
 
City of              RANCHO PALOS VERDES 

Department of Planning, Building & Code Enforcement 
 
 
 
 Procedure for Requesting Duplication of Building Plans 
 
 
 
The City of Rancho Palos Verdes Community Development Department maintains address 
files for all properties within the City and in many cases these address files contain the 
permit history associated with each individual parcel.  Every address file is considered to be 
a part of public record and all planning application documentation as well as all building 
permits associated with the parcel are allowed to be copied during normal business hours 
in the lobby of the Community Development Department.  If the City has building plans on 
file for a parcel and one is interested in obtaining copies of such plans these plans may be 
available to reproduce pursuant to Section 19851 of the Health and Safety code, which 
requires that the following prerequisite materials be submitted before a city may permit 
duplication of said building plans: 
 
 

1. The attached affidavit must be properly filled out and signed by the person 
requesting copies of official building plans (be aware that the signature must 
be notarized). 

 
 

2. The City must receive two signed written releases (attached).  The first 
release shall be from the current or original owner of the building stating that 
copies may be released to you.  The second release shall be signed by either 
the certified, licensed, or registered professional who signed the plans, or his 
or her successor that states that the copies may be released to you.  There 
are two options available for which these releases may be obtained: 

 
a. The individual requesting the copies may attempt on his/her own 

accord to obtain a release from the owner and architect.  Once the 
releases are presented to the City, copies of the plans will be made 
within 10 days of receipt of the affidavits. 

 
b. The individual requesting the copies may ask the City to obtain the 

releases.  Be aware that the City charges the fully burdened hourly 
rate for staff time to research addresses, prepare/process the letters, 
and the additional cost of postage (letters are sent either registered 
mail or certified return receipt).  The design professional has up to 30 
days (60 days if special circumstances apply) to respond to the 
reproduction request.  A 10 day turnaround time frame to make the 
copies will then take effect once a response has been received or the 
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30-60 day response time frame has expired, whichever occurs first. 
 
 
Process: 
 
For either option (2a or 2b), please submit a letter that thoroughly details exactly what plans 
you would like to have copied as well as how many copies of each plan you would like to be 
made.  Be aware that the copying cost for plans must be paid in advance before plans can 
be sent out for reproduction (see fees below).   
 
If you choose option 2a above, then please return the letter, affidavit, fee for reproduction of 
the plans, and the two signed written releases to the City of Rancho Palos Verdes 
Community Development Department.  Upon receiving your request the required materials 
will be reviewed for completeness and if complete the requested plans will be sent out for 
reproduction and shall be made available for pickup within 10 days.   
 
If you choose to proceed with option 2b above, then please submit the letter, affidavit, an 
initial $500.00 Trust Deposit to cover staff’s time to conduct the necessary research, and 
the fee for reproduction of the plans.   
 
If you have any further questions regarding the above described process please feel free to 
contact the Community Development Department at (310)544-5228 or e-mail us at 
planning@rpv.com. 
 
 
 
 
 

Photocopying Fees 
Size of Original Document Fee 

8.5x11 $0.23 per page 

8.5x14 $0.24 per page 
11x17 $0.24 per page 

Full size sheets of Building or Planning 
Plans 

The City uses an outside vendor to 
photocopy maps and other oversized 
items.  The requester shall pay the amount 
charged to the City by the outside vendor.  
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