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BUILDING INSPECTION DIVISION 
How to Renew an Expired Permit 

a. Gather the following documents:
i. Approved building permit application
ii. Copy of approved plans. Required on the job site for inspections.

If you do not have these documents, please contact Records Management at 
dbi.records3r@sfgov.org 

b. Complete the highlighted fields as shown on the sample Form 3/8 on page 2. Form 3/8 is available
at https://sfdbi.org/sites/default/files/BldgForm3-8_Fillable.pdf. Use the original approved
application as a guide.

Items 14/General Contractor and 15/Owner-Lessee: If you are the homeowner, please 
complete both fields. Leave the contractor license information blank. 

Item 16/Description of Work: Leave this section blank. The inspector will assist you complete 
the description.  

c. If you have additional questions, please email dbi.inspectionservices@sfgov.org. Be specific.

d. You may email the renewal application packet or drop it off in person.

i. By email: Send the completed application together with the original approved application to
dbi.inspectionservices@sfgov.org. Once received, we will keep you informed of next steps.

ii. In-Person: Register at the Permit Center Help Desk. You will be directed to the
Information Desk to complete a permit application and a routing slip. Then, you will be
directed to Inspection Services to drop off the application packet. The approval is not
immediate. Once the application is reviewed and approved by a Senior inspector, we will
inform you that the application has been forward to Initial Plan Review for processing and
issuance. Initial Plan Review requires that you come in person to make the payment and pick
up the permit.

e. If you print the form 3/8 to fill it out, please make sure it is printed in legal size paper (8.5”x14”).

Your request will be reviewed by a Senior inspector. Once approved, we will route the application to Initial 
Plan Review for payment and issuance. 
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