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PLANNING & DEVELOPMENT SERVICES 

 

 OBTAINING A KITCHEN/BATH 
REMODEL INSTANT PERMIT 

EFFECTIVE: July 1, 2024 

The information provided in this document is general and intended as a guide 
only. Each project is unique and additional requirements may apply. 

 

 
INSTANT PERMIT 
Instant Permits can be filed online through Palo Alto’s Accela Citizen Access (ACA) portal link, however, 
the applicant must have a valid California State License Board (CSLB) license number. Please paste this link 
into your internet browser to access the portal: https://aca.accela.com/PALOALTO.   
 
CREATING AN INSTANT PERMIT 

1. Open your web browser and go to https://aca-prod.accela.com/PALOALTO/ and sign into your 
ACA account. If you do not yet have an account, please create an account.  

 
 
 

2. When the homepage loads, click on the “Building” button, located above the green bar. After the 
Building page loads, click “Create Application” on the green bar. 

 

 
 
 

Sign in to your account to start 
the instant permit process. 

 

https://aca.accela.com/PALOALTO/Default.aspx
https://aca-prod.accela.com/PALOALTO/
https://www.cityofpaloalto.org/files/assets/public/v/3/development-services/online-permitting-services/how-to-register-for-an-aca-account.pdf?t=61233.25
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3. Read through the disclaimer and agree to the terms by checking the box. Then click “Continue 
Application”. 

 
 
 
 

4. Select the permit type for your project. Each permit type will have different requirements and 
different fees. When you have made your selection, click “Continue Application”. 

 
  

Read the disclaimer and check the box to 
agree to the terms. 
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5. Complete the project qualification questionnaire to see if you qualify for a kitchen/bath instant 
permit and answer all required fields. If your project does not qualify for an instant permit, 
please submit a Pre-Application. When complete, click “Continue Application”. 

 
  

You can save your application for up to 3 
days and continue later if you need more 
time to gather information or documents. 

https://www.cityofpaloalto.org/Departments/Planning-Development-Services/Development-Services/Apply-for-a-Permit/Apply-for-a-Building-Permit
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6. Enter the project address. You only need to enter the street number and first few letters of the 
street name, then click “Search”. The search function should automatically populate the Parcel and 
Ownership information by default.  
 
Please note: If the address you are searching for has ADU unit numbers, you will need to select 
the correct address from a pop-up window that will appear. Also note that you will likely need to 
add homeowner contact information for this permit. 

 

 
 

 
 

7. Add a contact for this application. Click the “Select from Account” button to pull your information 
from your ACA account for this permit. When complete, add your Contractor information. You can 
search for them using the “Lookup from CA State License Board” function or by “Look Up from 
Palo Alto Database” if your contractor is already in our system. 

 

 
 

 

 

Add any missing information for 
the Property Owner. 

Enter the street number and street 
name, then click search. Parcel and 
Property Owner information should 

automatically appear. Then click 
“Search”. 

Search for your contractor using their 
license number through either of 

these search options. 



Kitchen/Bath Remodel Instant Permit Page 5 of 10 Revision Date: 06/27/2024 
 

a. Selecting either option will open a pop-up window where you will enter the state license 
number, scroll down then click “Look up”. 

 
 

If your CSLB license does not appear to be in our database, please contact 
PDSData@CityofPaloAlto.org. 

 

 

b. The pop-up window will close and you will receive a notification that the licensed 
professional was added successfully. When complete, click “Continue Application”. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the license number, then scroll 
down and click “Look Up”. 

Your contact information and the 
Licensed Profession information 

should now appear. 

mailto:PDSData@CityofPaloAlto.org
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8. Provide details related to the project on this page. Make sure to read everything thoroughly and 
provide accurate details for a smooth inspection process.  

 
 

9. On the next page answer some questions for the California Energy Code that will determine if 
any additional documentation is required to be uploaded prior to final inspection. 
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10. Upload the required documents by clicking the “Add” button. For Kitchen/Bath Remodel instant 
permits, applicants are required to upload equipment specifications at minimum. If a circuit is 
being added, applicants are also required to upload the residential load calculations document. 

 
 

a. A pop-up window will appear. Click on the “Add” button again and a file selection 
window will now appear. Select your required files, then click “Open”. 

 
 

b. Wait until the files reach 100%. When done, click “Continue”. 
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c. Select the document type and provide a brief document description. When complete, click 

“Save”.  

 
 

d. Your files will now officially be uploaded and shown in the documents list. When 
complete, click “Continue Application”. 

 
 
 
 
 
 
 
 
 
 
 

Provide the document type and a 
description of the documents, then 

click “Save”. 
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11. Review all the information you provided, if you need to make any changes, click on the “Edit” 
buttons on the right side of the webpage. If complete, click “Continue Application”. 

 
 

12. The portal will now show you the itemized fees for the project. Once finished reviewing the fees, 
click “Continue Application”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you need to make any changes to 
the information you provided, click on 

the “Edit” button for the field. 
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13. Finally, the portal will bring you to the payment webpage. Enter the required information and 
click “Submit Payment”. There is no fee when using a credit card. 

 
 
If the payment was successful, you will receive a notification on how to download your permit packet. 
Please make sure to review the permit issuance email and permit packet thoroughly for next steps. If 
you require any additional assistance, please contact PDSData@CityofPaloAlto.org. 
 

 

mailto:PDSData@CityofPaloAlto.org
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