APPLICATION SUBMITTAL INSTRUCTIONS

ﬁ Proposed Amendments

CITY OF

Tacoma .
to the Comprehensive Plan and/or Land Use Regulatory Code

INSTRUCTIONS TO SUBMIT APPLICATION

Step 1: Visit Tacoma Permits at https://www.tacomapermits.org/

e Select “Option 2 - Apply for Permits”
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https://www.tacomapermits.org/

Step 2: Login to Accela OR Create Account (if needed):

1. Click the “Planning & Development Services” tab on top border
2. Enter Username and Password in “Sign In” area, OR
3. Ifyou do not have existing account, Click on “Create An Account” to set up a free account

| Customer Access Portal

Planning & Development Services Tacoma Public Utilities Additional Services ~ Helpful Links ~

gning Requests Electrical Joint Use

Search Permit Record edule an Inspection

Notice:
(D This feature requires registration and/or login, please login to continue.

A Please Login e
; Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in Sign In
S the box on the right.
>4
/] New Users USERNAME OR EMAIL:*

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of segihg a
complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

PASSWORD:*
Register Now »

Forgot Password?

Remember me on this device

Not Registered?

CREATE AN ACCOUNT
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Step 3: Begin Application

1. Select “Apply for a Permit” in the top tab
2. Review Disclaimer, Accept, and select “Continue Application”

Searc

Home [EEULILGERSTELT LRGN  Naming Requests  Electrical  Joint Use

Apply for a Permit Search Permit Records Schedule an Inspection
N—

Online Permit Application Submittal

N

Welcome to Tacoma Permits - the City of Tacoma's Online Permitting System. Using this system you can submit an application, pay fees, schedule inspections, track the s
final record all from the convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disclaimer

While the City of Tacoma (the “City”) attempts to keep its Web information accurate and timely, the City neither warrants nor makes represents
condition of this Web site, its suitability for use, freedom from interruptions or from computer virus, or non-infringement of proprietary rights. Web
compiled from a variety of sources and are subject to change without notice from the City as a result of updates and comrections.

All trademarks and service marks contained in or displayed on this website are the property of their respective owners. Any commercial use of thq
Web site is strictly prohibited without the prior written permission of the City.

e above terms.

I have read and accepied

Continue Applica
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3. Select a Permit Type > Select Long Range Planning > Comprehensive Plan or Land Use Code Amendment

Select a Permit Type

Choose one of the following permit types available for online application. For a description of

The Pre-Application Request form may be used to request a coaching, scoping or pre-applicat]
type, please refer to the Pre-Application Requests tip sheet.

NOTE: Residential permits are for structures that only contain a residential use including singls
structures consisting of 6 and less dwellings, and their associated accessory structures. Please
types including residential with more than 6 dwellings in the structure, mixed-use, commercia

Please be aware that any application started and not submitted will be removed after 30 days.

?
Administration

ePermits-Utility (City Use Only)

ePermits-Residential (No refund, See requirements)
ePermits-Commercial (No refund, See requirements)
ePermits-Fire (No refund, See reguirements)

Fire

Pre-Application Request

Land Use

Residential Building

Commercial Building

Site Development

Right of Way

Utility Connection

Special Event

Historic

¥ Long Range Planning

(®) Comprehensive Plan or Land Use Code Amendment

WV VVVVVVVVVVVVYY

b Additional Services
» Tax Incentives

Continue Application »
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4. Enter Address or Parcel Number, and Select “Search” to select appropriate address

Comprehensive Plan or Land Use Code Amendment

Location and Detailz and ;
1 Beople 2 ifiachments 3 Review

Step 1:Location and People>Address, Parcel, Owner

Address

4 Pay Fees

If you don't know the exact street name please enter the first 3 letters and % to find similar names. Please do not add the street direction or suffix.

To confirm your address search was successful, you should see the parcel and owner information farther down the page.

*Address No. (7 Street Name:
747 MARKET

Unit No.:

Parcel

*Parcel Number:
2008070030

Owner

Crwmer information is pulled from Pierce County. If this is incorrect, Pierce County has not yet updated their records - Please provide a copy of your purchase and sale agreement with your application.

Owner Name:
CITY OF TACOMA - GG

Address Line 1:
747 MARKET 5T RM 737
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5. Enter Application Details & Attachments

a. Complete all required fields; attachments can be added on the next screen after selecting “Continue

Application”
Home NamingRequests  Electrical  Joint Use
Apply for a Permit Search Permit Records Schedule an Inspection

Comprehensive Plan or Land Use Code Amendment

Location and 2 Details and
People Aftachments

3 Review

Step 2:Details and Attachments > Permit Information

Project Description

4 Pay Fees

Please enter the project name and description of work below.
If you do not have a project name, please enter the address or bleck where the work is to be conducted.

*Project Name:

Project Name or Address Number

* Description of Work:

Custom Fields

APFLICANT INFORMATION

A wr_ .

Page 6 of 12



b. Select “Add Attachments” (If adding attachments)

Home [ZFULIGLER VALY VRSV Naming Requests  Electrical  Joint Use

Apply for a Permit Search Permit Records Schedule an Inspection

Comprehensive Plan or Land Use Code Amendment

Location and Details and :
1 People 2 Aftachments 3 Review 4 Pay Fees

Step 2:Details and Attachments > Attachments

Attachment

5 Re

Aftach drawings and other documents that are required for review here. This page is also where your permit documents will be located when your permit is issued. To reach this page again, login and go {]

number, select Record Info, then select Altachments.

Mote: You should see a green banner at the top of your screen when your documents have uploaded successfully. If you need any assistance, please contact us at (253) 591-5030.

Each attachment must be a PDF file of 50MB or less, flattened, and unlocked/unprotected.

ade;adp;bat;chm;cmd;com;cplexe;hta; htm; htmlins; isp;jar;js;jse;lib;Ink;mde; mht; mhtml; msc; ms p;mst; php; pif:scr;sct; shb; sys;vb;vbe;vbs;vxd;wsc;wsf;wsh are disallowed file types to upload.

Name Type Size Date Action

No records found.

you to upload file/s as seen below.

—I By clicking this, a screen will pop up allowing I
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i. Upload File/s and Select “Continue”

File Upload

are gjaeTIED e ypes Meggad

City of Tacoma_Main Logox3 png

Each attachment must be a PDF file of 50MB or less, flattened, and unlocked/unprotected.
ade;adp; bat;chm;cmd;com; cpliexe;ta; htm;htmLins;ispjar;js;jse;lib; Ink;mde;mht;mhtml msc;msp; mst;php; pif;scr;sct;shb sys;vb; vbe vbs; vxd; wsc, wsf, wsh

100%

== —
Cancel

Your successfully uploaded file
will appear here

Select “Add Attachments” and select File/s to
upload.

Once all attachments added, select
“Continue” to proceed with application
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ii. Enter File Description and Select “Save Attachment”; When finished adding and saving attachments,

Select “Continue Application”

An error has occurred.
Your documents are not yet saved. To continue. you may choose to save or remove all your documents.

Bemove

File:
City of Tacoma_Main Logox3.png

Enter File Description. When completed,
Select “Save Attachment”

Description:

- SE———1 Continue Application »

The attachment(s) has/have been successfully uploaded. FO”.OW same StepS to add additional

It may take a few minutes before changes are reflected.

attachments,

Comprehensive Plan or Land Use Code Amendment

1 lelali:ﬂ and 2 DeTalIsma:d 3 Review . . . .
—_ = When finished adding and saving

S 2:Detail! d A h A hi . . .

tep 2:Detalls and Atachments > Attachments attachments, Select “Continue Application”

Attachment

Aftach drawings and other documents that are required for reviaw here. This page is also where your permit documents will be located when your permit is issued. To reacfithis page again, lagin and go to My Records, select your Record

number, select Record Info, then select Attachments.

Note: You should sce a green banner at the top of your screen when your documents have uploaded successtully. If you need any assistance, please contact us at (24 591-5030.
Each attachment must be a PDF file of SOMB or less, flattened, and unlocked/unprotected
adpib i iseli : are disflowed file types to upload.
Name Type Size Date Action
g‘;’:g;;:’“L"“ 24854 KB 06/13/2025 Actions v

Add Attachments
ﬁ Continue Application »
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6. Review Application. Read the “Certification” and Check the box if you agree to the certification. Then Select
“Continue Application”

Attachment [ Edit |

Altach drawings and other documents that are required for review here. This page is also where your permit decuments will be located when your permit is issued. To reach this page again, login and go to My Records, select your Record
number, select Record Info, then select Attachments.

Mote: You should see a green banner at the top of your screen when your documents have uploaded successfully. If you need any assistance, please contact us at (253) 591-5030.

Each attachment must be a PDF file of 50MB or less, flattened, and unlocked/unprotected.

n;htmlins;isp;jar;js;jse;] :mde;mht;mhtmlmsc i ct;shb;sys;vb;vbe;vbs; wsh are disallowed file types to upload.
Name Type Size Date Action
City of Tacoma_Main 24854 KB 06/13/2025 Actions v

Logox3 png

»

| certify that | am the owner’s authorized agent, or an appropriately licensed contractor, and | am authorized by the owner to sign and submit this application. | certify under penalty of
perjury of the laws of the State of Washington that the information on this application and all information submitted herewith is true, complete, and correct. | will comply with all provisions
of law and ordinances governing this type of construction work, whether specific herein or not. | also acknowledge that by signing this application | am the responsible party to receive all
correspondence from the City regarding this project including, but not limited to, expiration notifications. If I, at any point during the review or inspection process, am no longer the Applicant
for this project, it is my responsibility to update this information with the City in writing, in a timely manner. By submitting this application, | give the jurisdiction permission to enter the
property to perform inspections. | understand that failure to comply with the above may result in revocation of the permit. | understand that this form is being submitted electronically, and
thap Chike box below will qualify as my signature for purposes of the above certification.

By checking this box, | agree to the above certification,

Continue Application »
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7. Submit Payment

Home Planning & Development Services Naming Requests Electrical Joint Use

Apply for a Permit Search Permit Records Schedule an Inspection

Comprehensive Plan or Land Use Code Amendment

Location and 2 Details and

People Attachments I Review 4 Pay Fees 5 Record Issuance

Step 4:Pay Fees

Listed below are preliminary fees based upon the information you've entered. Some fees are based on the quantity of work items installed
or repaired. Enter quantities where applicable. The following screen will display your total fees.

Application Fees
Fees Gty Amount

Comprehensive Plan Amendment 1 $1.400.00

TOTAL FEES: $1.400.00
HNote: This does not include additional inspection fees which may be assessed later.

The Defer Payment button allows for payment by cash or check in our office. Otherwise, please select Check Out to pay the required fee by Credit
Card.
Please note that you are required to pay the plan review fee indicated before the review can begin.

Select “Check Out” to pay fee. A new screen will come up

Check Out » ) Defer Payment »
to complete payment.

*|f you have documentation showing your application has
support from the board of a Neighborhood Council or
Neighborhood Business District, this information must be
provided in attachments and/or to Planning Staff
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8. Completed Application

Home Planning & Development Services Naming Requests Electrical Joint Use

Apply for a Permit Search Permit Records Schedule an Inspection

Comprehensive Plan or Land Use Code Amendment

Location and Details and .
* People 2 Attachments 3 Review 4 Pay Fees 5 Record Issuance

Step 5:Record Issuance

@ Your application has been successfully submitted. You will be notified as soon as possible if any additional fees or information are necessary to begin processing.

7

Thank you for using Tacoma Permits.
Your Application Record Number is LRP25-01

a

Yeck the status of your application. The primary contact person dh the application will be notified if any additional information is necessary for processing.

Not getting our automated emails? Please make sure you add noreply@cityoftacoma.org to your gmail's “Safe senders list” to make sure you get important notifications regarding your application.

ePermit Applicants: If you submitted an ePermit application and paid the issuance fee, your permfi has already been approved and issued. You may print out the issued permit by selecting View Record Details -> Record Info -> Attachments. If you chose ‘Defer Payment, you must pay the fee before you can print your issued permit and schedule an
inspection. Please contact PDS at (253) 591-5030 if you have any questions.

View Record Details »

You will receive an “Application Record

Number” upon successful submission of your
application.
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