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Apply for a permit

The Permit Portal categorizes Permits and Plans separately, but the application process is the same for
both.

Permits include:
e Building permits
e Plumbing and mechanical permits
e Engineering permits (Right-of-Way, site civil construction, side sewer, etc.)
o  Utility permits

Plans include:
e Allland use approvals
e Site Development Plan approvals
e Preliminary and Final Plats and Short Plats
e Pre-Applications

On the Portal home screen, click Apply and log in.

Good Morning, Guest~

‘ Self-Service Permit Portal

[SEAM Aoply~  Today'sinspections Map Report FeeEstimator Search@Q  Calendar (0

Login or Register Search Public Records Apply
Login to an existing or create anew This tool can be used to search for This tool can be used to apply for a
account. You canalso find helpif you existing permits, plans, inspections, Permitor Plan

forgot your login information. code cases, requests and licenses.

o

Pay Invoice Calendar Map

Use this tool to pay for individual Click here to find out about certain Explore the map to see the activity
invoices. 4 events like holidays and public occurringin your neighborhood.
. hearings.




The Application Assistant allows you to view all available application types, search for types
using keywords (such as roof, fence, sign, addition, etc.), view your application history, and sort
by category.

Click the search bar at the top to search by keyword. Click Permits or Plans to sort the list.

Application Assistant

an 2oy History m peraTs B puans I

> Show Categories Show My Templates
Commercial New Construction Apply
Category Name: Description:
Building (Commerecial) Building permit for new commercial construction - requires approved SDP

Binding Site Plan

Category Name: Description:

Binding Site Plan Map change to commercial or multi-family site

Boundary Line Adjustment
Category Name: Description:

Boundary Line Adjustment Adjustment to existing property lines that does not create new lots

Minor Variance

Apply
Category Name: Description:

Variance Approval for a variance from development regulations that does not exceed 10% of a standard

(administrative approval)

Scroll down the list until you find the permit type you need and click Apply.

Sign Re-Face

Category Name: Description:

Roof Re-face of existing sign

Category Name: Description:

Sign New sign (freestanding or wall-mounted)

Banner Sign
Category Name: Description:

Sign - Banner Temporary signs and banners (maximum 30 days)

Permit types are listed alphabetically.



Step 1: Project Address(es)

Click Add Location.

Locations

LOCATIONS

Provide the appropr for this permit. Us ity of

Add
Location

+

REQUIRED

Enter the address (complete or partial) in the search bar and click the search icon to see a list of
responsive addresses in city limits. Find the project site address and click Add.

You can also search by parcel number.
Add Address s | Locaton Click Parcel at the top of the page to
enter the parcel ID number.
Enter Manually

Address Information

Search|116 B
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1116 First St, SNOHOMISH. WA, 98290
1116 Orchard Ave, SNOHOMISH. WA, 98290
116 Avenue A, SNOHOMISH. WA, 98290

116 Cedar Ave, SNOHOMISH. WA, 98290

ditdianladuashionopssLing Sooon =
116 Tenth 5t, SNOHOMISH. WA, 98250 Add
116 Union Ave, SNOHOMISH. WA, 98290 Add

If the project includes multiple addresses, click Add Location again and continue. If not, click Next.

Locations

LOCATIONS

ppropr for thi: rmit. L City of Snohomish jurisdiction.
116 Union Ave,
SNOHOMISH. WA, 98290

Pavele]
Location

Main Address |

Parcel Number +

00579500500400
Main Parcel /]

Remove

Create Template Save Draft Next



Step 2: Project Type

Enter details about your proposal and click Next.

Locations Type
PERMIT DETAILS
PERMIT DETAILS
* Permit Type Sign
* Description Dibond wall sign|
* Square Feet 60
*Valuation 3000

Create Template Save Draft Next

Step 3: Contacts

Assign contacts to the application. You will show up as the Applicant. Click Add Contact to add
the property owner contractor, architect, engineer, tenant, etc. to the application.

Locations Type Contacts
CONTACTS
Please add all contact types associated with your application from the drop-down menu provided then click on “Add Contact” and follow prompts on the next screen. When

all applicable contact information has been entered, select NEXT. Note: All contractor information must be up to date. If your contractor(s) have not done work in
Snohomish in the past 12 months you will need to provide their updated information (i.e., contractor’s license and business license).

2

Contact

Brooke Eidem (You)

116 Union Ave +

Create Template Save Draft Next



Step 3: Contacts

Select the contact’s role in the drop-down list next to Add Contact As.
Search for the contact by name or keyword in the Search bar.

Add the contact to your favorites list so you can bring them up more easily on future
applications with the star icon.

To add the contact to your application, click Add.

Add Contact

Add Contact As  Owner/Applicant »

Enter Manually My Favorites

Search [city

Sort Relevance |~

Address

Company

Favorite First Name Last Name

* PO Box 1589
Snohomish WA 98291

City of Snohomish Add

Results per page 10 \,‘ 1-50f5

Continue adding contacts to your application and then click Next.

Locations Type Contacts

CONTACTS

Please add all contact types associated with your application from the drop-down menu provided then click on “Add Contact” and follow prompts on the next screen. When
all applicable contact information has been entered, select NEXT. Note: All contractor information must be up to date. If your contractor(s) have not done work in
Snohomish in the past 12 months you will need to provide their updated information (i.e., contractor’s license and business license).

Owner/Applicant Contractor

Applicant

2

Brooke Eidem (You)

116 Union Ave

5 3

City of Snohomish

PO Box 1589, Snohomish, W...

Remove

2

Fastsigns Everett

2802 Colby, Everett, WA, 98...

Remove

Create Template

Applicant v

Add
Contact

<+

Save Draft

Next




Step 4: More Info

The More Info page asks for specific information about the proposal.

Enter as much information as you can and click Next.

Locations Type Contacts More Info
MORE INFO

Additional information

General Info Next Section| Top | Main Menu

Sign Text Nelcame to the City of St

Sign Materials Dibend panel with vinyl graphics.
Indirect. gooseneck lighting

Location on premise Unien Avenue facade above front door

Sign Height 3
Sign Width 10
Sign Length 0

Sign lluminated? &

Property Attributes Previous Section | Top | Main Menu

Flood Zone N/A

Subdivision

_— _—




Step 5: Attachments

A simple submittal checklist is provided on the Attachments page. Blue text indicates a
hyperlink. Click the submittal checklist link for the comprehensive list of required plans and
documents.

Click Add Attachment to upload files from your computer.

Locations Type Contacts More Info Attachments
Attachments

Submittal documents must meet the requirements set forth in the submittal checklist
Please submit the following:

* Sign Permit Application form

* Property Owner approval documentation
« Signrendering/elevation

e Site plan

« Signplans

« Foundation plan (if applicable)

o Sign Area Worksheet

click or drag files

Add Attachment

-+

Supported: .pdf, jpg, png, jpeg,
gif, doc, .docx, .Xis, xIsx, .text,
.dwg, zip, .csv, .rtf, .dxf, .dwf,

Create Template Save Draft Next

Continue uploading all required materials and click Next.

Uploaded via CSS Uploaded via CSS Uploaded via CSS Uploaded via CSS
site plan.pdf sign plans & elevations.pdf Property owner approval.pdf sign area worksheet.pdf
Size: 24.89 KB Size: 24.89 KB Size: 24.89 KB Size: 24.89 KB

Remove Remove Remove Remove

click or drag files

Add Attachment

dwg, zip, csv, tf, dxf, .dwf,

Create Template Save Draft Next



Step 6: Signature

Sign the application digitally by drawing your signature in the box, or Enable Type Signature to
type it in. Be sure to enter your name in the electronic consent field. When finished click Next.

Locations Type Contacts More Info Attachments Signature
SIGNATURE
APPLICANT'’S ELECTRONIC STATEMENT: Under penalty of perjury, | declare that all the information contained in this permit application is true and correct and that | am

the owner of record of the subject property or the owner’s authorized agent. | further declare that | agree to the terms and conditions for the validity of permits per SMC
19.04.

* Please type your name as consent to electronically sign this application.

Test McTestapplicant

Enable Type Signature 1

Brooke Eidem
February, 10 2021

A——

Clear
Back Create Template Save Draft Next
i = )

Step 7: Review and Submit

Review the application (scroll down to see all categories) and click Submit.

Locations Type Contacts More Info Attachments Signature Review and Submit

Locations
Location 116 Union Ave, SNOHOMISH. WA, 98250
Parcel Number 00579500500400
Basic Info
Type Sign
Description Dibond wall sign
Square Feet 60
Valuation 3000
Applied Date 02/10/2021
Contacts Review and Submit page continues
Applicant Brooke Eidem
116 Union Ave,,

Owmer/Applicant City of Snohomish

PO Box 1589, Snohomish, WA, , 98291

Contractor Fastsigns Everett

2802 Colby , Everett, WA, , 98201



Step 7: Review and Submit

More Info
General Info

Next Section| Top | Main Menu

Sign Text ‘Welcome to the City of Snohomish

Sign Materials  Dibond panel with vinyl graphics. Indirect, gooseneck lighting.
Locationon premise  Union Avenue facade above front door
SignHeight 6

SignWidth 10

Signlength O

Sign llluminated? [w]
Property Attributes
Previous Section | Top | Main Menu
Acres 0.25
Flood Zone N/A
Subdivision
Click Submit after you have reviewed
Atachments the information.

Attachment sreptmedt Click Back to make revisions
Attachment sign plans & elevations.pdf
Attachment Property owner approval.pdf
Attachment sign area worksheet pdf

Create Template Save Draft

The permit summary page is where you will access fees, monitor the permit progress, view City
comments, and download the permit when it is issued. Click the tabs in the middle of the
screen to see more information.

+ Your permit application was submitted successfully. No fees are due at this time; we will review your application, and we will be in touch with you shortly.

Permit Number: $21-0032

Permit Details | Tab Elements | Main Menu

Type: Sign Status: Submitted - Online Project Name:
IVR Number: 4142 Applied Date: 02/10/2021 Issue Date:
District: N/A Assigned To: Expire Date:
Square Feet: 60.00 Valuation: $3,000.00 Finalized Date:
Description:  Dibond wall sign
Progress Workflow Available Actions
0% O Confirm application complete
Completed O Permit Sign Review
© Completed O Issue Permit
In Progress
Not Started
Fees

View Details



Success! Next Steps

City staff will receive the application and assess fees. An invoice will be generated and posted
to your account for payment. Plan review does not begin until the invoice is paid.

At any point during the application process you may click Save Draft and leave the page. To
access draft applications, click My Work from the SSPP home screen as shown below.

Next time you log in to SSPP, click My Work at the top of the screen to access the permit.

Good Afternoon,

Self-Service Permit Portal

Dashboard Home Apply® MyWork Today'sInspections Map Report FeeEstimator SearchQ  Calendar (0

My Work contains a list of your active Invoices, Permits, Plans, and Inspections, shown in tabs.

Click My Invoices to go directly to invoices.

Click on a Permit/Plan number to see more information about the application, including permit

details, contacts, attachments, inspections, review progress, fees, and available actions.

My Work
MY INVOICES MY PERMITS MY EXISTING INSPECTIONS
Search... Q
Display  All [ Export to Excel
Permit Number Project Address Y  Permit Type Y  Status Y  Attention Reason

141 Maple Ave SNOHOMISH,

Commercial New

BC21-0039 ) Active, Recent
WA 98290 Construction
CV21-0006 2000 LudwigRd Plat (30+ lots) Site Civil Recent, Pendi
SNOHOMISH, WA 98290 a HESIRE G FElel
105 Cedar Ave SNOHOMISH, ;
CV21-0007 edar Ave Short Plat Site Civil Attention, Recent, Pending ~ Unpaid Fees
WA 98290
CV21-0008 2000 LudwigRd Plat (5-29 lots) Site Civil Recent, Pendi
SNOHOMISH, WA 98290 a BEEIEE I Ee
1525 Avenue D Site Civil (Commercial/Multi- )
CV21-0009 N Recent, Pending
SNOHOMISH, WA 98290 Family)
210051 116 Union Ave SNOHOMISH, Recent. Pendi
G ign ecent, Pending
116 Union Ave SNOHOMISH, )
$21-0032 Sign Recent, Pending
WA 98290
1601 Avenue D Wireless Communications

‘WCF121-0003
<

SRINLIMRAIGLI \WA Q890N

EarilituCat 1

Recent, Pending

>

Showing 11 records
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