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APPLYING FOR COMMERCIAL OR MULTI-FAMILY BUILDING PERMIT

The following describes how to apply for a building permit online. Building permit applications
submitted in this manner will be reviewed and issued electronically. As of February 1°, 2022 the
following building permit applications are available for electronic review online:

e Commercial additions, alterations, and new structures
e Multi-Family additions, alterations, and new structures

Additional permit types will be added in the future

e To start, log into the Citizen Access Portal by entering your user credentials into the login box on the
left side of the home page
o If you do not have login credentials, please refer to the “Creating a user account” user

guide
Login Welcome to the Citizen Access Portal
User Name or E-mail: We are pleased to offer our citizens, businesses, and visitors access
services online, 24 hours a day, 7 days a week.
Password:

NEW: Online Inspection Scheduling for Building Permits

Click here to download the Online Inspection Scheduling User M
Login »

] Remember me on this computer The City of Columbus Building and Zoning Services continues to allow

I've forgotten my password trade permit holders to schedule, reschedule and cancel inspections d
Register for an Account

Because of this change, regular business day inspections can beg
online up until midnight of the day before the inspection.

* The 4:00 PM cut off time for next day inspections will still apply t
requests that are called in.

* Online inspection scheduling does not apply to certain fire protecq
and requests for after-hours inspections. Those will still need to b
submitted online via a request form, or faxed.

e Once logged in, the “Purchase Permit or Inspection Trip” link will appear toward the
bottom of the page under the Building header, click the link
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Building Engir|

Purchase Permit or Inspection Trip Creal

Search Applications and Permits Seary

Schedule an Inspection

e Review the terms, then click the box indicating you read and understand the Privacy Policy and
press the “Continue Application” button

Announcements | Logged in as: Heat Pump | Collections (0) | Account Management | Logout

&

Online Application ‘

Welcome to the Citizen Access Portal. Below are the activities currently available in the system:
s Purchase mechanical, electrical, and/or plumbing permits
« Purchase an additional inspection trip
* Apply for a walk-thru permit (coming soon)

We continue to add functionality to the system. Please check back often

Please "Allow Pop-ups from This Site” before proceeding. You must accept the privacy policy below before beginning
your application

Purpose

This policy's main objective is to assure website visitors that

their right to privacy is of primary concern to the City of

Columbus. It contains information about what data are

collected and how that information is used. This policy may be
updated periodically, so please check back from time to time. s

I I have read and accepted the above terms I

Continue Application »

e If applicable, select the City license from the dropdown list, then press the “Continue
Application” button
o Simply select “None Applicable” if you do not have a City license or your City license is
not associated with your Citizen Access Account
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Announcements | Logged in as: Heat Pump | Collections (0) | Account Management | Logout

o

Select a License |

Select a license for this record from the list below. The available permit record type(s) is determined by the type of the license
associated with your account.

Licenses:”

--Select-- v

‘Continue Application »

e Expand the “Building Permits” section to reveal the available application types, select the
appropriate application type, then press the “Continue Application” button

» Additional Inspection Trip
¥ Building Permits

(O Addition | Commercial

() Addition | Multi Family

@ Alteration | Commercial

(O Alteration | Multi Family

ew Structure | Commercial

ew Structure | Multi Family

(O Perimeter Drainage Tile | 1,2,3 Family

Electric Permits
Mechanical Permits
Plumbing Permits

Windows, Roof, and Siding Permits

v v v v 7

Plan Revision Applications

Continue Application »

e Determine if an after-hours review is desired for this project
o Thoroughly read the header information regarding the conditions of the after-hours
review process to confirm the project qualifies
o At the bottom of the page, answer the after-hours request questions, then click the
“Continue Application”
= |f “Yes” is selected, be sure to complete the contact information required
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After-Hours Contact

After hours reviews are available for qualifying projects. If approved for after hours
days. Please note that you will be charged a premium service fee for an after hours 1

Would you like to request an after hours review: *
() Yes @ No

Continue Application »

e Enter the street number and street name of the work location, then hit the “Search” button

Street No.: * Direction: Unit No.:
111 --Select-- ¥
Street Name: (ALL CAPS) * Street Type:
FRONT —5elect=— v
City: State:
--Select-- v

e If the address entered is valid the remaining address details and parcel information will
automatically populate, click the “Continue Application” button

o If an address is not found when searched, the application will need to be submitted for a
paper review

City of Columbus | Applying for commercial or multi-family building permit
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T Y =]
http://gis.columbus.gov/zoning /
Street No.: * Direction: Unit No.:
111 N v
Street Name: (ALL CAPS) * Street Type:
FRONT ST -
City: State:
CoLuUMBUS OH

Parcel

Do not include dashes "-" in parcel search

Parcel Number: *

010018405

Continue Application »

Enter the ownership information of the work location, then press the “Continue Application”
button

Owner Name: *

CITY OF COLUMBUS

Owner Address *

50 W. BROAD 5T.

City, State Zip: *

COLUMBUS, OH 43215

Continue Application »

Next, enter the estimated job value, and how many housing units are being built or impacted
with the project

o Enter 0if the number of housing units is not applicable

Then, enter the square footage of the proposed scope work —and only the square footage being
added, altered, or built

Proceed by selecting the building code use group and construction type
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e Finally, identify if this project qualifies as 3 or more phased construction
o *Note: Prior approval from the Chief Building Official is required before answering “Yes”
to this question.

o After all of the Project Info questions are answered, click the “Continue Application” button

Additional Information

Job value($): * Housing Units: *

50,000 0

Permit Information

Area of Construction: *

1500 Saq. Ft.
Use Group:

B-BUSINESS B
Construction Type:

I-B B

3 or More Phased Construction (requires pre-approval from Chief Building Official):
() Yes @ No

Continue Application »

e Enter a detailed description of the scope of work, and a project name, then click the “Continue
Application” button

o Please be as specific as possible with the work description

Description of Work

Work Description:

2 story commercial alteration

Project Name:

111 N. FRONT PROJECT

Continue Application »
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Next, provide applicant and design professional contact information and details (applicant
information is used for communications related to the application, payment, and permit
issuance)
o Begin by clicking the “Select from Account” button to pull in contact details associated
with your Citizen Access account
o If none of the contacts associated to your user account are applicable, click the “Add
New” button to manually enter contact information
You may receive and error if required the contact information is not provided
o Click the “Edit” button under the contact profile to edit specific contact details, such as
name, address, and email address
After the contact details are added, click the “Continue Application” button

Applicant

To add a new contact, click the Add Contact link. To edit a contact, click the link next to a contact name.

« Contact added successfully.

Heat Pump
heatpump
Home phone:

Mobile Phone:

Work Phone

Fax:

Edit Remove

Design Professional

To add a new contact, click the Add Contact link. To edit a contact, click the link next to a contact name.

« Contact added successfully.

Heat Pump
heatpump
Home phone:

Mobile Phone:

Work Phone

Fax:

Edit Remove

Continue Application >

Next, if a contractor has been identified for the project, click the “Yes” button and enter a valid

City of Columbus license number associated with the contractor, then click the “Continue
Application” button
o If the license number is valid, the License Type and Business Name fields will auto-
populate for verification purposes
If a contractor has not yet been selected for the project, select “No” and click the “Continue
Application” button
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o For addition and alteration projects, we will issue the permit to a contractor licensed by
the City of Columbus or the property owner doing or overseeing the work themselves.
For the latter, the building permit affidavit needs to be completed and submitted to BZS-
Intake@columbus.gov. The affidavit can be found in the document library on our website:
http://Columbus.gov/bzsdocs

Licensed Professional

Do you have a contractor for this project identified:
() Yes @ Mo

Continue Application »

e Next, click the “Add” button to attach the plan sets/sheets that will be reviewed
o Before adding the plans, confirm that the submission conforms to the specified

submission standards, which can be found on our website of by clicking the link the
header description

Attachment |

When attaching electronic plans, please ensure that drawings conform to the Electronic Review Submission Standards, which can be
viewed by clicking HERE

The maximum file size allowed is 20MB
html;htm;mht;mhtml are disallowed file types to upload.

Name Type Size Latest Update Action

No records found.

e From the upload dialogue window, select the files to upload and click the “Open” button
o *Note: you can multi-select to upload more than one file at a time by holding down the
“Ctrl” button, while pointing and clicking on the individual files to upload

City of Columbus | Applying for commercial or multi-family building permit _
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|

« v A » ThisPC > MSBowen (\\qwarc220mega'\BSD_UsersS) (U) » Test Project v, o O Search Test Project

Organize « Mew folder SEEER S | 0
A

Maonthly Inspection Totals MName Date modified Type

Accela Scripting A-111 N. Frant Test Project Adobe Acrobat D...
Outputs J-111 N. Front ComCheck

rscripts

Adobe Acrobat D...

Zoning Update
@ OneDrive - Personal

~ [ This PC
8 30 Objects
[ Desktop
ﬁ Documents
* Downloads
D Music
&=| Pictures
B videos
‘i 0SDisk (C2)
== BSD_gis3.2 (NQWARC220MEGA) (H:)
== dev HACS (\QWARC220MEGA) (M:)

= NEV Metaman MOWARC I Imena) (00 S >

File name: | "J-111 M. Front ComCheck" "A-111 N. Front Test Project” V‘ All Files i

e Next, verify that the plans that were attached are categorized as “Electronic Plans”, then click
the “Save” button

Type: *

Elactronic Plans A <:

File:
A-111 N. Front Test Project.pdf
100%

Type: *

Electronic Plans A

File:
J-111 M. Front ComCheck.pdf
100%

e Once the documents have been successfully saved, click the “Continue Application” button

o If documents were forgotten, click the “Add” button to repeat the previous steps

City of Columbus | Applying for commercial or multi-family building permit
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The maximum file size allowed is 20MB

html;htm;mht;mhtml are disallowed file types to upload.

Name Type Size Latest Update Action
J-111 M. Front -

ComCheck.pdf Electronic Plans  588.37 KB 01/27/2022

ALILNL Front g tonic Plans  588.37 KB 01/27/2022

Test Project.pdf

Continue Application »

e Review and verify that all of the information provided is accurate

o If any piece of information needs to be modified, click the “Edit” button next to the
appropriate section to update what was originally entered

Record Type

Alteration | Commercial

After-Hours Contact

Would you like to request an
after hours review:

Address

No

111 N FRONT 5T
COLUMBUS OH

Parcel

Parcel Number: 010018405

owner

CITY OF COLUMBUS
S0 W BROAD ST

e Next click the checkbox indicating that all of the information is accurate, then press the
“Continue Application” button

I certify that I have read and understand the instructions that accompany this application and that the statements made
as part of this application are true, complete, and correct and that no material information has been omitted. By
checking the box below, I understand and agree that I am electronically signing and filing this application.

By checking this box, I agree to the above certification.

Date: 01/27/2022

City of Columbus | Applying for commercial or multi-family building permit
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Congratulations! You have successfully submitted an application to have a building permit reviewed
electronically. The application number can be found in the middle of the screen. Use that number to
check back on the project during the review by clicking “Building Applications” link when hovering over
the “Search” button in the tool bar.

Your application has been successfully submitted for review.

Please contact

datagroup@columbus.gov
if you encountered any technical issues. For other inquiries, please contact

afterhoursreview@columbus.gov

Thank you for using our online services.
Your Record Number is ALTC2202012.

Fees are not required upon your initial application. Once a member of our team verifies your
application, you will receive an email with instructions to pay the fees associated with the permit
application. Fees must be paid before the review can commence.

After all fees have been paid, the project will be assigned to a reviewer who has thirty days to issue a
plan approval or corrections letter. Plan approval does not mean permit issuance. Once approved, the
customer service team will confirm the record is complete, accurate, and paid for, before issuing the
permit. Once the permit is issued, the applicant and contractor will receive an email notifying them the
approved plans, plan approval letter, inspection checklist, and permit are available for download.

City of Columbus | Applying for commercial or multi-family building permit
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UPLOADING DOCUMENTS IN RESPONSE TO A CORRECTION LETTER

To submit drawings for review after receiving a correction letter, follow the steps outlined below
[ )

Navigate to the City of Columbus Citizen Access Portal via the link below:
o columbus.gov/ca

Next, under the Building header, click “Search Applications and Permits”
o)

*Note: It is not necessary to log in to upload corrected drawings

To get started, select one of the services listed b

Building Engi
Search Applications and Permits Seal
Schedule an Inspection

Enter the permit application number in the “Application/Permit Number” field, then click the
“Search” button

General Search

Application/Permit Number Record Type:
ALTC2202012| Selact—-
Start Date: End Date:
01/28/2019 01/27/2022

Click the “Record Info” dropdown box, and select “Attachments”

City of Columbus | Uploading documents in response to a correction letter
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Record ALTC2202012:
Alteration | Commercial
Record Status: Active - ERP

Record Info « Payments v Custom Component

Record Details on - such as attachments, click the drop down menu labeled "Record I

Processing Status dlick the "Record Info” drop down menu, and select "Inspections”
Related Records

Attachments <€ |

Inspections

e Next, click the “Add” button to attach the plan sets/sheets that will be reviewed
o Before adding the plans, confirm that the submission conforms to the specified
submission standards, which can be found on our website of by clicking the link the
header description

e From the upload dialogue window, select the files to upload and click the “Open” button
o *Note: you can multi-select to upload more than one file at a time by holding down the
“Ctr!l” button, while pointing and clicking on the individual files to upload

P Open
« - 4 » ThisPC » MSBowen (\\qwarc220mega\BSD_Userss) (Us) » Test Project v O Search Test Project
Organize * MNew folder B » [ 9
~
Monthly Inspection Totals ~ Name Date modified Type

Accela Scripting A-111 N. Frant Test Project

Outputs J-111 N. Front ComCheck
rscripts

Adobe Acrobat D...

Adobe Acrobat D...

Zoning Update
@ OneDrive - Personal

~ & This PC
J 3D Objects
[ Desktop
[£] Documents
3 Downloads
D Music
&=/ Pictures
B Videos
5 OSDisk (C)
== BSD_gis3.2 (NQWARC220MEGA) (H:)
= dev_HACS (\OWARC220MEGA) (M:)

= NFV hetaman MOWART 2 20mena) (00 S >

File name: | "J-111 N. Front ComCheck” "A-111 N. Front Test Project” V‘ All Files ~

o Next, select “Electronic Plans” from the dropdown box for each of the uploaded files
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o *IMPORTANT: Failure to properly categorize the submissions as electronic plans may

result in processing delays

Type: *

Elactronic Plans A <:

File:
A-111 N. Front Test Project.pdf
100%

Type: *

Electronic Plans

File:
J-111 M. Front ComCheck.pdf
100%

e Finally, hit the “Save” button to complete the upload
o If documents were forgotten, click the “Add” button to repeat the previous steps

Congratulations! The corrected plans have been successfully uploaded. Your plans examiner will be
notified of the submission, and the review will then start.
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