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Review Process for Photography/Filming Temporary 
Use Permit 

 
 

1. WHY REVIEW IS REQUIRED 
 

The review of filming proposals is required in order to ensure that such activities are 
performed in a safe manner and do not interfere with traffic or the citizens’ normal 
enjoyment of neighborhoods and City facilities. 

 
2. WHEN REQUIRED 

 
All requests for filming in Foster City must be received a minimum of 2 weeks  prior to 
the date that filming is proposed and will be reviewed by the Interdepartmental Review 
Committee (IDEC) or Community Development Director.  Filming shall include, but not 
be limited to, both still and motion photography, and include an production requiring 
exterior use of public or private property of any kind.  Exceptions: 

 
3. APPLICATION 

 
Review will begin upon submittal of the application and attachments listed under 
Submittal Requirements.  The package submitted to the Community Development 
Department will include copies of any other applications submitted to other reviewing 
departments for special purposes, such as use of park facilities, pyrotechnics, etc. 

 
4. FEES AND DEPOSITS 

 
The Photography/Filming temporary Use Permit itself requires payment of a processing 
fee per the most recent Master Fees & Services Charges Schedule adopted by the City 
Council.  In addition, most of the related permits required to be submitted to other 
departments also require payment of a fee, specifically: 

 
• Business License 
• Park Use Permit 
• Ground Level Special Effects Permit 
• Building Permit 
• Encroachment Permit 

 
In addition, the use of police or fire personnel requires pre-payment for their time, at a 
rate to be determined by the City. 

 
5. REVIEW FOR COMPLETENESS 

 
Upon receipt of the required information, a Planning/Code Enforcement Division staff 
member will be assigned to review the application.  The information submitted will be 
checked for completeness, and if complete, will be scheduled for review. 
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6. SCHEDULING 
 

When an application has been determined to be complete, it is then scheduled for 
review by the IDEC at its next available meeting.  IDEC meets each Tuesday morning.  
Agendas are prepared on Wednesday mornings following Tuesday morning IDEC 
meeting.  The applicants will be invited to attend the IDEC meeting in order to provide 
information and answer questions. 

 
7. CRITERIA FOR REVIEW 

 
As indicated above, the basic intent of the review is to ensure that the 
photography/filming is performed in a safe manner and that the citizens’ normal 
enjoyment of the City neighborhoods and facilities is not diminished. 

 
8. ACTION 

 
The Community Development Director will act to approve, approve with conditions, or 
deny the application taking into account the comments received from IDEC. 

 
9. APPEALS 

 
The applicant or any person may appeal a decision of the Community Development 
Director by submitting a letter of appeal or completed appeal form and a filling fee of 
$100 within ten (10) calendar days of the date of the decision.  If the tenth day falls on a 
weekend or holiday, the appeal period ends at 5:00 p.m. on the next working day.  No 
photography/filming activity shall take place while an appeal is pending. 

 
A letter of appeal or completed appeal form must specify: 

 
a. The person making the appeal. 
 
b. The specific item of appeal, and all supporting documentation. 
 
c. The basis for such appeal and information substantiating the basis for 

appeal (e.g., failure to comply with the City’s General Plan, state or local 
laws, or stating reasons why the action of the Community Development 
Director would adversely affect surrounding property, neighborhood 
and/or the City. 

 
d. Relief or action sought 

 
Decisions of the Community Development Director may be appealed to the Planning 
Commission and decisions of the Planning Commission may be appealed to the City 
Council. 
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Submittal Requirements For Photography/Filming Permit 
 
In order to apply for a Photography/Filming permit, please submit the following to the 
Community Development Department. 
 
1. Completed “Agreement between (the requesting) Film Company and the City of 

Foster City Regarding Filming Activities” with appropriate attachments: 
 

A. Completed Photography/ Filming Permit Application form 
 
B. Proof of insurance as evidence by a policy in the amount of $1 million (or 

greater, if determined by the City to be required) from an insurance 
company deemed acceptable to the City which names the Estero 
Municipal Improvement District and the City of Foster City as additionally 
insured 

 
C. Business License Application* (submit a copy of the application submitted 

to the Financial Services Department) 
 
D. Park Use Permit Application* (if applicable) (submit a copy of the 

application submitted to the Parks and Recreation Department) 
 

E. Fire Department Application for Use of Pyrotechnics* (if applicable) 
(submit a copy of the application submitted to the Fire Department) 

 
F. Building Permit Application* (if applicable) (for temporary structures, 

temporary electricity, temporary metering and /or temporary lighting) 
(submit a copy of the application submitted to the Building Inspection 
Division) 

 
G. Encroachment Permit Application* (if applicable) (submit a copy of the 

application submitted to the Public Works Department) 
 

H. Traffic Control Plan (if applicable) (submit a copy if filming within the 
public right-of-way to the Public Works Department for any requested 
lane closures for filming operations adjacent to streets which could cause 
a distraction to drivers 

 
2. Processing Fee (per the Master Fees & Services Charges Schedule) 
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AGREEMENT BETWEEN ______________________________________ FILM 
COMPANY AND THE City OF FOSTER CITY REGARDING FILMING ACTIVITIES 
 
1. All filming companies shall complete the Photography/Filming Permit Application 

(Attachment A); the Certificate of Insurance Form (Attachment B); and the 
Business License Application (Attachment C); companies planning on filming on 
Foster City Parks and Recreation property shall complete the Facility Application 
and Use Permit (Attachment D); companies filming ground level special effects 
shall complete the Fire Department Application for Use of Pyrotechnics 
(Attachment E); companies requesting temporary structures, temporary 
electricity, temporary metering, and/or temporary lighting shall complete the 
Building Permit Application (Attachment F).  Any company that completes 
Attachment F must also have their temporary facilities inspected by the Chief 
Building Official or his/her designee. 

 
2. The Community Development director of his/her designee shall coordinate all 

requirements and permits requested by other City Departments.  Typical areas of 
review by other departments or divisions include: 

 
• Finance – Business License 
• Parks and Recreation – Use of any recreation or park facilities 
• Public Works – Traffic control and street closures 
• Risk Manager – Filming on any City-owned property 
• Fire – request by film company for fire personnel (see 

Photography/Filming Permit Application) and use of ground level special 
effects 

• Police Department – Request by film company for police personnel (see 
Photography/Filming Permit Application) 

• Building – Temporary structures/lighting/electricity/metering 
 

3. Foster City Photography/Filming Temporary Use Permits require payment of a 
Use Permit fee.  In addition, business license fees shall be charged and use of 
police or fire personnel requires pre-payment for their time, at a rate to be 
determined by the City.  The attachments required under certain circumstances 
(see #1 above) also have permit fees.  The film company is responsible for a 
cancellation fee based on time and materials expended by the City employees, 
less the business license fee. 

 
4. The following time limits must be followed: application shall be submitted by 5:00 

p.m. Tuesday for review by IDEC the following Tuesday.  The City shall take 
every possible attempt to comply with a 10 working day time limit for road 
closures, as required by the California Film Commission, State Department of 
Commerce. 

 
5. Foster City vehicles, uniforms, insignia, and equipment will not be made available 

for use by film companies. 
 
6. Foster City streets must be posted for parking restrictions or filming in or off the 

street 24 hours prior to call time, or as required by the City (up to a maximum of 
72 hours in advance).  A police officer must accompany a production crew 
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member in this activity or verify that it has been done 24 hours in advance.  
Shooting within a completely enclosed building does not require posting. 

 
7. Private residential areas may be used for filming if the filming company can 

comply with Section 17.68.030, Noise, of Chapter 17.68 (Performance), of Title 
17 (Zoning) of the Foster City Municipal Code.  Filming may only occur between 
the hours of 7:30 a.m. and 8:00 p.m. except that night shooting between the 
hours of 10:00 p.m. and 7:00 a.m. may be permitted with written approval 
obtained 48 hours in advance by all property owners within 300 feet and the 
President or Property Manager of the Homeowners’ Association (if any).  Such 
approval must be procured by the filming company and must be submitted prior 
to issuance of the film permit. 

 
8. Commercial and industrial streets cannot be used between the hours of 6:00 

a.m. and 10:00 a.m. and 3:00 p.m. and 7:00 p.m. on weekdays due to peak hour 
traffic.  Commercial and industrial buildings are available for inside filming during 
these hours if the film company vehicles are safely parked. 

 
9. Traffic control plans must be submitted to the Department of Public Works, Fire 

Department, and the Police Department for approval 4 working days prior to any 
street closures.  Appropriate detours must be shown for any boulevard closures.  
Uses of City police reserves for filming involving a public street may be required, 
regardless of security measures provided by the film company. 

 
10. The production company shall not interfere with normal activities of a 

neighborhood.  Filming crews and equipment shall not interfere with street 
sweeping or refuse collection.  Public access to public and private property must 
be maintained. 

 
11. All locations, including buildings and landscaping, must be left in the same 

condition as they were prior to filming activity.  No littering is permitted and all 
locations must be cleaned up prior to leaving the site. 

 
12. The City and the Estero Municipal Improvement District shall be held harmless 

for any damages which may result from filming activities. 
 
13. Filming and photography done by or on behalf of the City, or for personal or 

family use is exempt from review by the City of Foster City. 
 
 
 
______________________________________    ___________  

Community Development Director             Date 
 
 
 
 
______________________________________    ___________  
 Film Company Representative             Date 
 
 



Q:\CDD\DOCS\Handouts for Counter\Application and Info Handouts\Photography-Filming\Photography_Filming 
Temporary Use Permit (DRAFT 06NOV08) (MF).doc 

FILM PERMIT RIDER (for minor revisions before completion of filming activity): 
 
 
 
______________________________________________________________________ 
 
 
 
 
______________________________________________________________________ 
 
 
 
 
______________________________________________________________________ 
 
 
 
 
______________________________________________________________________ 
 
 
 
 
______________________________________________________________________ 
 
 
 
 
______________________________________    ___________  

Community Development Director             Date 
 
 
 
 
______________________________________    ___________  
 Film Company Representative             Date 
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Attachment C 
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Attachment D 
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Attachment F 

 



Q:\CDD\DOCS\Handouts for Counter\Application and Info Handouts\Photography-Filming\Photography_Filming 
Temporary Use Permit (DRAFT 06NOV08) (MF).doc 

 


