Apply for a Permit

Applying for a permit online is one of the most important uses of CSS. This section covers the application process.

1. From the CSS home page, click Apply to view a list of Permits available to be applied for online. You may
select from the list if the permit you want is listed or click All at the bottom of the list to view all available
permits.
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» Easement > Text Amendment » General Contractor

» Right of Way > Subdivision-Minor » Building Contractor

» Accessory Structure > Subdivision Text Amendment » Chemical Fire Suppression

» Right of Way Cut - Approach > Right-of-Way Vacation Reguest » Concrete- Non Structural {Type 2)
» (Changeof Use > Pre-Annexation Agreement » Concrete- Structural {Type 1)
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2. If you clicked on All to view the full list of permits, you will be taken to a page that shows a list of all

permits you can apply for online and a description of the permit.
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Dashboard Home Applyw Vieww Map Report Search@  Informational Links v

Application Assistant

Search for application names and keywords B
@ Al L2 Trending So My History 5 LICENSES m H PLANS

> Show Categories Show My Templates
Category Name: Description:
Building Commercial Change of Use
Commercial Addition
Category Name: Description:
Building Commercial Commercial Addition
Commercial Alteration
Category Name: Description:
Building Commercial Commercial Alteration
Commercial Cell Tower
Category Name: Description:
Building Commercial Commercial Cell Tower
Commercial Deck
Category Name: Description:
Building Commercial Commercial Deck
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3. A search for a specific permit can be done in the search bar to narrow down the type of permit.

4. You may start the application process to any of these permits by clicking Apply to the right of the
description.
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Application Assistant

right of way
Right of Way
Right of Way Cut - Approach

Right of Way Cut -Usility Service Line (Contractor Onfy)

= a8

Right of Way Cut - Utility Main Line (City or Contractor Cinly)

Right of Way Cun - Trenches

Right of Way Cut - Approach

Category Name: Deseription:
Rightof Way Cut Approach

0
&

Right of Way Cut - Sidewalk

Category Name: Description:
Right of Way Cut Sidewalk

Right of Way Cut - Trenches

Category Name: Deseription:
Right of Way Cut Trenches

Right of Way Cut - Utility Main Line (City or Contractor Only) Apply

Category Name: Description:
Right of Way Cut Utiity Main Line

5. Click Add Location.

Your permit application will now begin. At any time, you may save your application as a draft by clicking
Save Draft in the lower right corner. This will allow you to resume the application later.

GIL L ET_TE Good Morning, Jill McCarty ~ "

Dashboard Home Applyv Vieww Map Report Search@  Informational Links v

Apply for Permit - Right of Way Cut - Utility Service Line (Contractor Only) “REQUIRED

Locations

LOCATIONS

Location -

Add
Location

+

REQUIRED

Create Template Save Draft Next
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6. Enter the address you would like to add, click the Search Icon next to the right of the search bar

GILLETTE

Dashboard  Home  Apply  Views Map Report SearchQ, Informational Links
‘Add Address As W 4Back to Application

SEARCH

Parcel: MISCPARCEL

201 5TH ST AKA OLA
Parcel: OLA

If the street name has a direction (North, South, East, West) include it in the address search.
Example of search results not using a street direction vs using a street direction:

No Street Direction Example With Street Direction Example

G LETIE
—

Add Address As t e

SEARCH

No results
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7. Click on the address from the list of search results then Apply
8. -OR- click on the parcel on the map and then Add.
If you have more addresses to add, enter only the main address for the project.
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Dashboard Home Applyw Vieww Map Report Search@  Informational L

Add AddressAs  Location

SEARCH

= | 201 E 5th X Q 7
Apply I'

201E5THST
Parcel: 201409080256000005155

) H ARA LB
Parcel: MISCPARCEL
201ESTHST
Parcel: 201409080256000005155

@ Zoomto -+ Add

201ESTHST AKAOLA
Parcel: OLA

9. Click Next.

GILLETTE ooaorong, e WO

Apply for Permit - Right of Way Cut - Trenches “REQUIRED
@ ® ¢ o o & L
Locations. A s Sul

LOCATIONS

Type: Location
201 5TH ST, GILLETTE, WY

Main Address £

Parcel Number
201409080256000005155
Main Parcel &

Create Template Save Draft nNext
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10. Ensure that the Permit Type is correct, enter a detailed description of your permit application, then click
Next.

Dashboard Home Applyv Viewv Map Report SearchQ  Informational Linksv

Apply for Permit - Right of Way Cut - Approach “REQUIRED

Locations Type
PERMIT DETAILS @
* Permit Type Right of Way Cut - A v
* Description

Crese Tl — -

11. For any additional REQUIRED contacts, click Add Contact.
Apply for Permit - Right of Way Cut - Approach “REQUIRED
] o @

Locations Type Contacts.

CONTACTS

) _L;p licant N
Applicant Contractor

& Add Add

Contact
m— (You) Contact il

= + -+

REQUIRED

Create Template Save Draft
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12. Enter the contact name or email address, then click Search next to the search box. Click Add for the

Good Morning,

appropriate contact from the search results.
If additional contacts are needed or desired, you may add them by selecting the contact type from the
drop-down menu and repeating steps 11 and 12. Otherwise, click Next.

Dashboard Home Applyv Viewv Map Report SearchQ  Informational Links v

4Back to Application

Add Contact

‘Add Contact As : Contractor

Sort Relevance v

E— o
- rETE— | | | )
[ = )

£ - —
o T — =
W - =——— =

Results per page 1-30f3

If the Contractor chosen is not licensed by the City of Gillette Building Inspection Division for the requested work,

the following message will be returned:

== does not have the required certification for the selected case type

Applicant v

Applicant Contractor
5 &

Contact

— (You) Contact b

REQUIRED

Create Template
A contractor licensed for the work must be chosen. For more information on contractor licensing, contact the

Building Inspection Division at 307-686-5260.
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13. Enter all required additional info, which will vary from permit to permit, as well as any other appropriate
fields, then click Next.

Dashboard Home Apply Vieww Map Report Search@ InformationalLinks ~

Apply for Permit - Right of Way Cut - Approach *REQUIRED

@ ] @ @

Locations Type Contacts More Info

MORE INFO

Admin Next Section| Top | Main Menu

Construction Specifications  Construction Specifications

[ 3

Project Start Date

[ 3

Project End Date

Subdivision

Subdivision information will be auto-populated based on location.

Approach Previous Section | Next Section | Top | Main Menu

'Will you be replacing your driveway? v

14. The blue banner along the top will display with all of the required file types that are needed to proceed.
Ensure that you have these files ready to upload. The blue banner along the top will display with all of the
required file types that are needed to proceed. Ensure that you have these files ready to upload.

Apply for Permit - Commercial Addition "REQUIRED

Locarons Type Comaras Mo Indn Anachmems

Attachiments

£ Sub | Package (7)) Hei
Statum: Craated

ﬂ ploa: I ! ni Ty b sded for th r + Bl Building Plans/Drawing, Bl Site Plan s Bl Sub Contractor
B Permit Type List

15. To upload your files to the permit, you can drag and drop them into the box, or click anywhere on the
box to choose them from the device you are applying from.
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4 Drag files here to upload or click to select files

Cannot exceed S0Mb. Allowed file extensions: PDF

16. When you upload the files, you will notice the status says Set Doc Type You must choose which file
goes to which required file type using the Doc Type drop down menu.

D Program Summary Rep

ort.pdf Makayla Brown C

Bl Building Plans/Drawing

Bl Optional File

I:I Floor Framing_v2.pdf Bl Site Plan C
Bl Sub Contractor & Permit Type List

) Select type* v N -

D preview (17).pdf ) Makayla Brown #

After choosing the doc type, the file status will change to File Check in Progress as it scans the file to
make sure it is not password protected or corrupted in any way. If neither of these things is detected,
the status will change to Ready to Submit. If you have uploaded two of the same file, the status will
show as Duplicate File and you will be required to delete it and upload a new file in its place. You will
also get an error at the bottom of the screen.

Duplicate of a previously uploac file Floor X
Framing_v2.pdf, delete and upload a new version

You will notice that as you select your document types, the list of required documents changes to reflect
what is still needed, with the ones you’ve selected no longer appearing in the list. Once all files have been
uploaded and accepted by the system, you can click Next.

Save Draft m
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Apply for Permit - Right of Way Cut - Approach *REQUIRED

Locations Type Contacts More Info Attachments Signature

SIGNATURE

1. By agreeing to the terms and conditions of this permit you knowledge and agree to follow all latest additions of the City of Gillette Specifications and standard drawings
and Chapter 18.

2. Compaction testing shall follow the Chapter 18 guideline and City Specifications Sections 02210 and Section 0225 Compaction test: All required test reports will be
submitted to the City Engineer's office. All testing will be the responsibility of the permittee.

A. Excavation and Embankment
B. Trench Backfill
C.Chapter 18

3. Street Closure includes a map showing area to be closed and street, lane, alley and sidewalk form. 48-hour notice is required before work can start, unless itisan
emergency, then the form and map need to be submitted within 24 hours.

4. Contractor must be insured and bonded with a City of Gillette contractor license and to follow all state of Wyoming Federal and City of Gillette regulations and
ordinances.

5. Warranty Letter

6. Resident permittee can work on their adjacent property including driveway and sidewalk without being insured and/or bonded, but still need to follow all the latest City
of Gillette ordinances and Specifications and testing requirements. Curb and Gutter work needs to be done by a licensed contractor. Street Closure includes a map showing
area to be closed and street form. A 48-hour notice is required before work can start.

7. Tracking of mud by the contractor onto existing streets that require addition: ity street sweepers to clean will be billed to the project owner at the City's
actual cost to complete the additional work.

“ Please type your name as consent to electronically sign this application. John Smith

Enable Type Signature i) l John Smith l

obiee Senith

Create Template Save Draft

17. Type your name for consent to electronically sign the application

18. Click the Enable Type Signature button on, then type your name again to sign the application.
19. Click Next.
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20. On the final page, ensure that all the information is correct and click Submit to send your permit

application in. If you do not want to send your application yet, you may click Save Draft so that you may
edit and submit your permit application later.
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