
How to Submit a Tree Destruction Permit Application on eTRAKit 

 

1) Create an account on eTRAKit: https://wood.csqrcloud.com/community-etrakit/  

 

 

 

 

 

 

 

 

 

 

Residents and general members of the public should select “Public Registration.” 
Contractors with a CSLB number should select “Contractor Registration.” 
 

 
 
Enter your contact information and create a password. 
 

2) After logging in to eTRAKit, click on “Apply for a new Permit” from your dashboard. 
 
 
 
 
 
 
 

https://wood.csqrcloud.com/community-etrakit/


3) Read the Permit Application Confirmation, select “I Agree,” and click “Continue.” 
 

4) Select “Tree Removal” in the “Permit Type” drop-down 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) Enter the scope of work and job value. The scope of work may be brief, and the job 
value may be an estimate. 
 

6) Under the Additional Information section, please read the statement with 
Planning’s contact information, then select “acknowledged from the drop-down. 

 
 

7) Enter the number of trees to be removed. Please note, the number of trees to be 
removed does not impact the fees to be assessed. Fees are assessed on a per Tree 
Destruction Permit application basis. 
 
 



8) Enter the type of trees to be removed. Please include the tree species and size of the 
tree in inches. Please indicate if diameter or circumference is used for the size. 
Please label trees as Tree 1, Tree 2, etc. And use the same label for each tree in your 
attachments. Example: 

 
Tree 1: Oak, 54” diameter 
Tree 2: Eucalyptus, 24” diameter 
Tree 3: Oak, 28” diameter 
 
In this example, the 54” Oak should be labeled as “Tree 1” in any photos, site plans, 
or other attachments. 
 
 
 
 
 

9) Enter the reason the tree is being removed (e.g. “Sudden Oak Death,” “defensible 
space,” etc.) The reason provided should be supported by the attachments included 
with your application.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

10) Under the Acknowledgements section, you will read  various statements. For each 
statement, select “Acknowledged” from the drop down to verify you read and 
understood the statement.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Under the Digital Signature field, please 
 enter the name of the person completing  
the application. If someone other than the  
property owner is completing the  
application, please attach a brief letter  
signed by the property owner authorizing  
the tree removal. 
 
 
  
 
 
 
 
 
 
 



11) Please upload all of the required attachments to avoid any delays in the processing 
of your application. The required attachments are listed under the Required 
Attachments section. All of the attachments with an asterisk are required 
attachments (sketch, description, and photos). Trees to be removed should be 
labeled in the attachments. (See example above under item 8. “Tree 1” should be 
labeled as such in each of the attachments.) 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the tree is being removed under the Defensible Space Program, you will also need 
to attach a Defensible Space Home Hardening Application and Assessment Form. 
Since this attachment only applies for trees being removed under the program, the 
field is not required. If it does not apply, you may select “Not Applicable” from the 
drop-down or leave it blank. 
 
 
 
 
  
 



As a reminder, if someone other than the property owner completes the application, 
you will also need to attach a brief letter signed by the homeowner authorizing the 
tree removal.  
 

12) Under Location, enter the address or APN where the tree is to be removed. If 
entering the address, enter the number and street without the street type (street, 
road, court, way). For example, 2955 Woodside Road would be entered as “2955 
Woodside.” You would not include Road. 
 
 
 
 
 
 
 
 
 
Click “Search” then select the appropriate address from the drop-down. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



13) Upload all of the required attachments. If attachments are missing, there may be a 
delay in processing your permit application.  
 
Click the “Select” button, then choose the file from your device. Add a description 
(Description, Sketch, Photo, Defensible Space, or Property Owner Authorization). 
Then click the “Upload” button. Repeat these steps for each attachment.  
 
Please note, only PDF and image files (JPEG, TIFF, GIF, etc.) will be accepted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14) On the next screen, the Applicant Information and Owner Information will auto-
populate. Please add in any missing information for those two contacts. Information 
is not required for any other contacts. 
 
 
 
 
 
 
 
 
 
 
 
 
 



15) Review the information included with your application.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the “Edit” buttons or “Previous Screen” button to go back and change 
information. 
 
Please note, the fee will show as $125; however, the fee is waived under certain 
circumstances. After submitting your application, you will receive an email 
confirming whether fees are due or waived. 
 
If everything looks okay, click the “Next Step” button. You will receive email 
confirmation that your Tree Destruction Permit application was received and is 
under review for completeness.  



16) Assessment of Fees 
 
Your application will be reviewed and Planning staff will determine if fees are due. 
You will receive an email notifying you whether fees are due. 
 
If fees are due, you will log back into eTRAKit, click on “Dashboard,” and then find 
the Tree Destruction Permit under “My Active Permits.” Click on the link in the “Fees 
Due” column. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the Permit, then click the “Proceed to Checkout” button. 
 
 
 
 
 
 
 
 
 
 
Then, you will click on either the “Pay By Credit Card” button or “Pay with E-Check” 
button and enter your payment information. After your payment is submitted, 
Planning staff will be notified and continue processing your permit. 
 
 



17) Planning Review and Permit Processing 
 
If additional information is needed, the Planner assigned to your permit application 
will contact you. If any attachments are missing, you will be asked to email them 
directly to the Planner. 
 

18)  Permit Issuance 
 
Once the permit is issued, you will receive notification via email. Please log back in 
to eTRAKit and click on the Tree Destruction Permit link from the Dashboard page. 
 
 
 
  
 
 
 
 
 
 
Click on the “Reviews” tab, then click on “More Info.”  
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 



 
Any conditions of approval will be listed here. It is important that you follow all of the 
conditions of approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have any questions, please feel free to call the Planning Department at 650-
851-6796. Press option 2 for the Planning Department. 
 
The Planning Department still accepts Tree Destruction Permit applications in 
person during Planning counter hours: Monday – Thursday, 9AM to 12PM. 


