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Foreword 
 

Welcome to the new San Antonio River Authority’s online permitting portal.  

Starting August 22, 2022, all development projects within the River Authority’s wastewater Certificate of 

Convenience and Necessity (CCN) will be required to utilize the portal. Through this permitting portal, 

we will track developments through project origination to individual lot tie-in inspections. 

This training document should serve as a tool to get familiar with the portal. Trainings will be conducted 

and recorded for additional help. Recorded trainings will be available on the website. If you have any 

questions, please contact our Utilities Development department at 

UtilitiesDevelopment@sariverauthority.org. 

Link to Portal: https://ra-sanantonio-tx.smartgovcommunity.com/  

Additional Information and Resources: https://www.sariverauthority.org/public-

services/utilities/utilities-development-resources  

  

mailto:UtilitiesDevelopment@sariverauthority.org
https://ra-sanantonio-tx.smartgovcommunity.com/
https://www.sariverauthority.org/public-services/utilities/utilities-development-resources
https://www.sariverauthority.org/public-services/utilities/utilities-development-resources
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Submitting a New Development to the River Authority 
 

This step will replace a New Development Service Application that was submitted by email previously. 

This permit will track the initiation of the project and the execution of a Utility Service Agreement. 

1. Log In to the portal using the Log In button at the top right part of the page. If you have not set 

up an account, see section Creating an Account. 
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2. Enter your email and password and press LOG IN 
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3. At the homepage, click GO under the My Portal section. 

 



 

6 
 

4. Click APPLY under the Apply Online section. 

 
5. Select Utilities from the drop-down menu. And select New Development Service then press NEXT 

at the bottom of the page.
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6. Enter the address of the new development. If an exact address does not exist, enter the closest 

cross streets. Click NEXT at the bottom of the page. 
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7. Review information and press SAVE AND CONTINUE if correct
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8. Read through the Welcome message and click GET STARTED

 



 

12 
 

9. Under the My Project section, name your project and press SAVE (example: River Authority 

Tract)
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10. As the Applicant, you will be automatically added to the Permit Contacts section. If you would 

like to add additional contacts to be able to view, edit, and upload submittals press ADD 

CONTACT. You can search for users with an existing account or create a new user by clicking I 

CAN’T FIND MY CONTACT 
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11. Under the Permit Details section, enter all the information in this section. If some of the 

information is unknown, the application will not be marked as Technically Complete until 

information can be supplied. Click SAVE for this section 

a. Developer Name – Company name of the Developer that will be developing this 

property. This will be the entity named in the Utility Service Agreement 

b. Developer Address – Mailing address for the Developer. Include Street, City, State, Zip 

Code 

c. Developer Email – Contact email for Developer representative 

d. Developer Phone – Phone number for Developer representative 

e. Engineer Company Name – Company name of the Engineer hired by the Developer who 

will be responsible for submitting plans and overseeing site construction 

f. Engineer Point of Contact – Name of person who will serve as Point of Contact for the 

Engineering company 

g. Engineer Address: Street – Street address for Engineer 

h. Engineer Address: City, State, Zip Code – Mailing address for Engineer 

i. Engineer Email – Contact email for Engineer 

j. Engineer Phone – Phone number for Engineer 

k. Type of Development – Single Family Residential, Medium Density Residential, High 

Density Residential, Mixed Use, Hospital, Hotel, Mobile Home Community, Nursing 

Home, School, Commercial, Other 

l. Type of Development (Other) – If selected Other in above question or if more 

information is useful for the application reviewer, provide a brief description of the 

development 
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m. Acreage – Acreage of the parcel to be developed 

n. River Authority Service Area – Martinez II, Martinez IV, Salitrillo Retail, Salitrillo 

Wholesale, Upper Martinez. Use this map to help determine which Service Area is 

applicable 

o. Number of Total Lots or Units – Number of Lots or Units anticipated to be built in this 

total development 

p. Number of EDUs – Number of Total Lots/Units multiplied by anticipated multiplier. Use 

the current River Authority ordinance to determine if the development has any 

applicable multipliers 
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12. Under Permit Submittals section, upload the following items by clicking Upload. Click ADD FILES 

to select a unique file for each submittal. Once you selected the file, click Begin Upload and 

repeat this step for the 3 required submittals for the application. 

a. Map of Development – A map showing the location of the parcel to be developed which 

includes boundary, topographic lines, and phases shown 

b. Detailed Phasing Information - Detailed phasing information with location of phases 

noted on the map, number of lots in the phase, estimated number of connections, and 

estimated timeline of buildout 

c. Developer’s Authority to Develop - Documentation of Developer’s authority to develop 

the property including, for example, deed confirming fee simple ownership, letter of 

approval from property owner, etc. 

 



 

17 
 

 
 

  



 

18 
 

13. Now that all sections of the application have been completed, press the SUBMIT APPLICATION 

button at the bottom of the page. You will receive a pop-up window to ensure that you have 

reviewed the application for completeness and are ready to submit. Click SUBMIT APPLICATION 

button. 
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14. Once submitted, your Permit status will change from Not Submitted to Awaiting Completeness 

Review.
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15. The permit can be accessed from your home screen by clicking Home in the top right of the 

screen or from the initial My Portal page under the My Applications section.
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Submitting an Application for an Existing Development Project 
 

This application and permit will be used to tract the development plan review, construction, inspections, 

and acceptance. This application will act as a child permit to the New Development Service permit. A 

Development Unit permit should be submitted for each phase of the project (if applicable). 

1. Log In to the portal using the Log In button at the top right part of the page. If you have not set 

up an account, see section Creating an Account. 
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2. Enter your email and password and press LOG IN 
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3. At the homepage, click GO under the My Portal section. 
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4. Click APPLY under the Apply Online section. 

 



 

29 
 

5. Select Utilities from the drop-down menu. Select Development Unit then press NEXT at the 

bottom of the page.
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31 
 

6. Enter the address of the new development. If an exact address does not exist, enter the closest 

cross streets. Click NEXT at the bottom of the page. 
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7. Review information and press SAVE AND CONTINUE if correct.
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8. Read through the Welcome message and click GET STARTED.
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9. In the My Project section, insert name of the project and click SAVE (example: Subdivision Name 

Unit 1).
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10. As the Applicant, you will be automatically added to the Permit Contacts section. If you would 

like to add additional contacts to be able to view, edit, and upload submittals press ADD 

CONTACT. You can search for users with an existing account or create a new user by clicking I 

CAN’T FIND MY CONTACT.
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11. Under the Permit Details section, enter all the information in this section. If some of the 

information is unknown, the application will not be marked as Technically Complete until 

information can be supplied. Click SAVE for this section. 

a. River Authority Service Area – Martinez II, Martinez IV, Salitrillo Retail, Salitrillo 

Wholesale, Upper Martinez. Use this map to help determine which Service Area is 

applicable 

b. Number of EDUs – Number of Total Lots/Units multiplied by anticipated multiplier. Use 

the current River Authority ordinance to determine if the development has any 

applicable multipliers 

c. Developer Name – Company name of the Developer that will be developing this 

property. This will be the entity named in the Utility Service Agreement 

d. Developer Email – Contact email for Developer representative 

e. Engineer Company Name – Company name of the Engineer hired by the Developer who 

will be responsible for submitting plans and overseeing site construction 

f. Engineer Point of Contact – Name of person who will serve as Point of Contact for the 

Engineering company 

g. Engineer Street Address– Street address for Engineer 

h. Engineer Address: City, State, Zip Code – Mailing address for Engineer 

i. Engineer Email – Contact email for Engineer 

j. Engineer Phone – Phone number for Engineer 

k. Type of Development – Single Family Residential, Medium Density Residential, High 

Density Residential, Mixed Use, Hospital, Hotel, Mobile Home Community, Nursing 

Home, School, Commercial, Other 
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12. Under Permit Submittals section, upload the following items by clicking Upload. Click ADD FILES 

to select a unique file for each submittal. Once you selected the file, click Begin Upload and 

repeat this step for the 2 required submittals for the application. 

a. Signed & Sealed Plan Set – Plan and Profile drawings that have a registered engineer’s 

signature and seal. 

b. Signed & Sealed Engineering Report – Report adhering to requirements in River 

Authority’s Wastewater System Design Standards (section 2.02) 

 

https://www.sariverauthority.org/sites/default/files/2022-05/Wastewater%20System%20Design%20Standards%20V3.pdf
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13. Now that all sections of the application have been completed, press the SUBMIT APPLICATION 

button at the bottom of the page. You will receive a pop-up window to ensure that you have 

reviewed the application for completeness and are ready to submit. Click SUBMIT APPLICATION 

button.
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14. Once submitted, your Permit status will change from Not Submitted to Awaiting Completeness 

Review.
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15. The permit can be accessed from your home screen by clicking Home in the top right of the 

screen or from the initial My Portal page under the My Applications section.
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Submitting an Application for a New Tie-In 
This step will replace requesting tie-in inspections that were submitted by email previously. This permit 

will track the inspection of each new connection the River Authority’s wastewater system.  

1. Log In to the portal using the Log In button at the top right part of the page. If you haven’t set up 

an account, see section Creating an Account. 
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2. Enter your email and password and press LOG IN 
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3. At the homepage, click GO under the My Portal section. 

 



 

50 
 

4. Click APPLY under the Apply Online section. 

 

5. Select Utilities from the drop-down menu. And select Individual Lot Sewer Connections then 

press NEXT at the bottom of the page. 
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6.  Enter the address of the new tie-in. Click NEXT at the bottom of the page. 
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7. Review information and click Save and Continue. 
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8. On the application page under the My Project section, enter a Project Name which is typically the 

name of the development. Click SAVE button. 
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9. As the Applicant, you will be automatically added to the Permit Contacts section. If you would like to 

add additional contacts to be able to view, edit, and upload submittals press ADD CONTACT. You can 

search for users with an existing account or create a new user by clicking I CAN’T FIND MY CONTACT 
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10.  Under the Permit Details section, fill out each required field. Click SAVE for this section. 

• Builder’s Company Name: Name of the builder that owns this lot. 

• Builder’s Name: Point of Contact for Builder 

• Builder’s Phone Number: Contact number for the Builder POC 

• Builder’s Email: Email for the Builder POC 

• Plumber’s Company Name: Name of the Plumbing company performing the tie-in work. 

• Plumber’s Name: Point of Contact for Plumber 

• Plumber’s Phone Number: Contact number for the Plumber POC 

• Plumber’s Email: Email for the Plumber POC 

• Indicate who will submit inspection requests for this application: Either the Plumber or Builder 
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11. Once all sections have been populated, click SUBMIT APPLICATION. A pop-up window will advise you 

to ensure all application information is correct. Once you have reviewed, click SUBMIT APPLICATION. 
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Navigating Your Account 

Creating an Account 
1. Access the online permitting portal at https://ra-sanantonio-tx.smartgovcommunity.com/ 

2. Use the Sign Up button at the top right of the page to create an account.

 

  

https://ra-sanantonio-tx.smartgovcommunity.com/
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3. Enter the required information indicated by with a * and click Next. If the River Authority 

provided you with an Access Code since you have an ongoing project that was loaded into the 

system, enter it here.
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4. Enter the required information indicated by with a * and click Next.
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5. Review detailed provided and click the box next to I agree to the Terms and Conditions and then 

click Create my Account. 
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6. A verification message will be sent to the email provided. Open the email and click the Verify 

button which will direct you to the portal page again. Your account is now ready to use! 
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Accessing Your Portal 
 

1. After logging in, use the My Portal section to submit applications, schedule inspections, or 

review existing permits. 
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Review Permits Progress 
 

1. After logging in and entering your portal, review permits under the My Applications section to 

see more permit details by clicking on VIEW.
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2.  In My Applications, you can see applications yet to be submitted, active permits, closed 

permits, and permits that are expired. 

 
3. To see more detail on a permit, click on the permit number. Scroll to the Permit Approval Steps 

section to see permit progress and remaining steps.
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Upload a Submittal 

Deficient Submittal 
1. If a submittal for a Permit has been reviewed and marked Deficient, you will receive a 

notification email from the portal. The permit can also be marked incomplete and will appear as 

Returned in your My Applications.
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2. Access the permit by clicking on the permit number or clicking the link in the email. The Permit 

Submittals section now shows as Not Complete and the deficient submittal is now indicated by 

a Version 2. Access the information and upload new versions by clicking 0 Files.
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Deferred Submittal 
1. From My Applications, select the permit that you are ready to add a deferred submittal to from 

the list of Active permits by clicking on the permit number.
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2. Under the Permit Submittals section, you will click Upload to add documents that were not 

required at the time of application. 
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Scheduling Inspections 
 

1. After logging in, use the My Portal section to submit inspection requests. Under the My 

Inspections section, click REQUEST. 
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2. When a Permit application has moved through the workflow and reaches the Issued stage, the 

inspections for that permit will become available. Under the Application drop down, select the 

permit you wish to schedule an inspection for. 
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3. Select the requested Inspection Type from the drop down menu. 
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4. Enter the ideal date and time you wish to schedule the inspection for. 

 

  



 

81 
 

5. If there are any comments you wish to comminicate to the office staff and inspectors regarding 

this inspection, enter this in the Comments field. Click REQUEST INSPECTION once you have 

completed the request. 
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6. You can view the request staus on the Pemit itself in the Permit Inspection section or under the 

Portal tab by click on the upcoming inspection. 
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7. Once the requested inspection is scheduled, you can refer back to these places to see the 

details. Inspection results and comments will also be available. 
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Submitting a Service Area Confirmation to the River Authority 
 

1. Log In to the portal using the Log In button at the top right part of the page. If you have not set 

up an account, see section Creating an Account. 
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2. Enter your email and password and press LOG IN  
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3. At the homepage, click GO under the My Portal section.  
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4. Click APPLY under the Apply Online section. 
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5. Select Utilities from the drop-down menu. Then select Service Area Confirmation then press 

NEXT at the bottom of the page. 
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6. Enter the address of the new development. If an exact address does not exist, enter the closest 

cross streets. Click NEXT at the bottom of the page. 
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7. Review information and press SAVE AND CONTINUE if correct.  
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8. Read through the Welcome message and click GET STARTED. 
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9. In the My Project section, insert name of the project and click SAVE (example: Subdivision 

Name). 
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10. As the Applicant, you will be automatically added to the Permit Contacts section. If you would 

like to add additional contacts to be able to view, edit, and upload submittals press ADD 

CONTACT. You can search for users with an existing account or create a new user by clicking I 

CAN’T FIND MY CONTACT  
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11. Under the Permit Details section, enter all the information in this section. If some of the 

information is unknown, the application will not be marked as Technically Complete until 

information can be supplied. Click SAVE for this section 

a. Engineer Company Name – Company name of the Engineer hired by the Developer who 

will be responsible for submitting plans and overseeing site construction 

b. Engineer Point of Contact – Name of person who will serve as Point of Contact for the 

Engineering company 

c. Engineer Address: Street – Street address for Engineer 

d. Engineer Address: City, State, Zip Code – Mailing address for Engineer 

e. Engineer Email – Contact email for Engineer 

f. Engineer Phone – Phone number for Engineer 

g. Type of Development – Single Family Residential, Medium Density Residential, High 

Density Residential, Mixed Use, Hospital, Hotel, Mobile Home Community, Nursing 

Home, School, Commercial, Other 

h. Type of Development (Other) – If selected Other in above question or if more 

information is useful for the application reviewer, provide a brief description of the 

development 

i. River Authority Service Area – Martinez II, Martinez IV, Salitrillo Retail, Salitrillo 

Wholesale, Upper Martinez. Use this map to help determine which Service Area is 

applicable 
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12. Under Permit Submittals section, upload the following items by clicking Upload. Click ADD FILES 

to select a unique file for each submittal. Once you selected the file, click Begin Upload and 

repeat this step for the 3 required submittals for the application. 

a. Map of Development – A map showing the location of the parcel to be developed which 

includes boundary, topographic lines, and phases shown. 
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13. Now that all sections of the application have been completed, press the SUBMIT APPLICATION 

button at the bottom of the page. You will receive a pop-up window to ensure that you have 

reviewed the application for completeness and are ready to submit. Click SUBMIT APPLICATION 

button.  
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14. Once submitted, your Permit status will change from Not Submitted to Awaiting Completeness 

Review. 
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15. The permit can be accessed from your home screen by clicking Home in the top right of the 

screen or from the initial My Portal page under the My Applications section. 
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Submitting a Record Drawing Request to the River Authority 

Creating an Account 
 

1. Log In to the portal using the Log In button at the top right part of the page. If you have not set 

up an account, see section Creating an Account. 

 

 

 

2. Enter your email and password and press LOG IN 
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3. At the homepage, click GO under the My Portal section. 
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4. Click APPLY under the Apply Online section. 
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5. Select Utilities from the drop-down menu. And select Record Drawing Request then press NEXT 

at the bottom of the page. 
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6. Enter the address of the Record Drawing Request. If an exact address does not exist, enter the 

closest cross streets. Click NEXT at the bottom of the page. 
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7. Review information and press SAVE AND CONTINUE if correct. 
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8. Read through the Welcome message and click GET STARTED 
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9. Under the My Project section, name your project and press SAVE (example: River Authority 

Tract) 
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10. As the Applicant, you will be automatically added to the Permit Contacts section. If you would 

like to add additional contacts to be able to view, edit, and upload submittals press ADD 

CONTACT. You can search for users with an existing account or create a new user by clicking I 

CAN’T FIND MY CONTACT. 
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11. Under the Permit Details section, enter all the information in this section. If some of the 

information is unknown, the application will not be marked as Technically Complete. 

a. Engineer Company Name – Company name of the Engineer hired by the Developer who 

will be responsible for submitting plans and overseeing site construction 

b. Engineer Point of Contact – Name of person who will serve as Point of Contact for the 

Engineering company 

c. Engineer Address: Street – Street Address, City, State, Zip Code 

d. Engineer Phone – Phone number for Engineer 

e. Engineer Email – Contact email for Engineer 

f. Type of Development – Single Family Residential, Medium Density Residential, High 

Density Residential, Mixed Use, Hospital, Hotel, Mobile Home Community, Nursing 

Home, School, Commercial, Other 

g. Type of Development (Other) – If selected Other in above question or if more 

information is useful for the application reviewer, provide a brief description of the 

development 

a. Acreage-Acreage of the parcel to be developed 

b. Number of Lots - Number of Lots anticipated to be built in this total development 

h. Type of Record Being Requested: As Built Drawing, GIS Export, PDF Map 
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12. Under Permit Submittals section, upload the following items by clicking Upload. Click ADD FILES 

to select a unique file each submittal. Once you selected the file, click Begin Upload and repeat 

this step if additional files need to be added. 

a. Map of Development – A map(s) showing the location of the parcel which includes 

boundary lines. 
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13. Now that all sections of the application have been completed, press the SUBMIT APPLICATION 

button at the bottom of the page. You will receive a pop-up window to ensure that you have 

reviewed the application for completeness and are ready to submit. Click SUBMIT APPLICATION 

button. 
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14. Once submitted, your Permit status will change from Not Submitted to Awaiting Completeness 

Review. 
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15. The permit can be accessed from your home screen by clicking Home in the top right of the 

screen or from the initial My Portal page under the My Applications section. 
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