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[bookmark: _Toc133920863]About This Document
The eTRAKiT User Guide provides step-by-step instructions for requesting permits, licenses, and projects using eTRAKiT.
[bookmark: _Toc133920864]Audience
This document is intended for use by external public users applying for a permit, license, or project.


[bookmark: _Toc133920865]Logging In to eTRAKiT
[bookmark: _Ref132013082][bookmark: _Ref132013088][bookmark: _Toc133920866]Public Applicants
To use the eTRAKiT system, public applicants need to setup an account. Listed below are instructions for setting up an account, logging out, and logging in once you have an account.
[bookmark: _Ref133833462][bookmark: _Ref133833471][bookmark: _Toc133920867]Setting Up an Account
To setup a public account:
From the Home screen, click Setup Account.
[image: Screenshot of screen on setting up an account. Red box at the top left corner indiciating the button to set up an account.]
The Setup screen displays.
[image: Screenshot of the set up screen display after clicking the previous "set up an account" button. Entering profile information on this page. General information like name, address, etc.]


Enter the following information:
	R
	Field
	Description

	Profile

	
	Company Name
	Type you company’s name.

	*
	First Name
	Type your first name.

	*
	Last Name
	Type your last name.

	*
	Address1
	Type your address.

	*
	City
	Type your city.

	*
	State
	From the drop-down list, type your state abbreviation.

	*
	Zip
	Type your zip code xxxxx or xxxxx-xxxx

	*
	Email
	Type your email address.

	*
	Phone
	Type your phone number—numbers only.

	
	Ext
	If you have an extension, type here.

	Username and Password
	

	*
	Log-in Name
	Create a Login-in name using letters and numbers only—no special characters or spaces.

	* 
	Password
	Create your password:
Must be contain minimum 6 and maximum 25 characters.
At least one number.
At least one lower- & upper-case letter.
At least one special character.
Contains no spaces
Note: Password is case sensitive.

	*
	Confirm Password
	Retype the same password.

	Security Question

	*
	Security Question
	From the drop-down list, select a question.

	*
	Secret Answer
	Type your case-sensitive answer.

	*
	Re-enter Secret Answer
	Retype your case-sensitive answer.


Click Create Account.
The following message displays.
[image: Screenshot of message recieved when account is created. "Thank you for registering on the Commerce City eTRAKiT website."]


Click Continue.
You are logged in.
[image: Screenshot of page indicating that you are logged in with new account information.]
[bookmark: _Toc133920868]Logging Out
To logout, click Log Out.
You are logged out of the system.
[bookmark: _Ref132015027][bookmark: _Ref132015033][bookmark: _Toc133920869]Logging in Moving Forward
To login after you created your account:
1. Go to the eTRAKiT Homepage eTRAKiT (csqrcloud.com).
The Home page displays.
On the top navigation bar, from the Login drop-down, list, select Public.
[image: Screenshot of top left button showing how to access permits and account as a "public" or "contractor" account holder. ]
In the User Name field, type your User Name.
In the Password field, type your Password.
Click Login.
The following screen displays.
[image: Screenshot of accessing your dashboard. Shows where to click to get to permits, projects, and licenses.]


Do any of the following:
To create a link to current work, click Link to Permits, Project, and Licenses.
The following screen displays.
[image: Screenshot of next page showing linking to a permit, project or license. If you have a permit number, add it to the box below.]
From the drop-down list, select the type of ticket you want to link.
Type the Permit, Project, or License #.
Click Link.
The ticket is linked and your Dashboard displays.
[image: Screenshot of dashboard page showing the current list of active permits, inspections, and licenses, if you have already applied.]
To view your Dashboard, click Dashboard.
Your Dashboard displays your current work.


[bookmark: _Toc133920870]Resetting a Forgotten Password
If you have forgotten your password, but know your username, you can easily reset your password.
1. Go to the eTRAKiT Home page.
The Home page displays.
[image: Screenshot bringing you back to the portal page in case a password reset is needed.]
Do the following:
For Log In, select the type of account.
For User Name, type your User Name.
Click Forgot Password.
The following screen displays.
[image: Screenshot of the page showing where to reset your password. Click "forgot password" and it will bring you to this page with the options to do so.]
Depending on your role, select a role.
Note: In this example, I selected Public Registered.
The Forgot Password screen displays.
[image: Screenshot of page showing where to enter your new password and making sure that the "reset password" button is clicked after the new password has been entered in the box.]
Type your User Name, and click Reset Password.
The following message displays.
[image: Screenshot of "forgot password" confirmation page.]
The email is generated and sent to you.
From the email link, click Reset Password.
The Reset Password screen displays.
[image: Screenshot of reset password page again to add the password again with the special characters needed.]
Do the following:
0. In the Secret Answer field, type the answer to your secret question.
0. Type a new password following password rules, and retype your new password.
Click Submit.
Your password is changed.
[bookmark: _Toc133920871]Contractors
For instructions on how to create a Contractor’s account and how-to login to eTRAKiT, refer to the Building Contractor’s Quick Start Guide.


[bookmark: _Toc133920872]Linking to your Existing Records
You may want to link to an existing permit/project/license in the system that was originally created in another system—like Hansen, or by another person—like your contractor.
Important: To link to a record, you need the original system-assigned record number. 
To link to an existing record:
1. Ensure you have created an account in the system:
Contractors, refer to the Building Contractor’s Quick Start Guide.
Public, refer to Chapter 1.1 Public Applicants in this document.
Login to eTRAKiT: Refer to:
Contractors, refer to the Building Contractor’s Quick Start Guide.
Public, refer to Chapter  1.1.3 Logging in Moving Forward in this document.
You are logged in.
[image: Screenshot of dashboard to link exisiting records. Continue to click on box to link permits, projects, and licenses.]
Click Link to Permits, Projects, and Licenses.
The Search screen displays.
[image: Screenshot of box indiciating which type of record you are linking. It may be a previous permit, project, or license.]
Do the following:
	Field
	Description

	Link to a
	Select the type of record.
Example: In this case I selected Permit.

	Permit/Project/License #
	Type the full record number—for example RADD22-00028.


Click Link.
The permit is listed on your Dashboard under My Active Permits. 
Depending on your type selection, your record may be listed under My Active Projects or My Active Licenses.
[image: Screenshot of dashboard showing your active permits (if you had previous permits).]

[bookmark: _Toc133920873]Residential Permit Applications
[bookmark: _Toc133920874]Applying for a Residential Permit
Use the instructions below to apply for any of the following permits: Additions, Accessory Structures, Alterations, Demolitions, Electrical, Mechanical/Gas, Miscellaneous, & Plumbing/Gas.
To apply for a residential permit:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard page showing the begining stages of applying for a residential permit.]


Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of confirmation page indiciating that you have the authority to apply for a residential page. ]
Click I Agree, and then click Continue.
The Step 1: Permit Information screen displays.
[image: Screenshot of the permitting application page, step 1. The information shown on the page is permit type information, and additional information for the beginning stages of applying for this permit.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Permit Addition.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here, Residential Addition

	
	Permit Subtype
	From the drop-down list select a subtype or a further description of the permit.
Once you select a sub-type, further fields may display.
EX: Here, Addition Attached

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed.  This value includes labor, materials, trades, etc.


Additional Information
Contractor Status
	R
	Field
	Description

	*
	[image: ]Please select the appropriate contractor status. I am…
	Make a selection to describe yourself.
The permit holder carries the responsibility for all construction work and for ensuring compliance with applicable codes and regulations. Homeowners may obtain permits in their own name. However, it is strongly recommended a properly licensed contractor pull the permits as the responsible party so the city can better assist in gaining compliance for defective work.


	
	If “Other “ was selected, describe your contractor status.
	Type who you are.


Project Info
 When applicable or required, complete these fields for your type of residential addition.
	R
	Field
	Description

	*
	Area of Construction in square feet
	Type the square footages – for example 1000.
No commas allowed.

	*
	Height (feet)
	Type the height, for example 12.

	*
	Are electrical installations associated with this construction?
	If you are doing any electrical work with your project, select Yes from the drop-down list.

	*
	Are plumbing installations associated with this construction?
	If you're doing any plumbing work with your project, select Yes from the drop-down list.

	*
	Are mechanical installations associated with this construction?
	If you are doing any mechanical duct or related appliance work with your project, select Yes from the drop-down list, 

	*
	Are gas installations associated with this construction?
	If you're doing any gas piping or related appliance work with your project, select Yes from the drop-down list. 

	
	If building a deck, will you be using the Commerce City Typical Deck Details? 
	Click Learn more below to access the Commerce City Typical Deck Details. 
If you agree to construct your deck using these pre-engineered plans, you will not be required to submit building plans of your own.


Other Info
	R
	Field
	Description

	*
	If this project includes demolition, has a CDPHE permit been issued? If yes, a copy of the permit must be uploaded.
	If demolition is included with this project, select Yes from the drop-down list. 
If you selected Yes, you are required to obtain a permit from the Colorado Department of Public Health and Environment. The permit must be uploaded with your application.

	
	Have materials disturbed during construction been tested for hazardous materials? If found, a CDPHE-approved abatement plan or associated waiver must be uploaded.
	If existing construction will disturb lead paint, asbestos, or other hazardous materials, select Yes from the drop-down list.   
If you selected Yes, upload an approved abatement plan or an associated waiver from the Colorado Department of Public Health and Environment with your application.

	*
	Have the minimum documents been uploaded for this application?
	From the drop-down, select "Yes" only after:
You have confirmed your submission package is complete. 
You are not missing any minimum required documents as listed on the Design Guides & Submission Requirements Web site.
To access Design Guides & Submission Requirements, click the Learn More link.


Impervious Area
	R
	Field
	Description

	
	How much impervious area is being added?
	Type an answer.

	
	Please attach either a .CAD or .PDF on a scaled drawing containing that information in the attachments section.
	If you answered the question above, attach a drawing below.


Location *
In the Search By field, From the drop-down list, select Address or Parcel ID.  If you do not know your Parcel ID, search by address only.
In the Search Value field, type a partial to full address and click Search.
The system retrieves results matching characters types by parcel and address. The selection of address or parcel is not relevant to your permit application; you may choose either.
Select appropriate selection.
The system displays the full address for your selection, for example:
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
0. Enter a Description of the file.
0. Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
0. Click Accept.
The system displays the file as uploaded.
[image: Screenshot of box to add attachments to apply for this permit type. Box shows file name (selcting file from computer) and the description of the documentation provided.]
As needed, upload additional files.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 of the permit. The information needed for this page is applicant information, contractor information, and requestions for owner information.]


0. Enter information for the * required contact types, and enter optional contact types as needed:
* = Required
	R
	Field

	*
	Applicant Information (prepopulated and changeable)

	
	Contractor Information

	
	Owner Information (prepopulated and changeable)

	
	Contact Information

	
	Designer Information

	
	Electrical Contractor Information

	
	Mechanical Contractor Information

	
	Plumbing Contractor Information



Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 of the application which includes reviewing and submitting the application. This is the page to confirm that the information provided is accurate.]


Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.
[image: Screenshot of step 4 of the application which is the check out and payment page. This allows users to see the price of the permit and availability to pay by credit card or pay with echeck.]
To pay fees, click Pay by Credit Card or Pay with ECheck.
0. Enter Payment Information, and click Next Step: Review Payment.
The Review Payment screen displays.
Review payment and Billing Information, click the I Agree statement, and click Make Payment.
You are returned to the Step 4: Checkout/Confirmation screen.
[image: Screenshot of page 4 showing that you've made your payment and your payment status. At the bottom left corner, you can view or print your permit.] 


To view the permit, click View Permit.
The Permit map and Permit Descriptions tab displays.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: Screenshot of general permit information which includes the type of permit, and the status of your permit. This screenshot is showing in a general information box.
]
	Any attachments uploaded to this permit are displayed.

	Site Info
	[image: Screenshot in general help box that shows address and site information.]
	

	Contacts
	[image: Screenshot in general help box showing the contacts of the application: applicant, owner, and contractor.]
	

	Fees
	[image: Screenshot of general help box showing the screen that show the fees and showing the link where to pay fees.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees.

	Inspections
	[image: Screenshot of general help box showing the status of inspections completed by City inspectors. Each step of activty is logged and updated.]
	Based on the permit created, several inspections may be triggered. This page informs you of the activity and progress of each inspection. When the permit is issued, you will see inspection scheduling links here.



	Conditions
	[image: Screenshot in general help box indicating if inspectors have placed a "condition" of your permit or work being completed. ]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: Screenshot of general help box showing the various reviews that need to be completed by City staff to issue the permit.]
	The Gateway Review checks for submission completeness and other administrative requirements. No other review should be conducted until the Gateway Review is approved. 
If a review is not approved, you are provided a link titled Respond in the More Info column. 
You cannot advance the permit until you have responded to all failed reviews.

	Project Info
	[image: Screenshot in general help box showing project information.]
	

	Other Info
	[image: Screenshot of general help box showing the other information required to added to the project.]
	

	Contractor Status
	[image: Screenshot of general help box showing the contractor status of whether or not you're a resident completing the work yourself or if a contractor is completing this work.]
	Describes the person doing the work.

	Impervious Area
	[image: Screenshot of box asking about an impervious area and ability to attach a .CAD file or a .PDF file.]
	If an impervious area is added, it is described here.





Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this permit request, as they are in this example, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot bringing you back to your dashboard page to see your active inspections and permits. Status updates from inspectors and other city staff can be seen here.]

To monitor the review and approval process, refer to Section 3.4 Residential Permit’s Review & Approval Process.

[bookmark: _Toc133920875]Applying for Residential Master Model Permit
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard showing how to apply for a residential master model permit.]
Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of showing permit application confirmation page agreeing to the terms listed- that you are a property owner and have authority to request this permit.]



Click I Agree, and then click Continue.
The Permit Application screen displays.
[image: Screenshot of applying for permit in step 1 which asks for basic project information like area dimensions of project, etc.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Residential Master Model and accepted the SubType default selection of Detached Single-Family Dwelling.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here, Residential Master Model

	
	Permit Subtype
	From the drop-down list select a subtype or a further description of the permit.
Once you select a sub-type, further fields may display.
EX: Here Detached Single-Family Dwelling

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 350000. No dollar signs or commas allowed; they are generated after input is complete. 
For a master model, provide the valuation of the largest house-type you can construct from the submitted plans.


Additional Information
Project Info
When applicable or required, complete these fields for your master model.
* = Required
	R
	Field
	Description

	
	Height (feet)
	Type the height, for example 25.

	*
	Area of First Floor (square feet):
	Type square foot area, for example 1000.

	
	Area of Garage (square feet):
	Type square foot area, for example 500 or blank if there is no garage.

	
	Area of Deck (square feet):
	Type square foot area, for example 500 or blank if there is no deck.

	
	Area of Unfinished Basement (square feet):
	Type square foot area, for example 750 or blank if there is no basement.

	
	Area of Finished Basement (square feet):
	Type square foot area, for example 750 or blank if there is no basement finish.

	
	Area of Second Floor (square feet):
	Type square foot area, for example 750 or blank if there is no second floor.

	
	Area of Third Floor (square feet):
	Type square foot area, for example 750 or blank if there is no third floor.

	*
	[image: ] Have the minimum documents been uploaded for this application?
	From the drop-down, select Yes only after:
You have confirmed your submission package is complete. 
You are not missing any minimum required documents as listed on the Design Guides & Submission Requirements Web site.
To access Design Guides & Submission Requirements, click the Learn More link.


Green Building
	R
	Field
	Description

	*
	[image: ] Is this project being designed as a green building?
	If you are building any single-family dwelling from these master model plans that will be certified as "green" construction, select Yes from the drop-down list. 
For more information on green projects, click Learn More below.

	
	Green Building Designation
	From the drop-down list, select the appropriate organization that will be conducting the final grading of your green building.

	
	Energy Compliance Method per IRC or IECC
	From the drop-down list, select the appropriate method you used during the design phase to meet the energy compliance provisions of the International Residential Code or the International Energy Conservation Code.


Master Model
	R
	Field
	Description

	*
	Model Name
	Type the name of the model.

	*
	[image: ] Type of submission
	From the drop-down list, select the appropriate type based on whether this is the initial review of the master model plans under the current building code, or if these plans were previously reviewed and are now being transferred to a new subdivision or filing.

	
	[image: ] If this application is a model transfer, indicate record number of first-time submissions:
	If this submission is a transfer, provide the permit record number of its original submission.

	*
	[image: ] Name of Subdivision/Filing
	Type the name and filing number, if applicable.

	*
	[image: ] Has master model elevation project been approved?
	If Commerce City Planning has approved the Master Model Elevation (MME) Project Type, select Yes from the drop-down list.
If the MME has not been approved, your submission will be rejected until that approval has occurred.

	*
	[image: ] Master Model Elevation Project Record Number:
	Type the record number that was provided to you when you submitted your MME to Planning. 
If this legacy project type was approved prior to the use of eTRAKiT, provide the date of its approval here. 


Location Info
	[image: ] In the "Location" search field below, enter “master model” and select the “Master Model – SUBDIVISION) option.
	Explanation:
For first-time or transfer submissions, master models must be linked to a specific subdivision/filing to be processed and approved by the city. The city-issued Parcel ID for the entire subdivision/filing must be used for the application. 
If you do not know the parcel ID, please contact the Planning Division at 303-227-8777.


Location* 
0. In the Search By field, From the drop-down list, select Address or  Parcel ID.
In the Search Value field, type master model and click Search.
The system retrieves results matching characters types.
Select Master Model – SUBDIVISION.


Attachments
Ensure to include required attachments with your application. Failure to do so may delay the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time. In this instance, you must provide a separate description of each uploaded file.Enter a Description of the file. For multiple attachments, enter multiple descriptions.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of adding attachments page which allows you to upload your file and adding a description name to the file.]
As needed, upload additional files.


Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 permit application which asks for applicant information, developer information, and contractor information.]
0. Enter information for * required contact types, and for optional contact types as needed:
* = Required
	R
	Field

	*
	Applicant Information (prepopulated and changeable)

	
	Developer Information

	
	Contractor Information

	
	Contact Information

	
	Designer Information

	
	Owner Information


Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 of reviewing and submitting your permit information. On this page, you can see the information you've provided and edit it. ]
Review and edit information as needed, and click Submit.
An email is generated and sent to you with a link to your application.
The Summary screen displays the Permit map and Permit Description tabs.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General Help and Information box showing the screenshot of permit information.]
	Any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help and information table showing the site information like site address.]
	

	Contacts
	[image: General help and information table showing screenshot of the contacts listed for the permit.]
	

	Fees
	[image: General help and information table showing the fees associated with the project and application.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees.

	Inspections
	[image: General help and information table showing if there are inspections for this permit type.]
	If inspections are auto-generated, the list is displayed here.

	Conditions
	[image: General help and information table showing if there are conditions from inspectors and City staff regarding the permit.]
	If there are conditions to the approval of your master model, they will be shown here.

	Reviews
	[image: General help and information table showing the reviews needed to finalize the permit from inspectors and city staff.]
	The Gateway Review checks for submission completeness and other administrative requirements.  
Important: No other review will be conducted until the Gateway Review is approved. 
If a review is not approved, you will be provided a link titled Respond in the More Info column. You cannot advance the permit until you've responded to all failed reviews.

	Project Info
	[image: General help and information table showing the project information that was entered from your intital application.]
	Information you entered on your application.

	Master Model
	[image: General help and information table showing a picture of the master model permit.]
	

	Green Building
	[image: General help and information table showing if it is a designated green building.]
	

	Location Info
	[image: General help and information table showing the location information search.]
	For master models, instructions are provided for address options.
In this scenario, the address of Master Model – SUBDIVISION is selected.


Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. No inspections are required for Master Model.
[image: Screenshot of showing the dashboard where you can see the status and any updates regarding your permit.]
To monitor the review and approval process, refer to Section 3.4 Residential Permit’s Review & Approval Process.

[bookmark: _Toc133920876]Applying for Residential NEW Permit
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of current dashboard with your permiting and inspections that are current.]
Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of permit application confirmation confirming that you are authorized to apply for a permit for this address.]


Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Residential New Construction, and 
PERMIT Subtype of Detached Single-Family Dwelling. 
[image: Step 1 of permit application which includes basic permit information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Residential New Construction and accepted the default SubType of Detached Single-Family Dwelling.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here, Residential New Construction

	
	Permit Subtype
	From the drop-down list select a subtype or a further description of the permit.
Once you select a sub-type, further fields may display.
EX: Here, Detached Single-Family Dwelling

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed.  This value includes labor, materials, trades, etc.


Additional Information
Contractor Status
* Required
When applicable or * required, complete these fields for your type of new residential project.
	R
	Field
	Description

	*
	Please select the appropriate contractor status. I am…
	Select a description of yourself.

	
	If "other" was selected above, describe contractor status:
	As needed, describe your status.


Project Info
When applicable or * required, complete these fields for your type of new residential project.
	R
	Field
	Description

	
	Height (feet)
	Type the height, for example 25 

	*
	Area of First Floor (square feet):
	Type square foot area, for example 1000

	
	Area of Garage (square feet):
	Type square foot area, for example 500 or blank if there is no garage

	
	Area of Deck (square feet):
	Type square foot area, for example 500 or blank if there is not deck

	
	Area of Unfinished Basement (square feet):
	Type square foot area, for example 750 or blank if there is no basement

	
	Area of Finished Basement (square feet):
	Type square foot area, for example 750 or blank if there is no basement finish

	
	Area of Second Floor (square feet):
	Type square foot area, for example 750 or blank if there is no second floor

	
	Area of Third Floor (square feet):
	Type square foot area, for example 750 or blank if there is no third floor

	*
	[image: ] Have the minimum documents been uploaded for this application?
	From the drop-down, select Yes only after:
You have confirmed your submission package is complete. 
You are not missing any minimum required documents as listed on the Design Guides & Submission Requirements Web site.
To access Design Guides & Submission Requirements, click the Learn More link.





Green Building
	R
	Field
	Description

	*
	[image: ] Is this project being designed as a green building?
	If you are building this new home to be certified as "green" construction, select Yes from the drop-down list. For more information on green projects, click Learn More below.

	
	Green Building Designation
	From the drop-down list, select the appropriate organization that will conduct the final grading of your green building.

	*
	Energy Compliance Method per IRC or IECC:
	From the drop-down list, select a method.


Master Model
	R
	Field
	Description

	*
	Is this application associated with a master model?
	If this house is being constructed from an approved master model, select Yes from the drop-down list.

	
	Model Name
	Type the name of the model.

	
	[image: ] Master Model (RMSTR) Permit Record Number:
	Type the record number of the approved master model for this subdivision and filing. 

	
	[image: ] Subdivision Name and Filing
	Type the subdivision name and filing number.


Impervious Area
	R
	Field
	Description

	
	How much impervious area is being added?
	Type the number and description.

	
	Please attach either a .CAD or .PDF on a scaled drawing containing that information in the attachments section.
	Refer to the Attachments section below.



Location *
0. In the Search By field, from the drop-down list, select Parcel ID or Address.  If you do not know your Parcel ID, search by address.
In the Search Value field, type a partial to full Parcel ID or Address and click Search.
The system retrieves results matching characters types by parcel and address. The selection of address or parcel is not relevant to your permit application; you may choose either.
Select appropriate selection.
The system displays the full address for your selection, for example
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
[bookmark: RNattachments]Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
0. Enter a Description of the file.
0. Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of box showing attachments needed for permit. You can upload your permit file from your computer and use the desription box below to name the file.]
As needed, upload additional files.
Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 of the permit application which includes contact information for applicant, contractor and owner.]
0. Enter information for * required contact types, and for optional contact types as needed:
* = Required
	R
	Field

	*
	Applicant Information (prepopulated and changeable)

	
	Contractor Information

	
	Owner Information (prepopulated and changeable)

	
	Contact Information

	
	Designer Information

	
	Developer Information

	
	Electrical Contractor Information

	
	Mechanical Contractor Information

	
	Plumbing Contractor Information


Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 of the permit application which allows to edit and view the information added in the previous two steps.]


Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.
[image: Screenshot of permit application step 4 to pay and checkout. There are two buttons on the bottom right that give the ability to pay by credit card or eCheck.]
To pay the permit fees, click Pay by Credit Card or Pay with ECheck.
0. Enter Payment Information, and click Next Step: Review Payment.
The Review Payment screen displays.
0. Review payment and Billing Information, click the I Agree statement, and click Make Payment.
You are returned to the Step 4: Checkout/Confirmation screen.
[image: Screenshot of step 4 of the checkout and confirmation pay where you can view or print your permit and print the summary of the page.]
In your email, you will receive the following:
A notification thanking you for your online order.
A payment receipt.


To view the permit, click View Permit.
The Permit map and Permit Descriptions tab displays.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help table showing the permit information screen.]
	Any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help table showing site information like address, subdivisions, etc.]
	Address or Parcel ID of the site and associated lot details.

	Contacts
	[image: General help table showing the list of contacts related to the project for example, applicant, contractor and owner.]
	Data input on the Contact Information screen.

	Fees
	[image: General help table showing the fees associated with permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees.

	Inspections
	[image: General help table showing the list of inspections related to the permit or project.]
	Based on the permit created, several inspections may be triggered. 
This page informs you of the activity and progress of each inspection. 
When the permit is issued, you will see inspection scheduling links here.

	Conditions
	[image: General help table showing the conditions that are associated to the project. This is added by inspectors and other city staff.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help table showing the various reviews that are associated with the permit or project.]
	The Gateway Review checks for submission completeness and other administrative requirements.  
Important: No other review will be conducted until the Gateway Review is approved. 
If a review is not approved, you will be provided a link titled Respond in the More Info column. You cannot advance the permit until you've responded to all failed reviews.

	Project Info
	[image: General help table showing the project information.]
	

	Contractor Status
	[image: General help table showing the contractor status.]
	Description of the applicant.

	Master Model
	[image: General help table showing the master model information.]
	

	Impervious Area
	[image: General help table showing information regarding an impervious area and the information is presented.]
	If you designated an impervious area, the number and description is denoted here.

	Green Building
	[image: General help table showing if it is a "green building"]
	If the building is green, this tab provides information input.


Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this permit request, as they are in this example, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of dashboard page showing your new permit and the status of the permit.]
To monitor the review and approval process, refer to Section 3.4 Residential Permit’s Review & Approval Process.

[bookmark: _Ref103858621][bookmark: _Ref103858635][bookmark: _Toc133920877]Residential Permit’s Review & Approval Process
Once you submit your permit request, the permit goes through a review and approval process. Through most steps of the process, you are notified via email.
Important: If any action is required, you will be notified via email.
The table below defines the statuses your permit will go through, and the actions you should take.
	Permit Status
	System Action
	Action you should take to respond to email

	Intake
	When you first apply for a permit, the default status is "Intake."  Only one review takes place during this stage, the Gateway Review.  If the permit submission package you uploaded is incomplete or your documents are missing essential information, you will be notified with an email similar to below:
[image: General help table describing whether or not a review for the project was approved.]
	Login into eTRAKiT and provide additional information as required.

	Under Review
	Once the Gateway Review is approved and the status of the application is changed to "Under Review," the system generates an email similar to the following:

	Optionally, check on your application.

	Awaiting Payment
	[image: General help table showing a screenshot of notification on fees being due for a permit.]
	Login to pay outstanding fees.

	Issued
	[image: General help table showing if a permit was approved and issued.]
	Click link to retrieve permit and any city-approved construction documents.

	Closed
	[image: General help table showing if an application was complete. ]
	As needed, apply for a Certificate of Occupancy (COI) permit.





[bookmark: _Toc133920878]Commercial Permit Applications
[bookmark: _Toc133920879]Applying for a Commercial Permit
Use the instructions below to apply for any of the following commercial permits: Commercial Accessory Structure, Additions, Alterations, Electrical, Mechanical, Sign Permit, Commercial Miscellaneous, and Plumbing/Gas.
To apply for a commercial permit:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard showing your active permits and inspections.]
Under the Permits heading, click Apply.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Commercial New Construction, and 
PERMIT Subtype of Foundation Only. 
[image: Screenshot of permit application confirmation page showing you have the authority to apply for permit.]


Click I Agree, and then click Continue.
The Permit Application screen displays.
[image: Screenshot of permit application step 1 which is adding permit type information and additional information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Commercial New Construction.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here, Commercial New Construction

	
	Permit Subtype
	From the drop-down list a subtype is automatically selected.
As needed select a different sub-type; further fields may display.
EX: Here, Foundation Only

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 275000. No dollar signs or commas allowed – they are generated automatically.




Additional Information: 
Project Info
* Required
Project information may display dependent on the Permit Type and Sub-Type selected. In this scenario, the Permit Type- Commercial New Construction, Project Info displays.
	R
	Field
	Description

	*
	Occupancy Type
	From the drop-down list, make selection.

	*
	Total area of Construction-all floors (square feet):
	Type the number of square feet, for example 5000.

	
	For Multi-Family Buildings, Number of Dwelling Units:
	Type a number, for example, 5.

	
	For Lodging Establishments, Number of Rooms
	Type a number, for example 4.

	*
	Building Height (feet):
	Type the number of feet, for example 100.

	*
	Is building a high-rise?
	From the drop-down list, make selection.

	*
	Is high pile storage associated with this project? 
	From the drop-down list, make selection.


Other Info
* Required
Other Info information may display dependent on the Permit Type and Sub-Type selected. In this scenario for the Permit Type- Commercial New Construction, Other Info displays.
	R
	Field
	Description

	*
	Are electrical installations associated with this construction?
	From the drop-down list, make selection.

	*
	Are plumbing installations associated with this construction?
	From the drop-down list, make selection.

	*
	Are mechanical installations associated with this construction?
	From the drop-down list, make selection

	*
	Are gas installations associated with this construction?
	From the drop-down list, make selection.

	
	[image: ] Record Number of Planning/Project Case:
	If a development plan is associated with this construction, it must be approved by Commerce City's planning department prior to the application of a building permit. 
To confirm its approval, provide the development plan's project record number as issued by the city if applicable.
Note: Legacy cases may not have a project record number; in these instances, please attach and upload planning's development plan approval letter.

	
	Is the fire suppression system included in the building valuation?
	From the drop-down list, make selection.

	*
	[image: ]Have the minimum documents been uploaded for this application?
	From the drop-down list, make selection.


Green Building
* Required
	R
	Field
	Description

	*
	[image: ] Is this project being designed as a green building?
	From the drop-down list, select an answer. For more information on green projects, click Learn More.
Green buildings are given priority status for a building plan review. Click the Learn More to see if your project qualifies.

	
	Green Building Designation
	From the drop-down list, select the appropriate organization that will conduct the final grading of your green building.


Foundation-Only
* Required
	R
	Field
	Description

	
	Are underground electrical installations associated with this construction?
	From drop-down list, select an answer.

	
	Are underground plumbing installations associated with this construction?
	From drop-down list, select an answer.


Impervious Area
* Required
	R
	Field
	Description

	
	How much impervious area is being added?
	Type the number and description.

	
	Please attach either a .CAD or .PDF on a scaled drawing containing that information in the attachments section.
	Refer to the Attachments section below.





Location *
0. In the Search By field, From the drop-down list, select Address or Parcel ID.
In the Search Value field, type a partial to full address and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
The system displays the full address for your selection, for example:
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
Note: Clicking Address Lookup will clear fields and return you to the original display.
[bookmark: CNCattachments]Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of adding attachments and giving the ability to describe or name the attachment.]
As needed, upload additional files.


Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 of the permit application which includes the contact information of the applicant, contractor, and owner.]
0. Enter information for * required contacts, and for and optional contacts as needed:
* = Required
	R
	Field

	*
	Applicant Information (prepopulated and changeable)

	
	Contractor Information

	
	Owner Information (prepopulated and changeable)

	
	Contact Information

	
	Designer Information

	
	Electrical Contractor Information

	
	Mechanical Contractor Information

	
	Plumbing Contractor Information

	
	Developer Information





Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 of reviewing and submitting the permit application. This screen gives the ability to edit the information added in step 1 and 2.]
Review and edit as needed information as needed, and then click Submit.
An email is generated to you containing a link to your application.
The Summary screen displays the Permit map and Permit Description tabs.
The tabs summarize the content on the requested permit.
[image: Screenshot of permit search which allows you to complete a permit serach by map, permit number, or general search name.]
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help table showing the basic permit information.]
	Any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help table showing the site information like address and subdivision.]
	

	Contacts
	[image: General help table showing the contacts associated with the permit.]
	Contacts entered on the Contact Information screen.

	Fees
	[image: General help table showing the fees associated with the permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay any fees.

	Inspections
	[image: General help table showing the inspections added to your permit.]
	Based on the permit created, several inspections may be triggered. 
This page informs you of the activity and progress of each inspection. When the permit is issued, you will see inspection scheduling links here.

	Conditions
	[image: General help table showing the conditions associated with your permit from city staff and inspectors.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help table showing the various reviews associated with your permit.]
	The Gateway Review checks for submission completeness and other administrative requirements.  
Important: No other review will be conducted until the Gateway Review is approved. 
If a review is not approved, you will be provided a link titled Respond in the More Info column. You cannot advance the permit until you've responded to all failed reviews.

	Project Info
	[image: General table showing the project information for your permit.]
	To access further documentation about deck building, click Learn More.

	Other Info
	[image: General help table showing the other information provided for your permit.]
	If you have questions, click Learn more from CDPHE or Learn More.

	Green Building
	[image: General help table showing if it is a green building.]
	If the building is green, this tab provides information input.

	Impervious Area
	[image: General table showing impervious area information.]
	This section displays the number and description, as reminds you to attach a document supporting entry.

	Foundation-Only
	[image: General table showing "foundation only" information.]
	If this permit relates to Foundation-Only, details are depicted here.





Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this permit request, as they are in this example, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of current dashboard with your active permits and inspections.]
To monitor the review and approval process, refer to Section 4.2 Commercial Permit’s Review & Approval Process. 

[bookmark: _Ref103859366][bookmark: _Ref103859375][bookmark: _Toc133920880]Commercial Permit’s Review & Approval Process
Once you submit your permit request, the permit goes through a review and approval process. Through most steps of the process, you are notified via email.
Important: If any action is required, you will be notified via email.
The table below defines the statuses your permit will go through, and the actions you should take.
	Permit Status
	System Action
	Action you should take

	Intake
	[image: General help table showing intake information.]
___________________________________________________________________
[image: General help table showing payment reciept. ]
	Payment email and Payment Receipt

	Under Review
	The system generates an email similar to the following: 
[image: General help table showing if a permit is under review.]
	Optionally, check on your application.

	Additional Info Required
	[image: General help table showing if permit requires additional information.]
	Login into eTRAKiT and provide additional information as required.

	Awaiting Payment
	
	Login to pay outstanding fees.

	Passed Inspection
	[image: General help table showing if an inspection has passed or failed.]
	Once an inspection passes, an email is generated and sent to you. This is an example of a particular inspection.

	Issued
	[image: General help table showing if a permit was issued.]
	Click link to retrieve permit and any city-approved construction documents

	Completed
	[image: General help table showing if it is completed.]
	As needed, apply for a separate COI/Completion permit.





[bookmark: _Toc133920881]Other Permit Applications
[bookmark: _Toc133920882]Requesting a Grading Permit
Note: If you are requesting an early permit, ensure that a Final Subdivision application has been received and accepted as complete by the staff.
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard on applying for permit in the top left box.]
Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of applying for permit and you have the authority to do so.]


Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Grading Permit 
[image: Screenshot of permit information step 1 which includes basic permit information.]


Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I logged in as a contractor, and chose Grading Permit.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here Grading Permit

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed – the system generates them.


Additional Information: 
Permit Info
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Grading Permit, Additional Information: Permit Info displays.
	R
	Field
	Description

	*
	Have you included an Erosion and Sedimentation Control (ESC) Plan in the Stormwater Management Plan (SWMP)?
	From drop-down list, make selection.

	*
	Has a Drainage Report been approved?	
	From drop-down list, make selection.

	*
	Have you attached a Stormwater Management Plan?
	From drop-down list, make selection

	
	What is the Project Number of your previous submission?
	This field displays for contractors only.
Type the project number.

	*
	What is the nature of construction activity?
	From the drop-down list, define the type of construction activity.

	*
	Have civil plans been approved?
	From drop-down list make selection.

	*
	What is the estimated Material Import quantity in cu yd?
	Type the number of cu yds.

	*
	What is the estimated material export quantity in cu yd?
	Type the number of cu yds.

	*
	What is the total project area in acres?
	Type the number of acres.

	*
	What is the total land disturbance in acres?
	Type the number of acres.

	*
	Is this activity part of a larger common plan of development?
	From the drop-down list, make selection.

	*
	I understand there is a $200.00 plan review fee to be paid in advance.
	Acknowledge your understanding of the cost.


Learn More
	R
	Field
	Description

	*
	Have you attached the CDPHE certificate of authorization, if applicable?
	From the drop-down list, make selection.

	*
	Anticipated Start Date:
	Click on the calendar icon and make selection.

	*
	Anticipated End Date:
	Click on the calendar icon and make selection.


[bookmark: _Hlk115782053]To learn more about Civil Plan Approval/Permits, click the Learn More link in eTRAKiT.
Location *
0. In the Search By field, From the drop-down list, select Address or Parcel ID.
In the Search Value field, type a partial to full address and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
The system displays the full address for your selection, for example
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
Note: Clicking Address Lookup will clear fields and return you to the original display.
Attachments
	Early Grading Permit Attachments required:
Stormwater Management Plan
Tree Conservation Plan
Sketch Plat
Waiver Consent Form or Hold Harmless Letter
Grading Permit Attachments required
Stormwater Management Plan
Construction Drawings
Drainage Report





Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
0. Optionally enter a Description of the file.
0. Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of adding attachments to your permit and naming those uploaded files.]
As needed, upload additional files.
Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 with applicant information, developer information, company information, and owner information. Also, you can add contractor information.]
Enter information for * required contacts, and for and optional contacts as needed:
* = Required
	R
	Field

	*
	Applicant Information
(Prepopulated)

	
	Developer Information

	
	Company Information

	
	Owner Information
(Prepopulated)

	
	Contractor Information

	
	Right of Way Contractor information
Note: To copy above Contractor Information, click Copy Contractor Information. All above-entered data in that set of fields is copied here.





Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 allowing you to review and edit the information added on previous screens.]


Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.
[image: Screenshot of step 4 showing the checkout and payment options and information. Bottom two boxes show paying by credit card or eCheck.]
Pay your fees. Click Pay by Credit Card or Pay with ECheck and follow the prompts to pay your Permit bill.
0. Enter Payment Information, and click Next Step: Review Payment.
The Review Payment screen displays.
Review payment and Billing Information, click the I Agree statement, and click Make Payment.
You are returned to the Step 4 Checkout/Confirmation screen.
[image: Screenshot of step 4 reviewing the permit fees and you can view or print your confirmation page or print the summary.]

In your email, you will receive the following:
A notification thanking you for your online order.
A payment receipt.
To view the permit, click View Permit or click the Permit #.
The Permit map and Permit Descriptions tab displays.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box with basic permit information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help box showing the site information like address and subdivision.]
	Address of the site and associated lot details.

	Contacts
	[image: General help box showing the contacts of the associated permit.]
	Data input on the Contact Information screen.

	Fees
	[image: General help box showing the various fees associated with permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and fees already paid.

	Inspections
	[image: General help box showing the various inspections associated with the permit.]
	Based on the permit created, several inspections may be triggered. This page informs you of the activity and progress of each inspection.

	Conditions
	[image: General help box showing the conditions associated with permit.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help box showing the various reviews associated with the permit.]
	The parties that will be reviewing your permit request.

	Learn More
	
	



Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this permit request, as they are in this example, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of the dashboard showing your status of your inspections and permits.]
[bookmark: _Hlk103928170]To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process. 



[bookmark: _Ref112068188][bookmark: _Toc133920883]Requesting a Right of Way Permit 
Request Via View on Maps (Preferred Method)
Request via Apply
_________________________________
[bookmark: RequestingviaMapsPreferredMethod][bookmark: _Toc133920884][bookmark: _Hlk132192773]Requesting via Maps (Preferred Method) 
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard showing you where to view the map.]
On the left navigation bar under Permits, click View on Map.
The GIS map loads and downloads. This process may take a few minutes.
The Search Datagrid window pops up.
Go the following:
0. For the Search Datagrid popup, click the X to close.
[image: Screenshot of showing the datagrid popup box.]
On the top navigation bar, click the X Clear Graphics button to remove graphics from map.
[image: Screenshot of how to clear graphics on the map (click X on the top right screen)]


The graphics do not display on the map.
[image: Screenshot of search bar at the top showing to search or view by address, street, parcel, or subdivision.]

As shown above from the top drop-down list, select Street.
Use the + plus sign on the top left to zoom in to find the street. Also, you can left click, hold, and drag map to move view.
[bookmark: Number5]Click on the appropriate street.
A red dotted line displays on the street and the following window displays.
[image: Screenshot on map showing the category type.]
From the Category drop-down list, select Permits.
The Type field displays.
[image: Screenshot of box showing the category or type.]


From the Type drop-down list, select Right-of-Way Permit.
The Location field displays.
[image: Screenshot of box showing the categroy, type, and location.]
[bookmark: Number8]The Location field displays. This location is based on the area where the red-dotted line displays, and can be adjusted.
[bookmark: Number9]From the Location drop-down list, select the address range.
Important: If you click back on the map to adjust location, you must repeat steps 5-9.
Click the Go to Step 1 button, and then in this document go to Step 1 Permit Information: Short Description below.

[bookmark: RequestingviaApplydontuseatthistime][bookmark: _Toc133920885]Requesting via Apply 
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard showing at the top left side of the screen to apply.]
Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of confirmation page indiciating that you are authorized to apply for the permit.]
Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Right of Way Permit
[image: Screenshot of the permit application for step 1 which includes permit type information and basic permit information.]
Go to Step 1: Permit Information.
[bookmark: Step1PermitInformation][bookmark: _Toc133920886]Step 1: Permit Information
1. [bookmark: step4shortdescription]Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Right of Way Permit.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Right of Way Permit

	*
	[bookmark: ShortDescription]Short Description
	To give as much information as possible, describe your intent for the permit, for example “Digging up road between 10500-10599 Landmark Drive.”

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed – the system generates them.





Additional Information: 
Permit Info
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Right of Way Permit, Additional Information: Permit Info displays.
	R
	Field
	Description

	*
	Have you attached a traffic Control Plan?
	From the drop-down list, select an answer. 
Important: In the Attachment section below, attach a Traffic Control Plan.

	*
	Where is the Job Site Address/Intersection?
	Type the intersection streets for example Rosemary and 88th.

	*
	Provide the Description of Work
	Summarize the type of work to be done. 

	*
	Proposed Start Date
	Click the calendar and select the proposed start date.

	*
	Proposed End Date
	Click the calendar and select the proposed end date.

	*
	Estimated Square Feet of Asphalt Excavation
	Type the number of estimated square feet, for example 4000.

	*
	What is the estimated square feet of Concrete?
	Type the number of estimated square feet, for example 4000.

	*
	What is the estimated linear feet of Concrete?
	Type the number of estimated linear feet, for example 20.

	*
	Number of Bores/Potholes
	Type a number, for example 20.

	*
	Estimated Linear Feet of Bore
	Type the number of estimated linear feet, for example 20.

	*
	Number of Culverts
	Type the number of culverts, for example 2.

	
	Arterial Streets Number of days impacted
	Number of days streets are affected.

	*
	What is the length (ft) of Arterial Lanes Impacted
	Type the number of feet, for example 500.

	*
	Arterial Days Impacted
	Type the number of days, for example 5.


Permit Info 2
	R
	Field
	Description

	
*
	What is the length (ft) of Collector Lanes Impacted
	Type the number of feet, for example 5.

	*
	Collector Days Impacted:
	Type the number of days, for example 5.

	*
	What is the length (ft) of Local Lanes Impacted
	Type the number of feet, for example 5.

	*
	Local Days Impacted
	Type the number of days, for example 5.

	*
	What is the Estimated Linear Feet of Curb, Gutter, and Sidewalk?
	Type the number of linear feet, for example 30

	*
	Who is doing the Pavement Repair
	Type the name or role of the responsible party.

	*
	Who is providing the Barricades?
	Type the name or role of the responsible party.

	*
	Please note: Subcontractors require COI and a Valid Business License. Please submit if applicable.
	Important: In Attachments section, attach the COI and a valid business license.


Location *
Important: Pre-populated if View on Map option (preferred method) was used- go to Attachments below.
To choose a location:
0. In the Search By field, From the drop-down list, select Address.
0. In the Search Value field, type the street name—for example Monaco—and click Search.
The system retrieves results matching characters types of street segments.
Select appropriate selection.
The system displays the full address for your selection, for example:
STR-4292
4800-4899 MONACO ST
COMMERCE CITY, CO 80022 
Note: Clicking Address Lookup will clear fields and return you to the original display.
[bookmark: Attachments]Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
0. Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.


Click Accept.
The system displays the file as uploaded.
[image: Screenshot of box where to upload attachments and naming the attachment in the desciption box.]
As needed, upload additional files.
Click Next Step.
 Step 2: Contact Information screen displays.

[bookmark: Step2ContactInformation][bookmark: _Toc133920887]Step 2: Contact Information 
1. Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 of the permit application showing contractor information, subcontractor information]


0. Enter information for * required contacts, and for optional contacts as needed:
* Required
	R
	Field

	
	Contractor Information

	
	Subcontractor Information
If contractor Information above is populated, you can click the Copy Contractor Information button to copy and paste to this section.

	*
	Applicant Information (Prepopulated and changeable)

	
	Company Information

	
	Developer Information

	
	Contact Information

	
	Emergency Contact Information


Click Next Step.
The Step 3: Review and Submit screen displays.
[bookmark: Step3ReviewandSubmit]
[bookmark: _Toc133920888]Step 3: Review and Submit
1. Review screen and click Submit.
[image: Screenshot of step 3 of reviewing and submitting the permit. This screen allows you to review the information and make an edits before submitting.]


The Permit Search/Summary screen displays.
[image: Screenshot showing the permit search page where you can view permits by permit number, search name, etc.]
Go to Step 4: Permit Search/Summary.
[bookmark: Step4CheckoutConfirmation]
[bookmark: _Toc133920889]Step 4: Permit Search/Summary
The tabs summarize the content on the requested permit.
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box showing basic permit information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help box showing site information like address and subdivision.]
	Address of the site and associated lot details.

	Contacts
	[image: General information box showing the contacts associated with the permit.]
	Data input on the Contact Information screen.

	Fees
	[image: General help box showing the fees associated with the permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and displays fees already paid, if any.

	Inspections
	[image: General help box showing the various inspections tied to the permit.]
	Based on the permit created, several inspections may be triggered. This page informs you of the activity and progress of each inspection.

	Conditions
	[image: General help box showing the conditions associated with the permit.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help box showing the various reviews associated with the permit.]
	The parties that will be reviewing your permit request.

	Permit Info
	[image: General help box showing the permit information.]
	Additional Permit Information.

	Permit Info 2
	[image: General help box showing the permit information.]
	Additional Permit Information.

	Attachment Info
	If you have attached a document, it displays on the Permit Info Tab. See Permit Info Tab
	If you answered Yes to any questions about attaching documents, the question and your answer displays here.





Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this permit request, as they are in this example, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot showing your dashboard of active permits and inspections.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process. 



[bookmark: _Toc133920890]Requesting a Capital Improvement Project Permit 
A Capital Improvement Project Permit is a permit that initiated for a city-wide project. After a project is awarded, you as the contractor can apply for this permit.
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of permit dashboard showing how to apply for a permit. The link is at the top left of the screen. Click "apply"]
Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of permit application confirmation page stating you have the authority to apply for the permit.]


Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Capital Improvement Project Permit 
[image: Screenshot of step 1 of application showing the permit information like permit type, and other permit information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Capital Improvements Project.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here Capital Improvement Project

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed – the system generates them.





Additional Information: 
Permit Info
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Capitol Improvement Project, Additional Information: Permit Info displays.
	R
	Field
	Description

	*
	What is the Project Name and Project Number?
	Type the name and number.

	*
	Do you have a Commerce City Business License?
	Important: In Attachments section. Attach your valid Commerce City business license.

	*
	Are you registered on SAMS.GOV?
	Ensure you are registered on SAMS.GOV prior to requesting this permit.

	*
	What is your DUNS Number:
	Type your DUNS number.


Location *
0. In the Search By field, From the drop-down list, select Address.
In the Search Value field, type CIP and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
Note: Clicking Address Lookup will clear fields and return you to the original display.
[bookmark: CIPAttachments]Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of the attachments page where you can upload attachments and name it by description shown in the box below the upload.]
As needed, upload additional files.
Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of the 2nd step of the permit applicaiton with applicant information, owner information and contractor information.]
0. Enter information for * required contacts, and for optional contacts as needed:
* = Required
	R
	Field

	*
	Applicant Information (prepopulated and changeable)

	
	Owner Information 

	
	Contractor information 

	
	Contact Information





Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Step 3 of the permit application reviewing the information and editing it before submitting.]
Review and edit as needed information as needed, and then click Submit.
The Summary screen displays.
[image: Screenshot of the permit search box where you can search by permit number, etc.]
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box showing permit information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help box showing the site information like address and subdivision.]
	Address of the site and associated lot details.

	Contacts
	[image: General information box showing the various contacts associated with the permit.]
	Data input on the Contact Information screen.

	Fees
	[image: General information box showing the fees associated with the permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and fees already paid, if any.

	Inspections
	[image: General information box showing the various inspections associated with the permit.]
	Based on the permit created, several inspections may be triggered. This page informs you of the activity and progress of each inspection.

	Conditions
	[image: General help box showing the condidtions of permit issued by city staff and inspectors.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help bow showing the reviews completed by city staff and inspectors.]
	The parties that will be reviewing your permit request.

	Permit Info
	[image: General help box showing the general permit inforamtion.]
	Additional Permit Information.




Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this permit request, as they are in this example, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of dashboard where you can see your active permits and active inspections.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process. 

[bookmark: _Toc133920891]Requesting a Development Infrastructure Permit
To apply for a Development Infrastructure Permit:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard screen and clicking on the top left link to apply.]

Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of permit application confirmation idcidating that you have the authority to apply for the permit.]


Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Development Infrastructure Permit 
[image: Screenshot of permit application step 1 where you add permit type information and additional information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Development Infrastructure Permit.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here Development Infrastructure Permit

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed.


Additional Information
PW DEV INF PERM
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Capital Improvements Project Permit, Additional Information displays.
	R
	Field
	Description

	*
	Are your Construction Plans approved?	
	From the drop-down list, select an answer.
Important: To successfully request this permit, your Construction Plans must be approved.

	*
	Is your Drainage Report approved?
	From the drop-down list, select an answer.
Important: To successfully request this permit, your Drainage Report must be approved.

	*
	Is your Traffic Study approved?
	From the drop-down list, select an answer.
Important: To successfully request this permit, your Traffic Study must be approved.

	*
	What is the total dollar amount of the public improvements?
	The total dollar amounts, for example 75000. No dollar signs or commas allowed – they are generated.

	
	What is the project number of your previous submission?
	Type the project number.

	*
	Do you have a Commerce City Business License?
	From the drop-down list, select an answer.
Important: To successfully request this permit, you must have a current Commerce City Business License.

	*
	What is your Commerce City Business License Number?
	Type the Business License Number.


Location *
0. In the Search By field, From the drop-down list, select Address or Parcel ID.
0. In the Search Value field, do one of the following:
If you selected Parcel ID, type a partial or full entry, and click Search. 
If you are searching for a subdivision, ensure Address is selected above, type SUB, and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
The system displays the full address for your selection—a subdivision example is:
SA-1028
LABCO RESUB
Note: Clicking Address Lookup will clear fields and return you to the original display.
Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of adding attachments to the permit and naming those attachments in the desciption box.]
As needed, upload additional files.
Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of the permit application step 2 which is developer infomraiton, applicant information, and engineer/surveyor information.]
0. Enter information for * required contacts, and for any optional contacts as needed:
* = Required
	R
	Field

	
	Developer Information

	*
	Applicant Information (pre-populated and changeable)

	
	Engineer/Surveyor information

	
	Contractor Information

	
	Contact Information

	
	Emergency Contact Information


Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of permit application for step 3 which includes the information that was provided and the ability to edit the information before submitting.]
Review and edit as needed information as needed, and then click Submit.
The Permit map and Permit Descriptions tab displays.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box showing permit information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General information box showing site information like address and subdivision.]
	Address or Parcel ID of the site and associated lot details.

	Contacts
	[image: Genarl information box showing the contacts associated with the permit.]
	Data input on the Contact Information screen.

	Fees
	[image: General information box showing the fees associated with the permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and fees already paid.

	Inspections
	[image: General information box showing the various inspections associated with the permit.]
	Based on the permit created, several inspections may be triggered. 
This page informs you of the activity and progress of each inspection. 
When the permit is issued, you will see inspection scheduling links here.

	Conditions
	[image: General information box showing the conditions of the permit.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General information box showing the various reviews completed by city staff and inspectors.]
	The reviewer(s) who will be reviewing your permit request.

	PW Dev Inf Perm
	[image: General information box showing Public Works Development ]
	Data you input to this permit is displayed.





Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for the permit request, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of dashboard showing your permit applications and active permits.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process.
[bookmark: _Toc133920892]Requesting an Overweight Oversized Transportation Permit
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of dashboard home screen indiciating where to apply on the top left side of the screen.]



Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of the permit application confirmation page authorizing you to apply for this permit.]
Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Oversize Overweight Single Trip Transportation Permit 
[image: Screenshot of step 1 of the permit where you add general information like permit type and additional permit information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Oversize Overweight Single Trip Transportation Permit.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here Oversize Overweight Single Trip Transportation Permit

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example 75000. No dollar signs or commas allowed.




Additional Information: 
Permit Info
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Oversize Overweight Single Trip Transportation Permit, Additional Information displays.
* = Required
	R
	Field
	Description

	*
	Please provide the make and model of the vehicle
	Type the make and model of the vehicle, for example 2005 Kenworth W900.

	*
	Oversized load description
	Describe the oversize load.

	*
	Route Origin
	On what city, state, and highway did your trip originate?

	*
	Route Destination
	What is your final destination?

	*
	Width of Load
	State the width of the load, for example 15’ 8”

	*
	Height of Load
	State the height of the load, for example 10’ 2”

	*
	Length of Load
	State the length of the load, for example 10’ 9”

	*
	Estimated Weight of Load
	Estimate the weight of the load, for example 1 ton or 8000 pounds.

	*
	Number of escort vehicles
	Define the number of escort vehicles. For none, leave blank or type 0.

	*
	Insurance Carrier and Policy Number
	Type your vehicle’s Insurance Carrier and the associated Policy Number.

	*
	What is the date and time of trip?
	Define the date or date range in mm/dd/yy, and time of the trip, for example 4/2/22 8am

	*
	Applicant Must Notify Utility Companies and City Police Department
	From the drop-down list, select your acceptance or non-acceptance.


Permit Info 2
	R
	Field
	Description

	
	Description of route (if not uploaded as an attachment)
	Type a description of route, or indicate that the attachment describes the route.

	*
	What is the number of days single trip will be moved though Commerce City
	Type the number of days.





Location Info 1
In the section below, please type the word “HAUL” and select the HAULROUTE option.
Location
0. In the Search By field, From the drop-down list, select Address.
In the Search Value field, type the word HAUL and click Search.
The system retrieves results matching characters types.
Select Haul Routes - STREET.
The system displays the the selection:
HaulRoutes
Haul Routes
Note: Clicking Address Lookup will clear fields and return you to the original display.
[bookmark: OOSTAttachments]Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of the attachments page where you can upload files and name those files under the description box.]
As needed, upload additional files.


Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 of contact information showing company information, applicant information, and owner information.]
0. Enter information for * required contacts, and for optional contacts as needed:
* = Required
	R
	Field

	
	Company Information

	*
	Applicant Information (prepopulated and changeable)

	
	Owner Information

	
	Contact Information

	
	Emergency Contact Information





Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 of the permit application where you can review and edit the information before submitting.]
Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.
[image: Screenshot of step 4 of the checkout and confirmation page of the permit where you can review the payment and you have the option to pay by credit card or eCheck.]
Pay your fees. Click Pay by Credit Card or Pay with ECheck and follow the prompts to pay your Permit bill.
0. Enter Payment Information, and click Next Step: Review Payment.
The Review Payment screen displays.
Review payment and Billing Information, click the I Agree statement, and click Make Payment.
You are returned to the Step 4 Checkout/Confirmation screen.
[image: Screenshot of step 4 of the checkout or confirmation page and you can print or view your summary of the permit information.]
In your email, you will receive the following:
A notification thanking you for your online order.
A payment receipt.
To view the permit, click View Permit or click the Permit #.
The Permit map and Permit Descriptions tab displays.
[image: Screenshot of the permit search option which allows you to find permits in specific areas.]
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box with permit information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help box with site information like address and subdivision.]
	Address or Parcel ID of the site and associated lot details.

	Contacts
	[image: General help box with contacts.]
	Data input on the Contact Information screen.

	Fees
	[image: General help box showing the fess associated with the permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and fees already paid.

	Inspections
	[image: General help box showing the inspections associated with the permit. ]
	Based on the permit created, several inspections may be triggered, or none will be triggered. 
This page informs you of the activity and progress of each inspection. 
When the permit is issued, you will see inspection scheduling links here.

	Conditions
	[image: General help box showing conditions of the permit requested.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help box showing any reviews associated with the permit.]
	The reviewer(s) who will review your permit request.

	Permit Info
	[image: General help box showing the permit information.]
	Additional Permit Information.

	Permit Info 2
	[image: General help box showing other permit information.]
	Additional Permit Information.

	Location Info 1
	[image: General help box showing the location information.]
	Displays address input instructions for this type of permit.


Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for the permit request, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of the dashboard showing your active permits and inspections.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process.
[bookmark: _Toc133920893]Requesting Street Occupancy Closure Permit
Important: If you are having a block Party, please apply for a Temporary Events and Uses Permit.
Important: If you are performing excavation or street cut work, please apply for a Right-of-Way Permit.
To request a Street Occupancy Closure Permit for a non-organized event:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: General help box showing at the top left corner on how to apply for the permit.]
Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of permit application confirmation confirming that you have the authority to apply for the permit.]
Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Street Occupancy Closure Permit 
[image: Screenshot of permit application step 1 with permit type information and additional information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose Street Occupancy Closure Permit.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here Street Occupancy Closure Permit

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example type 75000. No dollar signs or commas allowed-they are auto-generated


Additional Information: 
Permit Info
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Street Occupancy Closure Permit, Additional Information displays.
	R
	Field
	Description

	*
	Have you attached a Traffic Control Plan?
	From the drop-down list, select your answer.
Important: To have this permit processed successfully, you must attach the Traffic Control Plan.

	*
	Is this for a block party? Please apply for a TEMPORARY EVENTS AND USES permit:
	From the drop-down list, is you select Yes, then STOP!!! Please apply for a Temporary Events and Uses Permit.

	*
	If performing excavation or street cut work, please apply for a right-of-way permit:
	From the drop-down list, is you select Yes, then STOP!!! Please apply for a Right of Way Permit.


Location * 
0. In the Search By field, From the drop-down list, select Parcel ID.
In the Search Value field, type ST and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
The system displays your selection, for example
STR-1310
12470-13167 CAMERON DR
BRIGHTON, CO 80603
Note: Clicking Address Lookup will clear fields and return you to the original display.


Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot to add attachments and name those attachments in the description box.]
As needed, upload additional files.
Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of permit application step 2 with contact information of contractor, subcontractor, and applicant.]
0. Enter information for * required contacts, and for optional contacts as needed:
* = Required
	R
	Field

	
	Contractor Information

	
	Subcontractor Information
Note: To copy above contact information, click Copy Contractor Information.

	*
	Applicant Information (pre-populated and changeable)

	
	Company Information

	
	Developer Information

	
	Contact Information

	
	Emergency Contact Information


Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 reviewing and submitting application. This is where you can review and edit the information.]


Review and edit as needed information as needed, and then click Next Step.
The Step 4 Checkout/Confirmation screen displays.
[image: Screenshot of step 4 for checkout of the permit and pay your fees associated by eCheck or credit card.]
Pay your fees. Click Pay by CREDIT CARD or Pay with ECHECK and follow the prompts to pay your Permit bill.
0. Enter Payment Information, and click Next Step: Review Payment.
The Review Payment screen displays.
Review payment and Billing Information, click the I Agree statement, and click Make Payment.
You are returned to the Step 4 Checkout/Confirmation screen.
[image: Screenshot of checkout and confirmation page where you can view and print your confirmation.]
In your email, you will receive the following:
A notification thanking you for your online order.
A payment receipt.
Click View Permit.
The Permit map and Permit Descriptions tab displays.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box showing permit type information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help box showing site information like address and subdivision.]
	Address or Parcel ID of the site and associated lot details.

	Contacts
	[image: General help box showing contacts associated with permit.]
	Data input on the Contact Information screen.

	Fees
	[image: General help box showing fees associated with permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and fees already paid.

	Inspections
	[image: General help box showing inspections associated with permit.]
	Based on the permit created, several inspections may be triggered. 
This page informs you of the activity and progress of each inspection. 
When the permit is issued, you will see inspection scheduling links here.

	Conditions
	[image: General help box showing conditions associated with permit.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help box that shows reviews associated with the permit.]
	The reviewer(s) who will be reviewing your permit request.

	Permit Info
	[image: General help box about permit information regarding a traffic control plan being submitted.]
	Additional Permit Information.





Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for the permit request, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of dashboard showing active permits and active inspections.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process.
[bookmark: _Toc133920894]Applying for Annual Longer Vehicle Permit
Use the instructions below to apply for an Annual Longer Vehicle Combination Permit.
To apply for an Annual Longer Vehicle Combination Permit:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of applying for permits link at the top left corner of the screen.]
Under the Permit heading, click Apply.
The Permit Application Confirmation screen displays.
[image: Screenshot of permit application confirmation indicating that you have the authority to apply for the permit.]
After reading the confirmation statement, click I Agree, and then click Continue.
[image: Screenshot of permit application step 1 with permit information like permit type.]
EXAMPLE: In this example I chose Annual Long Vehicle Combination Permit.
Complete the following sections of the screen, dependent on your Permit selections.
Permit Type Information
Select/type the following required information:
* = Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the Permit Type.
EX: Here, Annual Long Combination Permit

	*
	Short Description
	Type a short description of intended permit use.

	*
	Job Value
	Type the dollar value. Do not use dollar signs, decimals, or commas.


Additional Information
Annual LVC Info
Provide the following information to obtain your permit/license.
* Required 
	R
	Field
	Description

	*
	Please provide make and model of the vehicle:
	Type the make and model of the vehicle, for example 2005 Kenworth W900

	*
	Oversized load description:
	Describe the oversize load.

	*
	Route Origin:
	On what city, state, and highway did your trip originate?

	*
	Route Destination:
	What is your final destination?

	*
	Width of Load:
	State the width of the load, for example 15’ 8”

	*
	Height of Load:
	State the height of the load for example 15’ or 15 feet

	*
	Length of Load:
	State the length of the load, for example 20’ or 20 feet

	*
	Estimated Weight of Load:
	Estimate the weight of the load, for example 1 ton or 8000 pounds.

	*
	Number of escort vehicles:
	Define the number of escort vehicles. For none, leave blank or type 0.

	*
	Insurance Carrier and Policy Number:
	Type your vehicle’s Insurance Carrier and the associated Policy Number.

	*
	What is the date and time of trip?
	Define the date or date range in mm/dd/yy, and time of the trip, for example 4/2/22 8am

	*
	Applicant Must Notify Utility Companies and City Police Department:
	Denote your acceptance or non-acceptance.


Location Info 1
In the section below, please type the word "HAUL" and select the HAULROUTE option.
Location *
0. In the Search By field, From the drop-down list, select Address or Parcel ID.
In the Search Value field, type the word HAUL and click Search.
The system retrieves results matching characters types.
Select HAUL ROUTES.
The system displays the Location:
HaulRoutes
Note: Clicking Address Lookup will clear fields and return you to the original display.
Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your license.
0. Click Select and locate the appropriate file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. 
Note: Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of permit attachments and naming/desciption of attachment.]
As needed, upload additional files.
Click Next Step. 
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of permit application step 2 showing company information, applicant information, and owner information.]
Enter information for * required contacts, and for optional contacts as needed:
* = Required
	R
	Field

	
	Company Information

	*
	Applicant Information (prepopulated and changeable)

	
	Owner Information

	
	Contact Information

	
	Emergency Contact Information





Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 of permit application showing permit information and the ability to edit the information.]
Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation screen displays.
[image: Screenshot of step 4 of the checkout and confirmation page where you can pay for your permit with either credit card or eCheck. You can print summary page here.]


Pay your fees. Click Pay by Credit Card or Pay with ECheck and follow the prompts to pay your fee.
The fee payment receipt displays.
[image: Screenshot of step 4 of the checkout and confirmation page showing where to print and review confirmation. Bottom two buttons allow you to view and print.]
You are returned to the Step 4 Checkout/Confirmation screen.
To view the permit, click View Permit.
The Permit map and Permit Description tabs display.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box showing permit information.]
	The Permit summary.

	Site Info
	[image: General help box showing site information like address and subdivision.]
	Address and site details.

	Contacts
	[image: General help box showing contact information of permit.
]
	Contact Information added for the permit.

	Fees $0.00
	[image: General help box showing fees of the permit.]
	Indicates fees charged and paid.

	Inspections (0)
	[image: General help box showing if there are inspections associated with permit.]
	If inspections are auto-generated, they are listed.

	Conditions (0)
	[image: General help box showing any conditions of permit.]
	If certain specifications are auto-generated for this permit, they are listed.

	Reviews (2)
	[image: General help box showing any reviews associated with the permit.]
	Indicates the number of reviews are auto-generated for this permit.

	Annual LVC Info
	[image: General help box showing the LVC general information.]
	Additional information input into the application.

	Location Info 1
	[image: General help box showing location information of permit.]
	Lists the location instructions.





Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for this license request, then they are listed under My Active Inspections—none are required for this ANNUAL LONGER VEHICLE COMBINATION permit request.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of dashboard with current permits and clicking the top left screen to apply.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process.
[bookmark: _Toc133920895]Requesting Temporary Events & Uses Permit
If you are requesting a permit for an organized event needing street closure, then request this Temporary Events & Uses Permit.
To request a Temporary Events and Uses Permit:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
[image: Screenshot of applying for permit at the top left screen by clicking apply.]


Under the Permits heading, click Apply.
The Permit Application screen displays.
[image: Screenshot of permit application confirmation confirming that you are authorized to apply for the permit.]
Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:
PERMIT Type of Temporary Events and Uses with the automatically selected PERMIT Subtype of Organized Event.
[image: Screenshot of permit application step 1 where you enter general permit type information and additional information.]
Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example I chose the PERMIT Type of Temporary Events and Uses with the PERMIT Subtype of Organized Event.
Permit Type Information
* Required
	R
	Field
	Description

	*
	Permit Type
	From the drop-down list, select the type of permit.
Once you select a Type, further fields may display.
EX: Here Temporary Events and Uses

	
	PERMIT Subtype
	Accept the default, or from the drop-down list, make a different selection.
EX: Here Organized Event

	*
	Short Description
	To give as much information as possible, describe your intent for the permit.

	*
	Job Value
	The monetary estimated value of the work to be done, for example type 5000. No dollar signs or commas allowed-they are auto-generated.


Additional Information: 
EVENT/USE SUMMARY
Location information may display dependent on the Permit Type selected. In this scenario, for the Permit Type- Organized Event with Street Closure, Types of Use displays.
* = Required
	*
	Field
	Description

	*
	Event/Use Type
	Select the event type.

	*
	Event/Use Description, Scope
	Type the event description and the scope of the event.

	*
	Estimated Daily Attendance
	Type an estimated amount of people that will attend the event.

	*
	Estimated Peak Attendance
	At peak time, estimate the peak attendance number.

	
	Parking Details Description
	Where will attendees park?

	
	Clean-up and Waste Removal Description
	How will waste be removed from the property?

	
	Business License Number (if applicable)
	If you have a business license number, type it here.

	*
	Event/Use Organization Type
	Select a Type.

	
	Would you like your event to be added to the City’s Community Calendar website?
	Select an answer.


Event/Use Details
*=Required
	*
	Field
	Description

	*
	Will a structure, such as a tent, bounce house, stage or gantry, be erected?
	Select an answer.

	*
	Will alcoholic beverages be served or sold?
	Select an answer.

	
	Will food, goods or services be sold?
	Select an answer.

	*
	Will there be a band or amplified sound?
	Select an answer.

	*
	Will there be fireworks?
	Select an answer.

	
	Are admission fees charged?
	Select an answer.

	
	Admission Fee (if charged)
	Type an amount with no commas or dollar signs.

	
	Are vendor or other fees required?
	Select an answer.


Request Date/Time
*=Required
	*
	Field
	Description

	
	Set-Up Date:
	Using the Calendar [image: ] icon, select a date.

	*
	Start Date of Event/Use:
	Using the Calendar [image: ] icon, select a date.

	*
	Start Time of Event/Use (denote a.m. or p.m.)
	Type the start time, for example 8:00am.

	*
	End Date of Event/Use:
	Using the Calendar [image: ] icon, select a date.

	*
	End Time of Event/Use (denote a.m. or p.m.)
	Type the ending time, for example 5:00pm.

	
	Dismantle Date:
	Using the Calendar [image: ] icon, select a date.



Site Info
*=Required
	*
	Field
	Description

	
	Will restrooms be available on site?
	Select an answer.

	
	Will portable toilets and hand-washing facilities be provided?
	Select an answer.

	*
	Will there be any signs or banners? (If yes, a sign permit is required.)
	Select an answer.

	
	Will a fence be erected?
	Select an answer.

	
	Is site on a developed parking lot?
	Select an answer.

	
	Will lighting be used to illuminate the site?
	Select an answer.

	*
	Will electricity be needed?
	Select an answer.

	
	Generator Size (kW):	
	Type the number.

	*
	Did you attach our site-related plan?
	A plan of the site must be uploaded with your permit application showing the location of adjacent streets, existing structures and buildings, temporary structures (bounce house, stage, etc.) with uses and sizes noted, north arrow, fencing (including height and type), restroom facilities or portable toilets, generator(s) or location of shore power, type of parking surface, number of parking stalls, parking areas and driveway entrances, sound system and lighting, signs and banners with sizes noted, trash containers and dumpsters, booth or exhibit areas, and vehicle or trailers.

	
	Streets Proposed for Closure (if applicable):
	As applicable, type the name of the streets affected.




Location *
0. In the Search By field, From the drop-down list, select Address or Parcel ID.
In the Search Value field, do one of the following:
type a partial to full address, or for a street range type STR – and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
The system displays the full address for your selection, for example:
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
Note: Clicking Address Lookup will clear fields and return you to the original display.
Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.  In this instance, provide a separate description of each uploaded file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of attachments screen where you can upload attachments and add a description name of the attachment.]
As needed, upload additional files.


Click Next Step.
The Permit Application Step 2: Contact Information screen displays.
[image: Screenshot of step 2 of application where you enter applicant information, owner information, and contact information.]
0. Enter information for * required contacts, and for optional contacts as needed:
* = Required
	R
	Field

	*
	Applicant Information (pre-populated and changeable)

	
	Owner Information (pre-populated and changeable)

	
	Contact Information

	
	Event Organization/Company Information

	
	Film, TV, Movie Production Company Information





Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 where you review the information provided and you can edit the information from this screen.]
Note: Because there are no fees associated with this example, click Submit. If fees are associated, you are presented with the appropriate screen.
Click Submit.
The Permit Summary screen dispalys below the Search section.
An email is sent to the applicant.
In your email, you will receive the following:
A notification thanking you for your online order.
A payment receipt.
Click View Permit.
The Permit map and Permit Descriptions tab displays.
The tabs summarize the content on the requested permit:
Note: The depicted information can change based on other activity happening on this permit, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	Permit Info
	[image: General help box showing the permit information.]
	Data you input plus any attachments uploaded to this permit are displayed.

	Site Info
	[image: General help box showing the site information like address and subdivison. ]
	Address or Parcel ID of the site and associated lot details.

	Contacts
	[image: General help box showing the contact information of the permit.]
	Data input on the Contact Information screen.

	Fees
	[image: General help box showing the fees associated with the permit.]
	At multiple points in the permit creation, you can pay fees. This tab contains a link to pay fees, and displays fees already paid.

	Inspections
	[image: General help box showing the inspections associated with the permit.]
	Based on the permit created, several inspections may be triggered. 
This page informs you of the activity and progress of each inspection. 
When the permit is issued, you will see inspection scheduling links here.

	Conditions
	[image: General help box showing the conditions of the permit.]
	If there are conditions to the issuance of your permit, they are shown here.

	Reviews
	[image: General help box showing the reviews associated with the permit.]
	The reviewer(s) who will be reviewing your permit request.

	Types of Use
	[image: General help box showing the types of use for the permit.]
	Additional Permit Information.

	General Info 1
	[image: General help box showing the information of the permit.]
	Additional Permit Information.

	Attendance Dates
	[image: General help box showing the attendance dates of the permit.]
	Dates and times entered for preparation, event, and dismantling.

	General Info 2
	[image: General help box showing the additional and general information provided.]
	Additional Permit Information.


Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. If inspections are required for the permit request, then they are listed under My Active Inspections.
Note: As permits are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of the dashboard showing your permit status and active inspections.]
To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval Process.
[bookmark: _Ref103859835][bookmark: _Ref103859848][bookmark: _Toc133920896]Permit’s Review & Approval Process
Once you submit your permit request, the permit goes through a review and approval process. Through most steps of the process, you are notified via email.
Important: If any action is required, you will be notified via email.
The table below defines the statuses your permit will go through, and the actions you should take.
These communications are EXAMPLES ONLY.
	Permit Status
	System Action
	Action you should take

	Intake
	Once you make a payment, you should receive a similar email based on cost of permit:
EXAMPLE for: Grading Permit
[image: General help box showing where to check for the permti status and intake.]

	Optionally, check on your application.

	Additional Info Required
	[image: General help box showing email that applicant recieves if additional information is required.]
	Login into eTRAKiT and provide additional information as required.

	Awaiting Payment
	[image: General help box showing an email if fees are due for the permit requested.]
	Login to pay outstanding fees.

	Issued
	[image: General help box showing email if the permit was issued.]
	Click link to retrieve permit and any city-approved construction documents

	Closed
	[image: General help box showing if the permit has been completed.]
	As needed, apply for a COI/Completion permit.





[bookmark: _Toc133920897]License Applications
[bookmark: _Ref112744575][bookmark: _Toc133920898]Applying for a Business License
Important: If you are an Out-of-city business, you do not need a business license. Please fill out an out of city sales tax license at Business Licenses | City of Commerce City, CO (c3gov.com) and scroll down to section titled “For businesses located outside of Commerce City Limits.”
Use the instructions below to apply for a n In-City Commerce City Business License.
To apply for an In-City Commerce City Business License:
1. From the external home page, click Login to login to eTRAKiT.
You are redirected to a dashboard of the current activities.
On the left navigation bar, under Business and Other Licenses, click Apply for New Licenses.
The Step 1 License Information screen displays.
[image: Screenshot of step 1 on license application with general information. This screen is on the bottom left of the dashboard screen.]
Complete the following sections of the screen.
License Information
Based on the type of license chosen, additional and different fields may display.
	Field
	Description

	Type
	From the drop-down list, select the Type.
EX: Here, Outdoor Vendor
In this example I chose Outdoor Vendor, so specific fields display for that license under Additional Info Required Below.

	License Name
	Type a License Name which represents specifics of this license.
EX: Here, Sydney’s Hot Dogs





Additional Info Required Below
Vendor Info
Provide the following information to obtain your license.
*= Required
	R
	Field
	Description

	*
	Trade Name
	Type the name of your trade—for example food service.

	*
	Mailing Address
	Type your full mailing address including address, city, state, and zip code.

	
	Business Website
	If you have a Web site, enter the full URL here.

	*
	Fully describe business operation
	Fully describe how you operate your business. Are you selling food, alcohol?
Indicate all operational practice in detail. Insufficient descriptions may result in processing delays for your license.

	*
	FEIN
	From drop-down list, select an answer to indicate if you have a Federal Tax ID Number.

	*
	FEIN#
	If you selected Yes in field above, type the Federal Tax ID Number.

	*
	State Sales Tax ID Number
	Type your State Sales Tax ID Number if available.

	*
	Estimated Start Date in Commerce City
	Click on the calendar and select the estimated start date.

	*
	Filing Frequency
	From the drop-down list, select your filing frequency.

	*
	Number of Employees
	How many employees are a part of this business?

	
	Was this business acquired in whole or part
	From the drop-down list, select your answer.

	
	Prior Owner’s Name
	If there is a prior owner, type their name.


Vendor Info 2
Provide the following information to obtain your license.
	R
	Field
	Description

	*
	Describe what you sell or services provided
	Describe services/sales. Insufficient descriptions may result in processing delays for your license.

	*
	List days and hours of operation
	Type days and hours of business operation.

	*
	Name of company and addresses of all stops
	Type your answer.

	
	Map or drawing of proposed location and structures attached?
	As available, attach a document below depicting attached location and structures.

	
	Written consent or property owner or person in control of location attached?
	As available, attach a document below.

	*
	Is business being conducted out of a motor vehicle?
	From the drop-down list, select an answer.

	
	Proof of insurance attached?
	If document is attached, click the check box. 
Important: If not attached, there may be delay in processing time.

	
	Copy of Registration attached?
	If document is attached, click the check box. 
Important: If not attached, there may be delay in processing time.

	
	Copy of Driver’s License attached?
	If document is attached, click the check box. 
Important: If not attached, there may be delay in processing time.

	
	Purchase Price
	Type the purchase price, for example 35000.
Note: Commas are generated once you click outside the field.

	
	Acquisition Date
	Click on the calendar and select the date you acquired the business.


Park Vending
Provide the following information to obtain your license.
	R
	Field
	Description

	*
	Will you be vending in a park or recreation facility?
	Select an answer.

	*
	Do you plan to use the electricity at Bison Ridge?
	Select an answer.
Electricity is only available at Bison Ridge Recreation Center, in designated areas. A separate fee will be charged for electric hookup at Bison Ridge. You must provide your own electricity at all other city parks.

	*
	Have you provided (1) General Liability Insurance and (2) Certificate of Insurance?
	If you will attach, select PROVIDED, otherwise leave blank.
All vendors must provide: (1) general liability insurance (including damage to premises rented) on a primary basis in the amount of $1,040,000/occurrence; and (2) a certificate of insurance naming the City of Commerce City as an additional insured.

	*
	Have you provided Automobile Liability?
	All vendors must provide: Automobile Liability (owned, non-owned, hired) Amount to be determined by City Risk Manager. It is not uncommon for the City to ask for $1,040,000 per vehicle. Amount depends on circumstances of the event, vehicles listed, and information listed on this application form.

	*
	Do you agree to be responsible for any damage or injury caused by your vending operations on City property?
	Check Yes to agree to be responsible for any damage or injury caused by your vending operations on City property. 
You and your entity agree to indemnify and hold harmless the City, it’s officers, employees, and agents, from and against all claims, demands, or damages arising out of the applicant’s exercise of this license.


Attachments
Ensure to include required attachments with your application. Failure to do so may delay in the issuance of your permit.
0. Click Select and locate the appropriate file.
The Description field displays.
Optionally enter a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. 
Note: Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of attachments box showing the file name and naming the file in description.]
As needed, upload additional files.


Click Next Step.
The Step 2 Address/Contact Information screen displays.
[image: Screenshot of step 2 of the application for license including address, mailing address, and license address.]
Complete the following sections of the screen, dependent on your License selections.
EXAMPLE: In this example I chose Outdoor Vending License.
License Address
Important: If you are located in Commerce City, complete this field. 
Important: If you are an Out-of-city business, you do not need a business license. Please fill out an out of city sales tax license at Business Licenses | City of Commerce City, CO (c3gov.com) and scroll down to section titled “For businesses located outside of Commerce City Limits.”
0. In the Search By field, From the drop-down list, select Address.
In the Search Value field, type a partial to full address and click Search.
The system retrieves results matching characters types.
Select appropriate selection.
The system displays the full address for your selection, for example
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
Note: Clicking Address Lookup will clear fields and return you to the original display.
Complete the following fields:
	Field
	Description

	Print Name As
	Type your full name.

	Email Address
	Type your email address.

	Phone
	Type your phone number in xxxxxxxxxx format. Dashes are inserted automatically.

	Fax
	Type your fax number in xxxxxxxxxx format. Dashes are inserted automatically.

	Emergency
	Type your emergency phone number in xxxxxxxxxx format. Dashes are inserted automatically.


If the Mailing Address is the same as the License Address, check the checkbox. If you are not located in Commerce City, do not check.
For the License Address, enter the appropriate fields as displayed.
Important: If you are not located in Commerce City, ensure you complete this section, so we can reach you via mail.
Enter information for contacts as needed:
Note: If your Mailing Address is the same as the License Address, check the check box.
	R
	Field

	
	License Address

	
	Applicant Information (pre-populated and changeable)

	
	Owner Information

	
	Tax Contact Information

	
	Emergency Contact Information


Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 showing the information provided. At this screen you can view and edit any of the information provided.]


Review and edit as needed information as needed, and then click Next Step.
The License Application: Step 4 Payment displays.
[image: Screenshot of step 4 of the application for payment. The bottom right two buttons allow you to pay via credit card or eCheck.]
Pay your fees. Click Pay by Credit Card or Pay with ECheck and follow the prompts to pay your bill.
Important: This fee is non-refundable.
Once completed, you are returned to the Step 4 Payment screen.
To view the license, click View License.
The License Description tabs display.
The tabs summarize the content on the requested license:
Note: The depicted information can change based on other activity happening on this license, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Content Description

	License Info
	[image: General help box showing license info.]
	The License Number assigned and the summary of the license.

	Additional Info
	[image: General help box showing additional information.]
	Information which was entered for the license.

	Site Info
	[image: General help box showing the site information like address and subdivision.]
	Address and site details.

	Contacts
	[image: General help box which shows contacts associated with permit.]
	Contact Information added for the license.





[bookmark: _Ref103926868][bookmark: _Ref103926883]

[bookmark: _Toc133920899]License Notification Process
Once you submit your license request, the license goes through a review process. Through most steps of the process, you are notified via email.
Important: If any action is required, you will be notified via email.
The table below defines the statuses your permit will go through, and the actions you should take.
These communications are EXAMPLES ONLY.
	Permit Status
	System Action
	Action you should take

	Paid Online
	Once you make a payment, you should receive a similar email based on cost of license:
EXAMPLE for: Business License
[image: General help box that shows email of online payment.]
Payment Receipt
EXAMPLE for: Business License
[image: General help box that shows payment reciept. ]
	Optionally, check on your application.





[bookmark: _Toc133920900]New Project Applications
[bookmark: _Ref112227829][bookmark: _Toc133920901]Requesting a New Development Project 
Use the instructions below to apply for any of the following projects: 
To request a new project:
1. Navigate to the eTRAKiT home page, and click Login.
Your dashboard of current activities displays.
[image: Screenshot of dashboard page where you can view your projects by clicking on the left side of the screen under "projects"]
On left navigation bar under the Projects heading, click Apply for New Project.
The Project Application Confirmation screen displays.
[image: Screenshot of project application confirmation.]


Click I Agree, and then click Continue.
The Step 1: Project Information screen displays.
[image: Screenshot of project type information screen.]
Complete the following sections of the screen, dependent on your Project selections.
EXAMPLE: Illustrations and fields depict Development Plan – Administrative and accepted default Project Subtype of Intial Development Plan.
[image: Screenshot of project application step 1 including type and general information about the project.]
Project Type Information
* Required
	R
	Field
	Description

	*
	PROJECT Type
	From the drop-down list, select Project Type.

	
	PROJECT Subtype
	Depending on the Type chosen, a Subtype may be auto selected, but you may change the auto-selection.
Note: If you change the Subtype, the screen contents may change to accommodate the appropriate fields.

	*
	Brief Description of Project
	Type a brief description to clarify the project intent—for example Development Plan for 5,000 square foot office building.





Additional Information
General Info 1
	R
	Field
	Description

	
	Existing Use
	From the drop-down list, select the current use of the area.

	
	Proposed Use
	From the drop-down list, select the proposed use for the area.

	
	Type of Development
	From the drop-down list, select the type of development for the project.

	
	Total Project Area (acreage)
	Type the number of acres, for example 10.
Note: Include decimals if applicable.

	
	Does this project include demolition activities?
	From the drop-down list, select an answer.

	
	Does this project include tree removal?
	From the drop-down list, select an answer.

	
	PIN(s) for Subject Properties
	List all applicable parcel no.’s for the project (12 digits). Parcel no.’s may be found by utilizing the city’s iterative property lookup feature: https://www.c3gov.com/living-in/maps

	
	Zoning Designation of Project Area
	From the drop-down list, select the Zoning Designation.

	
	Is this application being submitted as a result of Code Enforcement action?
	From the drop-down list, select an answer.

	
	Is this an amendment to an existing land use application?
	From the drop-down list, select an answer.


	
	If yes, please provide the project number:
	As needed, type a project number.

	
	Have you uploaded all required attachments?
	From the drop-down list, select an answer.
For a list of required documents, please reference the applicable facts-to-know:
https://www.c3gov.com/doing-business/developing-in-commerce-city


Project Info 1
	R
	Field
	Description

	
	Number of Lots - Existing
	Type the number.

	
	Number of Lots - Proposed
	Type the number.

	
	Number of Commercial Units - Existing
	Type the number.

	
	Number of Commercial Units - Proposed
	Type the number.

	
	Number of Residential Units - Existing
	Type the number.

	
	Number of Residential Units – Proposed
	Type the number.

	
	Non-Residential Building Floor Area – Existing (s.f.)
	Type the number.

	
	Non-Residential Building Floor Area – Proposed (s.f.)
	Type the number.

	
	Impervious Surface Area – Existing (s.f.)
	Type the number.

	
	Impervious Surface Area – Proposed (s.f.)
	Type the number.

	
	Total Disturbed Area (s.f.)
	Type the number.


GENERAL INFO 2
	R
	Field
	Description

	
	Has a Concept Plan or Concept Schematic been submitted?
	From the drop-down list, select an answer.

	
	Date Completed:
	Click the Calendar [image: ] icon, and select the applicable date.

	
	If applicable, please provide the name of PUD associated with this project:
	Type the name of PUD.

	
	Is this application associated with an annexation?
	From the drop-down list, select an answer.

	
	Are there separate Design Standards being submitted with this application?
	Select an answer.

	
	Is this application for a condition renewal?
	Select an answer.

	
	Severed Mineral Rights?
	Select an answer.


Location *
0. In the Search By field, From the drop-down list, select Parcel ID.  If you do not know your Parcel ID, search by address only.
To find the parcel ID, please use the city’s interactive property lookup and search by the address (https://www.c3gov.com/living-in/maps)
In the Search Value field, type a partial to full address and click Search.
The system retrieves results matching characters types by parcel and address. The selection of address or parcel is not relevant to your permit application; you may choose either.
Common street abbreviations (do not include period) are St, Dr. Ave to name a few.
Select appropriate selection.
The system displays the full address for your selection, for example
182309201005 
7887 E 60th Ave 
Commerce City, Co 80022
Your Relation to this Project
If you are the Property Owner, check the checkbox. Otherwise leave blank.
Attachments
Prior to applying, include all required items. Failure to do so may delay the review of your project.
0. Click Select and locate the appropriate file.
Note: You may upload more than one file at a time.
Provide a Description of the file.
Click Upload.
The following message displays:
Please ensure that all required attachments are included with the application. Failure to include all required materials will delay the application process. Attachments will not be returned once submitted. Attachments become the property of Commerce City.
Click Accept.
The system displays the file as uploaded.
[image: Screenshot of where to upload attachments and below the file name box you can name the attachment.]
As needed, upload additional files and repeat steps a - d.
Click Next Step.
The Step 2: Contact Information screen displays.
[image: Screenshot of step 2 which is the contact information and includes applicant information, owner information and representative information.]


0. Enter information for the required contact types, and enter optional contact types as needed:
* = Required
	R
	Field

	*
	Applicant Information (prepopulated and can be changed)

	*
	Owner Information (prepopulated and can be changed)

	
	Contractor Information (if displayed, prepopulated and not changeable)

	
	Applicant Representative Information


Click Next Step.
The Step 3 Review and Submit screen displays.
[image: Screenshot of step 3 which is reviewing the general information and you can edit from this screen as well.]
Review and update information as needed, then click Submit.
The Step 4 Checkout/Confirmation screen displays.
[image: Screenshot of step 4 of the permit application where you can review your fees and pay by clicking the bottom right two boxes, either eCheck or credit card.]


If you are submitting for multiple applications, click Add to Shopping Cart. Then click Apply for New Project on the left-hand side, and begin the process again. 
Otherwise, go to next step.
Once all applications are complete, to pay fees, click your desired payment option.
0. Enter Payment Information, and click Next Step: Review Payment.
The Review Payment screen displays.
Review payment and Billing Information, click the I Agree statement, and click Make Payment.
Once payment is received, you are returned to the Step 4: Checkout/Confirmation screen.
[image: Screenshot of the checkout or confirmation page showing where you can review and print your confirmation using the bottom two buttons on the screen.]
To view the project, click View Project.
The Project Description tabs display.
The tabs summarize the content on the requested project.
Note: The depicted information can change based on other activity happening on this project, like edits, reviews or approvals, to name two. This information is collected based on one point in time.
	Tab
	Content
	Notes

	Project Info
	[image: General inforamtion box showing project info.]
	Any attachments uploaded to this project are displayed.

	Site Info
	[image: General information box showing the site information like address and subdivision.]
	Information about the site is listed here.

	Contacts
	[image: General information box showing the contacts of the project.]
	A list of contacts on the application are displayed here.

	Fees
	[image: General information box showing the fees associated with the project.]
	At multiple points in the project creation, you can pay fees. This tab contains a link to pay fees.
All project fees are collected at the submission of your application and this page will show a balance of $0.00. 
If new fees are assessed, you may make payments through this tab.

	Inspections
	[image: General information box showing the inspections of the project. ]
	This tab is not used for Planning.


	Conditions
	[image: General information box showing any conditions associated with the project.]
	If there are conditions to the approval of your project, they will be shown here.

	Reviews
	[image: General information box showing the reviews associated with the project.]
	Reviews generated for your project are listed here.
If a review is not approved, you are provided a link titled Respond in the More Info column. 
You cannot advance the project until you've responded to all failed reviews.

	Chronology
	[image: General information box showing the chronology of the project.]
	If your project requires a public hearing, important dates are listed here.

	General Info 1
	[image: General information box showing the information provided.]
	Details provided in the general information section of the application are listed here.

	General Info 2
	[image: General information box showing the information provided.]
	Additional General information entered into this Project request.

	Project Info 1
	[image: General information box showing the project information.]
	Details provided in the project information section of this application are listed here. 





On the My Dashboard page, your active Project is listed with a status of Submitted, as shown below. 
Note: As requests are worked internally with the City, this dashboard displays the real-time status of the record(s).
[image: Screenshot of dashboard showing the active projects under your account.]
To monitor the review and approval process, refer to Section 7.2 Project’s Review & Approval Process.
[bookmark: _Ref112227046][bookmark: _Ref112227059][bookmark: _Toc133920902]Project’s Review & Approval Process
Once you submit your permit request, the permit goes through a review and approval process. Through most steps of the process, you are notified via email.
Important: If any action is required, you will be notified via email. The email will provide specific details regarding the status of the application. If you have questions, please reach out to your assigned planner or cdplanner@c3gov.com.



[bookmark: _Toc133920903][bookmark: _Hlk133916881]Paying Code Enforcement Fines/Fees
If you are assessed a Code Enforcement fine/fee, pay your fee in the eTRAKiT system.
1. Create an account in eTRAKiT system. Refer to Section 1.1.1 Setting Up an Account.
Note: If you already have an account, then login to the system. Refer to 1.1.3 Logging in Moving Forward.
You are logged in and your eTRAKiT dashboard displays.
Your Dashboard may look different depending on any permit/license activity.
[image: Screenshot of accessing code information by clicking on left side of dashboard screen.]
On the left navigation bar, under Code Enforcement click Search.
The Search screen displays.
[image: Screenshot of a code enforcement case search where you can search by case number, name, etc.]
On the notification letter you received from the City, a record number is listed—for example CODE23-0069. 
Type the record number in the Search Value field and click Search.
Your Case displays.
[image: Screenshot of where you can find your cases and it will display.]
Single-click on the Case #.
The Case opens.
[image: Screenshot of how to open your case.]


Click the Fees tab.
The Violation description displays
[image: Screenshot of where fees are displayed related to your case.]
Click Pay All Fees.
The Shopping Cart displays.
[image: Screenshot of the shopping cart where you can review your fee, and paying by clicking the bottom right side of the screen "proceed to checkout"]
Click Proceed to Checkout.
The Checkout Summary displays.
[image: Screenshot of how to pay by clicking the bottom two buttons to pay by eCheck or credit card.]
Click Pay by Credit Card or Pay with ECheck, and follow the prompts to pay your assigned fine/fee.
Once paid, the following screen displays.
[image: Screenshot of payment status and where you can click to print your summary of payment.]
To print the page, click Print Summary, and initiate print to your printer.
An email is generated and sent to you with a payment receipt.


Appendix A:  Required Attachments by License

	License Name
	Required Attachments
	

	Auction
	
	

	Auctioneer
	
	

	Entertainment
	
	

	General Business License
	
	

	Hobby Breeder
	
	

	Kennel
	
	

	Liquor
	
	

	Marijuana
	
	

	Massage Facility
	
	

	Outdoor Vendor
	
	

	Pawn Broker
	
	

	Sexual Oriented Business
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A review for the project identified below was not approved.

Permit Number: CNEW22-60037

Permit Type: COMMERCIAL NEW CONSTRUCTION/NON-RESIDENTIAL STRUCTURE
Location: 12282 JASPER ST

Project Description: test

Review Type: GATEWAY REVIEW

Name of Reviewer: BUILDING PERHIT TECH BUCKET

Completion Date: 5/24/2022 12:68:00 AM

Log into the Commerce City eTRAKIT portal at the address below to access the plan reviewer's comments.

https://conc. stg.csqrcloud. con/comunity-etrakit/

**This is an automated notification; please to not reply to this email.**
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Commerce City Permit RADD22-00052|Fees Due

To:

The permit application identified below is awaiting payment.

Permit Number: RADD22-00052

Permit Type: RESIDENTIAL ADDITION/ADDITION ATTACHED
Location: 10086 PITKIN WAY

Project Description: tiny description

Applicant Name:

Log into the Commerce City eTRAKIT portal at the address below to pay your outstanding fees.

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

eTRAKIT - comc.stg.csqrcloud.com

Welcome to eTRAKIT, Commerce City's customer portal for construction permits, development projects, inspections,
contractor licensing and code enforcement complaints.

comestg.csqrcloud.com

*This is an automated notification: please to not reply to this email #*
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Commerce City Permit RADD22-00052 Issued

o % >
Fri 4/15/2022 920 AM

The permit for the project identified below has been issued.

Permit Number: RADD22-00052

Permit Type: RESIDENTIAL ADDITION/ADDITION ATTACHED
Location: 10086 PITKIN WAY

Project Description: tiny description

Applicant Name:

Please log into the Commerce City eTRAKIT portal at the address below to obtain your permit and, if
applicable, city-approved construction documents.

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

eTRAKIT - comc.stg.csqrcloud.com

Welcome to eTRAKIT, Commerce City's customer portal for construction permits, development
projects, inspections, contractor licensing and code enforcement complaints.

comestg.csqrcloud.com

*This is an automated notification; please to not reply to this email +*
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Commerce City Permit RADD22-00052|Completed

o % >
Fri 4/15/2022 12:23 PM

The permit application identified below is now complete.

Permit Number: RADD22-00052

Permit Type: RESIDENTIAL ADDITION/ADDITION ATTACHED
Location: 10086 PITKIN WAY

Project Description: tiny description

Applicant Name:

If your project requires a certificate of occupancy or similar, you will need to apply for a
separate Certificate of Occupancy/Completion permit. Log into the Commerce City eTRAKIT
portal at the address below to apply.

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

eTRAKIT - comc.stg.csqrcloud.com

Welcome to eTRAKIT, Commerce City's customer portal for construction permits,
development projects, inspections, contractor licensing and code enforcement
complaints.

comestg.csqrcloud.com

*This is an automated notification; please to not reply to this email **
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There are currently no conditions on this record.
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‘Thank you for your online order with Commerce City. If you paid for a buiding permit, you wil be notfied when your permit
payment has been processed. Retain this copy for verification with statement Paymethod: WES

Receipt No: WEB01618

Amount Paid: $2,101.94

Paid Date: 5/16/2022

pERMIT NEW2: 10086 PITKIN WAY COMMERCE CITY, |COMMERCIAL NEW
050 lco 80022 ICONSTRUCTION

PLAN REVIEW
PLAN REVIEW - OF THE BUILDING
PERMIT FEE sziot
Sub Total: s2,101.94
Total Amount $2,101.94

Name:
Address:

City. State, Zip:
Phone:

Email:




image101.png
City of Commerce City
||

Thank You for Your Payment

Please save this Confirmation Number for your personal records.

Customer Name

Effective Date
51612022 1233 PM Mountain Standard Time:
Confirmation Number

20000081

Payment Method

Licensing ang Permits
Transaction Fee:

Total Amount Paid:

Amount
Payment

5210194

54504

5214998

Payment Details

Licensing and Permits
5210184

‘ATransaction Fee has been included in the fotal amount paid for this transacion.
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Commerce City Permit CNEW22-00048

o o
R

The permit appication identifed below s now under review for compiance to the applicable codes and ordinances.

Permit Number: CNEW22-00048
Permit Type: COMMERCIAL NEW CONSTRUCTION/MULTLFAMILY BUILDING
Location: 10086 PITKIN WAY.

Project Description: tiny descrption

Applcant Name:

You wil recelve further notifications 3s your applcation progresses. Log into the Commerce City eTRAKT portal at the acdress below at any.
time to check on your application.

Ditos:/nam12.atelinks protection.out ook com/Zurl=https3:3AS2F%2Fcometo.csqfcloud.com%i2Fcommunity-
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S67C47CoTCaiampsgeta=b8%28 A% FokaWE Telnl 16 1xmlcEsaVHIGOL JekeVnU%3Daem preserves

T is an automated notification; please to not reply to this email>
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o o

The permit appication identifed below requires additonal information.

Permit Number: CNEW22-00048
Permit Type: COMMERCIAL NEW CONSTRUCTION/MULTLFAMILY BUILDING
Location: 10086 PITKIN WAY.

Project Description: tiny descrption

Applcant Name:

Log into the Commerce City STRAKT porta atthe address below to learm more about this status update and to provide the additional
nformation requirec.

Ditos://nam12.safelinks protection.out cokcom tps3%3A52F%2Fcome to.csqcloud.com3E2Fcommunity-
eirait:2F oo data=05%] CO15 TCo47COeCADS0 1434645351105 0823 1020075 IC 40108 TieB1B40aMb3500a03520320% 1 STCOKICEITES
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ZCH7CBamosdata=TCletAo1CKir]EmVYoSKVZONON oMM oaTWHOG Tk 3DRampreserve





image104.png
Commerce City Permit CNEW22-00048,[DRYWALL Inspection PASS)]

The inspecton for the project identifed below has passed.

Permit Number: CNEW22-00048
Permit Type: COMMERCIAL NEW CONSTRUCTION/MULTLFAMILY BUILDING
Location: 10086 PITKIN WAY.

Project Description: tiny descrption

Inspection Type: DRYWALL
Name of nspector: BUILDING INSPECTOR BUCKET.

Completion Date:

Log into the Commerce City €TRAKTT portal at the address below tlearn more about your Inspection status or to schedue your next
inspection.

Ditos:/nam12.atelinks protection.out ook com/Zurl=https3:3AS2F%2Fcome tg.csqfcloud.com%2Fcommunity-

eira42F oo data=05%T CO1% Co4TC28222306204 34 ceBB0ECaTTT 124275 CBdsOeT ieOiEADs 043 San0ma008320%TC1 TCOTCEITES
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ZC57CBiamosdata=eF2KShe 167X QHYGODKEWucD2ICrXSDTUPK w3 3D8ampeserves

*This is an automated notfication; please do not reply to this email*
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Commerce City Permit CNEW22-00048]Issued

The permit forthe project gentifed below nas been ssues.

Permit Number: CNEW22-00048
Permit Type: COMMERCIAL NEW CONSTRUCTION/MULTLFAMILY BUILDING
Location: 10086 PITKIN WAY.

Project Description: tiny descrption

Applcant Name:

Your permit has been issued, and you may now begin constructon. Log into the Commerce City €TRAKIT portal at the address below, cick
on this permit in your dashiooard, and cick on “Attachments” to obtai the permt (availabie within one business ay) and construction-
relsted documents (avaii3b'e now). The permt must be posted on the Jobsite 3nd the city-3pproved plans must be printed and avalable to
the city inspector during inspectons.

It your responsiblty to notify the city when stages of consiruction are reached that require an Inspection. The deadiine to schedule.
bulding-reited inspections s 4 pm. the business day prior to the day of the desired inspection date. Log Into the Commerce City eTRAKT.
portal at the acdress below, lck on this permitn your Gasnboard, and clck on “Request Inspections

Ditos:/nam12.atelinks protection.out ook com)Zurl=https3:3A%2F%2Fcome to.csqfcloud.com%2Fcommunty-
eirai42F o ata=05%TCO1% TCo4TCa2e2aTDMpe 440 Te534 06023612551 0% CaddOeTreOiE0afba35amamnznsa2a % C1 ST CORTCEST
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SE7CTCoT Caiamp sgeta=HT 2(sSE 2| QUG IS T0akAZ0mS 0P 0PN X3 DAB D reserved!

This is an automated notification; please to not replyto ths emall”
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Commerce City Permit CNEW22-00048 Completed

G “ « o

Tue 5/17/2022 836 AM
The permit application identified below is now complete.

Permit Number: CNEW22-00048

Permit Type: COMMERCIAL NEW CONSTRUCTION/MULTI-FAMILY BUILDING
Location: 10086 PITKIN WAY

Project Description: tiny description

Applicant Name:

If your project requires a certificate of occupancy or similar, you will need to apply for a separate Certificate of Occupancy/Completion permit, Log into the
Commerce City eTRAKIT portal at the address below to apply.

https://nam12.safelinks protection.outlook com/?url= hitps%3A%2F%2F comest.csqrcloud.com?%2Fcommunity=
etrakitse2F&amy 597C01%7C%7CheQaeeB4812840613ff408da3812a820%7 CBAdIOeTfeQf640afb435aaaaaaaazaatTC1%7C0%TC637883950021196111

97CUnknown%7CTWE pbGZsh3d8ey) WiioiMCawLjAwMDAILC)QljoiV2IuMzliLCJBTil6lk1haWwil CIXVCISMn0%3D%7C3000%7C%7Co%TCaamp;sdata=XI2x0FyET
nnVPXsqkijeSnd2rgTGAISPg1UHjJAVMKIS%3D&emp reserved=0

*This is an automated notification; please to not reply to this email =
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‘GRADING PERMIT Permit
Description Quantity Amount
‘GRADING PLAN REVIEW FEES 1 $200.00
GRADING PERMIT APPLICATION REVIEW FEE 200.00
Fees Due: $200.00
Total: $200.00

BBTestClassA  Balance: 50.00
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Sommerce | Quality Community

CITY fora Llfehme

Welcome to Commerce City's Permitting and Land Use Portal

Welcome to eTRAKIT, Commerce City’s customer portal for construction permits, development projects, inspections, contractor
licensing and code enforcement complaints. Select from the options below to initiate the city service you require. In most cases, you will
need to create an account as a user or licensed-contractor in order to proceed. Learn more on how to use this portal

Firsttime users, create an account
“Contractors - Apply for a Contractor License below.
“All Others - Click Setup an Account above.
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| There are currently no conditions on this record.
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ANNUAL LONG VEHICLE COMBINATION PERMIT Permit
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LONGER VEHICLE COMBINATION ANNUAL PERMIT 1 $55.00

Fees Due: $55.00

Total: $55.00
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LONGER VEHICLE COMBINATION ANNUAL PERMIT $55.00 311612023

Charged: 5500  Balance Due: $0.00
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There are currently no inspections on this record.
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"HAUL" and select the

HAULROUTE option.
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Conditions (0)

Reviews(6)
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Type:  ORGANIZED EVENT WITH STREET CLOSURE
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APPLICANT beth buonanno 1501 West Long Ave Littleton, CO 80120 - 8054

OWNER GRAY DAVID AAND GRAY. 10086 PITKIN WAY COMMERCE CITY, CO 80.
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‘There are currently no conditions on this record.




image221.png
& Attachment

Permit Info

Types of Use

The event will occur on
‘more than one calendar 1
day.
Any part of the event
will occur ater 8 p.m.or 1
before 8a.m.
Attendance at the event
is anticipated to exceed
200 people.
Alcoholic beverages will
be served during the
event.
Live or amplified sound

‘will occur during the




image222.png
& Attachment

Permit Info Site Info

Wil electricity be
Yes
needed?
Will a generator be
No
used?
Will a fence be

Yes
constructed?

Will a tent or other
structure be installed or - No
erected?
Will a platform, stage or
overhead structure be  Yes,
installed or erected?

Will food or drink be





image223.png
& Attachment

Pemitinfo \ Sitelnfo | Contacts(2) | Fees$0.00

Typesof Use Y\ General Info-1 1 Attendance/Dates

Estimated Daily

Attendance
Estimated Peak

Attendance
Requested Start Date ~ 6/24/2022 12:00:00 AM
Requested End Date  6/24/2022 12:00:00 AM
Requested Set Up Date  6/23/2022 12:00:00 AM

Requested Dismantle
6/23/2022 12:00:00 AM





image224.png
& Attachment

X

Pemitinfo \ Sitelnfo | Contacts(2) | Fees$0.00 Inspections(s

TypesofUse \ Generallnfo-1  Attendance/Dates 1 Genral Info-2

Will there be lighting
used for illumination at  No

night?

Will there be any signs.

Yes

or banners?
Is the site paved? No

Does the event involve a
moving route ofany  No

Kind?

Does the site have curb,

No
gutter & sidewalk?

Does the site have an





image225.png
Hello Wit %

Below is a Dashboard of your current activities.

C/ My Active Permits

Y-
PERMIT
aooRess | Tvee | smawus Aracavent | wae | unUn
No.
oRcanzED
i
s000
streer @
cLosure
@Mymﬁveznspeeﬁans e
RECNO | RECTYPE | RECSTATUS | ADDRESS INSPECTION DATE | uan
PeRuIT NTARE ROUTIN INPECTION





image226.png
Thank you for your online order with Commerce City. If you paid for a building permit, you will be notified when your
permit payment has been processed. Retain this copy for verification wih statement Paymethod: WEB,

Receipt No: WEB01600

Amount Paid: $200.00

Paid Date: 5/3/2022

PERMIT |GRD22-0005910086 PITKIN WAY COMMERCE CITY, CO 80022 |GRADING PERMIT]

GRADING PLAN REVIEW FEES

GRADING PERMIT APPLICATION REVIEW FEE $20000
Sub Total: 5200.00
Total Amount Paid: 5200.00

Name:
Address:

City, State, Zip:
Phone:

Emai
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Commerce City Application/Permit GRD22-00063 Requires Additional
Information

69> -
on 3972022 156 2

o
The permit application identified below requires additional information.

permit Number: GRD22-00063
Permit Type: GRADING PERMIT/
Location: 10086 PITKIN WAY
Project Description: tiny description
Applicant Name:

Log into the Commerce City TRAKIT portal at the address below to leam more about this status update and to
provide the additional information required.

https://nam12.safelinks protection.outiook.com/?
ttps%3A%2E%2Fcomestg.csqreloud.comse2Fcommunity=

etrakit%2Faiamp data=05%7CO1%7C%7Ca32b43226acAT ece9e908da31 deT THb%TCBAAM0eT 0 6405435588
22330222%7C197C0%TC637877 128800749349% TCUNkNOwWN367 CTWEbGZsh3dBey/WIjoiMCAWL/AwMDAILC)
Qljoiv2uMzIiLCIBTil6Ik1 haWwil CJXVCIEMN0%3D%7C 3000%7 C3%7C%TCaampsdata=hd THke0GHIINZ6TR%.2
EOAQTCY1%2BYZ JDBWBYYIUhV3%3D&emp reserved=

*This is an automated notification;

lease to not reply to this email.
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Map
Vaw Man

License Application

Step3 Review and Submit

Application for a OUTDOOR VENDOR License

Review the information below prior to submitting the application

License Information m

Type OUTDOOR VENDOR

Licensee Sydney's Hot Dogs

‘Additional Info Required  cor |
Below

'VENDOR INFO

TradeName  Sydney's Hot Dogs

Mailing
‘Address. =i

Business, o
Website e

Fully describe
business Sell hot dogs out of a cart
operation

FEIN YES
FEIN# 123456

State Sales Tax
1D Number

Estimated
Start Date in
Commerce.

city

co

41612023

QUARTERLY

License Address

Mailing Address

Contacts

Applicant Information

beth buonanno

(303) 4377233

1501 West LongAve  bethbuonanno1@msn.com
Littleton, CO 80120 - 8054

Owner Information

Tax Contact Information

Emergency Contact Information

Fees

Type
Amount

OUTDOOR VENDOR LICENSE FEE
$35.00
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Pay Fees Description Amount
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Search Property OUTDOOR VENDOR LICENSE FEE $35.00
View on Map

Inspections.
Schedule Fees Due: $35.00
View on Map
Cancel

Scheduled Total: $35.00

Business & BACK TO STEP ONE ADD TO SHOPPING CART PAY BY CREDIT CARD PAY WITH ECHECK

Other Licenses
Apply for New

ticenses





image232.png
License No: SBL22-0013
Sydney's Hot Dogs
OUTDOOR VENDOR

Licensee Nar
™
SubType:
Donotuse  eeee
status:  Paid Online

8/30/12022

Attachments: TCO_Extension_process.pdf




image233.png
 Print Name As:
Addresst:

Address2:

State:
Zip:
Phone:
Fax:
EMail:

1GROSS RCPTS

BB
1501 Dandelion Street

Littleton
co

80120

(666) 666-6666




image234.png
cystiz:
eropartyType
soct g

Lok sum g2y

10088 P way @
COMMERCE GITY C0, 30022

ADORESS

23vezi00m0
REUNION FILNGNO 12

ezsen





image21.png
Hello .

Below is a Dashboard of your current activities.

i i e e

? My Open Permit Applications

e e e = e

=

)

/ My Open License Applications

T T T

w2023

? My Active Permits

d
3
i

E

|
g
E]

I
3

¢ |

DEVELOPMENT
INFRASTRUCTURE

. peRT
FLOODRLAN

o 5000 )

. DEvELoPMENT PERMIT

ANNUAL LONG VEHICLE

5000 o

COMBINATION PERMIT

OVERSIZEIOVERWEIGHT





image235.png
eTRAKIT Online Payment Q.

° no-reply@c3gov.com «
To: Tue 4/

Thank you for your online order with Commerce City. f you paid for a building permit, you will be notified when your permit payment has been processed. Retain this copy for verification with
statement Paymethod: WEB

Receipt No.: WEB02380

Amount Paid: $35.00

Paid Date: 4/18/2023

ICENSE2 BL23.0006 Lo ——————— gy CUTDOOR VENDOR

OUTDOOR VENDOR LICENSE FEE $35.00
Sub Total: $35.00
Total Amount Paid: $35.00

Name:
Address:

City, State, Zip:
Phone:

Email:
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Thank You for Your Payment

Please save this Confirmation Number for your personal records.

Customer Name
beth buonanno

Effective Date

411872023 2:59 PM Mountain Standard Time
Confirmation Number

20000887

Payment Method

Licensing ang Permits
Transaction Fee:
Total Amount Paid:

Payment Details

Licensing and Permits
beth buonanno - $35.00

ATransaction Fee has been included i the total amount paid for this ransacion.

City of Commerce City

PaymentRocat

Amount

Payment

s35.00
si54
3654
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Project Application Confirmation

Need Help?

By agreeing to continue | certfy the information and exhivits submited are true and
correct 1o the best of my knowledge and that n fling this appiication, | am acting with the
knowledge, consent, and authority of the owners of e real property, without whose-
‘consent and authority the requested action couid not lawfully be accomplished. Pursuant
to said authoriy, | hereby permit City officials to enter upon the properiy for the purpose.
of inspection, and if necessary. for posting of public notice on the property. Further, | il
respond 1 al requests including providing additional documentation and technical
information as required by the City of Commerce City Community Development
Depariment

1Agree
1Disagree
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Type DEVELOPMENT PLAN -

ADMINISTRATIVE 12241 VILLAGE CRW
Subtype INITIAL DEVELOPMENT PLAN COMMERCE CITY, CO 80603 THE VILLAGE
Description My first Dev Project creation

EpiT

Applicant Information Fees Details
Type Amount
NON-PUD FEES $590.00
NON-PUD
N DEVELOPMENT PLAN 590.00

Owner Information

Total Fees $590.00

Applicant Representative Information

To upload additional attachments click on Upload. UPload
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Checkout Summary

Below are the current fees due for your permitproject(s). Please select the permitjproject(s) you wish to pay and
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DEVELOPMENT PLAN - ADMINISTRATIVE Project

Description Quantity Amount
NON-PUD FEES 1 $590.00
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confirmation.

Receipt No: WEB01671

Date: 6/3/2022 8:14:10 PM

Amount Paid: $150.00

2200052 o086 prriwav

S150.00
Subtotal




image65.png
e
sunyps:
snortcaserpton
st

appiea ot

approveaDa

Expratonoa

'RESIDENTIAL NEW CONSTRUCTION
DETACHED SINGLE FAMILY DWELLING
samnams

WiakE

vz




image66.png
sty
Proparty Trpe
Tt

Lot

sectup ng
Lot sz 57

10080 Prrcn ey @
‘CoMMERCE CITY,CO, 30022

ADDRESS
230210010
REUNIONFILNG NO 12

El
102scow
T2 gsna0use




image67.png
APPLICANT. -
CoNTRACTOR
owner




image68.png
PLAN REVIEW 515000 $15000

Charged: 315000 Balance Due: $150.00 pay Al Fees




image4.gif
\ |
N
WCommerce




