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eTRAKiIt User Guide

New Project Applications

7.1

Requesting a New Development Project

Use the instructions below to apply for any of the following projects:
To request a new project:

Navigate to the eTRAKIT home page, and click Login.

Your dashboard of current activities displays.

1.

2.
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My Dashboard Hello
Below is a Dashboard of your current activities.
Permits

Apply

Search

Pay Fees . .

View on Map Ev My Active Permits

Issued Permits Report 2 total record(s). Y E|

PERMIT
ADDRESS STATUS INSPECTION ATTACHMENT | MAP

CAPITAL

Projects
Apply for New Project
Search Projects

ClP23-
Pay Fees IMPROVEMENTS $2025.00 “
View on Map 00002 | COMMERCE
PROJECT PERMIT
COm EET DEVELOPMENT
Licenses piP2- LABCO INFRASTRUCTURE R 50.00 & ¢
&
Search 00008 RESU REVIEW )
Pay Fees PERMIT
Properties
Search Property @?}
View on Map 1N My Active Inspections
5 total record(s).

Inspections
Schedule i B REC STATUS

INSPECTION

ADDRESS

On left navigation bar under the Projects heading, click Apply for New Project.
The Project Application Confirmation screen displays.

Project Application Confirmation

Meed Help?

By agreeing to continue | certify the information and exhibits submitted are true and
correct to the best of my knowledge and that in filing this application, | am acting with the
knowledge, consent, and autherity of the owners of the real property, without whose
consent and auihonlyihe requested action could not lawfully be accomplished. Pursuant
to said authority, | hereby permit City officials to enter upon the property for the purpose
of inspection, and if necessary, for posting of public notice on the property. Further, | wil
respond to all requests including providing additional and

information as required by the City of C: City C ity D
Department.

) 1agree
| Disagree
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3. Click I Agree, and then click Continue.
The Step 1: Project Information screen displays.

Project Application

= s

4. 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.

Project Application
ST ST ST
I CHL D M Praject Type Information
Projects
Apply for New Project
‘Search Projects *PROJECT
Pay Fees o
View on Map
Contractor PROJECT
Subtype
“Brief ‘
Desoription
of Project
'Additional Information
GENERAL INFO 1
Er=a Existng Use [ 2l
Other Licenses Proposed use: [ ]
ma s =
Tota —
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.
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Additional Information

General Info 1
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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-Cit:

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.

05/08/2023
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Field

Description

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 From the drop-down list, select an answer.
submitted?
Date Completed: Click the Calendar ! jcon, and select the
applicable date.
If applicable, please provide the name of PUD Type the name of PUD.
associated with this project:
Is this application associated with an annexation? From the drop-down list, select an answer.
Avre there separate Design Standards being Select an answer.
submitted with this application?
Is this application for a condition renewal? Select an answer.
Severed Mineral Rights? Select an answer.
Location *
a. Inthe 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)
b. Inthe 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.
c. Select appropriate selection.

The system displays the full address for your selection, for example

182309201005
7887 E 60th Ave
Commerce City, Co 80022
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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.

a.

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.
d. Click Accept.
The system displays the file as uploaded.
Attachments

Please ensure to include required attachments with your application. Failure to do so may delay in the

issuance of your permit.

Flianama

Description |

UPLOAD

e. Asneeded, upload additional files and repeat steps a - d.

Select

5. Click Next Step.
The Step 2: Contact Information screen displays.

05/08/2023

Permits

‘Search

Pay Fees
View an Map

Issued Permits Repart

View an Map

Contractor

Licenses
Search
Pay Fees

Search Property
View on Map

Inspections

Schedule
View on Map

Cancel
‘Scheduled

Attachments:
TCO_process.pdf
testing

Project Application

STEP1 STEP 2 Contact Information

STEP3 STEP 4

Application for a DEVELOPMENT PLAN - ADMINISTRATIVE Project

Applicant Information

“Namo

“nadress

“city

TR co

Owner Information

“Name.

“nadress —

“City —

Lo co

Applicant Representative Information

Private and Confidential © 2023 Commerce City, Co.

“Phone

“Email Address o

“zip : 80120
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a. 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

6. Click Next Step.
The Step 3 Review and Submit screen displays.

Project Application
STEP1 STEP2 STEP 3 Review and Submit STEP4

Application for a DEVELOPMENT PLAN - ADMINISTRATIVE Project

Issued Permits Report Review he iaformaton below oo 1o SubmMINg e appication

Apply Tor New Project
Search Pre

Project Information | or | Location
Pay Fees.
View on Map Type DEVELOPMENT PLAN -
ADMINISTRATIVE 12241 VILLAGE CIR W
Subtype INITIAL DEVELOPMENT PLAN COMMERCE CITY. CO 80603 THE VILLAGE
Description My first Dev Project creation

Contacts o Fee Information

Applicant Information

Fees Details

Type Amount
NON-PUD FEES $590.00
NON-PUD
L DEVELOPMENT PLAN 200100
Owner Information
Total Fees $590.00
Attachments

Applicant Representative Information

To upload addiional attachments cick on Upload.  Upload

Locate My Address

7. Review and update information as needed, then click Submit.
The Step 4 Checkout/Confirmation screen displays.

My Dashboard

Project Application

e

Issued Pemmits Report Checkout Sunumary
Below are the current fees due for your

ject(s) Please select the ject(s) you wish to pay and
Projects select ‘Praceed lo Checkout’. Veerify correct item(s) o pay and select 'Proceed lo Payment’. Enter the required
Apply for New Project information and select “Process Payment”.

Search Projects

Pay Fees

View on Map DEVELOPMENT PLAN - ADMINISTRATIVE Project

Contractor Description

Licenses
ol NON-PUD FEES 1
Pay Fees

Properties
Search Property

$590.00
NON-PUD DEVELOPMENT PLAN 590.00

View on Map Fees Due: $590.00
Inspections

Schedule
View on Map

Total: $590.00

BACK TO STEP ONE ADID TO SHOPPING CART PAY BY CREDIT CARD PAY WITH ECHECK

Page 146 of 152 Private and Confidential © 2023 Commerce City, Co. 05/08/2023



ITY

05/08/2023

eTRAKiIt User Guide

8. 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.

9. Once all applications are complete, to pay fees, click your desired payment option.

a. Enter Payment Information, and click Next Step: Review Payment.

The Review Payment screen displays.

b. Review payment and Billing Information, click the | Agree statement, and click Make

Payment.

Once payment is received, you are returned to the Step 4: Checkout/Confirmation screen.

My Dashboard

Project Application

STEP 1 STEP 2

Payment Status: Paid Print this page as your
recaipt of payment. You will also receive an e-mail
confi

rm:
Receipt No: WEB02382
Date: 4/19/2023 4:04:47 PM

Amount Paid: $590.00

e
ROJECT D H21STAVE [PLAM -
[BLDG 44 _|ADMINISTRATIVE,
NON-PUD FEES $590.00

NON-PUD

DEVELOPMENT $590.00

PLAN

Subtotal $590.00

Total
amount  $590.00
paid:

STEP 3 STEP 4 Checkout/Confirmation

PP PP PP PP T PP PP PP PP PP P oo

10. 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 #D22-0058

Project Info

[ Project Info Siteinfo '\ Contacis(2) | Fees$000 \

Inspections

| Conditons (0)

Reviews(4)  Chronology (0) General Info-1

General Info-2

\_Project Info

escription:  tiny description

: INITIAL DEVELOPMENT PLAN

status:  Paid Online

Applied: 62112022

Status: 62172022

Attachments:
2 TCO_Extension_process.pd

1 res_adaition.pa

: DEVELOPMENT PLAN - ADMINISTRATIVE

Any attachments uploaded to
this project are displayed.

Private and Confidential © 2023 Commerce City, Co.
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Tab

Notes

Site Info

Project #D22-0058
Project Info | Site Info Contacts (2) '\ Fees30.00 % Inspections '\ Conditions (0:
, Reviews(d, \ Chronology (0] \ General Info-1  \, General Info-2 Y Project Info
Address: 10056 PITKIN WAY &

City/State/Zip: COMMERCE CITY, CQ, 80022
Property Type PARCEL
APN: 172316216010
subdivision: REUNION FILING NO 12
Tract:
Block:
Lot: 37

SectTwp-Rng: 16 25 65W

Lot Size (SF):  7793.83620952

Information about the site is
listed here.

[ Projectinfo Sitelnfo  \ Contacls(2) % FeesS0.00 % Inspections Conditions (0)

ews(d) Chronology (0) % Generalinfo-1 '\ Generallnfo-2 % Project info
T T
COMPLETENESS REVIEW PLANNING P 6212 More Info
GEOGRAPHIC INFORMATI GIS REVIEW 62112 More Info
PLANNER ASSIGNMENT PLANNING A 62112 More Info
PLANNER REVIEW JOSUE LOMA 62112 More Info

Contacts Project #D22-0058 A list of contacts on the
: Project Info Site Info W C:\!nacls 2 Fees.SUE\: A ﬂsne.:'\.?ns Condtions (0) appl'cat'on are displayed
\ Reviews(4) Chronology (0) \ General Info-1 \ General Info-2 \ Project Info \
—_ : L here.
T T
APPLICANT
OWNER
Fees Project #D22-0058 At multiple points in the
Project Info ; Sitelnfo | Contadis 2 W Fees $0.00 Inspections '\ Conditions (0) project Creation' you can pay
Reviews(4) \ Chronology (0} General Info-1 \ General Info-2 Project Info - - -
_‘ : _‘ : s fees. This tab contains a link
NON-PUD FEES — o / to pa'y fees'

Charged: 550000 Balance Due: $0.00 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 Project #D22-0058 This tab is not used for
Project Info '\, Site Info \:-_ Contacis (2) % Fees $0.00 1 nspections . Conditions (0: Planning
,  Reviews(4) X Chronology (0) General Info-1 General Info-2 Project Info '\,
fhere are currently no inspections on ihis record. ” ]
Conditions |‘ Projectino X, Steio " Contach 2) "\ Fees$000 " Inspections | Condtions (0 If there are conditions to the
-_n‘Fewe-‘s'-t' I ‘:m:ns:t; o) ;n 3%19; nio-1 Y Generallno2 Y\ Project info approval of your pl’Oject, they
iere are currently no conditions on this record. -
will be shown here.
Reviews Project #D22-0058 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.
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Tab

Content

Notes

Chronology

Project #D22-0058

Projectinfo % Silelnfo '\ Conacts(2) |\ Fees$0.00 & Inspeclions \ Condiions(0)

\ Reviews(4) ] Chronology

Y\ GeneralInfo-1 \ General Info-2 \ Projectinfo

There are currently no actions for this record.

If your project requires a
public hearing, important
dates are listed here.

General Info 1

Project #D22-0058

~ ~ ~ ~ ~

Project Info \ Site Info \ Contacts (2) \ Fees $0.00 \ Inspections , Conditions (0) §

\ Reviews(4) '\ Chronology (0) 1 General Info-1  \ General Info-2 \ Projectinfo

Existing Use Vacant
Proposed Use  Offiice
Type of Development Commercial
Total Project Area
(acreage)
Does this project
include demolition  No
activities?
Does this project
include tree removal?
PIN(s) for Subject
Properties
Zoning Designation of
PUBLIC
Project Area
Is this application being
submitted as a result of
a Code Enforcement
action?

Is this application an

Details provided in the
general information section of
the application are listed here.

General Info 2

Project #D22-0058

Nt N

\ Site Info \ Contacls (2) B

V-. Inspections '\, Conditions (0) i

{ Project Info \ Fees §0.00

\ Reviews(4) \ Chronology (0, \  General Info-1 W General Info-2 \ Project Info

Is a Concept Plan
No
required?
Date Completed  6/3/2022 12:00:00 AM
Amendment?  No
Amendment Number
(STAFF-ONLY
QUESTION)
Associated W/

Annexation?

Separate Design

Standards

Additional General
information entered into this
Project request.

Project Info 1

Project #D22-0058

Projectinfo 4 Sitelnfo '\ Conlacls () '\ Fees$000 '\ Inspecions '\ Condiions (0) |
r-‘.‘ Reviews(4) Y‘-‘ Chronology ( Y".‘ General Info-1 Y-‘.‘ General Info-2 ] Project Info '\
Number of Lots -

Existing
Number of Lots -
Proposed

Number of Commercial

0
Units - Existing

Number of Commercial

P el Pttt o e

Details provided in the
project information section of
this application are listed
here.
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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).
R R W W UV NI e e N

My Active Projects
4 total record(s). Y-
PROJECT FEES
ADDRESS TYPE STATUS ATTACHMENT UNLINK
NO. DUE
5800 E DEVELOPMENT PLAN -
D23-0018 . SUBMITTED |  $0.00 %]

ADMINISTRATIVE

11. To monitor the review and approval process, refer to Section 7.2 Project’s Review & Approval
Process.

7.2 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.
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