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About This Document

The eTRAKIT User Guide provides step-by-step instructions for requesting permits, licenses, and
projects using eTRAKIT.

Audience

This document is intended for use by external public users applying for a permit, license, or project.
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1 Logging In to eTRAKIT

1.1 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.

111 Setting Up an Account

To setup a public account:
1. From the Home screen, click Setup Account.

LOGIN [ ]

The Setup screen displays.
B LoGiN [

Permits
Apply
Search
Pay Fees
View on Map

Projects
Apply for Ner
Search
Pay
View on Map

Contractor

Licenses
Apply
Search
Pay Fees

Properties
Search Property
View on Map

Schaduled

Business &
Other Licenses

Code
Enforcement

Paid ltems

tact

Contact us
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2. Enter the following information:

eTRAKit User Guide

R | Field Description
Profile
Company Name Type you company’s name.

* | First Name

Type your first name.

* | Last Name

Type your last name.

* | Addressl Type your address.
* | City Type your city.
* | State From the drop-down list, type your state abbreviation.
* | Zip Type your zip code XXXXX OF 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.

* | 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.

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.

3. Click Create Account.

The following message displays.

HOME | DASHBOARD | VIEW/EDIT PROFILE | VIEW CART LOG QUT

Thank you for registering on the Commerce City eTRAKIT website

CONTINUE

05/08/2023
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4. Click Continue.
You are logged in.

\
Youare
logged in

Commerce | Quality Communi
TY%forlter Ml i

1.1.2 Logging Out

To logout, click Log Out.
You are logged out of the system.

113 Logging in Moving Forward

To login after you created your account:
1. Go to the eTRAKIT Homepage ¢eTRAKIT (csqrcloud.com).
The Home page displays.

2. On the top navigation bar, from the Login drop-down, list, select Public.

1
Q

Comerce!QUd‘ C 2
Sl CITY e alemats )

; i S

3. Inthe User Name field, type your User Name.
. In the Password field, type your Password.

5. Click Login.

The following screen displays.

Hello =
Below is a Dashboard of your current activities.

| LINK TO PERMITS, PROJECTS, AND LICENSES |

YYou have no current activities.

el e

Page 8 of 150 Private and Confidential © 2023 Commerce City, Co. 05/08/2023
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6. Do any of the following:

05/08/2023

Permits

Projects

The following screen displays.

My Dashboard Link a Record to my Account

Apply Link to a:

Search

Pay Fees

View on Map Permit #:
Issued Permiis Report

Project |
License

Apply for New Project
Search Projects me (;ANI:EL
Pay Fees

View on Map

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.

Hello - !

Below is a|Dashboard|of your current activities.

LINK TO PERMITS, PROJECTS, AND LICENSES

My Active Permits
1 total record(s).
PERMIT
ADDRESS STATUS | INSPECTION ATTACHMENT | MAP | UNLINK
CAPITAL
clp22- 10086
IMPROVEMENTS | ISSUED Request 50.00

00032 PITK

PROJECT PERMIT

@ My Active Inspections
4 total record(s). Y E
REC NO ADDRESS INSPECTION DATE
STATUS
10086
CIP22-00032 PERMIT ISSUED BITK ROUTINE INSPECTION Schedule 43*
10086 R
CIP22-00032 PERMIT ISSUED BITK TRAFFIC CONTROL INSPECTION Schedule k2
10086 PROJECT MANAGEMENT CLOSE .
CIP22-00032 PERMIT ISSUED -
PITK out
10086 INFRASTRUCTURE INITIAL .
CIP22-00032 | PERMIT ISSUED Schedule | <&
PITK. ACCEPTANCE

wmmw"“——-

o To view your Dashboard, click Dashboard.

Your Dashboard displays your current work.

Private and Confidential © 2023 Commerce City, Co.

eTRAKiIt User Guide

o To create a link to current work, click Link to Permits, Project, and Licenses.
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1.1.4

Resetting a Forgotten Password

Commerce

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.

Commeree: O ety Community
i CITY \foraLfefime
Welcome to Commerce City's Permitting and Land Use Portal
VHEcome 1 ETRAKIT Carieses CI' cstamer prtalfr consiulin parS, Geipe: espactions an0
Contacio iecreing. SOcET9m T CpIRs bl INEIE T SaIGE Vol UG, 1 cet ca50s. Yo il nocd 1
e T 5 58 0 ICSAEALCOrE 1)t 1 e L1 M o e 1 e 14 el
“First e users, ceste an accountresst cessuond
N CErUacIoe - ADRY COMaCIT 1anas b
i e g out s

Ne
e rivacioes - Ut forgal parsswort e your
g

Do the following:

a. For Log In, select the type of account.
b. For User Name, type your User Name.
Click Forgot Password.

The following screen displays.
s TN ST A pemee, | e

Please select one of the options below to begin the password recovery process.

PUBLIC REGISTERED CONTRACTOR

Depending on your role, select a role.

Note: In this example, I selected Public Registered.

The Forgot Password screen displays.

Forgot Password ?

To begin the process for getting your password piease enter your

USER NAME below and click the RESET PASSWORD button

Frrtmne [ ]

Type your User Name, and click Reset Password.

The following message displays.

Forgot Password

‘You will receive an email with instructions for resetting your password.
Click the RESET PASSWORD link in the email to complete the process.

The email is generated and sent to you.

From the email link, click Reset Password.

The Reset Password screen displays.

Reset Password
YYou have chosen to RESET your password. An email will be
sent to you with instructions on completing this process.
Sacurty Question What was your childhose nickname?

Secret Answer

Password must be between & and 64 characters.
At least one number.

At least one lower & upper case letter.

At least one special character.

Note: Password is case sensitive

Password Rules:

oo [
— [
=

Do the following:

a. Inthe Secret Answer field, type the answer to your secret question.

b. Type a new password following password rules, and retype your new password.

Click Submit.
Your password is changed.

Page 10 of 150
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1.2 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.

05/08/2023 Page 11 of 150
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Linking to your Existing Records
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Important: To link to a record, you need the original system-assigned record number.

To link to an existing record:

Ensure you have created an account in the system:

o Contractors, refer to the Building Contractor’s Quick Start Guide.
o Public, refer to Chapter 1.1 Public Applicants in this document.
Login to eTRAKIT: Refer to:

o Contractors, refer to the Building Contractor’s Quick Start Guide.

o Public, refer to Chapter 1.1.3 Logging in Moving Forward in this document.

You are logged in.

Hello

Below is a Dashboard of your current activities.

LINK TO PERMITS, PROJECTS, AND LICENSES

Pay Fees

View on Map

Issued Permits Report My Open Permit Applications
orol 1 total record(s). Y E‘

Apply for New Project [ e — Permit Type Created Date

Search Projects Continue Application RESIDENTIAL ADDITION 4712023 Delete

Pay Fees
View on Map

Contractor g’ My Active Permits
Licenses 8 total record(s). Y [-]
Search FEES
Pay Fees ADDRESS TYPE STATUS | INSPECTION |
Properties - e DEVELOPMENT
?;"u‘n‘;;ap y J))_)JB HIND INFRASTRUCTURE NTAKE 30.00 & & ]
000 !

. PERMIT

Inspections
‘Schedule
View on Man 2 L OFME]

FPDEV23- APPROVED FLOODFLAIN

3. Click Link to Permits, Projects, and Licenses.

The Search screen displays.

My Dashboard Link a Record to my Account
Permits
Apply Link to a:
Search Permit gy
Pay Fees Project

View on Map Permit #
Issued Permits Report o License

Projects
Apply for New Project
s e

V=~ nn Map C |

You may want to link to an existing permit/project/license in the system that was originally created in
another system—Ilike Hansen, or by another person—Ilike your contractor.

Do the following:
Field Description
Linkto 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.

Page 12 of 150 Private and Confidential © 2023 Commerce City, Co.
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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.

My Dashboard HBHO ' .

Below is a Dashboard of your current activities.
Permits

prind

Search LINK TO PERMITS, PROJECTS, AND LICENSES

Pay Fees
View on Map

EETELlFECE T g My Active Permits
Projects

Apply for New Project ADDRESS STATUS | INSPECTION ATTACHMENT

Search Projects

Pay Fees

View on Map

Contractor

RADDZ2- 6650 RESIDENTIAL
INTAKE 51528 &
00028 HEWPO ADDITION

1 total record(s). Y [-]

UNLINK

Licenses
Search

Pay Fees ol e Inspections,

Private and Confidential © 2023 Commerce City, Co.
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3 Residential Permit Applications

3.1 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 e TRAKIT.
You are redirected to a dashboard of the current activities.

My Dashboard Hello

Below is a Dashboard of your current activities.
Permits

—

Search LINK TO PERMITS, PROJECT S, AND LICENSES

Pay Fees

View on Map

Issued Permits Report g My Open Permit Applications
Projects 2 total record(s). Y [

o o o

‘Search Projects Confinue Application +5/2023 Delete

G‘g;;‘map Confinue Application 4512023 Delete
Contractor

Licenses g / 5 S,
./ My Open License Applications
Search = g 1 total record(s). ¥ [=]

Pay Fees .

Properties Confinue Application 4512023 Delete
‘Search Property

View on Map

Inspections

g My Active Permits
I total record(s).

VE
PERMIT
- ADDRESS TYPE INSPECTION ATTACHMENT | MAP | UNLINK

" DEVELOPMENT
Business & DIP23- ALPINE
Other Licenses JR o INFRASTRUGTURE NTAKE 30.00 &
Apply for New PERMIT
Licenses
P’ FPDEV23- APPROVED FLOODPLAIN
Search Licenses NTAKE 50.00 & s 2
Pay Fees 00002 B... DEVELOFMENT PERMIT ’
Renew VAN
LVCANN23- Haul ANNUAL LONG VEHICLE & N
INTAKE 50.00 I @
Code 00012 Route. COMBINATION PERMIT : @
e OVERSIZE/OVERWEIGHT
Search 0ST23- Haul
P Fee - PRIGLE TRIP TRANSP NTA 00 £

Page 14 of 150 Private and Confidential © 2023 Commerce City, Co. 05/08/2023
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2. Under the Permits heading, click Apply.

The Permit Application screen displays.

My Dashboard Permit Application Confirmation
Permits
Apply Need Help?
searcn By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees property owner or tenant to make this application, that the information provided is complete and
View on Map correct, and that the construction and use will conform to the building code, the land-use code and
Issued Permits Report [{e] (/¢ applu:able laws and ordinances which govern the property.

Projects
Apply for New Project [R@NVT0
Search Projects
Pay Fees
View on Map

Contractor

O I Disagree

3. ClickI Agree and then click Continue.

The Step 1: Permit Information screen displays.

My Dashboard Permit Application
Step 1 Permit Information Step 2 Step 3 Step 4
J Permit Type Information
Issued Permits Report
Projects
Apply for New Project *PERMIT
Search Projecis Type.
Pay Fees
View on Map PERMIT [ADDITION ATTACHED ~]
Subtype
Contractor
Licenses =short [
Search Description:
Pay Fees
*Job Value
Properties
Search Property
View on Map
- Additional Information
Inspections i
Schedule =l
View on Map
Cancal CONTRACTOR STATUS
Scheduled
*Ple: elect the: iate o
Business & Omsmmmnr |
Other Licenses If "other” was selected above, l:l
Apply for New describe contractor status:
Licenses
Search Licenses. =
:‘;‘,’;N"es PROJECT INFO
Code *Area of Construction (square feet):
Enforcement “Height (feet):
Search
*Are electrical installati
Fay Fees assonisted with this sanstruction?:
Map *Are plumbing installations
View Map ‘associated with this construction?:
*Are mechai 1 installati
Locate My Address voctias uh tes consbastion?:
*~~pping Cart sAgoas installations associated with v |
ansigition %

EXAMPLE: In this example I chose Permit Addition.

Permit Type Information

* Required

4. Complete the following sections of the screen, dependent on your Permit selections.

R | Field Description

EX: Here, Residential Addition

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

Subtype

EX: Here, Addition Attached

Once you select a sub-type, further fields may display.

Permit From the drop-down list select a subtype or a further description of the permit.

Private and Confidential © 2023 Commerce City, Co.

Page 15 of 150




eTRAKit User Guide

Iy

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

*

| ]
“=" 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.

Page 16 of 150
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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:

4 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 If you answered the question above,
containing that information in the attachments section. attach a drawing below.
Location *
c. Inthe 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.
d. 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.
e. 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.

a.

Click Select and locate the appropriate file.

Page 17 of 150
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b. Enter a Description of the file.
c. 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

Pleaze ensure to include required attachments with your application. Failure to do 3o may delay in the
issuance of your permit.

Fllaname | Select

Descrighian | :-;nhnenﬁz -

|_process.|
= =3
UPLOAD

e. Asneeded, 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.

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

My Dashboard Permit Application

Step 1 Step 2 Contact Information Step 3 Step 4

\ssued Pesmits Report Application for a RESIDENTIAL ADDITION Permit

Projects
Apply for New Project Applicant Information
Search Projects.

Pay Fees -
View on Map *Name *Phone.

f— — C T —
Licenses “city
‘Search

Pay Fees “state co zip -
Properties

‘Search Property
View on Map

Contractor Information

Name Phone L —
Busiss & oo R E—
Other Licanses. -
Apply for New st [ ] = [ ]
Licenses
s [ ]
Pay Fees CLEAR
R =]
Code
Enforcement Owner Information
Search
Pay Fees Name Phone [
Map Address Email Address [ ]
View Map
Locate My Address city
Shopping Cart State co Zin -

Page 18 of 150 Private and Confidential © 2023 Commerce City, Co. 05/08/2023
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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 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.

My Dashboard

Permits

Apply

Search

Pay Fees

View on Map

Issued Permits Report
Projects

Apply for New Project

Search Projects

Pay Fees

View on Map

Contractor
Licenses
Search
Pay Fees
Properties
Search Property
View on Map

Inspections
Schedule

Business &

Other Licenses
Apply for New
Licenses
Search Licenses
Pay Fees
Renew

Code

Enforcement
Search
Pay Fees

Map

View Map
Locate My Address

Shopping Cart
Pay All Fees
Paid ltems

Contact
Coniact us

Permit Application

Step 1 Step 2 Step 3 Review and Submit Step 4

Application for a RESIDENTIAL ADDITION Permit

Permit Information m
Type RESIDENTIAL ADDITION
Subtype ADDITION ATTACHED
Description tiny description
Job Value 575,000.00
Contacts m

Applicant Information
g -

- ey
Contractor Information
Owner Information

™. vl

T
Contact Information
Designer Information

Electrical Contractor Information

echanical Contractor Inf

Plumbing Contractor Information

Review the information prior to submitting.

CANCEL PREVIOUS STEP NEXT STEP

Location EDIT

10086 PITKIN WAY
COMMERCE CITY, CO 80022 REUNION FILING NO 12

Fee Information
Type Amount
PLAN REVIEW $532.19
PLAN REVIEW - OF THE

BUIL 53219

Total Fees $532.19
Attachments
Attachments:
R

To upload additional attachments ciick on Upload.

upl

Private and Confidential © 2023 Commerce City, Co.
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7. Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.

Pay Fees
View on Map

My Dashboard Permit Application
Permits Step 1 Step 2 Step 3 Step4 Checkout/Confirmation
Apply
Search
Pay Fees
View on Map
Issued Permits Report
0 Checkout Summary
Projects Below are the current fees due for your permit/project(s). Please select the permit/project(s) you wish to pay and
Apply for New Project select ‘Proceed to Checkout'. Verify correct item(s) to pay and select 'Proceed fo Payment'. Enter the required
Search Projects information and select "Process Payment”.

RESIDENTIAL ADDITION Permit

Contractor
Licenses

Search

Pay Fees
Properties

Search Property

Description Quantity Amount
PLAN REVIEW 1 $532.19
PLAN REVIEW - OF THE BUILDING PERMIT FEE 532.19

View on Map

Inspections
Schedule

Fees Due: $532.19

Total' $532 19

encxro s owe I noo o suorrms car [ e oo car ] W e v e |

8. To pay fees, click Pay by Credit Card or Pay with ECheck.

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

The Review Payment screen displays.

77

Commerce

U CITY

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

Payment.

You are returned to the Step 4: Checkout/Confirmation screen.

My Dashboard

View on Map

Issued Permits Report
Projects

Apply for New Project

‘Search Projects.

Pay Fees

View on Map
Contractor
Licenses

‘Search

Pay Fees

Properties

‘Search Property
‘View on Map

Business &
Other Licenses
Apply for New
Licenses
‘Search Licenses
Pay Fees
Renew
Code
Enforcement
‘Search
Pay Fees
Map
View Map
! apnte My Address.

Page 20 of 150

Permit Application

Step 3 Step 4 Checkout/Confirmation

Payment Status: Paid print this page as your
receipt of payment. You will also receive an e-mail
confirmation.

Receipt No: WEB02342

Date: 4/10/2023 8:16:09 PM

Step 1 Step 2

Amount Paid: $532.19

o i S|

PLAN REVIEW $532.19
PLAN REVIEW -
OF THE
BUILDING
PERMIT FEE

$532.19

Subtotal $632.19
Total

amount  §$532.19
paid:

VIEW PERMIT PRINT SUMMARY

Private and Confidential © 2023 Commerce City, Co.

05/08/2023



Commerce

0.

05/08/2023

eTRAKit User Guide

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 Type:  RESIDENTIAL ADDITICN Any attachments uploaded to
Subtyps:  ADDITION ATTACHED thlS permit are dlSplayed

Short Description: ~ tiny description
Status  INTAKE
Applied Date: 411172022
Approved Date:
Issued Date:
Finaled Date:

Expiration Date:

Attachments:
testing TCO_process pdf

Site Info Address: 9086 PITKIN WAY @
City/State/Zip: COMMERGE CITY, CO, 80022
Property Type ADDRESS

APN: 172316216010

Subdivision: REUNION FILING NO 12
Tract:
Block:
Lot: 37

Sect-Twp-Rng: 16 25 66W

Lot Size (SF): 7793.83620952

Contacts T
APPLICANT beth buonanno 1501 West Long Ave Littleton, CO 80120 - 8054
OWNER GRAY DAVID AAND GRAY LYN. 1501 West Long Ave Littieton, CO 80120
CONTRACTOR beth buonanno
Fees =T T | At multiple points in the
PLAN REVIEW $532.19 $532.19

permit creation, you can pay
fees. This tab contains a link
to pay fees.

Charged: 553219 Balance Due: $532.19  Pay All Fees

Inspections | twe [ sear | Resut | Scheauespate  Tme | Competed | Tme | ore o |
o

BUILDING FINAL More Info

Based on the permit created,

FOOTING / FOUNDATI ] More Info 1 1

oo C seyeral inspections may be
— o triggered. This page informs
T you of the activity and
Ordes#: . .
Resut progress of each inspection.
Seheiica et When the permit is issued,
Scheduled Time: . . .
Gomplted e you will see inspection
Completed Time: . .
—r scheduling links here.
Remarks:
Notes:

[EE=]
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Tab Content Content Description

Conditions here are currently no conditions on this record. If there are conditions to the
issuance of your permit, they
are shown here.

Reviews 0 e EE jEe fEsw s ] The Gateway Review checks

GATEWAY REVIEW BUILDING PERMIT 4112022 More Info
e e = e - = e = for submission completeness
RESIDENTIAL BUILDING REVIEW BUILDING RESIDE. 41172022 More Info and Other administrative
Review Grouy .
et requirements. No other
e review should be conducted
pste e until the Gateway Review is
Date Refurned:
Reicuer approved.
Remarks:
Notes:

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 ? Area of Construstion
(squars fest)
Height (feet] 8
Are electrical
installations associated  Yes
with this construction?
Are plumbing
installations associated ‘Yes
with this construction?
Are mechanical
installations associated  Yes
with this construction?
Are gas installations
associated with this  Yes
construction?
If building a deck, will
you be using the
Mot applicable
Commerce City Typical
Deck Details?

Learn more

Page 22 of 150 05/08/2023
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Tab Content Content Description

Other InfO If this project includes

demolition, has a

CDPHE permit been
Not applicable
issued? If yes, a copy of
the permit must be
uploaded
Have materials
disturbed during
construction been
tested for hazardous
materials? If found, 2 Not applicable
COPHE-approved
abatement plan or
associated waiver must
be uploaded
Learn more from
CDPHE
Have the minimum
documents been
Not applicable
uploaded for this

application?

Learn more

Contractor Please select the Describes the person doing

Status the work.
appropriate contractor  the homeowner doing the work myself.

status. | am...

If "other” was %cted

above, describe

contractor status

Impervious How much impervious If an impervious area is
Area added, it is described here.

area is being added?
Please attach either a
LCAD or PDF ona
scaled drawing
containing that
information in the

attachments section.
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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).

My Dashboard Hello Bt Basssstsistsion.

Below is a Dashboard of your current activities.
Permits

=

Search LINK TO PERMITS, PROJECTS, AND LICENSES

Pay Fees

View on Map

Issued Permits Report 5 My Active Permits
Projects

Apply for New Project

Search Projects

Pay Fees

View on Map

Contractor

2 total record(s). Y [~

ATTACHMENT

INSPECTION LINLINE

ADDRESS

10086
PITK

RADDZ2-
00052

RESIDENTIAL

INTAKE $532.19 & e 9

ADDITION

- RESIDENTIAL
Heense RMSTREZ: 10058 MASTER INTAKE 0.00 & .
35 . @
) 00014 PITK ? - <
Pay Fees MODEL

Properties

Search Property

View on Map My Active Inspections
CIECEERETE REC NO RECTYPE | REC STATUS

Schedule
Cancel RADD22-00052

View on Map
Scheduled RADD22-00052
RADD22-00052

ADDRESS
10086 PITK...
10086 PITK...
10086 PITK...

INSPECTION

BUILDING FINAL

PERMIT

PERMIT FOOTING / FOUNDATION

FRAMING

PERMIT

License

Bank b

10. To monitor the review and approval process, refer to Section 3.4 Residential Permit’s Review &
Approval Process.
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3.2  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.

My Dashboard HeHO “ m.

Below is a Dashboard of your current activities.

Permits
Apply LINK TO PERMITS, PROJECTS, AND LICENSES
Search _ Sal—
Pay Fees
View on Map
Issued Permits Report ?

Froj n ;’EF‘HIT FEES =
Apply for New Project = ADDRESS TYPE STATUS | 1 oN " | ATTAGHMENT | MAP | UNLINK
Search Projects NO. DUE

Pay Fees
RADD22- 10086 RESIDENTIAL
View on Map INTAKE 5532.19 & @
00052 PITK... ADDITION
Contractor

License
Search
Pay Fees

Properties REC NO REC TYPE ] s INSPECTION
Search Property

View on Map RADD22-00052 PERMIT 10086 PITK. BUILDING FIMNAL

RADD22-00052 PERMIT 10086 PITK... FOOTING § FOUNDATION
RADD22-00052 PERMIT 10086 PITK... FRAMING

Inspections
Schedule
Cancel
View on Map
Scheduled

2. Under the Permits heading, click Apply.
The Permit Application screen displays.

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
Apply for New Project @)
Search Projects 0
Pay Fees
View on Map

Contractor CONTINUE

g
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3. Click I Agree, and then click Continue.
The Permit Application screen displays.

e e e

Permit Application

View on Map Permit Type Information
Issued Permits Report
.
:,’m for New Project *PERMIT [RESIDENTIAL MASTER MODEL ~
Search Projects Type
Pay Fees
View on Map PERMIT DETACHED SINGLE-FAMILY DWELLING v
Subtype

Contractor

Licenses *shart [

Search B
Pay Fees
Properties
Search Property
View on Map

Inspections

=Joh Value

=

Business &
Other Licenses
Apply for New
Licenses
Search Licenses

Pay Fees
Renew

Code gr:;:ol Finished Basement (square

Enforcement
Search
Pay Fees

Map

\fir Rian

Additienal Information

PROJECT INFO
Height {feet):
+Area of First Floor (square feet):
Area of Garage (square feef)
Area of Deck {square feet):

Area of Unfinished Basement {square
feet):

Area of Second Floor {square feet)
Area of Third Floor {square feet)

@ *Have the minimum documents been

uploaded for this application?

I

4. 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.

Page 26 of 150
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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 Type square foot area, for example 750 or blank if there is
(square feet): no basement.
Area of Finished Basement Type square foot area, for example 750 or blank if there is
(square feet): no basement finish.
Area of Second Floor (square Type square foot area, for example 750 or blank if there is
feet): no second floor.

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

O . From the drop-down, select Yes only after:
Have the minimum

documents been uploaded for this % You have confirmed your submission package is
application? 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

*

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.

O Is this project being
designed as a green

building?

For more information on green projects, click Learn More below.
Green Building From the drop-down list, select the appropriate organization that will
Designation be conducting the final grading of your green building.
Energy Compliance From the drop-down list, select the appropriate method you used

Method per IRC or IECC | during the design phase to meet the energy compliance provisions of
the International Residential Code or the International Energy
Conservation Code.
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Master Model

CITY

R | Field

Description

* | Model Name

Type the name of the model.

O 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.

O 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.

O Name of Subdivision/Filing

Type the name and filing number, if applicable.

O 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.

O 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

O In the "Location" search field
below, enter “master model” and
select the “Master Model —

Explanation:

For first-time or transfer submissions, master models
must be linked to a specific subdivision/filing to be

SUBDIVISION) option. 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*

a. In the Search By field, From the drop-down list, select Address or Parcel ID.
b. Inthe Search Value ficld, type master model and click Search.

The system retrieves results matching characters types.
c. Select Master Model — SUBDIVISION.

Page 28 of 150
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Attachments

Ensure to include required attachments with your application. Failure to do so may delay the
issuance of your permit.
a. 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.

b. 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.

c. Click Accept.
The system displays the file as uploaded.

Attachments

Please ensure to include required attachments with your application. Failure to do 30 may delay in the
iszuance of your permit.

Fllanamea Select

Attachments:

TCO_process.pdf
1e51i|-|g m

d. Asneeded, upload additional files.

Description |
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5. Click Next Step.

The Permit Application Step 2: Contact Information screen displays.

My Dashbaard

Permit Application

Soenly Application for a RESIDENTIAL MASTER MODEL Permit

ep
Issued Permits Report

Projects

Applicant Information
ame —
*City Littieton
state = zp - #0120
View on Map
Inspections Developer Information
Schedule
View on Msp
Name Phone -
Business & ciy
Other Licenses
Apply for New State. Zip .
Livenses
[ — ]
e
Code
Enforcement Contractor Information
Name Phone. [
Shopping Cart 5
st C ] = L]

7/ A

Commerce

U CITY

a. 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

6. Click Next Step.

The Permit Application: Step 3 Review and Submit screen displays.

Permit Application
Step 1 Step 2 Step3 Review and Submit Step 4
lication for a TIAL MASTER MODEL Permit
Pay Fe Permit Information Location.
Veuon vap & = =l
Contractor Tipe RESIDENTIAL MASTER MODEL
subtype DETAGHED SINGLEFAMILY
oveLLNG
Deseripton ty dazerption
Job Vaie s275.000.00
Fee Information
E3 Type Amount
Total Fees. £
odl ) Attachments
Attchments:
Developer Information [
o o =
Contractor Information Touslondaadonal tachmens gckon Upse. |
o
Contact Information
Designer Information
View Map.
Looate My Address
Owner Information
Shopping Cart
Review the information prior to submiting.

Private and Confidential © 2023 Commerce City, Co.
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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 Type: RESIDENTIAL MASTER MODEL Any attachments uploaded to this
Subtype: DETACHED SINGLE-FAMILY DWELLING permit are displayed.
Short Description:  finy description
Status: INTAKE
Applied Date:  4/13/2022
Approved Date:
Issued Date:
Finaled Date:
Expiration Date:
Site Info Address: 086 PITKIN WaY &
City/State/Zip: COMMERCE CITY, CO, 30022
Property Type ADDRESS
APN: 172316216010
Subdivision: REUMION FILING NO 12
Tract:
Block:
Lot: 37
Sect-Twp-Rng: 16 25 66V
Lot Size {SF): 7793.53620952
Contacts | Contactipe [ Name _______Adiess sz |
APPLICANT
OWNER
Fees A e EWUTEBNECTTTE | At multiple points in the permit
creation, you can pay fees. This
tab contains a link to pay fees.
Inspections There are currently no inspections on this record. If inspections are auto-generated,
the list is displayed here.
Conditions o e T If there are conditions to the
approval of your master model,
they will be shown here.
05/08/2023 Page 31 of 150
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Content

Content Description

Reviews

Type

GATEWAY REVIEW

PLANNING REVIEW - SINGLE-FAMILY
PRE-ISSUANCE REVIEW

PUBLIC WORKS REVIEW
RESIDENTIAL BUILDING REVIEW

BUILDING PERMIT ...

PLANNING BUCKE.

BUILDING PERMIT ...

PUBLIC WORKS
BUILDING RESIDE.

4132022
4132022

More Info
More Info
More Info
More Info
More Info

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

Height {feet)
Area of First Floor
isquare feet)

Area of Garage (square
feet)

Area of Deck {square
feat)

Area of Unfinished
Easement (squars feet)
Area of Finished
Easement (squars feet)
Area of Second Floor
(squars feet)

Area of Third Floor
(squars feet)

Hawve the minimum
documents been
uploaded for this
application?

Learn more

Mot applicable

Information you entered on your
application.

Master
Model

Learn more =
mast

pro

Modei Name  Dream Acres Model 1

Type of Submission  First-time submission of this model for current code cycle

1 this appiic

model tran:

.
SubDiv DA

projectbeen No

approved?

Green
Building

Is this project being
designed as a green
building ?

Learn more

Green Building

Designation
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Tab

Location
Info

Content Content Description

For master models, instructions
are provided for address options.

In the "Location™ search

fizld below, enter
In this scenario, the address of
Master Model — SUBDIVISION
is selected.

"master model™ and
select the "Master Modsl
- SUBDIVISION™ option.

Back on My Dashboard, your active permit is listed with a status of Intake, as shown below. No
inspections are required for Master Model.

My Dashboard Hello
Below is a Dashboard of your current activities.
Permits
Search
Pay Fees
View on Map
E=ued St e pod 5’ My Aetive Permits ¥
Projects PERMIT FEES T
Apply for New Project i ADD TYPE STATUS | INSPECTION = | ATTACHMENT | MAP | UNLINK
Search Projects NO DUE
Pay Fees -
RADDZZ- 6650 RESIDENTIAL
View on Map INTAKE 51528 & 4 %]
00028 NEWPO.. ADOITION i
EETIEET RESIDENTIA
_ ADD23- iy ENTIAL
Licenses iy i INTAKE 50.00 & @ 9
Search 00021 PITK... ADDITION B L3
Ravis RESIDENTIAL
RMSTR23- Master
Properties = MASTER INTAKE 50.00 & & |
13 : #
Sy 00013 Mod. e
View on Map
Inspections
Schedule ﬁ BT . .
. y Active Inspections
T 4 total record(s). Y [=|
e cheduled REC NO RECTYPE | REGSTATUS ADDRESS INSPECTION oaTE | Map |
- RADDZ2-00028 PERMIT INTAKE B850 NEWPO. BUILDING FINAL e
BE=s FERMIT INTAKE i BUILDING FINAL
Other Licenses FTEEESTIE 3 0028 PITK... = 3
Apply for New RADDZ3-00021 FERMIT INTAKE 10088 PITK. FOOTING | FOUNDATION ry
L= RADD23-00021 FEAMT INTAKE 10088 PITK. FRAMING b
Search Licenses
Pay Fees
Rene-
L

8. To monitor the review and approval process, refer to Section 3.4 Residential Permit’s Review &
Approval Process.
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3.3  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.

My Dashbosrd Hello

Below is a Dashboard of your current activities.
Permits

Auely LINK TO PERMITS, PROJECT 3, AND LICENSE S
Search

Pay Fees
View on Map

Issued Permits Report @ My Active Permits

Projects
Apply for New Project DR . STATUS | INSPEC
ST ADDRE! TYPE STATUS

Pay Fees

3 total recordis). ¥ [~

FEES
ATTACHMENT | MAP | UNLINK
DUE

i 8850 RESIDENTIAL
View on Map INTAKE $1528 & > o
00028 NEWFO... ADDITICN
Contractor RESIDENTIA
. ADD23- : ENTIAL
Licenses FAnDE 1oo=e INTAKE 50.00 & & 9
Search 00021 PITK.. ADDITION ¥
Pay Fees RESIDENTIAL
STRZE Vaster
Properties FISTRZS Vet MASTER INTAKE 50.00 & & <9
12 ' 4
e 00013 Mod... -
View on Map
Inspections
Schedule % Acti =
My ve Inspections
View an Map 4 total recordis). Y [~

Cancel

S REG NO RECTYPE | RECSTATUS INSPECTION DATE m
. RADD22-00028 FERMIT INTAKE 8650 NEWPO... BUILDING FINAL

Business & -

Other Licenses RADD23-0002 PERMIT INTAKE 10026 PITK.. BUILDING FINAL &
Apply for New RADD23-00021 FERMIT INTAKE 10085 PITK... FOOTING / FOUNDATION
Licenses RADDZ3-00021 PERMIT INTAKE 10038 PITK... FRAMING -
Search Licenses §
Pay Fees

W My Active Projects

2. Under the Permits heading, click Apply.

The Permit Application screen displays.

My Dasnhboard Permit Application Confirmation
Permits

Need Help?
322',‘;,1 By agreeing to continue, | certify that | am the pmperty Dwner or tenam or have tne authority of the
Pay Fees property owner or tenant to make this and
View on Map oorrecl and that the construction and use will oonlon'n to the bulldlng Gode the Iand—use oode and

Issued Permits Report [{s]i (=I§ appllcable laws and ordinances which govern the property.

Projects
Apply for New Project @RV
Search Projects O 1p
Pay Fees Lz
View on Map

Contractor
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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.

Wy Dashboard Permit Application
Permits Step1 Permit Information Step 2 Step 3 Step 4
e
Permit Type Information
Issued Permits Report iz
Projects.
Apply for New Project  [IZZ TS
Search Projects Type
Pay Fees
View on Map PERMIT
Subtype
Contractor
Licenses *short |
Search Description:
Pay Fees
*Job Value
Properties
Search Property
View on Map . )
Additional Information
CONTRACTOR STATUS
. () Please select the sppropriste [ ~
Business & contractor status. 1am. .-
Other Licenses If “other” was selected above, ]
‘Apply for New status:
Licenses
Search Licenses =
Pay Fees
Renzw PROJECT INFO
Enforcement “Area of First Floor (square fest).
Pay Fees Area of Garage (square feet):
Map Area of Deck (square feet):
View Map Area of Unfinished Basement (square
Locate My Address feet]:
- Area of Finished Basement (square
Shopping Cart feet]:
Pay All Fees. Area of Szcond Floor {square feet):
Paid Hems
Area of Third Flor [squara fest):
Coniact @ tHavethe minimum documents seen
Cantact us upl is application?
Le

eTRAKiIt User Guide

4. Complete the following sections of the screen, dependent on your Permit selections.

05/08/2023

Permit Type Information

EXAMPLE: In this example I chose Residential New Construction and accepted the
default SubType of Detached Single-Family Dwelling.

* 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.
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Additional Information

Contractor Status

CITY

* 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

O Have the minimum documents
been uploaded for this application?

From the drop-down, select Yes only after:

4 You have confirmed your submission package is
complete.

4 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.
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Green Building

R | Field Description

%

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.

O Is this project being
designed as a green building?

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 | From the drop-down list, select a method.
IRC or IECC:

Master Model

R | Field Description

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

Type the record number of the approved master model

O Master Model (RMSTR) Permit for this subdivision and filing.

Record Number:

O Subdivision Name and Filing Type the subdivision name and filing number.

Impervious Area

R | Field Description
How much impervious area is being Type the number and description.
added?
Please attach either a .CAD or .PDF Refer to the Attachments section below.

on a scaled drawing containing that
information in the attachments section.

Location *

a. Inthe Search By field, from the drop-down list, select Parcel ID or Address. If you do not
know your Parcel ID, search by address.

b. Inthe 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.

c. Select appropriate selection.
The system displays the full address for your selection, for example
172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022
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Attachments

Ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

a. 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.

b. 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.

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.

Flianams Select

Attachments:

TCO_process.pdf
testing m

Deacription |

e. Asneeded, upload additional files.
5. Click Next Step.
The Permit Application Step 2: Contact Information screen displays.

My Dashboard Permit Application

Permits Step 1 Step 2 Contact Information Step 3 Step 4

Apply

Search

Pay Fees

View on Map Application for a RESIDENTIAL NEW CONSTRUCTION Permit

Issued Permits Report
Projects

Apply for New Project licant Information

Search Projects 4pp e

Pay Fees

View on Map *Name *Phone
— s CET —
Liﬁ":':;s *city Littieton

=

FonFos e = :
Propertes

Search Property

View on Map
Inspections. Contractor Information

Schedule

E— -
s [ ) o [

Other Licenses . 5

Apply for New st [ ] = [ ]

Licenses

Search Licenses l:l

Pay Fees CLEAR

Renew
Code
Enforcement Owner Information

Search

Par e I -
ep e I T E—

View Map

Loy naoess Y
Shopping Cart State zip -

Pay All Fees

Paid ltems

Page 38 of 150 Private and Confidential © 2023 Commerce City, Co. 05/08/2023



77-

Commerce

u CITY

05/08/2023

eTRAKiIt User Guide

a. Enter information for * required contact types, and for optional contact types as needed:

* = R,

equired

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.

t;
My Dashboard

Permits
Apply
Search
Pay Fees
View on Maj

P
Issued Permits Report

Projects
Apply for New Project
Search Projects

Pay Fees
View on Map
Contractor
Licenses
Search
Pay Fees
Properties
Search Property
View on Map

Inspections

Business &
Other Licenses
Apply for New

Locate M- A-dress

Permit Application

Step 1 Step 2 Step3 Review and Submit Step 4

Application for a RESIDENTIAL NEW CONSTRUCTION Permit
Permit Information EDIT Location EDim
Type RESIDENTIAL NEW
EoNSIRULTION 10086 PITKIN WAY
Eramm FELT D R COMMERCE CITY, CO 80022 REUNION FILING NO 12
DWELLING
Description tiny description
Job Value $275,000.00
Fee Information
Contacts
m Type Amount
Applicant Information PLAN REVIEW $150.00
PLAN REVIEW OFF
L - MASTER 15000
- Total Fees. $150.00

Contractor Information
Attachments
Owner Information

i S To upload agitonal aftachmens cick on Upload.
35 o}

Contact Information

Private and Confidential © 2023 Commerce City, Co.
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7. Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.

My Dashboard Permit Application

Permits Step 1 Step 2 Step 3 Step4 Checkout/Confirmation
Apply
Search
Pay Fees
View on Map
Issued Pemmits Report

. Checkout Summary

Projects Below are the current fees due for your permit/project(s). Please select the permit/project(s) you wish to pay and
Apply for New Project select 'Proceed to Checkeout'. Verify correct item(s) to pay and select 'Proceed to Payment'. Enter the required
Search Projects information and select "Process Payment”

Pay Fees
e RESIDENTIAL NEW CONSTRUCTION Permit

Contractor - -

e Description Quantity Amount
Search PLAN REVIEW 1 $150.00
Pay Fees

PLAN REVIEW OFF MASTER 150.00

Properties
Search Property
View on Map

Inspections
Schedule

Fees Due: $150.00

Total: $150.00

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

8. To pay the permit fees, click Pay by Credit Card or Pay with ECheck.
a. Enter Payment Information, and click Next Step: Review Payment.

The Review Payment screen displays.

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

Payment.

You are returned to the Step 4: Checkout/Confirmation screen.

My Dashboard Permit Application
Permits Step 1 Step 2 Step 3 Step4 Checkout/Confirmation
Apply
ek
[
Wiew on Map
EaiE Payment Status: Paid Print this page as your receipt of payment. You will also receive an e-mail
Projects confirmation.
Apply for New Project Receipt No: WEBo1671
Search Projects Date: 6/3/2022 B:14:10 PM
[
Wiew on Map o Tl e
Building
Contractor
Licenses
Search
Fay Fees
IS PEmaaT  [RNEW22.00052 10086 PITEIN WAY RESIDENTIAL NEW CONSTRUCTION |
Soarch Proparty PLAN REVIEW $150.00
S PLAN REVIEW OFF MASTER $150.00
Inspections Subtotal $150.00
Schedule
Vi Mz
e Total amount paid: ~ 3150.00
Schedubed
ROW and Other
Licenses
Apply for New
Licenses
Search Licenses ==
Fay Fees
Fenew
o e

In your email, you will receive the following:
* A notification thanking you for your online order.
* A payment receipt.
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The Permit map and Permit Descriptions tab displays.

The tabs summarize the content on the requested permit:

eTRAKit User Guide

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 Typs: RESIDENTIAL NEW CONSTRUCTION Any attachments uploaded to
suntyps: DETACHED SINGLE-FAMILY DWELLING this permit are displayed.
ghort Description:  dream home
Statue:  INTAKE
Applied Date:  4/14/2022
Approved Data:
Iseued Data:
Finaled Data:
Expiration Data:
Site Info agaress {g0ae prrian vaey @ Address or Parcel ID of the site
Cityi stateVZip: C-E;r:1:\.-1ERC:E CITY, CO, 80022 and aSSOCiated IOt details’
Property Type  ADDRESS
APH: 172318213010
Subdivislon: REUMION FILING MO 12
Tract:
EBlock:
Lot 37
sect-Twp-Rng: 18 25 86W
Lot Slze (8F):  7793.83520052
Contacts Data input on the Contact
Information screen.
Fees B l At multiple points in the permit
e e creation, you can pay fees. This
tab contains a link to pay fees.
Charged: 515000 Balance Due: $150.00  Pay All Fees
Inspections | o E = I T = T Based on the permit created,
S ; several inspections may be
? triggered.
:
: This page informs you of the
- activity and progress of each
oo o inspection.
When the permit is issued, you
will see inspection scheduling
links here.
Conditions e If there are conditions to the
issuance of your permit, they
are shown here.
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Tab

Content

Content Description

Reviews

SUANCE REVIEW
PUBLIC WORKS REVIEW
RESIDENTIAL BUILDING REVIEW

PUBLIC WORKS
SUILDING RESIDE

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

Heignt [test)

ares or Garags (squire
testy
Aras of Deck (squsra
sty
arsaofunfinisnsd
Ssssment (squeretesty
Area of Finished
Sssement sauars st
Area of Second Floor
suars sy
Area of Thir Fioor
(quars sty
Have the minimum

gocuments pesn

Mot applicatie

upioadsa for tnis
application?

Leam more

Contractor
Status

Please select the
appropriate contractor
status. | am...

If "other" was selected
above, describe

contractor status

the general contractor.

Description of the applicant.

Master
Model

s this application

azaociated witha  No

master model?

Master Model Hams
Masier Model (RMETR)
Permit Record Number
subdiviglon Hams and

Flling

Impervious
Area

How much impervious
area is being added?
Please attach sither 3
CAD or PDF ona
scaled drawing
containing that
information in the

attachments section

If you designated an impervious
area, the number and
description is denoted here.
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Tab

Content

Content Description

Green
Building

1= this project being
designed s a green  No

buliding?

Learn mare

Graen Eulkding

Dealgnation

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).

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map.

Projects
Search Projecis
Pay Fees
View on Map

Contractor

Licenses
Search
Pay Fees

Properties
Search Property
View on Map

Inspections

Business &
Other Licenses
Apply for New

iew Map
Locate My Address
Shopping Cart
Pay All Fees
Paid fter

Issued Permits Report

Apply for New Project

Hello
Below is a Dashboard of your current activities.
@ My Active Permits 1 total record(s). ¥ [=]
ADDRESS STATUS INSPECTION
RESIDENTIAL
RNEW23- 10086 N
o | e New INTAKE s000 & | Q
CONSTRUCTION
@ DRI S 21 total record(s). ¥ [

REGTYPE | REG STATUS INSPECTION DATE | map
R PERMIT NTAkE BUILDING FINAL -
R! PERMIT INTAKE ELECTRICAL FINAL
Rl PERMIT INTAKE MECHANICAL FINAL
R! PERMIT INTAKE PLUMBING FINAL
Rl PERMIT INTAKE PW BUILDING INSPECTION FINAL
R! PERMIT INTAKE PLUMEING UNDERGROUND
al PERMIT INTAKE TEMP METER RELEASE
R! PERMIT INTAKE DRYWALL
al PERMIT INTAKE ELECTRIC SERVICE
R! PERMIT INTAKE ELECTRICAL ROUGH
al PERMIT INTAKE FRAMING
RI 2¢ PERMIT INTAKE INSULATION
RNEW23-00026 PERMIT INTAKE MECHANICAL ROUGH
RNEW23-00026 PERMIT INTAKE PLANNING INSPECTION
RNEW23-00026 PERMIT INTAKE PLUMBING ROUGH
RNEW23-00026 | FERMIT NTakE SHEARWALL +
RNEW23-00026 | FERMIT NTakE 10086 PITK urER

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

Private and Confidential © 2023 Commerce City, Co.
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3.4

Residential Permit’s Review & Approval Process

Commerce

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 System Action Action you
Status should take to
respond to
email
Intake When you first apply for a permit, the default status is "Intake." Only one review Login into
takes place during this stage, the Gateway Review. If the permit submission eTRAKIT and
package you uploaded is incomplete or your documents are missing essential provide
information, you will be notified with an email similar to below: additional
information as
A review for the project identified below was not approved. requlred‘
Permit Number: CNEW22-88637
Permit Type: COMMERCIAL MEW CONSTRUCTION/NON-RESIDENTIAL STRUCTURE
Location: 12282 JASPER ST
Project Description: test
Review Type: GATEWAY REVIEW
Mame of Reviewer: BUILDING PERMIT TECH BUCKET
Completion Date: 5/24/2822 12:00:80 AM
Log into the Commerce City eTRAKIT portal at the address below to access the plan reviewsr's comments.
Under Once the Gateway Review is approved and the status of the application is changed Optionally, check
Review to "Under Review," the system generates an email similar to the following: on your
application.
Awaiting Commerce City Permit RADD22-00052|Fees Due Login to pay
Payment outstanding fees.
° Fri 4/15/2022 12:04 PM
Tor
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.
Issued Commerce City Permit RADD22-00052 |Issued Click link to
retrieve permit
9 % -5 .
° Fri 4/15/2022 8:20 AM and any Clty-
The permit for the project identified below has been issued. apprOVCd
Permit Number: RADD22-00052 construction
Permit Type: RESIDENTIAL ADDITION/ADDITION ATTACHED documents.
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.
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Permit System Action Action you
Status should take to

respond to
email
Closed Commerce City Permit RADD22-00052 [Completed As needed, apply
for a Certificate of
~ <y
° Fri 4/15/2022 12:23 PM B > 2 Occupancy (Cor)
. o . . permit.

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.
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4 Commercial Permit Applications

4.1 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.

Hello A

Below is a Dashboard of your current activities.

Issued Permits Report My Active Permits

Projects 1 total record(s). Y [~
Apply for New Project

PERMIT
€ ADDRESS TYPE STATUS | INSPECTION ATTACHMENT | MAP | UNLINK
‘Search Projects NO.

Pay Fees
RESIDENTIAL
View on Map RNEW23- 10086
Contractor 00026 PITK.
Licenses
‘Search
Pay Fees

@ X X
: My Active Inspecti
Properties S Y Active cetions 17 total record(s). YB

Viewonmap | [ REGNO | RECTYeE | REOSTATUS | ADDRESS | NsPecTON |
View on Mop REC NO RECTYPE | RECSTATUS | ADDRESS INSPECTION DATE

RHEW23-00026 PERMIT INTAKE 10086 PITK. BUILDING FINAL

NEW INTAKE
CONSTRUCTION

RHEW23-00026 FERMIT INTAKE 10086 PITK ELECTRICAL FINAL -i-

RMEWZ23-00026 10086 PITK

PERMIT INTAKE MECHANICAL FINAL

ELUMBING FINAL

2. 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.

My Dashboard Permit Application Confirmation
Permits

Need Help?
Qﬂﬂ',’m By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees roperty owner or tenant to make this application, that the information provided is complete and
View on Map correct, and that the construction and use will conform to the building code, the land-use code and

GHIEL R E T other applicable laws and ordinances which govern the property.

Projects
Apply for New Project N@RYYTY
Search Projects
Pay Fees
View on Map

Contractor

O 1 Disagree
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3. Click I Agree, and then click Continue.
The Permit Application screen displays.

My Dashboard

Permits

Apply

Search

Pay Fees

View on Map

Issued Permits Report
Projects

Apply for New Project

Search Projects

Pay Fees

View on Map
Contractor
Licenses

‘Search

Pay Fees

Properties
‘Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

Business &

Other Licenses

Apply for New
Licenses

Step 4

Permit Application
Step1 Permit Information Step 2 Step 3
Permit Type Information
*PERMIT [CCMMERCIAL NEW CONSTRUCTION W
Type
PERMIT [FOUNDATION-ONLY ]
Subtype
*Short |
o
*Job Value
Additional Information
]

PROJECT INFO

*Occupancy Type: [

*Total area of Construction-all floors | |
{square feef):

For Multi-Family Buildings, Number of
Dwelling Units:

For Lodging Establishments, Number
of Rooms:

*Building Height {feet): |

“Is building 3 high rise?: [ ~]
*Is high pile storage associated with

this project?:

=

OTHER INFO

eTRAKiIt User Guide

4. Complete the following sections of the screen, dependent on your Permit selections.

05/08/2023

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.
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Additional Information:

Project Info
* Required

CITY

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 Type the number of square feet, for example 5000 .
floors (square feet):
For Multi-Family Buildings, Type a number, for example, 5.
Number of Dwelling Units:
For Lodging Establishments, Type a number, for example 4.
Number of Rooms
* | 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 From the drop-down list, make selection.
with this project?
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.

O 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.
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R Field Description

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

O - From the drop-down list, make selection.
Have the minimum documents

been uploaded for this application?

Green Building

* Required

R | Field Description

* From the drop-down list, select an answer. For more

O Is this project being designed as a information on green projects, click Learn More.

green building?
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 From drop-down list, select an answer.

with this construction?

Are underground plumbing installations associated From drop-down list, select an answer.

with this construction?

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 Refer to the Attachments section below.
drawing containing that information in the
attachments section.
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Location *
a. In the Search By field, From the drop-down list, select Address or Parcel ID.
b. Inthe Search Value ficld, type a partial to full address and click Search.
The system retrieves results matching characters types.
c. 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.

a.

c.

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.

Attachments

Please enzure to include required attachments with your application. Failure to do 2o may delay in the
issuance of your permit

Flkanamsa Select
Description Aftachments:
| TCO_process.pdf
testing
=

As needed, upload additional files.
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5. Click Next Step.
The Permit Application Step 2: Contact Information screen displays.

eTRAKiIt User Guide

My Dashboard Permit Application
Permits Step 1 Step 2 Contact Information Step 3 Step 4
Apply
Search
Pay Fees
:'r'e'” i Application for a COMMERCIAL NEW CONSTRUCTION Permit
Issued Permits Report
Projects
for New Project i1 i
ggg'r!m“;m;:; il Applicant Information
Pay Fees
Search
Pay Focs s = '
Properties
Search Property
View on Map
Inspections 5
S Contractor Information
View on Map -
Cancel Name Phone [ P —
Scheduled _— -
Address EmailAdagress [ |
Business & o s —————— U .
Other Licenses & I == L ]
for N .
’:f;gzs ;J; lew State l:l zip I:l
Search Lis
P:;;rr ez |:|
Renew
Code
Enf 13
g;::;,eme" Owner Information
Pay Fees
Mﬂp Name Phone ) -
View Map Address Email Address l:l
Locate My Address e
0 0 £
P SN A -
a. 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

05/08/2023 Private and Confidential © 2023 Commerce City, Co.
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6. Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.

My Dashboard

Permits Step3 Review and Submit Step 4

Permits Report

Projects

Locate My Address

Shopping Cart
Pay

Contact
Gontact us

susMT

7. 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.
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My Dashboard

Contractor
Licenses

Business &
Other Licenses
Apply for New

Enforcement
Search
Pay Fees
L & Attachment

View Map
Lacate My Address. Permitinfo | Site Info 3 Contacts (2) Fees 50.00 Inspections(4) Cendifions (0 Reviews(s) '

Shopping Cart {_ OTHERINFO % GREEMBUIDING Y IMPERVIOUS AREA FOUNDATION-ONLY
Pay All Fees \(
Paid ems

COMMERGIAL NEW CONSTRUGTION
£oatact FOUNDATION-ONLY
Gantact us
tiny descriobion
INTAKE
4mzo23

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 Typs:  COMMERCIAL NEW CONSTRUCTION Any attachments uploaded to
Subtype: MULTI-FAMILY BUILDING this permit are displayed.

Short Description:  tiny description
Status:  INTAKE
Applied Date:  5/10/2022
Approved Date:
Issued Date:
Finaled Date:

Expiration Date:

Slte Info Address: 10086 PITKIN WAY &

CityiState/Zip: COMMERCE CITY, CO, 80022
Property Type  ADDRESS
APN: 1723182168010
Subdivision: REUNION FILING NO 12
Tract:
Block:
Lot 37
Sect-Twp-Rng: 15 25 BOW
Lot Size (5F): 7783.53820852

Contacts entered on the Contact

Contacts
QOWNER ey ekl eoaeesl ey o - ~ — .
GONTRAGTOR - = InfOI‘matlon screen.
Fees S— S e = | At multiple points in the permit

creation, you can pay fees. This
tab contains a link to pay any
fees.
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Tab Content Content Description

InSpeCtiOnS Type SEQH Result Scheduled Date Time Completed Time [ Based on the permit Created,
BUILDING FINAL o Mo . .

CROOIL 0 | several inspections may be

ELECTRIC SERVICE o Mo .

ELEoTRICAL ROUGH o o | triggered.

L —— | This page informs you of the

RN SO0 s Pt 5P = | activity and progress of each
inspection. When the permit is
issued, you will see inspection
scheduling links here.

Conditions There are currently no conditions on this record. If there are conditions to the

issuance of your permit, they
are shown here.

ReVleWS MERC\ALEUILD\NG REVIEW CDMME — I e The Gateway ReVlew CheCkS
P S for submission completeness
o e | R e and other administrative
T | e o =1 | 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.

Proj ect Occupancy Type  Multi-family building (condos - apartments) TO access further

Info Total area of documentation about deck

Construction-all floors 5000
(square feet)
For Multi-Family
Buildings, Number of 5
Dwelling Units
For Lodging
Establishments, Number 0
of Rooms
Building Height (feet) 100
Is building a high rise? No
Is high pile storage
associated with this  No

project?

building, click Learn More.
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Tab

Content

Content Description

Other Info

Are electrical
installations associated
with this construction?

Are plumbing
installations associated
with this construction?

Are mechanical
installations associated
with this construction?

Are gas installations
associated with this
construction?

Record Number of
Planning Project / Case
Have the minimum
documents been
uploaded for this
application?

Learn More

Yes

Yes

Yes

Yes

Yes

If you have questions, click
Learn more from CDPHE or
Learn More.

Green
Building

Is this project being

designed as agreen No

building?
Learn more
Green Building

Designaticn

If the building is green, this tab
provides information input.

Impervious
Area

a
How much impervious

area is being added?

Please attach either a

JCAD or PDF on a

scaled drawing

containing that

informatio

n in the

attachments section.

This section displays the
number and description, as
reminds you to attach a
document supporting entry.

Foundation
-Only

Is this application for a
foundation-only permit?
Are underground
electrical installations
associated with this
construction?

Are underground
plumbing installations
associated with this

construction?

No

Yes

If this permit relates to
Foundation-Only, details are
depicted here.
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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).

My Dashboard Hello

Below is a Dashbeard of your current activities.
Permits

Apvly
Se LINK TO PERMIT 3. PROJECT 5. AND LICENSES

Pay Fees
View on Map
(BT Fea s e g My Active Permits

Projects
Apply for New Project PERMIT
Search Projects NO.
Pay Fees
View on Map

2 total record(s). Y [~

ADDRESS ¥ STATUS | INSPECTION

COMMERCIAL

CNEAR2- 10028 .
NEW INTAKE 5000 & N ]
Contractor 00028 PITK
" CONSTRUCTICN
Licenses
Search
et G oty Active Tnspece

Properties
Search Property REG NO RECTYPE | REGSTATUS | ADDRESS
View on Map CNEWZ3-00028 |  PERMIT 10025 FITH...

Inspections CNEW23-00028 |  PERMIT 10086 PITH..
Schedule CNEW23 00028 | PERMIT 10025 FITH...
View on Map
Caneel CNEWP3-00028 |  PERMIT 10085 PITK
~cheduled

WMATER FINAL
FAW BUILDING INSPECTION FINAL
BUILDING FINAL
PLANNING INSPECTION

8. To monitor the review and approval process, refer to Section 4.2 Commercial Permit’s Review &
Approval Process.
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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 System Action Action you
Status should take
Intake Thank you for your online order with Commerce City. If you paid for a building permit, you will be notified when your permit Payment email
payment has been processed. Retain this copy for verification with statement Paymethod: WEB
Receipt No.: WEBD1E12 and Payment
Amount Paid: 52,101.94 .
Paid Date: 5/16/2022 Recelpt
PERMIT CNEW22- 10086 PITKIN WAY COMMERCE CITY, |COMMERCIAL NEW
00050 CO 80022 'CONSTRUCTION
PLAN REVIEW
PLA W - OF THE BUILDING
pERY $2,101.94
Sub Total: $2,101.94
;:::' Amount $2,101.94
Name;
Address:
City, State, Zip:
Phone:
Email:
City of Commerce City
Thank You for Your Payment
Please save this Confirmation Number for your personal records.
Customer Name
Effective Date
5/16/2022 12:33 PM Mounfain Standard Time
Confirmation Number
20000061
Payment Method Amount
49,96
Item Payment
Licensing and Permits 5210194
Transaction Fee: 54504
Total Amount Paid: 52,149.98
Payment Details
Licensing and Permits
-52.10194
A Transaction Fee has been included in the tofal amount paid for this fransaction
Under The system generates an email similar to the following: Optionally,
Review check on your
application.
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Yers

Permit
Status

System Action

Action you
should take

Commerce City Permit CNEW22-00048 Ender Review |

o - %

Mon 5/16/2022 1207 PM

The permit application identified below is now under review for compliance to the applicable codes and ordinances.

Permit Number: CNEW22-00045

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

Project Description: tiny description

Applicant Name:

‘You will receive further notifications as your application progresses, Log inte the Commerce City eTRAKIT portal at the address below at any
time %o check on your application.

https:/fnam12.safelinks.protection.outiock.com,/furl=https%:3A%2F%2Fcome.stg.csqreloud.com %2 Fcommunity-
etrakitte?Faamprdata=03%7C01%TC%T7C417a2620343d49a34cal08da3 76/ 308% 7 C84di8eTfeGfE40afbd35aaanzaaaaaaatar C1 % 7CI%TCE3T
§83245795137371% 7 CUnknown 7 CTWFpbGZsb3d8ey)WijioiM 4wl jAwMDAILCIQljoiV2IubdzliILCIBTilE kT haWwil CIXVCIEMn 333 D% 7C3000
Se7CHTCHTChampsdata=bE%2 BIAT2 FokdWFTeiwlilScl1xmicEsaMHIdOLjIckKeYnUe3 D&ampireserved =0

**This is an automated notification; please to not reply to this email**

Additional
Info
Required

Commerce City Application/Permit CNEW22-00048|Requires Additional Information

o - W

The permit application identified below requires additional information.

Permit Number: CNEW22-00048

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

Project Description: tiny description

Applicant Name:

Log into the Commerce City eTRAKIT portal at the address below to learn more about this status update and to provide the additiona
information reguired.

https://nami2.safelinksprotection.outiook.com/Turl=https%3A%2F%2Feome.stg.csgreloud.com®e2 Feommunity-
efrakit®2FAampidata=05%7C01% 7% TC0ed405d 143424835 1fdb08da3770a9b 7% TCE4df0e TfeGft40afb435aaaaaaaaaasat 1 %7 CO% TCE3TEE
32542726772108:7CUnknown®s7 CTWFpbGZsb3d8ey)WijoiMCawl jAwMDAILCIQ o2 ubzIiLCIBTiIG haWwil CIXVCIEMn0%:3D%7C3000%:7C%
IO TCAampsdata=TCletAcTsCKin) EmVYnSKVZOxOnflbhikdoaWHOg TkSa3D&amprreserved=0

Login into
eTRAKIT and
provide
additional
information as
required.

Awaiting
Payment

Login to pay
outstanding
fees.
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Permit System Action Action you
Status should take
Passed Commerce City Permit CNEW22-00048,[DRYWALL Inspection PASS| Once an
Inspection inspection
o W
o passes, an
T email is
The inspection for the project identified below has passed. generated and
Permit Number: CNEW22-00048 sent to you.
Permit Type: COMMERCIAL NEW CONSTRUCTION,MULTI-FAMILY BUILDING This is an
Location: 10086 PITKIN WAY 1 f
Project Description: tiny description examp colra
particular
nspection Type: DRYWALL . .
1nspect10n.
Mame of Inspector: BUILDING INSPECTOR BUCKET
Completion Date:
Log into the Commerce City eTRAKIT portal at the address below to learn more about your inspection status or to schedule your next
inspection.
httpsy/fnami2.safelinks.protection.outiock.com,/Turl=https%3A %2F%2Fcome.stguesgreloud.com3e2 Feommunity -
etrakit®2F&amp:data=05%TC01%TCW%TC282c22 3b6ca 04341 ceB608da3771a4 2757 CBAd0eT fo9fE40afbd 35asaaaaaaaaaa %7 C1 % TC0ETCEITEE
3258467969320%7 CUnknown®7 CTWF pbGZsh3dGey)Wjoitd Caw L JAWMDAILCIQ jo iV 2IuhzliLCIBTilEIK] haWwil CIXWCIEMn0363 0% 7C3000%7 CH
T TCRampisdata=eFzKbShel 6ZHXOHYdgODKcWucD2 nCnX5 DT uPx0JhXwhi3:3 D&amprreserved=0
**This is an automated notification; please do not reply to this email**
Issued Commerce City Permit CNEW22-00048]Issued | Click link to
retrieve permit
o a & o and any city-
Tue §/17 approved
The permit for the project identified below has been issued. construction
documents
Permit Mumber: CNEW22-00048
Permit Type: COMMERCIAL NEW CONSTRUCTION/MULTI-FAMILY BUILDING
Location: 10086 PITKIN WAY
Project Description: tiny description
Applicant Name:
Your permit has been issued, and you may now begin construction. Log into the Commerce City eTRAKIT portal at the address below, click
on this pemit in your dashboard, and click on "Attachments” to obtain the permit (available within one business day) and construction-
related documents (awailable now). The permit must be posted on the jobsite and the city-approved plans must be printed and available to
the city inspector during inspections.
t is your responsibility to notify the city when stages of construction are reached that require an inspection. The deadline to schedule
building-related inspections is 4 p.m. the business day prior to the day of the desired inspection date. Log into the Commerce City eTRAKIT
portal at the address below, click on this permit in your dashbeoard, and click on "Request Inspections.”
https:inam 12 safelinks protection.outiook.com Furl=https%3A3:2F3%2 Frome.stg.cegreloud.com2 Foommunity-
etrakit®e?Faampedata=05%7TC01%7C%TCE2e2a7 Mdaefd4dTe534f08da3812a5 1d% T Co4df9e TfeSfbd 0afb435zaaaasaaaasate 7 C 157 CO%TCEST
583950019321263% 7CUnknown 7 CTWF pbGZsb3dBey) WIjoiMCAwl] AwhDAILCIO joiVEalulzIiLC IBTil&lk 1 haWwilCIXVCI6Mn0%:3 D% 7C3000
S67CEET W TCRampsdata=HTizKsSEu | OdXG I8k G kpakRTgm51oPtLdBPhd X3 3D &amprreserved =0
**This is an automated netification; please to not reply to this email.**
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Permit System Action Action you
Status should take
Completed Commerce City Permit CNEW22-00048 Completed As needed,
@ o« o apply fora
/ separate
The permit application identified below is now complete. COI/COm p|et|0n
Permit Number: CNEW22-00048 permit.
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=https%3A%2Fo%2Fcomc.stg.csqrcloud.com%2Fcommunity-
etrakit¥%2F&amp:data=05%7C01%7C%7 CheJaeed48128406131f408da3812a820%7C84d %7 feGf640afb435 %7C1%7C0%7CH37883950021196111
%27 CUnknown%7CTWFpbGZsb3dBey) WijoiMCAwLjAwMDAILC)QljoiV 2luMzlil CIBTil6lk1 haWwil CIXVCISMn023D%7C3000%7C%7C%/Camp:; =Xt2x0FyET
nnvPXsqkijeSnd2rgTG4)SPg1UHjIdVIVKIZe3D&ampireserved=0
*#This is an automated notification; please to not reply to this email.**
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5 Other Permit Applications

5.1 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.

My Dashboard Hello ’ -

Below is a Dashboard of your current activities.
Permits

Apply

Search

Pay Fees - - -
View on Map @ My Open Permit Applications 3 total record(s). Y [

Issued Permits Report
Applications In Progress Permit Type Created Date

Projects

RO S Continue Application 1202023 Delete
Search Projects Continue Application EARLY GRADING PERMIT 11872023 Delete
Pay F
Gk OE,,E:,,ap Continue Application 11812023 Delete
Contractor
Licenses . .
Seaich ﬁ My Active Permits
el 1 total record(s). Y [~
FEES
Properties PERMIT NO. DDRESS TYPE STATUS | INSPECTION DUE ATTACHMENT | MAP
el GRD23 10086 GRADING
View on Map APPROVED £40.00 @
A 00001 PITK... FERMIT :
Schedule
View on Map ﬁ
LETEE My Active Inspections
Scheduled 2 total record(s). Y [~

Business & REC NO REC TYPE REC STATUS ADDRESS INSPECTION DATE m

Other Licenses GRD23-00001 PERMIT APPROVED 10086 PITK. GRADING FINAL INSPECTION &

PRl GRD23-00001 PERMIT APPROVED | 10086 PITK PRE-CONSTRUCTION &

ach |

2. Under the Permits heading, click Apply.
The Permit Application screen displays.

Wy Dashboard Permit Application Confirmation

By agresing 1o contince, | cenify that| am the praperty cwnes of 1enant or hanve the of e proparty cwnes of
P:."":‘““ i i il e e it
__“ - use will conform to ihe bulding code. ihe land-use code and cther applicable laws sad ordinances which govern tha
pa praporty.

Py Fees:

Wiewr 0 Mag .

Issued Perrsits Repon i Ageen
Projects " | Dinagres.
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3. Click I Agree, and then click Continue.
The Permit Application screen displays.

The example below depicts:
PERMIT Type of Grading Permit

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Building
Contractor
Licenses
Search
Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule
Cancel
View on Map
Scheduled

ROW and other

Licenses
Apply for New
Licensas
Search Licenses
Pay Fees
Rensw

Code

Enforcement
Search
Pay Fees

ReportA

Problem
Report Issue
Search Issues
View on Map

Map
View Map
Locate My Address

Shopping Cart
Pay All Fees
Paid ltems

Contact
Contar

Page 62 of 150

Permit Application

Step1 Permit Information Step 2 Step 3

Permit Type Information

PERMIT Type | GRADING PERMIT

nant |

L

Additional Information

E

PERMIT INFO

Have you included an Erosion and
Sedimentation Contral [ESC) Plan in

the Stormwater Management Plan

[SWMP)2:

Has a Drainage Report been
approved?:

Have you e
Management I’I.‘m':|

What is the Project Number of your
previous submission?®:

What is the nature of ion w
activity?:
Have civil plans been approved?: -

i

quantity in cu yd?:

oo

quantity in cu yd?:

e B

ACTes?

e R

acres?:

Is this activity part of a larger
common plan of development?:

| understand there is 3 $200.00 plan

review fee to be paid in advance.:

LEARN MORE
Have you attached the COPHE
certificate of autherization, if
applicable?:

Private and Confidential © 2023 Commerce City, Co.
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4. 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
* | Permit Type

Description

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.

05/08/2023

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.

quantity in cu yd?

* | What is the estimated Material Import Type the number of cu yds.
quantity in cu yd?
* | What is the estimated material export 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.
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R | Field Description
* | Is this activity part of a larger common plan | From the drop-down list, make selection.
of development?
* | T understand there is a $200.00 plan review Acknowledge your understanding of the cost.
fee to be paid in advance.
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.

To learn more about Civil Plan Approval/Permits, click the Learn More link in e TRAKIT.

Location *

a.

b.

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:

4+ Stormwater Management Plan
4 Tree Conservation Plan
4 Sketch Plat

4+ Waiver Consent Form or Hold Harmless Letter

Grading Permit Attachments required

4+ Stormwater Management Plan
4+ Construction Drawings
4+ Drainage Report
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Ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

a. 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.

b. 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.

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

Attachments

Pleaze ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit

Flianama Selact
Descriptian Attachments:
| TCO_process.pdf
testing
=

e. Asneeded, upload additional files.
5. Click Next Step.

The Permit Application Step 2: Contact Information screen displays.
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Applicant Information

“ngarecc

- ]

Developer Information

Agarece

city

= ]

Company Information

= —

- ]

Contractor Information

Permit Application

Step1 Step2 Contact Information

Application for a GRADING PERMIT Permit

Step 3 Step 4

“Phana

L e —

= : =
L]

Fnans.

el —

- R -
[
=)

Fhane.

N —

- -
]

Fhane.

N

- - [
=]

¥Our GoAfranF INOIMANGN K B4 1GKSD. If youTs GOAtIGH INfOMMaton nesas fo DR LRGeS RisRcs sontant ine Commarsa City

Eulicing Batty Divicion ai 3032883785,

Anarsce

City

tate

Phans.

el —
e —
. —

At s B P IIy, el g p tman,

f. Enter information for * required contacts, and for and optional contacts as needed:

NN

Yers

N

* = 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.
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6. Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.

My Dashboard

Permits Step 3 Review and Submit

L PREVIOUS STEP
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7. Review and edit as needed information as needed, and then click Next Step.
The Permit Application: Step 4 Checkout/Confirmation message displays.

My Dashbaard

Permits
Apply
Search
Pay Fees
\View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Contractor
Licenses

Search
Pay Fees

Properties
Search Property
\iew on Map

Inspections
Schedule

Other Licenses
Apply for New
Licenses
Search Licenses
Pay Fees

Code
Enforcement

Permit Application
Step 1 Step 2
Checkout Summeary

Step 3 Step4 Checkout/Confirmation
Below are the current fees due for

your permit(s). Flease select the permit(s) you wish to pay and select "Proceed to Checkout”.
Verify correct item(s) to pay and select "Proceed to Payment”. Enter the required information
and select "Process Payment”.</span=</font>

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
BB Test Class A Balance: $0.00

BACK TO $TEP OME ADD TO SHOPPING CART pavoycrEDmcarn il PAYWITHECHECK |

77
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8. Pay your fees. Click Pay by Credit Card or Pay with ECheck and follow the prompts to pay
your Permit bill.

a.

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

The Review Payment screen displays.

Payment.

You are returned to the Step 4 Checkout/Confirmation screen.

My Dashboard

Permits
Apply
Search
Pay Fees
View an Map

Projects
Search Projects
Pay Fees

View on Map

Contractor

Business &
Other Licenses.
Apply for New
Licenses
Search Licenses
Fay Fees
Code
Enforcement
Search
Pay Fees
Map
View Map
Locate My Address

o

Sho”

Issued Permits Report

Apply for New Project

Permit Application

Step 3 Step4 Checkout/Confirmation

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

Receipt No: WEB01962

Date: 1/20/2023 8:13:35 PM

Step 1 Step 2

Amount Paid: $200.00

[10004
PERMIT GRDZ3-00002 [QUINTERC [CRADING

ST
GRADING PLAN REVIEW FEES ~ $200.00
GRADING PERMIT
APPLICATION $200.00
REVIEW FEE
Subtotal §200.00

Total
amount $200.00
paid:

In your email, you will receive the following:

* A notification thanking you for your online order.

* A payment receipt.
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9. 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 ore point in time.

eTRAKit User Guide

Tab Content Content Description
Permit Info T CEERE Data you input plus any
Subtype: attachments uploaded to this
Short Description:  finy description pemlt are displayed
Status: INTAKE
Applied Date:  4728/2022
Approved Date:
Issued Date:
Finaled Diate:
Expiration Date:
Attachments:
Site Info P - 1 Address of the site and
' - o oy associated lot details.
City/StatelZip: COMMERCE CITY, GO, 80022
Property Type ADDRESS
APN: 172316216010
Subdivision: REUNION FILING ND 12
Tract:
Elock:
Lot: 37
Sect-Twp-Rng: 16 25 65W
Lot Size (5F):  7702.23620052
Contacts == s Epran Data input on the Contact
cunR Information screen.
CONTRACTOR
RIGHT OF WY CONT.
Fees Descripfon Amount Paid Date At multiple points in the
GRADING PLAN REVIEW FEES 5200.00 4202022 permit Creation’ you can pay
fees. This tab contains a link to
pay fees, and fees already paid.
Charged: 20000 Balance Due: 30.00
Inspections e e e e e s Based on the permit created,
e - several inspections may be
triggered. This page informs
you of the activity and
progress of each inspection.

05/08/2023
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Tab Content Content Description
Conditions |-|-|,,.E,,E are currently no conditions on this record. If there are conditions to the
issuance of your permit, they
are shown here.
ReVieWS GRADING PERMIT REVIEW PW STORMWATER. . — a The parties that Will be
GRADING PLAN REVIEW PW ENGINEERS B 42002022 More Info I‘eVieWing 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).

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Contractor

Licenses
Search
Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

Business &

Other Licenses
Apply for New
Licenses
Search Licenses
Pay Fees

Code
Enf cement

Hello

Below is a Dashboard of your current activities.

g My Open Permit Applications

Continue Application 12020223

e / My Open License Applications
11202023

Continue Application

g My Active Permits

1 total record(s). Y [=]

Delate

1 total record(s). Y [

Ao =

Delete

Celate

1 total record(s).

Y[

PERMITNO. | ADDRESS INSPECTION ATTACHMENT
GRDZ3- 10004 GRADING N N
INTAKE 30.00 &
00002 QuIN... FERMIT 5 :
ﬁ' My Active Inspections

REC STATUS
10088 PITK...

10. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval
Process.
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5.2 Requesting a Right of Way Permit

Request Via View on Maps (Preferred Method)
Request via Apply

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.

My Dashboard Hello ' s

Click

Permits View on
Apply Map
Search .

F';lyI Fapc
View on Map
1ssuea rermis Report g My Active Permiis

Below is a Dashboard of your current activities.

NK TO PERMITS. PROJECTS, AND LICENSES

3 total record(s). Y [~

Projects ——
Apply for New Project ADDRESS TYPE STATUS | INSPECTION ATTAGHMENT UNLINK
Search Projects NO.

Pay Fees
DEVELOPMENT
View on Map DIP22- 10086 UNDER
o INFRASTRUCTURE 50, &

Building 00023 PITK... REVIEW

Contractor FERMIT
f ORGANIZED

Licenses OEPSC22- | 10086 & . o

EVENT WITH INTAKE $0.00 &
gea’g' . 00008 PITK... -
ay Fees STREET CLOSURE

Properties RADD22- 10086 RESIDENTIAL
Search Property INTAKE 50.00 & aar é

op 00060 PITK... ADDITION

View on Map

Inspections

Sehardilg

2. 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.

3. Go the following:
a. For the Search Datagrid popup, click the X to close.

3ridgest 7l EAsotAve
Use Clear Graphics button in order to select locations.

Search Datagrid D

Selections: 33

1 2 3 4

SR AT AV AP AV ST ' " oY 4

b. On the top navigation bar, click the X Clear Graphics button to remove graphics from map.
1

}- A ¥ 5 & Q@ B &/ & sooress v & D
= ¥ i 1 =
; ] Use Clear Graphics button in order to select locations. # B”th‘;’" iy
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The graphics do not display on the map.

A 4 5 =2 9 B2 5 F | ADDRESS v‘ = SelectaSearch Term v

ADDRESS

SUBDIVISION

4. As shown above from the top drop-down list, select Street.

5. 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.

6. Click on the appropriate street.

A red dotted line displays on the street and the following window displays.
wwmw

[’ J STR_ID: STR-3260
S Catagory: | E 106th Ave

|
II Select a Category Type =
|

1

\

\

|

1
i

¢

¢

N

g \
%‘ ) X
;
3

7. From the Category drop-down list, select Permits.
The Type field displays.
o]
‘ STR_ID: S5TR-3260
| Category:

Permits v
Type:
Select Type v
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8. From the Type drop-down list, select Right-of-Way Permit.
The Location field displays.
- T

STR_ID: STR-2430

Category:
= Permits hd
:j Type:
|\ RIGHT-OF-WAY PERMIT A
I Location:
Select a Location e
Go To Step 1

The Location field displays. This location is based on the area where the red-dotted line displays,
and can be adjusted.

9. 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.

10. Click the Go to Step 1 button, and then in this document go to Step 1 Permit Information: Short
Description below.

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.

My Dashboard Hello et Bapsssssssssrss,
Below is a Dashboard of your current activities.

.
Pay Fees
View on Map
Issued Permits Raport
Projects
Apply for New Project
Search Projecis
Pay Fees
View on Map

g My Active Permits
2 total record(s). Y [=]

m somess | tee | smrus | peeecnon - Je—

RADD 10036 RESIDENTIAL

INTEKE 353219

o 00052 PITK. ADDITION
Building
RESIDENTIAL
Contractor RMSTR22- 10086 P . o
P MASTER INTAKE 5000 &
Licenses 00014 PITK s
‘Search MODEL
Pay Fees
Properties . .
Search Property My Active Inspections
View on Map 3 total record(s).
. RECNO RECTYPE | RECSTATUS ADDRESS INSPECTION MAP
(s [Em ] -
RADD22-00052 PERMIT INTAKE 10086 PITK. BUILDING FINAL
RADD22-00052 PERMIT INTAKE 10086 PITK. FOOTING / FOUNDATION @

2. Under the Permits headlng, click Apply
The Permit Application screen displays.

My Dashboard Permit Application Confirmati
Permits

Need Help?
Qﬂﬂ'ﬁm By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees property owner or tenant to make this application, that the information provided is complete and
View on Map correct; and that the construction and use will conform to the building code, the land-use code and

LRI L other applicable laws and ordinances which govem the property.

Projects
Apply for New Project [N@NV:11 %3
Search Projects .
Pay Fees O rDisagree
View on Map

Contractor

3. Chck I Agree, and then click Continue.
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The Permit Application screen displays.

The example below depicts:
PERMIT Type of Right of Way Permit

My Dashboard Permit Application

Permits Step1 Permit Information Step 2 Step 3 Step 4
Apply
Search

Pay Fees

View on Map Permit Type Information
Issued Permits Report

Projects
Apply for New Project IR0 [RIGHT-OF-wAY PERMIT v
Search Projects Type
Pay Fees
View on Map

*short ‘
Contractor Description:
Licenses

Search

Pay Fees

“Job Value

Properti . .
;Z:L. ::,pmy Additional Information

View on Map

Inspections E
Schedule PERMIT INFO
View on Map
Have you attached a Traffic Confrol
Plan7:
. “Where is the Job Site
Business &

Other Licenses *Provide the Description of Work:
Apply for New
Licenses
Search Licenses. Proposed Start Date:
B

Proposed End Date:

“Estimated Square Fest of Asphalt
- gvaig

4. Go to Step 1: Permit Information.

Step 1: Permit Information

L.

Page 74 of 150
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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

* | 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.

Private and Confidential © 2023 Commerce City, Co.
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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 Type the number of estimated square feet, for
Excavation example 4000 .
* | What is the estimated square feet of Type the number of estimated square feet, for
Concrete? example 4000 .
* | What is the estimated linear feet of Type the number of estimated linear feet, for
Concrete? 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 Type the number of feet, for example 500 .
Impacted
* | 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 Type the number of feet, for example 5.
« | Impacted
* | Collector Days Impacted: Type the number of days, for example 5.
* | What is the length (ft) of Local Lanes Type the number of feet, for example 5.
Impacted
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Field Description

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

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

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 COl and | Important: In Attachments section, attach the
a Valid Business License. Please submit if COl and a valid business license.
applicable.

Location *

Important: Pre-populated if View on Map option (preferred method) was used- go to
Attachments below.

To choose a location:

a.
b.

In the Search By fiecld, From the drop-down list, select Address.

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.

Attachments

Ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

a.

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

Pleaze ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

Flianama Select

Description | Attachments:

TCO_process.pdf m
-

e. Asneeded, upload additional files.
2. Click Next Step.

Step 2: Contact Information screen displays.

Step 2: Contact Information
1. Click Next Step.

The Permit Application Step 2: Contact Information screen displays.

My Dashboard Permit Application

Permits Step 1 Step 2 Contact Information Step 3 Step 4
Apply
Search

Fay Fees
View on M: P .
e Report Application for a RIGHT-OF-WAY PERMIT Permit

Projects
LRl LTl T Contractor Information
Search Projects
Pay Fees
View on Map Mame Phone —)

Contractor Address Email Address

Licenses
Search

Pay Fees State l:l Zip - l:l
Properties l:l

Search Proparty

View on Map m
Inspections

Schedule .

View on Map Subcontractor Information

Cancel
Scheduled

City License#

Name Phane —)

Business &

. Address Email Address |
Other Licenses

Apply for New City
Licenses

Search Licenses HEE 2 : l:l

Pay Fees

Renew l:l
T COPY CONTRACTOR INFORMATION

Enforcement
Search

Fay Fees Applicant Information
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a. 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

2. Click Next Step.
The Step 3: Review and Submit screen displays.

Step 3: Review and Submit

1. Review screen and click Submit.

Permit Application

- - -

Application for a RIGHT-OF-WAY PERMIT Permit

Apply for New Project

Search Projects

Pay Fees Permit Information Location

B e &= s
Contractor Type (SRR N 2T 10500-10561 SEDALIA ST

P Subiype
Licenses § COMMERCE CITY, €0 80022

Search o. tiny escription

eyl u 57500000
Properties

Search Property

oD e Contacts { con | Fee Information
Inspections

Contractor Information Type Amount

Schedule
View on Map
Cancel

Totl Fees s000

Scheduied Subcontractor Information

Business &

Other Licenses . Attachments
Apply for New Applicant Information
LEE beth buonanno (303) 437.7233
Search Licenses
Pay Fees EE L R o upload aditional attachments cick on Upload.
Renev Litieton, CO 80120 - 8054 upl

Code Company Information
Enforcement

Search

Pay Fees Developer Information
Map

View Map

Locate My Address
Shopping Cart

Pay Al Fees Emergency Contact Information

Paid ltems
Contact

Contact us

Contact Information

Review the information prior to submitting.
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The Permit Search/Summary screen displays.

Permit Search
P r— R

Search Operator:

Search Value:
Pay Fees
View on Maj

>
Issued Permits Report m

e
PP PP IIIPIPPIPIIPIPIPPIOSI
LaW! T
e ‘

Contractor
Licrnses

Code
Enforcement

== Permit fROW23 00008 |

Pay Fees.

Map & nttchment
View Map
LLocate: My Address. Permit Info Siielnfo Y Contacs (1) | Fees$0.00 | Inspections(i5] | Conditions (0) | Reviews(2)

Shopping Cart [ Permtinte Y Permtino2 Y ATTAGHMENT INFO '\ Leam More ),
PayAll Fees
Paid ltems

Typs: RIGHT-OF-WAY PERMIT
Subtypa:

snort Dsscrption: tiny descripion

Contact
Contactus.

statun: INTAKE
Appilea Dats: 4132023

‘Approvea Data:
Ieaued Dats:
Finalad Dats:

Expiration Date:

2. Go to Step 4: Permit Search/Summary.

Step 4: Permit Search/Summary

The tabs summarize the content on the requested permit.

eTRAKiIt User Guide

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 ore point in time.

Tab Content

Content Description

Permit Info Type:  RIGHT-OF-WAY PERMIT
subtyps: STANDARD RIGHT OF WY PERMIT

shert Description:  tiny description
Status:  INTAKE
Applied Date:  G/7/2022
Approved Date:
Isgusd Date:
Finaled Date:

Expiration Date:

Data you input plus any
attachments uploaded to this
permit are displayed.

Site Info s et ®

Cityrstaterzip: - COMMERCE CITY. CO, 80022
Froperty Typs  STREET
4PN STR-14085
Subdivislan:
Tract
Block:
Lot
Sect-Twp-fing.

Lot $ize {3F).

Address of the site and
associated lot details.

CONTRACTOR Mr Clean

C ontacts Contact Type CitylStateiZip

AFFLICANT Mr Clean 1 \Nizst Long Ave Mslomar, CO 80120 - 8054

OWNER Contractor 1 1 Viest Long Ave Mslomar, CO 80120

Data input on the Contact
Information screen.

Private and Confidential © 2023 Commerce City, Co.
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Tab Content Content Description
Fees T Ameu P D= At multiple points in the
RIGHT OF WAY PERMIT $50.00 872022 . .
permit creation, you can pay
fees. This tab contains a link to
pay fees, and displays fees
already paid, if any.

Inspections EENEINCNEETTNEIIETIESIETE || Based on the permit created,

o | o several inspections may be
COMFACTION INS. 0 triggered. This page informs
ol ou of the activity and

PROOF ROLL 0 y y .
STREET CUT INSZ. ] progress of each 1nspect10n.
BACKFILL INSPEC.. o

SIDEWALK/CURES. 0

DRIVE APRON INS... o

BORESIUTILITY P... 0 -

Conditions | There are currently no conditons on this record. If there are conditions to the
issuance of your permit, they
are shown here.

Reviews The parties that will be

RIGHT-OF-WAY REVIEW

PWINSPECTO.. 872022 More Info

reviewing your permit request.

Permit Info

Havs you attached 3
Tramic Control Plan?
Whara Is the Job Sits
Rosemary and 88th
Agorasenntarsection?
Provids the Description
testing
of Wark
Propoasd $tart Date  5/3002022 12:00-00 AM
Propossd End Dats  §/17/2022 12:00:00 AM
Esfimatsa squars Fest
100
af Aspnart Excavation
Esfimatsd Linssr Faet of
Bors
Numbsr of
BoreaiPotholes
Number of Culverts 5
Artertal Strests Number
of Dayz Impscted
Wnat e tna Langtn [rt) or
Artorial Lanes Impacted
Colisctor strasta

Kumber of Days

w

Impactad

Additional Permit Information.
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Tab

Content

Content Description

Permit Info 2

What Ie tha Langth (ft) af
Collsctor Lanes 100
Impacted
Local strast Humparat
Days Impacted
What I8 tha Langtn ft) af
Local Lanss Impacted
What |2 the Estimatad
Linear Fest of Cansrete?
"What 12 the Estimated
Lingar Fest of Curb, 100
Gutter, and Sidawalk?
Wne |2 dolng tha
Pavement Repair? subceniracior
Who I8 Providing the
subcontractor
Barricadss?
attach a Traffic Control
Flan Balow
Plsass note:
subcontractors raquira
COl and & Valld
i Attachments Included
Flsazs submit, If
applicable.
For atrest claseifcations
and If they Impact
artsrialicalisstomiosal

sireats Click Hera

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.
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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).

My Dashboard H el IO

Below is a Dashboard of your current activities.
Permits
Apply

Search

Pay Fi
\r.?; : :lap My Active Permits

LINK TO PERMIT 3, PROJECT 5, AND LICENSES

Issued Permits Report 3 total record(s). T [=

Projects = A P
Apply for New Project L

Search Projects ROW2E- | 10500 RIGHT-OF-WBY

Pay Fees INTERE .00 & +| O
00008 1086... PERMIT

View on Map

Contractor == ) .

Licenses LN My Active Inspeetions v
Search 36 total record(s). ¥ [/
Pay Fees REC NO RECTYPE | REGSTATUS | ADDRESS INSPECTION

Y

- 008 PERMIT INTAKE ) ROUTINE INSPECTION

Properties -0000K 10500-1056.
Search Froperty 00003 PERMIT INTAKE 10500-1055... COMPLIANCE INSPECTION
2 m 10520-105 MPACTION INSPECTION

View on Ma~

INTAHE

3. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval
Process.
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Requesting a Capital Improvement Project Permit
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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.

2.

05/08/2023

From the external home page, click Login to login to eTRAKIT.

You are redirected to a dashboard of the current activities.

Hello

Below is a Dashboard of your current activities.

LINK TO PERMIT §, PROJECT £, AND LICENSE S

My Dashboard

Pemmits
Apply
oearcn
Pay Fees
View on Map
Issued Permits Report

M; Permit Applieations
5’ y Open “ 3 total record(s). Y ||

Continue Application 22023 Delete
2023

Projects
Apply for New Project
Search Projects
Pay Fees

View on Map RIGHT-OF -V PERMIT Dalate

Continue Application

Continue Application RIGHT-OF YWY PERMIT 22023 Delete

Contractor
Licenses
Search
Pay Fees

g My Active Permits

PERMIT
ADDRESS TYPE STATUS

10300- RIGHT-OF-

2 total record(s).

Properties
Search Proparty
View on Map

Inspections 50,00 - b}
Schedule 00004 1084.. Wiy PERMIT *
View an Map ROW23- 10080- RIGHT-OF -
Cangel : - INTAKE 50.00 & b ]
Scheduled 00005 1009.. iy PERMIT
Business &
Other Licenses . o
Apply for New My Active Inspections
pply 30 total record(s). Y [=|

Ligenses

Search Licenses REC

Under the Permits heading, click Apply.
The Permit Application screen displays.

My Dashboard

Permit Application Confirmation

Permits

Apph Need Help?
sssr{\h By agreeing to continue, | Ihat | am Ihepmperly owner or tenant or have the authority of the
Pay Fees property owner ur tenant to make provided is complets and
View on Map correct, a an use will 1o Ihe code, the land-use code and
Issued Permits Report  [M1]1{ =14 i laws and ordi lich govern the property.

Projects
Apply for New Project
Search Projects
Pay Fees
View an Map

® | Agree
| Disagree

Contractor

Private and Confidential © 2023 Commerce City, Co.
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3. Click I Agree, and then click Continue.
The Permit Application screen displays.

The example below depicts:

PERMIT Type of Capital Improvement Project Permit

My Dashboard

Pay Fees
Issued Permits Report

Projects

Permits Step 1 Permit Information Step 2 Step 3 Step 4
Apply
Search

View on Map Permit Type Information

Permit Application

Apply for New Project *PERMIT [CAFITAL IMFROVENENTS PROJECT FERMIT ~

Search Projects Type
Pay Fees
View on Map

Contractor Dy
Licenses

Search

Pay Fees

*Job Value

Properties

SR Additional Infoermation
View on Map

Inspections. E|
Schedule PERMIT INFO

Humber?:

Business License?:

Other Licenses

Search Licenses
Pay Fees
Renew

Code Loeation
Fri~rcement

“What i the Project Name and Pr\:jer]

*Da you have a Commerce City

Apply for New *Are you registered on SAMS GOV?:
L= “What is your DUNS Number:

ey T N bt W o

4. 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.
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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 Important: In Attachments section. Attach
License? 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 *
a. In the Search By field, From the drop-down list, select Address.
b. Inthe Search Value field, type CIP and click Search.

The system retrieves results matching characters types.

c. Select appropriate selection.

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.

a.

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.

Attachments
Please ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.
Fuisnams Select
TCO_process.pdf
tasing

As needed, upload additional files.
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5. Click Next Step.

The Permit Application Step 2: Contact Information screen displays.

My Dashboard Permit Application

Permits Step 1 Step 2 Contact Information Step 3 Step 4
Apply
Search

Pay Fees
View on Map

Josed Permits Report Application for a CAPITAL IMPROVEMENTS PROJECT PERMIT Permit

Projects

bt ol Applicant Information
Search Projects PP g

Pay Fees

View on Map Name “Phone
Hcenses *City Liteton
Pay Fees *State El Zip - 20120
Properties
S
View on Map
Inspections Owner Information
Schedule
View on Map
ek S —
Scheduled
Otnr Lcon oo I
er Licenses
Apply for New State Zip :
ST [ ] [ ]
Pay Fees
Renew [ cuenn |
Code
E:f‘";“’"'e"t Contractor Information
Sean
Pay Fees
- —
s (o gl iAo ]
o A 7 =

a. 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
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6. Click Next Step.

The Permit Application: Step 3 Review and Submit screen displays.

My Dashboard

ees

ew on Map
Issued Permits Report

Projects

Search Property
View on Map

Inspecfions

Business &
Other Licenses
Apply for New
Li

Enforcement
Search
Pay Feas
Map
View Map
Locate My Address

Shopping Cart

7. Review and edit as needed information as needed, and then click Submit.

cancer [l previous step i susm

The Summary screen displays.

My Dashboard

Permits
Apply
Search
Pay Fees
View an Msp
Essued Permits Report
Projects

Apply for New Project
Search Projects

Enforcement
Search
Pay Fees

Map

Vhew Map
Locate My Address Permitinfe Y\, Sim Infa

Comiacts (1) Fees S0.00 Inspections(4) |, Condiions (0) |, Reviews(2)

Shopping Cart

The tabs summarize the content on the requested permit:

Type: CAPITAL IMPROVEMENTS PROUECT PERMIT
dubtype:
Bhort Dacaripan: liny descrptian
Biatus: INTAKE
Appllec Dabs: /1372023
Approves Data:
Icus Dats:

Fimnies Dats:

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.

05/08/2023 Private and Confidential © 2023 Commerce City, Co.
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Tab

Content

Content Description

Permit Info

:  CAPITAL IMPROVEMENTS PROJECT PERMIT

Data you input plus any
attachments uploaded to this

short Descripion:  tiny description H M
I permit are displayed.
Applied Date:  5/15/2022
Approved Date:
Issusd Date:
Finaled Date:
Expiration Date:
Attachments:
Site Info aorser: prrian 7 @ Address of the site and
CitysstateZip:  COMMERCE CITY, CO. 80022 : .
I associated lot details.
roperty Typs  STREET
APN: STR-14085
Supalivision
Tract
Block
Lot
ssct-Twp-Rng
Lot Size (3F) 0
Address CityiStateiZip .
ContaCts Mr Clean 1West Long Ave Mzlomar, CO 80120 - 8054 Data lnplzlt On the ContaCt
s I = Information screen.
Fees EETTEENECTTTE | At multiple points in the
permit creation, you can pay
Charged: 3000 Balance Due: 50.00 feeS. ThlS tab contains a lll'lk to
pay fees, and fees already paid,
if any.
Inspections BTN ENEETITER ORI | Based on the permit created,
S OLECT SR L C several inspections may be
TRAFFIC CONTROL IN 0 . . .
triggered. This page informs
you of the activity and
progress of each inspection.
Conditions There are currently no conditions on this record. If there are conditions to the
issuance of your permit, they
are shown here.
Reviews i _ EENENNETEEETEITT | The parties that will be
PW - PERMIT TECH REVIEW PW PERMIT TECH 5/16/2022 More Info

reviewing your permit request.

Permit Info

What Ie the Project
Hame and Project
Humbar?

Do you have 3
Commerca Clty
Businszs Licenes?
Are you regletared on
SAMEGOV?

Wwhat Is your DUNS

Humpsr

Test Project 12345

=

Additional Permit Information.
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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).

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects

Apply for New Project

Search Projects

Pay Fees

View on Map
Contractor
Licenses

Search

Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule

Hello !

Below is a Dashboard of your current activities.

LINK TO PERMITS, PROJECTS. AND LICENSES

My Active Permits
Ef W 5 1 total record(s). ¥ [=]

PERMIT

T ADDRESS STATUS INSPECTION UNLINK
NIC
CAPITAL
CIP23- ALPINE & N
IMPRCVEMENTS INTAKE 50.00 ¢ s
00005 AVE - ; @
PROJECT PERMIT
My Active Inspections
40 total record(s). Y [=]
REC REC
REG NO ADDRESS INSPECTION DATE MAP
TYPE STATUS
ALPINE INFRASTRUCTURE INITIAL N
CIP23-00005 PERMIT INTAKE e
AVE AGCEPTANCE N
ALPINE .
CIP23-00005 PERMIT INTAKE o ROUTINE INSPECTION -
ALPINE
CIP23-00005 PERMIT INTAKE AVE TRAFFIC CONTROL INSPECTION
A
ALPINE PROJECT MANAGEMENT CLOSE
CIP23-00005 PERMIT INTAKE

AVE. ouT

e R S r—-

8. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval

Process.

05/08/2023
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54 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.

My Dashboard Hello Wb Sasssssins,

Below is a Dashboard of your current activities.
Permits

Apply LINK TO PERMITS, PROJECT 5, AND LICENSES
searcn

Pay Fees
View on Map

ST FET s Tl a My Active Permits 2 total recordis). ¥ =)
reco S,

Projects
Apply for New Project ADDRESS TYPE STATUS | INSPECTION ATTACHMENT | MAP | UNLINK
Search Projects

Pay Fees
RADD22- 10086 RESIDENTIAL
View on Map INTAKE $532.19
o 00052 PITK. ADDITION
Building
RESIDENTIAL
Contractor RMSTRZ2- 10086 & s
A MASTER INTAKE $0.00 e
Licenses 00014 PITK ' °
Search MODEL
Pay Fees
Properties . .
Search Property My Active Inspections
View on Map J total reco
- REC NO REC TYPE REC STATUS ADDRESS INSPECTION
|nmns _

Schedule RADD22-00052 PERMIT INTAKE 10086 PITK... BUILDING FINAL

Cancel RADD22-00052 PERMIT 10086 PITK. .
View on Map

FOOTING 7 FOUNDATION

INTAKE

byl

2. Under the Permits heading, click Apply.
The Permit Application screen displays.

My Dashboard Permit Application Confirmation
Permits

Need Help?
QSE',‘E,. By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees property owner or tenant to make this application, that the information provided is complete and
View on Map correct, and that the construction and use will conform to the building code, the land-use code and

SSRGS s ST other applicable laws and ordinances which govern the property.

Projects
Apply for New Project @V
Search Projects _
Pay Fees © | Disagree
View on Map

Contractor
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3. Click I Agree, and then click Continue.

The Permit Application screen displays.

The example below depicts:
PERMIT Type of Development Infrastructure Permit

My Dashboard Permit Application
Permits Step1 Permit Information Step 2 Step 3 Step 4
Apply
Search
Pay Fees ) .
View on Map Permit Type Information
Issued Permits Report
Projects
Apply for New Project *PERMIT [DEVELGPMENT INFRASTRUCTURE PERMIT v
Search Projects Type
Pay Fees
View on Map *hort |
Contractor Description:
Licenses *Job Value
Search
Pay Fees
Properties o 5
Search Property Additional Information
View on Map
Inspections. =
Schedule PW DEV INF PERM
gl‘::cg'n =3 *Are your Construction Plans.
s el approved?:
*Is your Drainage Report approved?:
Business & *Is your Traffic Study approved?:
Other Licenses “What is the total dollar amount of the

public impravements?:

What is the Project Number of your
previcus ission?:

*Do you have a Commerce City
B

iness. License:

4. 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.
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R | Field Description
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 The total dollar amounts, for example 75000. No
public improvements? dollar signs or commas allowed — they are generated.
What is the project number of your Type the project number.
previous submission?
* | Do you have a Commerce City From the drop-down list, select an answer.
g . o
Business License? Important: To successfully request this permit, you
must have a current Commerce City Business License.
* | What is your Commerce City Business Type the Business License Number.
License Number?
Location *
a. Inthe Search By field, From the drop-down list, select Address or Parcel ID.
b. 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.
c. 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.

a.

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.
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c.

The following message displays:

eTRAKiIt User Guide

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.
Attachments

Pleaze ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

Flianama Sehect

Attachments:

TCO_process.pdf
tasing [ oo |

Description |

As needed, upload additional files.

5. Click Next Step.

05/08/2023

The Permit Application Step 2: Contact Information screen displays.

a.

Permit Application
Application for a DEVELOPMENT INFRASTRUCTURE PERMIT Permit
Developer Information
nama Fnons L
sdarsee EmailAddess [ |
ciy
stats zp - 1
=
Applicant Information
e | =
Siess & - — T —
Other Licenses
Appiy for New oy C I
e e o] =
Pay Fees.
Renew
[
Enforcement Engineer/Surveyor Information
Hame Phons i
addrssn EmailAddress [ |
iy
state zp N [ ]
g

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

Private and Confidential © 2023 Commerce City, Co.
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6. Click Next Step.
The Permit Application: Step 3 Review and Submit screen displays.

My Dashboard Permit Application

Permits Step 1 Step 2 Step3 Review and Submit Step 4
Apply
Search

Pay Fees

::':E;'Lz:fk Report Application for a DEVELOPMENT INFRASTRUCTURE PERMIT Permit

Projects

Apply for New Project

Search Projects

Pay Fees Permit Information Location

e o (==] (=51
Contractor Type DEVELOPMENT
T ——— INFRASTRUCTURE PERMIT

Search Subtype

Pay Feas Deseription My 58 Sub DIP
Properties Job Value 375,000.00

Search Property Fee Information

View on Map

Inspections Contacts E3 Type Amount
Schedule $0.00

Total Fees
View on Map

Cancel
Scheduled

LABCO RESUB LABCO RESUB

Developer Information

Business & Applicant Information Attachments

Other Licenses - L
Apply for New r o
';W'EEE_ . o upload additanal sttachments dick on Upload.
Search Licenses

Pay Fees ) )

T Engineer/Surveyor Information

Upl

Code

Enforcement Contractor Information
Search
Pay Fees .

Map
View Map
Locate My Address. Contact Information

Shopping Cart
Pay All Fees i
Paid hems. Emergency Contact Information

Contact
Contact us . . . . Py
Review the information prior to submitting.

oo

7. 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 Type:  DEVELOPMENT INFRASTRUCTURE PERMIT Data you input plus any
subtype: attachments uploaded to this
Short Description:  tiny description permlt are dlsplayed

Status:  INTAKE

Applied Date:  6/6/2022
Approved Date:
Issued Date:
Finaled Date:

Expiration Date:
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Tab Content Content Description
Site Info Addross: 10095 Address or Parcel ID of the
clySiatebs COMMERCE CITY. €0, 80022 site and associated lot details.
Property Type  PARCEL
APN: 172316216009
Subdivision: REUNION FILING NO 12
Tract:
Block:
Lot: 36
Sect-Twp-Rng: 16 28 66W
Lot Size (SF):  7316.96002037
| ComctType [ Mame | Addess CayisiaelZp i

ContaCts A ' Mr Clean 1West Long Ave Mzlomar, CO 80120 - 8054 Data lnput On the ContaCt

et Likamico 2010 Information screen.

Fees EETTEENECTTE | At multiple points in the
permit creation, you can pay

Charged: 3000 Balance Due: 50.00 feeS. ThlS tab contains a lll'lk to
pay fees, and fees already paid.

Inspections EETINETTNNENETTNENCTE | Based on the permit created,

ROUTINE INSPECTIN ¢ several inspections may be
TRAFFIC CONTROL IN 0 .
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 There are currently ne conditions on this record. 1fthere are conditions .to the
issuance of your permit, they
are shown here.

Reviews RN RN ETRETTTAT | The reviewer(s) who will be

DEVELOPMENT INFRASTRUCT PW ENGINEER. 6/6/2022 More Info . . .
reviewing your permit request.

PW Dev Inf e s Data you input to this permit is

Perm s yourOrame et displayed.

approved? =
Is your Traffic Study v
approved? =
What is the total dollar
amount of the public 75000
improvements?
What is the Project
Number of your 6543
previous submission?
Do you have a
Commerce City Yes
Business License
What is your Commerce
City Business License 123456
Number?
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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).

My Dashboard HE‘.HO

Below is a Dashboard of your current activities.
Pemmits

Apply
Search

Pay Feas . . -
View on Map i? My Open Permit Applications e
Issued Permits Report 1 total record(s).
. Applications In Progress Permit Type
e Continue Application CAPITAL IMPROVEMENTS PROJECT PERMIT 182023 Delete

Apply for New Project

Search Projects

Pay Fees

View on Map @ My Active P its
Contractor

i PERMIT
Licenses ADDRESS Y STATUS | INSPECTION

Search NO.

Fele= DEVELOPMENT
. DiF23- LABCO _ _
Properties INFRASTRUCTURE INTAKE 3000 (G-’

Search Property 00008 RESU... j

View on Mzp

2 total record(s). ¥ [=]

ATTACHMENT | MAP

Inspections

“rhedule

8. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval
Process.

5.5 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.

My Dashboard Hello Wb Sasisssiii,

Below is a Dashboard of your current activities.
Permits

sooy

seartn

Pay Fees
View on Map

AR g’ My Active Permits 2 total record(s). ¥ ]
record|s

Projects
Apply for New Project DRESS TYPE STATUS | INSPECTION ATTACHMENT UNLINK
Search Projects
Pay Fees

RADD22- 10086 RESIDENTIAL
View on Map INTAKE $532.19
o 00052 PITK ADDITION
Building
RESIDENTIAL

Contractor RMSTR22- 10086 P .

A MASTER INTAKE $0.00 e

Licenses 00014 PITK ) °
Search MODEL
Pay Fees

Properties ) )

Search Property My Active Inspections

View on Map 3 total recol
|nmns _

Schedule RADD22-00052 PERMIT INTAKE 10086 PITK... BUILDING FINAL

Cancel RADD22-00052 PERMIT FOOTING f FOLINDATION

View on Map

INTAKE

10086 PITK. ..

Sl
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2.

3.

Under the Permits heading, click Apply.

The Permit Application screen displays.

My Dashboard Permit Application Confirmation
Permits
Apply _ : _ Need Help?
Searcn By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees property owner or tenant to make this application, that the information provided is complete and
View on Map correct, and that the construction and use will conform to the building code, the land-use code and
EZE R Y other applicable laws and ordinances which govern the property.

Projects

Apply for New Project [N@RP Y
Search Projects O Disageee:
Pay Fees
View on Map
Contractor

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

Permit Application

Step 1 Permit Information Step 2 Step 3 Step 4
D Permit Type Information
Issued Permits Report
Projects
Apply for New Project PERMIT
Search Projects Type

Pay Fees
View on Map wonont |

Contractor

Licenses
Search
Pay Fees

*Job Value

Properties
Search Property
View on Map

Additional Information

Inspections E
PERMIT INFO
| |
the vehicle:
“Oversized load description:
Business & P
Ofther Licenses e
Apply for New
Licenses P
Search Licenses *Route Destination

Pay Fees ‘
Renew 4

“Width of Load: - r -

eTRAKiIt User Guide

4. Complete the following sections of the screen, dependent on your Permit selections.

05/08/2023

EXAMPLE: In this example I chose Oversize Overweight Single Trip

Transportation Permit.

Permit Type Information

* Required

R | Field Description

* | Permit Type

Transportation Permit

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

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

* | Job Value
No dollar signs or commas allowed.

The monetary estimated value of the work to be done, for example 75000.

Private and Confidential © 2023 Commerce City, Co.
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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 Type the make and model of the vehicle, for example 2005
model of the vehicle 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 O.
* Insurance Carrier and Policy Type your vehicle’s Insurance Carrier and the associated
Number 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 From the drop-down list, select your acceptance or non-
Companies and City Police acceptance.
Department
Permit Info 2
R | Field Description
Description of route (if not uploaded as an Type a description of route, or indicate that the
attachment) attachment describes the route.

What is the number of days single trip will Type the number of days.
be moved though Commerce City
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Location Info 1
In the section below, please type the word “HAUL” and select the HAULROUTE option.

Location

a. In the Search By field, From the drop-down list, select Address.
b. In the Search Value field, type the word HAUL and click Search.
The system retrieves results matching characters types.
c. 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.

Attachments

Ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

a. 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.

b. 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.

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
isguance of your permit

Flianama

Attachments:

TCO_process.pdf
tacing [ caere |

Descriptian |

e. Asneeded, upload additional files.
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5. Click Next Step.
The Permit Application Step 2: Contact Information screen displays.

My Dashboard Permit Application
Permits Step 1 Step2 Contact Information Step 3 Step 4
Apply
Search
Pay Fees
View on Map Application for a OVERSIZE/OVERWEIGHT SINGLE TRIP TRANSFP
Issued Permits Report .
PERMIT Permit
Projects
Apply for New Project
Search Projects o
P:TFeesmje Company Information
View on Map
Conacir — -
Licenses e I T S—
Search
Pay Fess = L 1
Properties State [ ] a ) [ ]
Search Property
View on Map :l
:LEAR
Inspections :
Schedule
View on Map ) )
Cancel Applicant Information
Scheduled
Business & “*Name beth buonanno “Phone (303) 437-7233
Other Licenses ervon 1501 Voot Long e *Email Address
Apply for New
Licenses *City Littleton
Search Li -
oo s i
Renen
Code
Enforcement.
Search Owner Information
Pay Fees
wap E— -
View Ma|
e vy Across poe [ e [ ]
e 4

a. 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
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The Permit Application: Step 3 Review and Submit screen displays.

My Dashboard Permit Application

. .

Application for a OVERSIZE/OVERWEIGHT SINGLE TRIP TRANSP
PERMIT Permit

Permits
Apply
Search
Pay Fees
View on Ma
Issued Permits Report

Step 1

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Permit Information Location

DT

OVERSIZE/OVERWEIGHT
‘SINGLE TRIP TRANSP PERMIT

Contractor
Licenses
Search
Pay Fees

W Haul Routes

Subtype
Description
Job Value

Properties
Search Property
View on Map

finy description
$75,000.00
Fee Information

Inspections
‘Schedule

DT

Contacts Type
PW - OVERSIZED WEIGHT
SINGLE TRI...

Total Fees

View on Map
Company Information

Business &

Other Licenses
‘Apply for New
Licenses
Search Licenses
Pay Fees
Renew

Code

Applicant Information

Attachments

©Owner Information To upload additional attachments click

Pay Fees Contact Information

Map
View Ma

p
Locate My Address Emergency Contact Information

Shopping Cart
Pay All Fees
Paid te
SR Review the information prior to submitting.

NoxT STER

Contact

Contact ve PREVIOUS TEP

CANCF!

Review and edit as needed information as needed

My Dashboard Permit Application

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Step 1 Step 2

Checkout Summary

Step 3 Step4 Checkout/iConfirmation

‘Amount
$165.00

$165.00

on Upload.

, and then click Next Step.

The Permit Application: Step 4 Checkout/Confirmation message displays.

Projects Below are the current fees due for your permit/project(s). Please select the permit/project(s) you wish to pay and
GO RE ETREGTEE select ‘Proceed to Checkout'. Verify correct item(s) to pay and select 'Proceed to Payment'. Enter the required
Search Projects. information and select "Process Payment”

Pay Fees
View on Map OVERSIZE/OVERWEIGHT SINGLE TRIP TRANSP PERMIT Permit

Contractor D inti i A t

P — escription Quantity moun
Search PW - OVERSIZED WEIGHT SINGLE TRIP FEE 1 $165.00

Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

Rucinace R

BACK TO STEF ONE ADD TO SHOFFING CART PAY BY CREDIT CARD PAY WITH ECHECK

Fees Due: $165.00

Total: $165.00

Pay your fees. Click Pay by Credit Card or Pay

your Permit bill.
b. Enter Payment Information, and click Next

The Review Payment screen displays.

Payment.

with ECheck and follow the prompts to pay

Step: Review Payment.

Review payment and Billing Information, click the I Agree statement, and click Make

You are returned to the Step 4 Checkout/Confirmation screen.

Private and Confidential © 2023 C
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My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Contractor
Licenses

Search
Pay Fees

Properties

Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

Business &
Other Licenses
Apply for New
Licenses
Search Licenses
Pay Fees
Renew

Code
Enforcement

Search
Pay Fees

Map

AP AR

Permit Application

Step 3 Step 4 Checkout/Confirmation

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

Receipt No: WEB02375

Date: 4/14/2023 1:43:49 PM

Step 1 Step 2

Amount Paid: $165.00

P—— OVERSIZEJOVERWEIGH!
PERMIT [l [Rwtes  |SINGLE TRIP TRANSP
IPERMIT

PW - OVERSIZED

WEIGHT SINGLE TRIP §165.00
FEE

Subtotal $165.00
Total
amount$165.00
paid:

VIEW PERMIT PRINT SUMMARY

In your email, you will receive the following:

* A notification thanking you for your online order.

* A payment receipt.
10. To view the permit, click View Permit or click the Permit #.
The Permit map and Permit Descriptions tab displays.

My Dashboard

Pemits
Apply
Search
PayFaes
View an Maj
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Contractor
Licenses
Search
Pay Fees.
Properties
Search Property
View on Map
Inspections
Schedule

Scheduled

Business &
Other Licenses
Apply for New
Licenses.
Search Licenses
Pay Fees.
Renew

Code
Enforcement
Search
Pay Fees.
Map
View Map
Locate My Address

Shopping Cart
Pay All Fees.
Paid tems

Contact

Contact us

Permit Search
LClick here for
Search By: [Permits ~
oy ‘search examples
Search Operator: [Contains v |
Search Value:
SEARCH

MAP OFF

Golden Benne

Evergraen

Permit #05Tz3-00004
& Rttachment

| Pemitinfo '\ Stelnfo Y Confaets(1} % Fees3000 '\ Inspections(0) ' GCondiions(0) %\ Reviews(?)

 Pemitinfo Y Permitinfoz Y LOCATIOMINFO1 \

Type: OVERSIZE/CVERWEIGHT SINGLE TRIF TRANSF PERMIT

Sublype:

Short Description:
Status:

Applisd Date:
Approved Date:
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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 ore point in time.

Tab Content Content Description
Permit Info Type: CVERSIZEOVERWEIGHT SINGLE TRIP TRANZF PERMT | Data you input plus any
e attachments uploaded to this
permit are displayed.
Short Description:  tiny description
Status:  INTAKE
Applied Date:  G6/2022
Approved Date:
|ssuad Date:
Finaled Diate:
Expiration Diate:
Site Info Address or Parcel ID of the
Address: Haul Routzs . . .
. i site and associated lot details.
City! Stata/Zip:
Property Type STREET
APN: HaulRoutes
Subdivision:
Tract:
Block:
Lot
Sect-Twp-Ring:
Lot Size (SF): O
Address 1
Contacts 1 ¥eest Long Ave Mslomar, CO 80120 - 8054 Data lnp]:lt On the Contact
. i T ERE Information screen.
CONTRACTOR Mzry Contractor
Fees Description Amount Paid Date At multiple points in the
PW - OWVERSIZED WEIGHT SINGLE TRIP FEE $0.00 permit creation, you can pay
fees. This tab contains a link to
Charged: 5000 Balance Due: $0.00 pay fees, and fees already paid.

Inspections There are currently no inspections on this record. 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 There are currently no conditions on this record. H‘ there are Condltlons.to the
issuance of your permit, they
are shown here.

Reviews ENNEEN TR ST | The reviewer(s) who will

PW - PERMIT TECH REVIEW PW PERMIT TE. 8872022 More Info reVieW yOur permit request'
TRANSPORTATION PERMIT RE. PW INSPECTO... aa/2022 More Info
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Tab

Content

Content Description

Permit Info

Please provide make

2005 Kenworth WE00
and model of the vehicle
Oversized load
description
Route Origin
Route Destination
Width of Load
Height of Load
Length of Load
Estimated Weight of
Load
Number of escort
wvehicles
Insuranee Carrier and
Folicy Number
What is the date and

TRTTIT
time of trip?
Applicant Must Nofify
Utility Companies and  Accept

City Police Department

Additional Permit Information.

Permit Info 2

Description of route {if
notuploaded as an 5455485
attachment]
What is the number of
days single trip will be
mowved through 4

Commerce City

Additional Permit Information.

Location
Info 1

In the section below,
please type the word
"HAUL" and select the
HAULROUTE option.

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).

My Dashboard

Pay Fees
View on Map

Isstied Permits Report My Open Permit Applications
Projects
T o

Hello beth buonanno.

Below ts a Dashboard of your current activities.

LINK TO PERMITS, PROJECTS, AND LICENSES

1 total record(s). Y [~/

Search Projects Continue Application DEVELOPMENT INFRASTRUCTURE PERMIT 47132023 Delete

Pay Fees
View on Map

Contractor @l My Active Permits

Licenses

Search PERMIT
Fanfe -
Properties

os

Search Property
View on Map

Inspections

1 total record(s). Y =

OVERSIZE/OVERWEIGHT
SINGLE TRIP TRANSP INTAKE 50.00 & & a
PERMIT

FEES
SIS

Schedule
View on Map

Cancel
o~

11. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval

Process.
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5.6 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.

My Dashboard Hello ' .

Below is a Dashboard of your current activities.
Permits

Apply LINK TO PERMITS, PROJECTS, AND LICENSES
Search

Pay Fees
View on Map

Issued Permits Report! @l My Open Permit Applications =
1 total record(s).

Projects
Apply for New Project Applicaiions In Progress Permit Type Created Date

ﬁea"g‘ Projects Continue Application DEVELOPMENT INFRASTRUGTURE PERMIT 411372023 Delete
ay Fees
View on Map

E el @’ My Active Permits
Licenses Y 1 total record(s). Y E

Search PERMIT FEES
Pay Fees e ADDRESS TYPE STATUS INSPECTION T ATTACHMENT MAP UNLINK

Properties OVERSIZE/OVERWEIGHT

3%"3' Ph',,"pe“y oSt Haul SINGLE TRIP TRANSP INTAKE & § @
tew on Map 00005 Route - )

Inspections
Schedule

e oM A

2. Under the Permits heading, click Apply.

The Permit Application screen displays.

My Dashboard Permit Application Confirmation

Permits
Apply Need Help?
Searcn By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the

Pay Fees property owner or tenant to make this e provided is p an
View on Map correct, and that the construction and use will conform to the building code, the land-use code and
S EEE L other applicable laws and ordinances which govern the property.

Projects
Apply for New Project [N@RPS
Search Projects
e O I Disagree
View on Map

Contractor

3. Click I Agree, and then click Continue.
The Permit Application screen displays.

The example below depicts:
PERMIT Type of Street Occupancy Closure Permit

My Dashboard Permit Application
Permits. Step1 Permit Information Step 2 Step 3 Step 4
Apply
Search
Pay Fees X _
VDT TR Permit Type Information
Issued Permits Report
Projects
Apply for New Project [IRZLULE [STREET OCCUPANCY/CLOSURE PERMIT -
Search Projects. Type
Pay Fees
View on Map
“Short ‘
Contractor Description:
Licenses .
e “Job Value
Pay Fees
Properties o .
Se:,m [— Additional Information
View on Map
Inspections =
Schedule PERMIT INFO

View on Map

“Have you attached a Traffc Control | <.
piem=iy

Is-this for a block party? Please apply| ~
Business & for an TEMPORARY EVENTS AND
it

S # pertorming sxcavation o srsstcuf ]
Licenses

‘work, picase apply for a right-of-way
permit:

Search Licenses
o
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4. Complete the following sections of the screen, dependent on your Permit selections.
EXAMPLE: In this example [ 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 From the drop-down list, select your answer.

0
Control Plan? Important: To have this permit processed successfully, you

must attach the Traffic Control Plan.

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

AND USES permit:

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

Location *
a. In the Search By field, From the drop-down list, select Parcel ID.
b. Inthe Search Value field, type ST and click Search.
The system retrieves results matching characters types.
c. 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.
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eTRAKiIt User Guide

Ensure to include required attachments with your application. Failure to do so may delay in the
issuance of your permit.

a. 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.

b. 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.

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.

Flignama

Select

Description |

Attachments:
TCO_process. pdf
testing

e. Asneeded, upload additional files.
5. Click Next Step.

The Permit Application Step 2: Contact Information screen displays.

My Dashboard

Permits
Apply

P

Is: its Report

Projects
Apply for New Project
Search Projects
Fay Fees
View on Map

Contractor
Licenses
Search
Fay Fees
Properties
Search Praperty
View on Map

Inspections
Schedule

Business &
Other Licenses

Apply for New
Li

S

Enforcement
Search
Pay Fees
Map
View Map
Locate My Address.
Shopping Cart
Fay All Fees
Paid Hems
Contact
Contact us

Permit Application

Step 1 Step 2 Contact Information Step 3 Step 4

| Application for a STREET OCCUPANCY/CLOSURE PERMIT Permit

Contractor Information
Name

Address

city

e L]
Subeontractor Information
Name

Address

city

sete [ ]

Applicant Information

o
o EER—
*State. co

Private and Confidential © 2023 Commerce City, Co.

Phane [

[ ]
[E=x)
Phane -
EmailAddress [ ]
» ]

ConY CONTRACTOR RFORMETON

“Phane (303) 4377232

*Email Address | sethbuoranrs’ 1 @msn.com
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a. Enter

information for * required contacts, and for optional contacts as needed:

* = Required

R
Yers

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

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

WMy Dashboard

Permits
Apply

Search

Issued Permits Report

Projects

Apply for New Project

Search Projects

Pay Fees

View on Map
Contractor
Licenses

Search
Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

Business &
Other Licenses.

Apply for New
Licenses,

Enforcement
Search
Pay Fees

Map
View May
Locate My Address

Shopping Cart
Pay All Fees.
Paid lfems

Contact
Contact us

Page 108 of 150

Permit Application

Step 1 Step 2 Step 3 Review and Submit Step 4

Application for a STREET OCCUPANCY/CLOSURE PERMIT Permit

Permit Information m Location m
Type STREET
OCCURANCYICLOSURE SeAr-aE SATTHAR
FERMIT
Subtype
Description tiny descrption.
e LT Fee Information
Type Amount
Contacts
m STREET
OCCUPANCY/CLOSURE $20.00
Contractor Information PERMIT
PW- STREET 20.00
Subcontractor Information OCCUPANCY PER.. :
Total Fees. D
Applicant Information
- . Attachments
Attachments:
Company Information femplate ot ==

To upload additional attachments click on Upload.
Developer Information up)

Contact Information

Emergency Contact Information

Review the information prior to submitting.

B e [

Private and Confidential © 2023 Commerce City, Co.

05/08/2023



77-

Commerce

u CITY

Review and edit as needed information as needed, and then click Next Step.

The Step 4 Checkout/Confirmation screen displays.

My Dashboard

Step 1

Checkout Summary

Permit Application

Step2

Step 3 Step4 CheckoutiConfirmation

Projects
Apply for New Project
Search Projects

select Proceed fo

ue for your i
Checkout' Veity correct item(s) to pay and select Proced to Payment_ Enter the required
information and select "Pracess Payment'-

STREET OCCUPANCY/CLOSURE PERMIT Permit

Ploase select the pemit/prajsc(s) you wish to pay and
i

Contractor

e Description Quantity Amount
s STREET OCCUPANCY/CLOSURE PERMIT 1 $20.00
PW - STREET OCCUPANGY PERMIT FEE 20,00

LLLLLLL

BACKTO STEROHE 'ADD TO SHOPPING CART. | Y Y CRED GARD W EGHEGK. |

Fees Due: $20.00

Total: $20.00

eTRAKiIt User Guide

8. Pay your fees. Click Pay by CREDIT CARD or Pay with ECHECK and follow the prompts to
pay your Permit bill.

05/08/2023

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

The Review Payment screen displays.
b. Review payment and Billing Information, click the I Agree statement, and click Make

Payment.

You are returned to the Step 4 Checkout/Confirmation screen.

My Dashboard

Permits.
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Contractor
Licenses
Search
Pay Fees
Properties
Search Property
View on Map
Inspections
Schedule

View on Map
Cancel

Scheduled

Business &
Other Licenses.
Apply for New

Search Licenses
Pay Fees
Renew

Code
Enforcement
Search
Pay Fees
Map
View Map
Locate My Address
‘Shopping Cart

Pay All Fees
Paid ltams

Step 1

Payment Status: Paid Print this page as your
receipt of payment. You will also recsive an e-mail
confirmation.

Receipt No: WEB02377

Date: 4/14/2023 4:27:38 PM

Amount Paid: $20.00

|STREET
SOCZ3- UB00-4399 E[ ., .
oo [R5 R piormonny

STREET

OCCUPANCY/CLOSURE §20.00
PERMIT

QOCCUPANCY
PERMIT FEE

Total
amount
paid:

DRusle

Permit Application

Step 2 Step 3 Step4 Checkout/Confirmation

$20.00

Subtotal §20.00

$20.00

In your email, you will receive the following:

* A notification thanking you for your online order.

* A payment receipt.
9. 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 ore point in time.

Private and Confidential © 2023 Commerce City, Co.
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Tab Content Content Description
Permit Info L\} Type: STREET QCCUPANCYICLOSURE PERMIT Data you input plus any
Subtype: attachments uploaded to this
Short Description:  tiny description perm1t are dlsplayed
Status:  INTAKE
Applied Date: &Q2022
Approved Date:
Issusd Date:
Finaled Date:
Expiration Date:
Site Info Address: pimian o1 @ Address or Parcel ID of the
City/State/Zip: COMMERCE CITY, CO, 80022 slte and aSSOClated lot details.
Property Type STREET
APN: STR-14085
Subdivision:
Tract:
Elock:
Lot
Sect-Twp-Rng:
Lot Size (SF O
Contacts EEECTE R R | Data input on the Contact
APPLICANT beth bucnanno 1West Long Ave Malomar, CO 80120 - 8054 Information screen
CONTRACTOR Mr Clean :
OWNER Contractor 1 1West Long Ave Malomar, co 80120 - 8054
Fees e EEETTEEETET | At multiple points in the
STREET OCCUPANCY/CLOSURE PERMIT $2000 62022 . .
permit creation, you can pay
fees. This tab contains a link to
pay fees, and fees already paid.

Inspections EETEENEIETREETTTNESNETTIESNIEETN | Based on the permit created,

ROUTINE INSPECTI... ] More Info . .

oo | o .. | several inspections may be

ON SITE TRAFFIG [ More Info 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 There are currently no conditions on this record. H‘ there are conditions .tO the
issuance of your permit, they
are shown here.

Reviews EEEETETNETTEETN | The reviewer(s) who will be

PW - PERMIT TECH REVIEW PW PERMIT TE. am2022 More Info reVlerng your permlt request.
. L I . .
Permit Info Additional Permit Information.
Hawe you attached a
Traffic Control Plan?
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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).

My Dashboard Hello

Below is a Dashboard of your current activities.
Permits
2o
Search
Pay Fees
iew on Map
Issued Permits Report g My Active Permits
Projects
Apply for New Project
Search Projects
Pay Fees
View on Map SOC23- | 4300-4200
Contractor 20002
Licenses
‘Search

Pay Fees

1 total record(s). ¥ [=]

STATUS | INSPECTION

STREET
OCCUPANCY/CLOSURE |  INTAKE 50.00 r s ]
PERMIT

[ — ﬁ My Active Inspections

ST REC REG
View on Map INSPECTION

3 total record(s).

SOC23.00002 | PERMIT INTRKE famnazae ROUTINE INSPECTION

4800-4309
SOC23-00002 | FERMIT INTAKE TRAFFIC CONTROL INSPECTIGN

4800-4309 ON SITE TRAFFIC CONTROL
INSFECTION

PERMIT INTAKE

Apply for New
Licen~

10. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval
Process.

5.7  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.

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

LINK TO PERMITS, PROJECTS, AND LICENSES
Pay Fees
View on Map

Issued Permits Report @ M Permit lications
Y Open 1t App 1 total record(s). Y [=]

Projects
e

‘Search Projects Continue Application GRADING PERMIT 21152023 Delete
Pay Fees
‘View on Map

Contractor @ My Active Permits
Licenses

Search PERMIT
Pay Fees

L=

3 total record(s).

2. Under the Permit heading, click Apply.

The Permit Application Confirmation screen displays.

My Dashboard Permit Application Confirmation

Permits
Apply Need Help?
Search By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees property owner or tenant to make this application, that the information provided is complete and
View on Map correct, and that the construction and use will conform to the building code, the land-use code and
SRS E L8 other applicable laws and ordinances which govern the property.

Projects
Apply for New Project ) 1 agree
Search Projects ) 1 i

Pay Fees
View on Map

‘Contractor

icenses
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3. After reading the confirmation statement, click I Agree, and then click Continue.

My Dashboard

Permits
Apply

Search

Pay Fees

Permit Application

Step 1 Permit Information Step 2 Step 3

View on Map Permit Type Information

Issued Permits Report

Projects

Apply for New Project “PERMIT [ANNUAL LONG VEHICLE COMBINATION PERMIT ~

Search Projects Type
Pay Fees
View on Map

=Short

Step 4

Contractor

Licenses
Search
Pay Fees

Properties . .
Search Property Additional Informatien
View on Map

Inspections E
Schedule ANNUAL LVC INFO

Search Licenses
Pay Fees
Renew

Code

Enforcement
Search
Pay Fees

=Job Value

the vehicle:

*Oversized load description: |

77 A

Commerce

u CITY

*Route Origin: | |
A
*Route Destination: | |
A
e —
i "y N

EXAMPLE: In this example I chose Annual Long Vehicle Combination Permit.

4. 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?

Page 112 of 150
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Field Description

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 O.

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.

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.

Location *

a.

b.

c. 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.

a.

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

Please enzure to include required attachments with your application. Failure to do o may delay in the
issuance of your permit.

Fllanama | Select |
Deseription | Attachments: »

TCO_process.

testng =3
UPLOAD

e. Asneeded, upload additional files.
5. Click Next Step.
The Permit Application Step 2: Contact Information screen displays.

Permit Application
Application for a ANNUAL LONG VEHICLE COMBINATION PERMIT
Permit
Company Information
View on Map
o —
i Addrasa C EmailAddress [ |
city
state [ ] 2 ) [ ]
Applicant Information
Business & “Name “Pnans
oterLeomres [N e —
i “city
Search Licenses
Pay Fe *state 2y E
e (= | E =3
ot =
Enforcement
Owner Information
—
o —
Paid flems state |:| zp s l:l
tnct Lo

6. 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

Page 114 of 150 Private and Confidential © 2023 Commerce City, Co. 05/08/2023



<
Yt

eTRAKiIt User Guide

8. Click Next Step.

9. Review and edit as needed information as needed, and then click Next Step.

iew on Map

d Permits Report

Projects

Apply for New Project
Search Projects

Pay Fees

View on Map
Contractor
Licenses

Search

Pay Fees

Properties

Search Property

View on Map
Inspections

Schedule

View on Map

Scheduled

=T o

Other Licenses

Apply for New
Li
S¢
P:
Renew
Code
Enforcement

Search
Pay Fees

Map
View Map

Locate My Address
Shopping Cart

Pay All Fy
Paid Iltem:

Contact
orar—

My Dashboard

Permits

Apply

Search

Pay Fees

View on Map

Issued Permils Report
Projects

Apply for New Project

Search Projects

Pay Fees

View on Map
Contractor
Licenses

Search

Pay Fees

Properties
Search Property
View on Map

tions

Business &
Other Licenses

The Permit Application: Step 3 Review and Submit screen displays.

canceL [ prRevious sTEP [l NEXT STER

The Permit Application: Step 4 Checkout/Confirmation screen displays.

Step4 Checkout/Confirmation

EACK TO STEF ONE ADD TO SHOPFING CART FAY BY CREDIT CARD PAY WITH ECHECK

05/08/2023

Private and Confidential © 2023 Commerce City, Co.

Page 115 of 150



NN

N
Commerce
eTRAKit User Guide YCITY

10. 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.

My Dashboard Permit Application

Permits Step 1 Step 2 Step 3 Step4 Checkout/Confirmation
Apply
Search

Pay Fees
View on Map
Issued Permits Report
Projects Pa . i N N
- yment Status: Paid Print this page as your
gg';ﬂ";:;;";”“’ed receipt of payment You will lso receive an &-mail
e Receipt No: WEB02378
Date: 4/14/2023 5:16:22 PM
Contractor
s Amount Paid: $55.00
Search
Pay Fees.

Properties

Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

ANNUAL LONG
EHICLE
001 faul Routes \ooMBINATION
PERMIT

LONGER VEHICLE
Business & COMBINATION ANNUAL $55.00
Other Licenses PERMIT

Apply for New Subtotal $55.00
Licenses

Search Licenses
Pay Fees Total

Renew amount $55.00
Code paid:
Enforcement

Search

Pay Fees

Map

Locate My Address

You are returned to the Step 4 Checkout/Confirmation screen.
11. 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 Type: ANNUAL LONG VEHICLE COMBINATION PER) 1 he Permit summary.

Subtype:
Short Description: tiny description
Status: INTAKE
Applied Date: 3/16/2023
Approved Date:
Issued Date:
Finaled Date:

Expiration Date:
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Tab

Content

Content Description

Site Info

Address:  Haul Routes &
City/State/Zip:
Property Type STREET

APN:  HaulRoutes
Subdivision:

Tract:

Block:

Lot:
Sect-Twp-Rng:
Lot Size (SF): 0

Address and site details.

Contacts

Address
1501 West Long Ave

Contact Type

APPLICANT Mr Clean

Contact Information added for the
permit.

Fees $0.00

LONGER VEHICLE COMBINATION ANNUAL PERMIT $55.00 3/16/2023

Charged: 35500  Balance Due: $0.00

Indicates fees charged and paid.

Inspections There are currently no inspections on this record. If inspections are auto_generated’
0) they are listed.
Conditions There are currently no conditions on this record. If Certain speciﬁcations are auto-

0

generated for this permit, they are
listed.

Reviews

2

LVCANN ROUTE REVIEW PW INSPECTO. 3116/2023 More Info

PW - PERMIT TECH REVIEW PW PERMIT TE.. 3116/2023 More Info

Indicates the number of reviews are
auto-generated for this permit.

Annual
LVC Info

Fleags provide make
2005 Kenworth W00
and modsal of the vehicle
Overslzsd load
description
Routs Origin |-25
Route Destination  Fryita, Co
Width of Load 155"
Height of Load 15 feat
Length of Load 20 feet
Estimated Weignt of
3000 pounds
Load
Number of sscort
vericles
neurancs Carrier and
Pualicy Humber
What Iz the date and
4/2/22 8am
time of trip?
Applicant Must Nokify
Utility Companles and

City Pollce Department

Additional information input into
the application.

05/08/2023

Location
Info 1

In the section below,
please type the word
"HAUL" and select the

HAULROUTE option.

Lists the location instructions.
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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).

My Dashboard He llo "ee
Below is a Dashboard of your current activities.

LINK TO PERMITS, PROJECTS, AND LICENSES
Pay Fees.

View on Map
Issued Permits Report] g My Active Permits 2 total recora(s). Y [£]

Projects PERMIT
Apply for New Project o ADDRESS STATUS | INSPECTION ATTACHMENT | MAP | UNLINK

Search Projects
ANNUAL LONG

Pay Fees.
VEHICLE INTAKE &

View on Map LVCANN23- Haul

00013 Route
Contractor CCOMBINATION PERMIT

Licenses STREET

:;'Eges Snf)(n:s; #0045 | cocupancvicLosure | Tk & 4 Bl
e
Search Ppe' 2 M
12. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval

Process.

5.8 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.

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

o,

Pay Fees
View on Map

Issued Permits Report ﬁ My Active Permits B s, Y[
reco 5,

Projects
Apply for New Project ADDRESS TYPE STATUS | INSPECTION ATTACHMENT | MAP | UNLINK
Search Projects

Pay Fees
RADD22- 10086 RESIDENTIAL
View on Map INTAKE $532.19
o 00052 PITK ADDITION
Building
RESIDENTIAL
Contractor RMSTRZ2- 10086 P . o
A MASTER INTAKE $0.00 e
Licenses 00014 PITK -
Search MODEL
Pay Fees
Properties ) )
Search Property My Active Inspections
View on Map 3 total rec
- REC NO RECTYPE | RECSTATUS ADDRESS INSPECTION
|n5|nct|ons _
Schedule RADD22-00052 PERMIT INTAKE 10086 PITK... BUILDING FINAL

INTAKE 10086 PITK... FOOTING 7 FOUNDATION

Cancel RADD22-00052 PERMIT
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Under the Permits heading, click Apply.

The Permit Application screen displays.

My Dashboard Permit Application Confirmation

P:p"‘::‘s Need Help?

searcn By agreeing to continue, | certify that | am the property owner or tenant or have the authority of the
Pay Fees roperty owner or tenant to make this application, that the information provided is complete and
View on Map correct, and that the construction and use will conform to the building code, the land-use code and
L sE G other applicable laws and ordinances which govern the property.

Projects
Apply for New Project @R
Search Projects A
Pay Fees © RDISRUES,
View on Map

Contractor

o |

Click I Agree, and then click Continue.
The Permit Application screen displays.
The example below depicts:

eTRAKiIt User Guide

PERMIT Type of Temporary Events and Uses with the automatically selected

PERMIT Subtype of Organized Event.

e Permit Application

Step1 Permit Information Step2 Step 3 Step 4

Permit Type Information

“PERMIT

Type

PERMIT

subtype

=Shart ‘

Description:

“Jab Value

Additional Information
=
EVENTIUSE SUMMARY
“Evtse Type
“EventiUse Description, Scope: ‘ |
g
“Estimated Daily Attendance:
*Estimated Peak Attendance:
Parking Details Deseription: ‘ |
g

Clean-up and Waste Removal
Descripti

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

EX: Here Organized Event

PERMIT Subtype Accept the default, or from the drop-down list, make a different selection.

Private and Confidential © 2023 Commerce City, Co.
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R | Field Description

* | 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 Select an answer.
the City’s Community Calendar website?

Event/Use Details

*=Required
* | Field Description
* | Will a structure, such as a tent, bounce Select an answer.

house, stage or gantry, be erected?

* | 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.
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*=Required
* | Field Description
Set-Up Date: Using the Calendar ' icon, select a date.

* | Start Date of Event/Use:

Using the Calendar (2] 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 ] 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 & jcon, 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.
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Location *

a.
b.

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.

a.

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.
Attachments

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

Fllaname

Descriptian

| Attachments:

TCO_process.pdf
tacing [ oo |

As needed, upload additional files.
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Click Next Step.
The Permit Application Step 2: Contact Information screen displays.

My Dashboard Permit Application
Permits Step 1 Step 2 Contact Information Step 3 Step 4
Apply
Search

Pay Fees
View on Map
Issued Permits Report

Application for a TEMPORARY EVENTS AND USES Permit

Projects

LB EEN  Applicant Information
Search Projects PP f

Pay Fees
View on Map *Name *Phone
Contractor *Address |  -EmailAddress |
Licenses *City |
Search
Pay Fees *State *Zip - I:I
Properties I:l
Search Property
View on Map
Inspections Ow 5
ner Information
Schedule T!f
View on Map
Cancel Name Phone [
Scheduled -
Address Email Address |
Business &
. City
Other Licenses
Apply for New State Zip - 75204
Licenses 4
Search Licenses 2921
Pay Fees
Code
Enforcement .
Search Contact Information
Pay Fees
Map Name Phone [
View Map Address Email Address |
Locate My Address
Shopping C: o
opping Cart
Pay All Fees State = : I:I

Paid ltems
Contact I:l

Contact us

eTRAKiIt User Guide

a. 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

Private and Confidential © 2023 Commerce City, Co.
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6. Click Next Step.

The Permit Application: Step 3 Review and Submit screen displays.

Issued Permits Report
Projects

Business &

Other Licenses
Apply for New
Licenses

Search Licenses
Pay Fees

Renew

Locate My Address

‘Shopping Cart
Pay All Fees
Paid ftems

Step 1

Permit Application

Apply for New Project

Search Projecs.

Pay Fees Permit Information

View on Map 3
Contractor Type TEMPORARY EVENTS AND
Licenses <EED

Search Subtype ORGANIZED EVENT

Pay Fees Description tiny description
Properties Job Value $6.000.00

Search Property

View on Map
Inspections Contacts

Applicant Information
o e
‘Owner Information

Contact Information

Event Organization/Company Information

Film, Tv, Movie Production Company
Information

Contact Review the information prior to submitting.

Contact us CANCEL PREVIOUS STEP SUBMIT

Step 2 Step 3 Review and Submit Step 4

Application for a TEMPORARY EVENTS AND USES Permit

Location
COMMERCE CITY, GO 50022
Fee Information
Type Amount
Total Fees $0.00
Attachments

To upload additional attachments click on Upload.

Upl

NN

Yers

N

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 ore point in time.
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Tab Content Content Description
Permit Info Attachment Data you input plus any
Permit Info Stte Info Contacts (2) Fees $0.00 nspections(1) Conditions (0) Reviews(6) aﬁachments .uploaded to thlS
Types of Use General Info-1 Attendance/Dates Genral Info-2 perrmt are d1splayed.
Type: ORGANIZED EVENT WITH STREET CLOSURE
Subtype:
Short Description:  tiny description
Status:  INTAKE
Applied Date:  6/24/2022
Approved Date:
Issued Date:
Finaled Date:
Expiration Date:
Attachments:
test attachments TCO_Exiension_process.pdf
Site Info Altachment 3 Address or Parcel ID of the
— . ‘ site and associated lot details.
Permit Info Site: Info Contacis (2) \ Fees$0.00 nspectiond
Types ofUse '\ General Info-1 Attendance/Daies Genral Infc—21
Address: 10085 PITKIN WAY &
City/State/iZip: COMMERCE CITY, CO, 80022
Property Type ADDRESS
APN: 172316216010
Subdivision: REUNION FILING NO 12
Tract:
Block:
Lot: 37
Sect-Twp-Rng: 16 25 66W
Contacts & anachment Data input on the Contact
Permitinfo Y\  Site Info Contacts (2) Fees $0.00 nspections(1) Conditions (0) Reviews(6) Informatlon screen.
Types of Use ‘_ General Info-1 Y, Attendance/Dates '\ Genral Info-2
Contact Type Address City/State/Zip
APPLICANT beth buonanno 1501 West Long Ave Littleton, CO 80120 - 8054
OWNER GRAY DAVID AAND GRAY .. 10086 PITKIN WAY COMMERCE CITY, CO 80..
Fees Attachment At multiple points in the
Permit Info Site Info Contacts (2) ) Fees $0.00 nspections(1) Conditions (0) Reviews(6) perrnlt Creatlon’ yo? can pay
Types of Use General Info-1  \  Attendance/Dates Genral Info-2 '\ fees- Thls tab contalns a hnk tO
Description Paid Date pay fees’ and dlsplays fees
STREET OCCUPANCY/CLOSURE PERMIT §20.00 6/24/2022 already pald’
Charged: 52000  Balance Due: $0.00
Inspections Attachment Based on the permit created,
| Permit Info Site Info Contacts (2) ) Fees $0.00 nspections(1) Conditions (0) Reviews(6) Se.Veral lnspeCtlons may be
Types of Use . General Info-1 \ \ Attendance/Dates Genral Info-2 trlggered-
T=ain Pad Date This page informs you of the
STREET OCCUPANCY/CLOSURE PERMIT 520.00 6/24/2022 aCtiVity and progress Of each
inspection.
Charged: 52000  Balance Due: $0.00
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Tab Content Content Description
When the permit is issued, you
will see inspection scheduling
links here.
Conditions & atachment If there are conditions to the
Permitinfo % Site Info Contacts (2) '\ Fees $0.00 nspections(1) Conattions (0) | Reviews{(s) issuance Of your pemlit, they
Types of Use General Info-1 Attendance/Dates Genral Info-2 ) are ShOWﬂ here'
There are currently no conditions on this record.
Reviews Atizchment The reviewer(s) who will be
Pemitinfo Y\ Site Info Contacts (2) B Fees $0.00 nspections(1) Conditions (0) Reviews(6) reVICWIng your permlt requeSt'
Types of Use Y General Info-1 Genral Info-2 '\

\  Attendance/Dates

Description

STREET OCCUPANCY/CLOSURE PERMIT

$20.00

Paid Date

6/24/2022

Charged: 520.00

Balance Due: $0.00

& Attachment

Types of
Use

Permitinfo '\ Siteinfo Y\ ContaC

Types of Use General Info-1

The event will occur on %

more than one calendar 1
day.
Any part of the event
will occur after § p.m. or 1
before 8 a.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

Additional Permit Information.

General & Attachment
Info 1
Permit Info Site Info Contacts (2%
\ . Types of Use General Info-1 | Alle&

Will 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

Additional Permit Information.
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Tab Content Content Description
Attendance & mtachment ( Dates and times entered for
Dates Permitinfo § Sitelnfo %\ Contacts(2) '\ Fees$0.00 preparation, event, and
| TypesofUse '\ Generlino1 | Atlendance/Dales ? dismanﬂing
Estimated Daily
0
Attendance
Estimated Peak
0
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
General @ Atactment 3 Additional Permit Information.
Info 2’ Permitinfo | Steinfo '\ Contacts(2) 4\ Fees$000 Inspewoms(f

[ Typesofuse Y Generalinfo-1  Attendance/Dates Genral Info-2 (

Will there be lighting
used for illumination at
night?

Will there be any signs
or banners?

Is the site paved?

Does the event involve a
moving route of any
kind?

Does the site have curb,
gutter & sidewalk?

Does the site have an

ay?

No

Yes

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).

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
View on Map

Building
Contractor
Licenses
Search
Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule
View on Map

Cancel
" y

Hello Bt Basssstssststes.

Below is a Dashboard of your current activities.

LINK TO PERMITS, PROJECTS, AND LICENSES

l? My Aetive Permits
PERMIT
NO.

1 total record(s). Y El

ADDRESS INSPECTION ATTACHMENT UNLINK

ORGANIZED
OEPSC22- 10036 EVENT WITH X
00008 PITK.. STREET " <9
CLOSURE

@ My Active Inspections
REC NO REC TYPE
OEPSC22-00008 |  FERMIT

ADDRESS
10086 PITK...

INSPECTION
ROUTINE INSPECTION

REC STATUS
INTAKE

8. To monitor the review and approval process, refer to Section 5.9 Permit’s Review & Approval

Process.

05/08/2023
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Permit’s Review & Approval Process

Commerce

CITY

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 System Action Action you
Status should take
Intake Once you make a payment, you should receive a similar email based on cost of Optionally,
permit: check on your
. . application.
EXAMPLE for: Grading Permit PP
Thank you for your online order with Commerce City. If you paid for a building permit, you will be nofified when your
permit payment has been processed. Retain this copy for verification with statement. Paymethod: WEB
Receipt No.: WEB01600
Amount Paid: 5200.00
Paid Date: 5/3/2022
PERMIT GRD22-00059|10086 PITKIN WAY COMMERCE CITY, CO 80022 |GRADING PERMIT
GRADING PLAN REVIEW FEES
GRADING PERMIT APPLICATION REVIEW FEE $200.00
Sub Total: £200.00
Total Amount Paid: $200.00
MName:
Address:
City, State, Zip:
Phone:
Email:
Additional Commerce City Application/Permit GRD22-00063 Requires Additional Login igto
Info Information eTRAKIT and
Required provide
5 & D additional
o Mion 5/2/2022 11:08 A information as
To: required.

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 Mame:

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

https://nam12.safelinks.protection.outlook.com/?
url=https%3A%2F%2Fcome.stg.csqreloud.com%2Fcommunity-
etrakit%2F&iamp;data=05%7C01%
333333833%7C1%7C0% 128809745349%
Qljoiv2luMzliLCIBTIil6Ik T ha LCIXVCIEMNO%63D% 7
FOAQTCy1%2BYZIDBwWEYyIUhVES3D&amp reserved=0

**This is an automated notification; please to not reply to this email**
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Permit System Action Action you
Status should take
Awaiting Commerce City Permit RADD22-00052|Fees Due Login to pay
Payment outstanding
o Fri 4/15/2022 12:04 PM fees.
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.
Issued Commerce City Permit RADD22-00052 |Issued Click link to
retrieve permit
— 9 9 =2 .
Fri 4/15/2022 9:20 AM and any city-
The permit for the project identified below has been issued. apprOVed
Permit Number, RADD22-00052 construction
Permit Type: RESIDENTIAL ADDITION/ADDITION ATTACHED documents
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.
Closed Commerce City Permit RADD22-00052 [Completed As needed,
apply for a
o 5 & > COl/Completion
Fri 4/15/2022 12:23 PM permit.
The permit application identified below is now complete.
Permit Mumber: RADD22-00052
Permit Type: RESIDENTIAL ADDITION/ADDITION ATTACHED
Location: 10086 PITKIN WAY
Praject 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.
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6.1 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 e TRAKIT.

You are redirected to a dashboard of the current activities.
2. On the left navigation bar, under Business and Other Licenses, click Apply for New Licenses.

The Step 1 License Information screen displays.

3. Complete the following sections of the screen.

License Information

My Dashboard License Application
Permits Step 1 LICENSE INFORMATION Step 2 Step 3 Step 4
Apply
Search
Pay Fees . .
View on Map License Information
Issued Permits Report
Projects
Apply for New Project |RUCY
Search Projects
Pay Fees
View on Map Licenses ‘
Name
Contractor
Licenses
Search
Pay Fees Attachments
Properties
Search Property
View on Map Filename Select |
Schedule
e
Scheduled
Business &
Other Licenses
Apply for New
Licenses
st Lxases
Pay Fees
o =

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

license under Additional Info Required Below.

In this example I chose Outdoor Vendor, so specific fields display for that

License Name

EX: Here, Sydney’s Hot Dogs

Type a License Name which represents specifics of this license.
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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 Fully describe how you operate your business. Are you selling food,
business operation 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 Type your State Sales Tax ID Number if available.
Number

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

* 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 From the drop-down list, select your answer.
acquired in whole or

part

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 Describe services/sales. Insufficient descriptions may result in
provided processing delays for your license.

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

* | Name of company and addresses of | Type your answer.

all stops
Map or drawing of proposed As available, attach a document below depicting attached
location and structures attached? location and structures.
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R | Field Description

Written consent or property owner As available, attach a document below.

or person in control of location

attached?

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

a motor vehicle?

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.
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Field

Description

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.

05/08/2023

Attachments

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

issuance of your permit.

a. Click Select and locate the appropriate file.

The Description field displays.

b. 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.

d. Click Accept.

The system displays the file as uploaded.

Attachments

Pleaze ensure to include required attachments with your application. Failure to do 20 may delay in the

issuance of your permit

Flianama

Description |

Attachments:

TCO_process. pdf
focing =

As needed, upload additional files.
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4. Click Next Step.
The Step 2 Address/Contact Information screen displays.

License Application

Step 4

Mailing Address
[0 Same as Licanse Address

License Address

iewap
Locale My Aooress
Shopping Cart

5. 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.”

a. In the Search By field, From the drop-down list, select Address.
b. Inthe Search Value field, type a partial to full address and click Search.
The system retrieves results matching characters types.
c. 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.
d. 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.
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e. Ifthe Mailing Address is the same as the License Address, check the checkbox. If you are
not located in Commerce City, do not check.

f. 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.

g. 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.

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map

Step 1 Step 2

(ESTENET TS0 Review the information below prior to submitting the application

Projects

Apply for New Project

Search Projects
Pay Fees
View on Map

Contractor
Licenses
Search
Pay Fees

Properties
Search Property
View on Map

Inspections
Schedule
View on Map
Cancel
Scheduled

Business &
Other Licenses

Apply for New
Licenses
Search Licenses
Pay Fees
Renew

Code
Enforcement

Search
Pay Fees

Map
V aw MAn

License Information EDIT
Type ©OUTDOOR VENDOR

Licensee Sydney's Hot Dogs

Additional Info Required EDIT
Below

VENDOR INFO

Trade Name Sydney's Hot Dogs

Mailing

Address &0l

Business N

Website one

Fully describe

business. Sell hot dogs out of a cart

operation

FEIN YES

FEIN# 123456

State Sales Tax

D Number &

Estimated

Start Date in

e 41612023

City

Filing QUARTERLY

reguency

Private and Confidential © 2023 Commerce City, Co.

License Application

Step3 Review and Submit Step 4

Application for a OUTDOOR VENDOR License

License Address EDiT
Mailing Address EDIT
Contacts EDIT

Applicant Information

beth buonanno (303) 4377233

1501 West LongAve  bethbuonanno1@msn.com

Littleton, €O 80120 - 8054

Owner Information

Tax Contact Information

Emergency Contact Information

Fees
Type OUTDOOR VENDOR LICENSE FEE
Amount $35.00
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7. Review and edit as needed information as needed, and then click Next Step.

The License Application: Step 4 Payment displays.

My Dashboard License Application

Permits Step 1 Step 2 Step 3 Step4 PAYMENT
Apply

Search

Pay Fees Application for a OUTDOOR VENDOR License

View on Map

Issued Permits Report
Projects License Address

Apply for New Project

Search Projects Checkout Summary

Pay Fees Below are the current fees due for your permitiproject(s). Please select the permitiproject(s) you wish to pay and

View on Map select Proceed to Checkout'. Verify correct item(s) to pay and select 'Proceed to Payment.. Enter the required
T infermation and select "Process Payment".

Licenses

o OUTDOOR VENDOR
i Description Quantity Amount
Properties
Search Property OUTDOOR VENDOR LICENSE FEE 1 $35.00
View on Map
Inspections
Schedule Fees Due: $35.00
View on Map
‘Cancel
‘Scheduled Total: $35.00

Business & BACK TO STEP ONE PAY WITH ECHECK

Other Licenses
Apply for New

ADD TO SHOPPING CART PAY BY CREDIT CARD

!icenses

8. 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.
9. 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 License no: SBL22-0013 The License Number assigned
Licensee Name:  Sydney's Hot Dogs .
Info T OUTDOOR VENDOR and the summary of the license.
SubType:

Donotuse 688088 eee
saws: Paid Online
Issued:

License Expire:

appliea:  8/30/2022

Attachments: TCO_Extension_process pdf

Additional " printNameAs: BB Information which was entered
Info Addresst: 1501 Dandelion Street for the license.
Address2:
city: Littleton
state: GO
zp: 80120

Phone:  (666) 666-6666
Fax:
E-Mail:

1 GROSS RCPTS
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Tab

Content

Content Description

Site Info

Agoress: THIN Wty

Clty! 3tataiZlp: COMMERCE CITY, CO, 80022
Proparty Type  ADDRESS
APN: 172316216010
Subdivision: REUNION FILING NO 12
Tract:
Block:
Lot 37
gact-Twp-Rng: 15 25 BEW

Lot 8z (SF): 77D03.83520952

Address and site details.

Contacts

APPLICANT Mr Clean 1501 West Long Ave Littieton, CO 20120 - 054

Contact Information added for
the license.

Private and Confidential © 2023 Commerce City, Co.
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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 System Action Action you should
Status take

Paid Once you make a payment, you should receive a similar email based on cost of | Optionally, check on
Online license: your application.

EXAMPLE for: Business License

eTRAKIT Online Payment @

o no-reply@c3gov.com o &« oo

fication with

Amount Paid
Paid Date: 4/18/2023

ucensez o000 |
'OUTDOOR VENDOR LICENSE FEE $35.00
Sub Total: $35.00
Total Amount Paid: $35.00
Name:
Address:
City, State, Zip:
Phone:
Email:
Payment Receipt
EXAMPLE for: Business License
} City of Commerce City
Payment Recalpt
Thank You for Your Payment

Please save this Confirmation Number for your personal records

Customer Name

beth buonanno

Effective Date

4/18/2023 2:59 PM Mountain Standard Time

Confirmation Number

20000897

Payment Method Amount
6.
Item Payment

Licensing and Permits $35.00

Transaction Fee: §1.54

Total Amount Paid: 536.54

Payment Details

Licensing and Permits
beth busnanno - 535.00

A Transaction Fee has been included in the fotal amount paid for this fransaction
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New Project Applications

71

Use
To request a new project:

Navigate to the eTRAKIT home page, and click Login.
Your dashboard of current activities displays.

1.

2.

05/08/2023

Requesting a New Development Project

the instructions below to apply for any of the following projects:

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

Projects
Apply for New Project
Search Projects ClEos CAPITAL
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

ADDRESS INSPECTION

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 nofice on the property. Further, | will
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

STEP1 PROJECT INFORMATION JUNES =P STEP3

STEP4

below

) ) Based on Project Type selected,
Project Type Informatio) additional sections and fields display

werosect [

2

Type

“Briat
Description
ofProject

Location

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.

STEP1 PROJECT INFORMATION STEP 2 STEP 3 STEP 4
Project Type Information
Issued Permits Report 2 uwp f
Projects
Apply for New Project
‘Search Projects *PROJECT

View on Map R

Contractor PROJECT  [INITIAL DEVELOPNENT PLAN v
Sublype

Project Application

“Brief

Description
of Projest

Additional Infermation

GENERAL INFO 1

Business & Exising Use [

~]

Other Licenses Proposed Use:

Apply for New
Licenses

Search | ense<

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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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-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.
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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 =2 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.
Are 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. 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
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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.

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 Select

Description | Attachments:
TCO_process.pdf
testing

UPLOAD

e. Asneeded, upload additional files and repeat steps a - d.
5. Click Next Step.

The Step 2: Contact Information screen displays.

My Dashboard

Permits
Apply
Search
Pay Fees
View on Map
Issued Permits Report

Projects
ply for New Project
Search Projects
Pay Fees
View on Map

Contractor
Licenses
Search
Pay Fees
Properties.
‘Search Property
View on Map

Inspections

‘Search
Pay Fees

Map
View M

STEP 1

Project Application

STEP2 Contact Information STEP 3

STEP 4

Application for a DEVELOPMENT PLAN - ADMINISTRATIVE Project

*Name
“Address
“city

“State

Address.
city
ate,

Applicant Information

*Phone

*Email Address -

Owner Information

Schedule “Name “Phone (AR

View on Map

Cancel *Address — “Email Address

Scheduled

“city —
Business & -
- D co “Zip 80603

Other Licenses -

Apply for New 6938

‘Search Licenses

Pay Fees

Renew Applicant Representative Information
Code
Enforcement Name Phone o

Email Address

zip

Private and Confidential © 2023 Commerce City, Co.

Page 143 of 150



\!

N

N
Commerce

eTRAKit User Guide W CITY

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.

My Dashboard Project Application

Permits STEP1 STEP 2 STEP 3 Review and Submit STEP4
Apply
e Application for a DEVELOPMENT PLAN - ADMINISTRATIVE Project
View on Map
Issued Permits Report Review the information below prior to submitting the application

Projects

g’;gm";::gazmﬂu Project Information [ o | Location Eom
View on Map Type DEVELOPMENT PLAN -
e 12241 VILLAGE CIR W
E‘:::::W Subtype INITIAL DEVELOPMENT PLAN COMMERCE CITY, CO 80603 THE VILLAGE
py Description My first Dev Project creation
Pay Fees
Properties
Search Propery Contacts Fee Information
fiew on Map
nspections Applicant Information Fees Details
Schedule Type Amount
View on Map NON-PUD FEES $590.00
Cancel
e NON-PUD 590.00
N DEVELOPMENT PLAN
Business & Owner Information
Other Licenses Total Fees $590.00

Apply for New

Attachments
Applicant Representative Information

To upload additional attachments click on Upload. UPload
Pay Fees
Map

View Map canceL il previous step [l susmm

Locate My Address

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

My Dashboard

Project Application
STEP 1 STEP2 STEP 3 STEP4 Checkout/Confirmation
Issued Permits Report Checkout
_ Below are the current fees due for your permi Plea ct the you wish to pay and

Projects select 'Proceed to Checkout'. Verify correct item(s) to pay and select ‘Proceed to 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 Quantity Amount
Licenses

Senrch NON-PUD FEES 1 $590.00

Pay Fees NON-PUD DEVELOPMENT PLAN 590.00

Properties
Search Property
View on Map

Fees Due: $590.00
Inspections
Schedule
View on Map Total: $590.00
Cancel
Scheduled

Business & BACK TO STEP ONE ADD TO SHOPPING CART PAY BY CREDIT CARD PAY WITH ECHECK
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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 I Agree statement, and click Make
Payment.

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

My Dashboard

Project Application
Permits
g‘e’g:{" STEP1 STEP 2 STEP 3 STEP 4 Checkout/Confirmation|
Pay Fees
View on Map
Issued Permits Report
Projects Payment Status: Paid Print this page as your
IS s reesiptof payment. You will also receive an e-mail

‘Search Projects. confirmation.
Pay Fees Receipt No: WEB02382
View on Map Date: 4/19/2023 4:04:47 PM

Amount Paid: $590.00

[15800E  [DEVELOPMENT
IPROJECT D23-0018 [121STAVE [PLAN -
[BLDG 4H |ADMINISTRATIVE

Schedule

View on Map
G NON-PUD FEES $500.00
Scheduled NON-PUD

DEVELOPMENT $590.00

PLAN

Subtotal $590.00

Search Licenses
Pay Fees Total
Renew amount  $590.00
id:
Code =
Enforcement
Search
Pay Fees
Map
View Map

Shoonoina Cart

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

: ) Any attachments uploaded to
[ Projectinfo '\ Sitelnfo '\ Contacls(2) | Fees$0.00 '\ Inspections '\ Gonditions (0) . . .
Tovins " Chronaiepy ) Conmrtiniot Y, Genora o2 Fraect o this project are displayed.

Description: tiny description

Type: DEVELOPMENT PLAN - ADMINISTRATIVE
Subtype:  INITIAL DEVELOPMENT PLAN
Planner:
status:  Paid Online
Applied: 62172022
Approved:
Closed:
Expired:
Status: 62172022

Undefined:

Attachments:
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Tab Content Notes
Site Info Project #D22-0058 Information about the site is
Project Info | Site Info \._ Contacts (2) '\ Fees3000 '\ Inspections %\ Conditions(0) 1isted here
’_ Reviews(4] \ Chronology (0] ,  General Info-1 '_ General Info-2 "__ Project Info \ :
Address: 40036 PITKIN WAY &
City/State/zZip:  COMMERCE CITY, CO, 80022
Property Type  PARCEL
APN: 172316216010
Subdivision:  REUNION FILING NO 12
Tract:
Block:
Lot 37
SectTwp-Rng: 16 28 66V
Lot Size (SF): 7793 83620952
Contacts Project #D22-0058 A list of contacts on the
[ Prosctino \ Siteinio | Contacts (2 Y Fess5000 % Inspections ' Condfions (o) application are dlsplayed
’. Reviews(4) \ Chronology (0) V. General Info-1 ’. General Info-2 ’._ Project Info \ here
Conlact Type Cily/State/Zip ’
APPLICANT
OWNER
Fees Project #D22-0058 At multiple points in the
Projectinfo Y Sitelnfo | Contacts (2 W Fees $0.00 X Inspections '\ Conditions (0) ro'ect creation ou can va
( Reviews(4) '\ Chronology (0) | Generalinfo-i ' Generalinfo2 < Projectinfo p J . Y . p Y
fees. This tab contains a link
Description Amount Paid Date
to pay fees.
NON-PUD FEES $500.00 612112022
Charged: 50000  Balance Due: 30 .00 AH 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
Projectinfo '\ Site Info \:-_ Contacts (2) Y Fees $0.00 1 Inspections " Condtions (@) Planning.
'__ Reviews(4) Chronology (0 . Ge nfo-1 '_ General Info-2 "_ Project Info '\,
There are currently no inspections on this record.
Conditions h Projectino X Sitelnfo | Contacts(2) '\ Fees$000 '\ Inspections | Condiions (0) If there are conditions to the
|L Reviews(d) Chronology (0) '\ GeneralInfo1\ Generallnfo-2 % Froject Info approval ofyour project, they
There are currently no conditions on this record. .
will be shown here.
Reviews Project #D22-0058 Reviews generated for your
[ Projectinfo Y\ Sieinfo |\ Contacts(2) % Fees$0.00 %\ Inspections % Condiions (0) prOjeCt are llSted here
‘ Reviews(d) '\ Chronology (0) General Info-1  \ GeneralInfo-2 % Project Info % :
Reviewer Submitted | Completed | More Info Ifa reVleW iS not apprOVed,
COMPLETENESS REVIEW PLANNING P 62112 More Info you are prOVided a link titled
GEOGRAPHIC INFORMATI GIS REVIEW 602172 More Info .
PLANNER ASSIGNMENT PLANNING A 62112 More Info Respond in the More Info
PLANNER REVIEW JOSUE LOMA 602172 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 ' Sitelnfo | Contacls(2) '\ Fees$0.00 § Inspections \ Conditions(0)

\ Reviews(4 ] Chronology (0

\ Generalinfo-1 \ GeneralInfo-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

Projectinfo | Sitelnfo %\ Contacts (2) X Inspections | Conditions (0)

| Fees$0.00

\ 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

elnfo ' Conacis(2) % Fees$000 % Inspections %\ Condiions (0)

{ Project Info !

\ Reviews(4) \ Chronology (0, \ Project Info

\  General Info-1 W General Info-2

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

-

Project Info *( Contacts (2 \ Fees$0.00 v-_ Inspections b Conditions (0) ‘

r«.‘ Reviews(4)

~ - = - \
\ Generalinfo-1 \ General Info-2 I Project Info '\,

Existing
Number of Lots -
Proposed

Number of Commercial
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).
B T g e e

ADMINISTRATIVE

My Active Projects
4 total record(s). Y-
PROJECT FEES
ADDRESS TYPE STATUS ATTACHMENT UNLINK
NO. DUE
15800 E DEVELOPMENT PLAN -
D23-0018 - SUBMITTED |  $0.00 %]

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

7.2

Process.

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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Paying Code Enforcement Fines/Fees

If you are assessed a Code Enforcement fine/fee, pay your fee in the eTRAKIT system.

1.

05/08/2023

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.

Hello

Below is a Dashboard of your curre}

LINK TO PERMITS, PROJECTS, AND LICENSES

W PP PP PP
Ijmnse;
Pay Fees

Code
Enforcement
Search
Pay Fees

Map

On the left navigation bar, under Code Enforcement click Search.
The Search screen displays.

Case Search
Search By:
Search Operator:
I Search Value: | cope23-0069 I
Issued Permils Report
Projects

Apply for New Project
‘Search Projects

On the notification letter you received from the City, a record number is listed—for example
CODE23-00689.

Type the record number in the Search Value field and click Search.

Your Case displays.
e M_W_/\f" T .-
Cases_\/ AT AN _,/*"‘\A m EXPORT TO EXCEL

‘{4 Search Results

Case Tvpe PIN (Parcel ID Number)
CODE23-0068 CODE ENFORCEMENT 182513200023

Subdivision | Address
3050 E 56TH AVE

Single-click on the Case #.

Owmer

The Case opens.

g Case #CODE23-0069 —_—
Search Results
3 [s
4 Add To Cart
; | caseno T\ stemto \ Comacis@) | Feess99900 | ispectons
| Chronolagy Y, Violations

A Search Results o !

\ ~,
Case#: CODE23-0069
opEz10088 Case Name: - Graffiti

re Type: CODE ENFORCEMENT
subtype:  GRAFFITI
officer. HOLLY HOSKER

status: NON-COMPLIANCE
Opene:

d: - 4/28/20;
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5. Click the Fees tab.

The Violation description displays
WV ST ol R W WS V2 N

Case #CODE23-0069

SiteInfe ', Contacts (2 | Fe Inspections
c y ations
ults
- 4TH VIOLATION $999.00 $999.0.

Charged: 599900 Balance Due: $399.00
QP NP NPV R PP e S |
Click Pay All Fees.
The Shopping Cart displays.

Shopping Cart
Shopping Cart for Qnline Payments

Fee Description

CASE [CODEZ23-0069) | 4TH VIOLATION 992,00
Total: §999.00
[ veneaoincu |
If you choose to pay online, then complete payment of the total amount due is*eeeres= ot

The online payment method is credit card. Only MasterCard, Visa and Discover are accepted.

An online payment conveniepce fee of 4% is ass; o the igial fransaction amount.
2 jen i I i ot

Click Proceed to Checkout.
The Checkout Summary displays.

Checkout Summary
Below are the current fees due for your permit/project(s). Please select the permitiproject(s) you wish to pay and
select 'Proceed to Checkout'. Verify correct item(s) to pay and select 'Proceed to Payment'. Enter the required
information and select "Process Payment”

CASE CODE23-0060 3050 E 56 TH AVE

Description Quantity Amount
4TH VIOLATION 1 $999.00
Total Fees: $999.00
Total $999.00

BACK TO SHOPPING CART I PAY BY CREDIT CARD PAY WITH ECHECK. I

Commerce

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.

Payment Status: Paid print this page as your receipt of payment. You will also receive an e-mail
confirmation.

Receipt No: WEB02409

Date: 5/2/2023 4:36:30 PM

Name:
case _____________CODEZ3.0069 _ 3US0ESSTHAVE ___[CODEENFORCEMENT |
4TH VIOLATION $999.00

Subtotal $999.00

Total amount rid: $999.00

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.
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