
               How to Apply for a New Permit 
 

1. Login to your Citizenserve account that you have your license through. 

https://www.citizenserve.com/gardencity 

 

 

2. Click “apply 

for a permit” 

under the 

online service 

that you need: 

 

 

3. Choose your Application Type 

https://www.citizenserve.com/gardencity


 
5. Fill in your general work description. 

a. If your application is associated with an existing project continue to 

step B. If not continue to step 6. 

b. If it is, choose that option in the drop down and enter in the permit 

or file # that your new project is associated with. 

  
6. Enter your address information and click “find address.”  

**Note: Less is more example if the address is 301 N. 8th Street type 301 8 

on the address or parcel #. You will need to enter Garden City KS 

 
 

 

4. Choose your Sub Type 



7. After you click “Find address” the system searches the database for all 

possible matches and the list of your matches will come up. Click on the one 

that you need to use. 

 
8. Fill out the rest of the application questions with as much information as 

possible. Any fields that are required will have a red vertical line to the left 

of them. Those fields MUST be filled in for you to be able to submit your 

application. 

 
 

 

 

 

 

 

 

 



*Note: When adding sub-contractors, you will need to fill out the primary phone 

number and first and last name or the primary phone number and the company 

name to be able to add one of our licensed contractors. Once the results come up, 

please select one of the possible matches that come up.  

 

 
 

9.  When you’re done, you can click “submit” at the bottom of the page to 

submit your application.  

a. If you’re not ready to submit your application, you can click “save for 

later” and your application will be saved to your cart instead of being 

submitted for review so you can come back at a later time. 

 



10. Once the permit is submitted the permit will go through review. If the 

permit is missing documentation your application will be marked as items 

required and you can view the comments on the portal. Select View my 

requests.  

 
 

 

 

11. Select the permit 

with items required. 

12. Once the 

permit is 

selected, click on 

reviews, and 

select view 

comments. 



 
 

 

 
 

13. This is where 

you can view the 

items required and 

at what step the 

permit process is 

at.   

 

 

14. Once the permit is 

approved you will be 

able to pay for the 

permit online. 

15. Once the permit is paid for you 

will be able to see the permit card 

in the documents. 


