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1.

Applying for Residential NEW Permit

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.
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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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3.

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.

My Dashboard Permit Application

Permits Step1 Permit Information Step 2 Step 3 Step 4
e

Permit Type Information
Issued Permits Report Type Inf

Projects.

Apply for New Project [lRZ 0 RESIDENTIAL NEW CONETRIUCTION ~
Search Projects Type
Pay Fees
View on Map PERMIT DETACHED SINGLE-FAMILY DWELLING ¥
Subtype
Contractor
Licenses *short |
Search Deseription:

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 sslected above.

‘Apply for New status:

Licenses

Search Licenses =

Pay Fees

[ PROJECT INFO

Enforcement “Area of First Floor (square fest).

Pay Fees Area of Garage (square fest):
Map Ares of Deck (square feet):
Ares of Unfinished Basement (square
feet)

View Map
Locate My Address.

- 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):

Contact @ e
Cantact us upl

o documens een
is application?.

=
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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. [ 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:

% 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.
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Green Building
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R

Field Description

k

O Is this project being
designed as a green building?

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.

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

Field

Description

Is this application associated with a
master model?

If this house is being constructed from an approved
master model, select Yes from the drop-down list.

Model Name

Type the name of the model.

O Master Model (RMSTR) Permit
Record Number:

Type the record number of the approved master model
for this subdivision and filing.

O Subdivision Name and Filing

Type the subdivision name and filing number.

Impervious Area

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 drawing containing that

information in the attachments section.

Refer to the Attachments section below.

a.

Location *

172316105013
10002 REUNION PKWY
COMMERCE CITY, CO 80022

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

In the 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.

Select appropriate selection.

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

Description Attachments:
TCO_process.pdf m
testing

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

The Permit Application Step 2: Contact Information screen displays.
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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
Contactor e LT E—
Liﬁ":':;s *city Littieton

=

FonFos e = '
Properties

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

Lo ads (S
Shopping Cart State zip -

Pay All Fees

Paid ltems
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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

Applicant Information
o -
- -

Contractor Information

Owner Information

o e
=

Contact Information
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Permit Information

Type RESIDENTIAL NEW
CONSTRUCTION

Subtype DETACHED SINGLE-FAMILY
DWELLING

Description tiny description

Job Value $275,000.00

Contacts E3

Permit Application

Step 1 Step 2 Step3 Review and Submit Step 4

Application for a RESIDENTIAL NEW CONSTRUCTION Permit

Location o

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

Fee Information

Type Amount

PLAN REVIEW $150.00
PLAN REVIEW OFF

MASTER

Total Fees $150.00

150.00

Attachments

To upload additional attachments click on Upload.

upf
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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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9. To view the permit, click View Permit.
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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 Type:  RESIDENTIAL NEW CONSTRUCTION Any attachments uploaded to
Subtyps: DETACHED SINGLE-FAMILY DWELLING this permit are displayed.
snort Description:  dream home
Statue:  INTAKE
Applisd Date: 41412022
Approved Data:
Iseued Data:
Finaled Data:
Expiration Data:
Site Info Asaress: 1095 PITIIN vesr @ Address or Parcel ID of the site
Cityi stateVZip: C-D-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 S il 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 | IR NN T I 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 ML CER B If there are conditions to the
issuance of your permit, they
are shown here.
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Content

Content Description

Reviews

PUBLIC WORKS REVIEV
RESIDENTIAL BULDING

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)

area of Firat Fipor

{equaratest)

Area of Garags (squars
testy
Aras of Deck (squsra
sty
arsaofunfinisnsd
Ssssment (squeretesty
Area of Finished

ent(zqusrstest)

Ba
Area of Second Fioor
(squarsresty
Ares o1 Thirg Floor
(oquarotesty
Have the minimum

gocuments pesn

Mot applicatie

upioadsa for tnis
application?

Learn 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

® thie application
sssociated with 2
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 1.4 Residential Permit’s Review &
Approval Process.
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