. 

1. Cover sheet specifying: 

a. Project name (market ready tenant improvement or tenant name) & address 

b. Project governing codes:  California Building Standards 

c. Project general notes and specifications 

d. Project Data: 

Occupancy Type   B or M, etc. 

Construction Type   VB, II-B, etc. 

Floor Area    (sq. ft.) 

e. Statement of project Scope of Work and proposed use of space. 

2. Site plan showing and specifying: 

A. Location of building on the site and tenants or occupancy types adjacent 

to the proposed tenant improvement. 

B. Show “path of travel” from the proposed tenant improvement to 

“accessible parking spaces” and the “public way”. 

3. Floor plan(s) showing and specifying: 

A. All existing and new modifications related to the removal (demolition) and 

addition of walls, doors, new rooms and “accessible” restrooms. 

4. Provide additional detail and specification sheets related to wall type and 

connection requirements, door size, type and hardware requirements and 

accessibility details. 

5. Provide additional plan, detail and specification sheets, where necessary to show 

and specify all existing and new mechanical HVAC systems, ducts, intake and 

exhaust registers and fans, electrical panel(s), light fixtures, outlets and 

switches and plumbing fixtures and piping, etc. 

6. Provide Title 24 Energy compliance documents for lighting, building envelope 

heating and air conditioning systems that have been changed, added or modified. 

 

 

 



 
 

 

 

7. Provide reflected ceiling plan. 

8. Provide design for any (n) or modified T-bar ceiling. 1616 

A. Indicate methods to provide horizontal and lateral force bracing including 

light fixture and mechanical equipment attachment. 

9. Include structural calculations (where applicable) 

10. Show all accessible features per Federal ADA requirements and C.B.C. Chapter 

11. 

11. Provide (2) 8-1/2 X 11 copies of the 2019 CalGreen Non-Residential checklist 

Mandatory Measures when applicable.  This checklist to also be placed as a sheet 

inside all sets of plans. 

 

 

YOU WILL BE REQUIRED TO RECYCLE AND/OR REUSE THE WASTE MATERIALS FROM 

YOUR DEMOLITION PROJECT THROUGH ANY COMBINATION OF THE FOLLOWING 

OPTIONS: 

 

1. Employ city-contracted debris box hauler: 

• Mission Trail Waste Systems – http://missiontrail.com/LosAltos/ 

650-473-1400 

 

2. Use a city-approved recycling facility: 

• Zanker Recycling – www.zankerrecycling.com/zanker-facilities 

675 Los Esteros Road, San Jose CA  95134 

408-263-2385 

• Shoreway – www.sbrecycling.net 

333 Shoreway Road, San Carlos CA  94070 

650-802-8355 

• MTWS Transfer Station – http://missiontrail.com/TransferStation/ 

1313 Memorex Drive, Santa Clara CA  95050 

408-727-5365 x514 

• Newby Island – http://local.republicservices.com/site/newby-island 

1601 Dixon Landing Road, Milpitas CA  95035 

408-262-1401 

• Stevens Creek Quarry, Inc. 

12100 Stevens Canyon Road, Cupertino CA  95014 

408-253-2512 

**You must specifically request a weight ticket from Stevens Creek 

Quarry or you will only receive a ticket stating how many loads you 

Dropped off.  A load ticket will not meet the requirements and you  

May be subject to penalties. 

 

DO NOT FORGET TO DECLARE YOU LOAD AS C & D AT THE SCALE HOUSE. 

Please be aware that if operators determine that your load is less than 50% comprised 

of clean wood, metal, cardboard, or other recoverables, they may require you to deliver 

it to landfill or reject it.  Project applicants should make their best effort to ensure 

that each load delivered to City-Approved Facilities contains at least 50% recoverable 

materials. 

 

Any person not in compliance may be subject to an administrative penalty of up to 

$5,000.00 

A limited exemption to the law exists in the Los Altos Municipal Code Chapter 6.14. 

 

Prior to issuance of permit all Food (restaurants, coffee house, grocery store, ice-cream store, etc.) must 

obtain approval from the Santa Clara County Health Department.  They are located at 1555 Berger Drive, 

San Jose, CA  95112 and can be reached (408) 918-3400.    
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