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Monterey County Planning and Building 
Inspection Department  

Requesting Real Estate Disclosures Online 
 

Upon application and payment of applicable fees, the Planning and Building Inspection 
Department will research and document the permit history of a specific parcel. This service is 
provided to assist property owners and/or their agents in completing the required State 
Disclosure Form. Monterey County Planning & Building Inspection Department is not 
responsible for errors or omissions. 
 
Disclosure research can be requested online using the following process: 
1. Register on-line if you are a first time user. Go to http://www.co.monterey.ca.us/pbi/ 

and click on the Velocity Hall link. 
2. Contact Planning and Building to activate your account. 
3. Complete the online disclosure request form.  
4. Pay applicable fees using a credit card. 
5. Print your receipt and make sure to keep note of your File Number (“Permit Number”). 
6. Your Request will be initialized into the Department’s tracking system and will be 

assigned to a staff member to perform the necessary research. 
 
The Velocity Hall system was designed to process building permit applications so 
you will see many references to “permits”. In this case, we are using the system to 
accept Real Estate Disclosure applications.  So when you see “Permit”  think 
“Disclosure”.  
 
Fees: 
The County fee for Disclosure research is currently $75. The online vendor charges a $5.00 
processing fee and a 10% surcharge for each permit so the total amount charged to your 
credit card will be $87.50 for one Disclosure Request. 

 
Requirements: 
The items listed below are required in order to use the Monterey County 
Permit Manager to request Disclosure Research. 

• Home or office PC with an Internet connection  
• Web browser - Microsoft Internet Explorer 4.0 or higher, or Netscape Version 4.0 running 

on Windows 95, Windows 98, Windows NT or Windows 2000  
• A valid e-mail address  
• A valid credit card (MasterCard or Visa) to pay for associated permit fees 
•  The address and parcel number for the property  

Step-by-step procedures for Online Disclosure Requests 
Log In:  

1. Go to the Monterey County PBI website (www.monterey.co.ca.us/pbi) and click on 
the link to Velocity Hall.  This will take you to the Velocity Hall Home Page. 

2. If you are a first time user press Register 
a. Enter all items marked with an asterisk and press Proceed 
b. You will now be registered.  To activate your registration call Planning and 

Building Inspection staff with your email address at (831) 755-5141 or 
email at hopkinsb@co.monterey.ca.us.  

3. If you have used the system before, Click “Apply for a Permit” and then enter your 
email address and password to log on. 
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VeloCity Hall-Home Page 
From the Velocity Hall homepage click the link “Apply for a Permit” 
 

 
 

 

Step 1-Enter Address of Property: 
1. Use the TAB key to move from one field to another. Type in the site address for the 

subject property. 
2. Use the pull down menu to select the town or community for the site address 
3. Press Next to proceed. 

 

 
 

To Begin 
Click Here
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Step 2: Legal Declaration 
1. Read the terms under which the request is being made 
2. Press Agree (if you do not agree you’ll have to submit the request in person) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the 
“Agree” 
Button at 
the bottom 
of the 
Legal 
Declaration 
to move to 
next page



Page 4 
April 12, 2005 

Step 3-License Verification 
1. For Disclosures the license number you are using is “PUBLIC” 
2. Press Continue.  

 

 
 
 

Step 3a: Disclosure Description 
 

1. Type in a description of the Disclosure Request. Include Assessor’s Parcel Number. 
2. Using the pull down menu, select DISCLOSURE for Permit Type and Sub-Type. 
3. Press Next 
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Step 4: Work Items 
1. Enter the information requested (first, last name, email, etc.) 
2. Enter the Assessor’s Parcel Number (s) for the subject property. You can request up to 

3 Disclosures) 
3. Enter the number of Disclosures in the Qty. field 
4. Press Next 

 

Enter the 
quantity of 
Disclosure 
Reports you 
are requesting.  
You can 
request up to 3.
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Step 5: Review Request 
1. Verify that the information is correct 
2. Press Process Permit to proceed. 

 

 
 
 

Step 6: Payment Information 
1. Type in your credit card type information; 
2. Click the Submit button 
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Step 7: Confirmation 
1. The system will issue a PD File number (e.g. PD041234).  Use this number in all 

correspondence regarding the Disclosure Request. 
2. Click “View Printable Receipt” to view and print your receipt. 

 

 
 

 
 
Step 8: Receive Disclosure Report 
Planning and Building Staff will research your request(s) and email you a report for the 
subject property(s). This normally takes about 2 weeks. 
 
To check the status of your request contact Bob Mack at 831-883-7588 or 
mackRH@co.monterey.ca.us. 
 
 


