GARDEN CITY How to Apply for a New Permit

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

https://www.citizenserve.com/gardencity
GARDEN CITY Home Services Search Reports My Account Contact

KANSAS

MY ACCOUNT

Home / My Account

"‘ View m
y requests
Welcome to your online account Neighborhood Development Services!

C;’ Update my information
You can review your submittals, pay fees or submit new requests through our online services listed below. If you have any

® Logout questions please view the Contact Page for departmental contact infomation.

E Make a payment

Online Services:

2. Click “apply
for a permit’
under the
online service
that you need:

PERMITTING LICENSING DEVELOPMENT CODE VIOLATIONS
PROJECTS

APPLY FOR A PERMIT — APPLY FOR A LICENSE — APPLY FOR A PERMIT — SUBMIT A COMPLAINT —

GO TO PERMITTING — GO TO LICENSING — LEARN MORE -

ABOUT DEVELOPMENT
PROJECTS

| Appication Type W

BD - Commercial Accessory Building Permit
8D - Concrete Permit
8D - Demolition Permit
. . 8D - Fence Permit

3- Choose YOUF Apphcahon Type BD - New Commercial Construction Building Permit
BD - New Residantial Construction Building Parmil
BD - Repair, Replacement, or Remodel Building Permit
BD - Residential Accessory Building Permit
BD - Right of Way and Excavation Permit
B0 - Sign Parmit


https://www.citizenserve.com/gardencity

| Application Type: BD - New Residential Construction Building Permit v

| Sub Type: ¥

———,
4. Choose your Sub Type Soge A

Addition to House

Porch

Duplex

Addition to Attached Garage
Deck

Townhome

Other

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. Ifitis, choose that option in the drop down and enter in the permit
or file # that your new project is associated with.

| Application Type: BD - Demolition Permit v

| Sub Type Residential o

| Work Description:

| ] ©

A new project
An Existing Project
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

| Is this application for a new or existing project?

| Application Type: BD - New Residential Construction Building Permit v
| Sub Type: Single Family v
| Work Description: Build New Single Family Home
| Is this application for a new or existing project?: Anew project v
| Address or Parcel #: 10 Ma

Garden City KS

( FIND ADDRESS '



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.

o More than one address matching your entry was found, please select the comec! address below

Parcel #

028-273-06-0-40-03-008.00-0
028-273-06-0-40-10-010.00-0

028-273-06-0-40-10-009.00-0

MARY ST 026-273-07-0-20-01-004,00-0
EN CITY KS 67846

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.
I
Application Type BD - New Residential Construction Building Permit w
Sub Type Single Family w
\Wiork Description Build New Single Family Home
Is this application for a new or existing project? AW project w
Address 109 W MARY ST
GARDEN CITY KS 67846
Farcel 8 028-27 3-06-0-40-03-008.00-0
Property Cwner TRAM, JONATHOMN THUY

ENTER A DIFFERENT ADDRESS —

0,15-.1 of Building ¥

& CONTACT INFORMATION

Gle‘u—.'.—. Conlraclor i

hachanical Sub-Conlracior

Electrical Sub-Conlractor



*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.

Personal Infarmaticn Contast Information: Company Information:
| First Name: Emai Name:

| LastName: Primary: Business Address
Home Address: ome: Linet

Line Work Line2

Line2 Cell City.State, Zip:

You Entered

e Pho
Em
Possible Matches: N
primary Phone (620) [N
—
A — o one 20 S —_—
k s20) [N

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.

| HEREBY AFFIRM THE ABOVE STATEMENTS ARE TRUE AND CORRECT AND ALSO AGREE TO COMPLY WITH ALL APPLICABLE PROVISIONS OF CHAPTER 18, BUILDINGS
AND BUILDING REGULATIONS OF THE CODE OF ORDINANCES OF THE CITY OF GARDEN CITY AND OTHER APPLICAELE REGULATIONS AND LAWS THAT MAY AFPPLY.
CONSTRUCTION MUST BE STARTED WITHIN 180 DAYS AND WORK SHALL NOT BE SUSPENDED FOR MORE THAN 180 DAYS OR THIS PERMIT SHALL BE NULL AND VOID.
THIS PERMIT MAY EXPIRE IN 180 DAYS FROM THE DATE OF APPROVAL. REQUESTS FOR INSPECTIONS REQUIRE A MINIMUM 24 HOUR NOTICE. PERMIT APPROVAL
PROCESS MAY TAKE UP TO 3 BUSINESS DAYS. COMMERCIAL PROJECTS MAY TAKE UP TO 6 WEEKS FOR APPROVAL. | HEREBY UNDERSTAND THAT THERE WILL BE A

FINE TO THE BUILDING CONTRACTOR FOR ALLOWING THE OCCUPATION OF A STRUCTURE BEFORE A CERTIFICATE OF OCCUPANCY IS ISSUED.

| Applicant Signature:

SUBMIT SAVE FOR LATER



10.0nce 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.
GARD E N CITY Home Services Search Reports My Account Contact

MY ACCOUNT

H View my requests

Welcome to your online account _-

B‘ Update my information
You can review your submittals, pay fees or submit new requests through our online services listed below. If you have any

® Logout questions please view the Contact Page for departmental contact infomation.

E Make a payment

Q MY REQUESTS
Home / My Account / My Requests
View My Permits v 11. Select the permit
with items required.
Under Review Issued Closed All
Q
Permit# Address ‘ Application Date Status Work Description
] I 10122023 Items required I
A N
GARDE N C |.T Y Home Services Search Reports My Account Contact
& VIEW PERMIT
Home [ Services / Permits / View Permit
i on permit #: |
Request an inspectio Project & 12 Once the
D Upload documents Status: ltems required L.
address: || N NNNREGEGENGEGNG perm|t IS
o Description: N N )
$> Loavomessege selected, click on
Permit Reviews Documents Inspections rEViEWS, a n d
_ select view
Task Department Start Completion Status
Issue Invoice Comm Dev 10/12/23 Items Required Comments'

VIEW COMMENTS —



13. This is where
you can view the
items required and

at what step the
permit process is
at.

GARDEN CITY

"‘ View my requests

C;" Update my information

REVIEW COMMENTS

Home / Services / Permits / View Permit / Reviews / Review Comments
File #: [
permit +: [N
Address: [N I B
Work Description: I

Task: Issue Invoice
Status: ltems Required

Comments Plans

Comm Dev: Angie Rivera
+ Will need permit pulled and licensed plumber

Home Services Search Reports My Account Contact

MY ACCOUNT

Home / My Account

Welcome to your online account Neighborhood Development Services!

You can review your submittals, pay fees or submit new requests through our online services listed below. If you have any

® Logout questions please view the Contact Page for departmental contact infomation.

E Make a payment

Online Services:

14. Once the permit is
approved you will be
able to pay for the
permit online.

Reference

Pormit [

R/R Roof and Siding

ES PAYMENT

Home / My Account / Make A Payment

Unselect All
Amount due Pay this item

$56.00

Total: $56.00

15. Once the permit is paid for you
will be able to see the permit card

in the documents.



