
APPLICATION SUBMITTAL INSTRUCTIONS 

Proposed Amendments 
to the Comprehensive Plan and/or Land Use Regulatory Code 

 
 

 

INSTRUCTIONS TO SUBMIT APPLICATION  
 

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

• Select “Option 2 – Apply for Permits” 

 

 

 

 

 

 

 

 

 

 

 

https://www.tacomapermits.org/
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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. If you do not have existing account, Click on “Create An Account” to set up a free 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” 
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3.  Select a Permit Type > Select Long Range Planning > Comprehensive Plan or Land Use Code Amendment 
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4. Enter Address or Parcel Number, and Select “Search” to select appropriate address 
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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” 
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b.  Select  “Add Attachments” (If adding attachments)  
 

 
 
 
 
 

By clicking this, a screen will pop up allowing 
you to upload file/s as seen below. 
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i. Upload File/s and Select “Continue” 

 

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

Once all attachments added, select 
“Continue” to proceed with application 

Your successfully uploaded file 
will appear here  
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ii. Enter File Description and Select “Save Attachment”; When finished adding and saving attachments, 
Select “Continue Application” 

 

Follow same steps to add additional 
attachments, 

When finished adding and saving 
attachments, Select “Continue Application” 

Enter File Description. When completed, 
Select “Save Attachment”  
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6. Review Application. Read the “Certification” and Check the box if you agree to the certification. Then Select 
“Continue Application” 

 

 

 

 

 

 



  

Page 11 of 12 
 

 

7. Submit Payment 

 

 

 

 

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

*If 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 

 

 
You will receive an “Application Record 
Number” upon successful submission of your 
application. 


