
PLANNING DIVISION

HOW TO APPLY 
FOR A ZONING 

CLEARANCE 
PERMIT 
ONLINE



GO TO THE VC CITIZEN ACCESS WEBSITE 

Website link: https://vcca.ventura.org/



Click “GO TO CITIZEN ACCESS NOW”
 This will take you to a screen where you can “LOG IN” or “CREATE AN 

ACCOUNT” 
 If you already have an account, you can log in
 If you do not have an account, click the “CREATE AN ACCOUNT” 

button at the lower right; see next slide



If you already have an account, skip this page

1. Login Information: To create an account, complete the required information, double 
check your email address, check the box and click “Continue.”

2. Select Contact Type: For example, select “Applicant”

3. Additional information will populate; complete the required fields then click “Submit”
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 If at any point, you have trouble logging in 
or accessing the system, click on the 
“TECHNICAL SUPPORT” link at the top of the 
page. 

 Fill out and submit the form that appears on 
the left side of the screen and you will be 
contacted by the tech team to help fix your 
problem.

Technical Support



You are now logged in. 
This is the Home Page.



To apply for a permit, click on “Planning,” 
then “Create an Application” 



 Read and review 
the general 
disclaimer

 Check in the box if 
you accept

 Click “Continue 
Application”



 Click the 
“Planning” 
triangle (also 
known as the 
dropdown) 

 Select desired 
record type 
from the list 

 Click “Continue 
Application” 



Step One (page 1 of 2) 

Read about the different 
types of zoning 
clearances and select 
the type (and any 
subtype, if applicable) 
that fits your project.



Step One (page 2 of 2) 

Enter detailed description 
and additional fields if 
questions appear below. 
(If questions don’t 
appear, ignore the 
“Home Occupation” text)

Click “Continue 
Application” 



Project Information
 Enter the property Street No. and 

Street Name (without the street 
suffix, such as Rd, Ave, etc.) and 
click on search. If a match is found to 
the address, the Parcel Number and 
Owner Information  will automatically 
populate.  

 You may also look up property 
through the parcel number (APN) 
first. Use 10 digits with no dashes. 

 If the parcel has no assigned 
address,  enter 0 into “Street No.” 
field and enter the nearest street for 
“Street Name” 

 *Please fill in the owner’s email and 
phone number fields if the applicant 
and owner are not the same.

 Click “Continue Application” 



Add Contact For APPLICANT (page 1 of 2)
To add a contact, click 
either of these options:
-“Select from Account” 
opens a window with 
possible associated 
contacts with this 
application, typically the 
owner and the applicant 
(must include the email 
address). See next slide 
for more info
-“Add New” opens a 
window to add a new 
contact (must include 
the email address)

Click “Continue 
Application”



Add Contact For APPLICANT (page 2 of 2)

 When selecting 
“Contact from 
Account,” please 
ensure that all fields 
with an asterisk (*) 
are filled out. 
Additionally, phone 
numbers must not 
contain any spaces. 

 Press “Continue” 
when complete.



Upload Documents (page 1 of 2)
The attachment page is where you upload required documents 
relevant to your project, which include a Zoning Clearance 
application signed by the property owner and a set of plans (site 
plan, floor plans, and elevations). A copy of the application and 
plan instructions are available on our website at: 
vcrma.org/ministerial-permits

Then click “Add” here 

Click ”Add”
here 

Note: You can repeat this 
process if you have multiple 
files to upload. Files should 
typically be in PDF format.



Upload Documents (page 2 of 2)

Once you have added all 
the files you want to 
upload, click “Continue” Then click “Save” and “Continue Application”



Review
Review the information you have entered from the previous pages.  
If you’d like to edit any part of your application, you can do so by 
clicking “Edit” next to the applicable section. 

If all the information looks correct, scroll to the bottom of the page, 
read and review the permit certification section & click the checkbox if 
you agree.  

Click 
“Continue 
Application”



Pay fees (page 1 of 2)
Please note that payment of 
fees is required at this 
point. An application 
cannot be accepted for 
continued processing unless 
fees have been paid. 

Your record number will 
be listed at the bottom 
and a confirmation email 
will be sent. Example: 
“ZC24-XXXX”

Reference this number 
when inquiring about your 
application. 

If your case number looks 
like “24TMP-XXXXXX”, the 
case has not been paid and 
fully submitted. 



Pay fees (page 2 of 2)
On many types of Zoning Clearances, the fee you pay when you 
initially submit through Citizen is the $50 application fee.

The full fees that are customary for that type of Zoning Clearance will 
be assessed after the case is received by the Planning Division, and 
your application fees will be applied towards the full fees. 

If additional fees are required, your case status will be changed to 
“Payment Required” and you’ll receive a notification email. The 
additional fees may be paid by anyone with a Citizen Access account 
by following these steps:

a. Go to vcca.ventura.org and log onto your Citizen Access account
b. Select Planning at the top of the page
c. Put in your Record Number (Example: ZC20-0000)
d. Select Payments and then Fees in the dropdown
e. Select Pay Fees and then Checkout



Or call us at

(805) 654-2488

or

(805) 654-2451 (Spanish) PLANNING DIVISION

THANK YOU!

If you have any questions or need assistance, 
please email us at plan.counter@ventura.org


