Apply for a Plan

Applying for a plan online is a convenient use of CSS. This section covers the application process.

1. From the CSS home page, click Apply to view a list of Plans available to be applied for online. You may
select from the list if the plan you want is listed or click All at the bottom of the list to view all available
plans.

GILLETTE

Dashboard MyWork  Today's §

B PERMITS H PLANS 5= LICENSES
» Easement »  Text Amendment » General Contractor
» Right of Way ¥ Subdivision-Minor Building Contractor

Accessory Structure »  Subdivizion Text Amendment Chemical Fire Suppression

»  Right of Way Cut - Approach *  Right-of-Way Vacation Reg Concrete- Mon Structural (Type 2)

* Change of Use Concrete- Structural (Type 11

¥ All[58) All[45)

2. If you clicked on All to view the full list of plans, you will be taken to a page that shows a list of all plans
you can apply for online and a description of the plan.

Dashboard Home Apply» MyWork Today'sinspections Map Report Search@Q  Informational Links v

Application Assistant

Search for application names and keywords

A Al l22 Trending ae My History B LICENSES HE PERMITS

» Show Categories Show My Templates

Administrative Plat

Category Name: Description:
Administrative Plat Administrative Plat

Annexation

Category Name: Description:
Administrative Plat Annexation

Commercial Site Plan

Category Name: Description:
Commercial Site Plan Commercial Site Plan

Planned Unit Development
Category Name: Description:
Plannad Unit Development Planned Unit Development
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3. Asearch for a specific plan can be done in the search bar to narrow down the type of plan.

4. You may start the application process to any of these plans by clicking Apply to the right of the description.

Dashboard Home Applyv MyWork Today's Inspections Map Report SearchQ, Informational Links+

Application Assistant

B

Administrative Plat

Condominium Plat

> Show Categories Show My Templates
Administrative Plat Apply
Category Name: Description:
Administrative Plat Administrative Plat
Annexation
Category Name: Description:
Administrative Plat Annexation
Condominium Plat Apply
Category Name: Description:
Subdvision - Minor Condominium Plat

5. Click Add Location.

Your plan application will now begin. At any time, you may save your application as a draft by clicking
Save Draft in the lower right corner. This will allow you to resume the application later.

Apply for Plan - Administrative Plat “REQUIRED

Locations

LOCATIONS

Add
Location

=+

REQUIRED

Create Template Save Draft Next
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6. Enter the address you would like to add, click the Search Icon next to the right of the search bar

GILLETTE

Dashboard  Home  Apply= Vieww Map Report Search@  Informational Links =

Add Address As ~ 4Back to Application

SEARCH
— )
CE= I '
A/ miesmer §
Parcel: 20140908025 6000005155

_ 201E5TH ST AKA GLOBE

Parcel: MISCPARCEL

201 5TH ST AKA OLA
Parcel; OLA

If the street name has a direction (North, South, East, West) include it in the address search.
Example of search results not using a street direction vs using a street direction:

No Street Direction Example With Street Direction Example
GILLETTE

Cr o=

Add Address As 1 ¥
SEARCH
No results
There were no results found for "201 5th
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7. Click on the address from the list of search results then Apply
8. -OR- click on the parcel on the map and then Add.
If you have more addresses to add, enter only the main address for the project.

GILLETTE

Dashboard Home  Apply Vieww  Map Report Search@Q  Informational L.

Add Address As  Location v

SEARCH

< | 201 E 5th x| Q 7
Apply I'

201ES5THST
Parcel: 20140%9080256000005155

U H ARAGLOB

Parcel: MISCPARCEL

201E 5TH ST AKA OLA 201ESTHST
= Parcel: OLA Parcel: 201409080256000005155
@ Zoom to
9. Click Next.

Apply for Plan - Administrative Plat “REQUIRED

@ 2 -] o -] -] @

Locations B More Inf Attachments Signature Review a

LOCATIONS

Type: Location
201 5TH ST, GILLETTE, WY

Main Address

Parcel Number
201409080256000005155
Main Parcel @

Remove

Create Template
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10. Ensure that the Plan Type is correct, enter a detailed description of your plan application, then click
Next.

Apply for Plan - Administrative Plat ‘REQUIRED
Locations Type
PLAN DETAILS

* Plan Type Administrative Plat

* Description

Create Template Save Draft

11. For any additional REQUIRED contacts, click Add Contact.

Apply for Plan - Administrative Plat *REQUIRED

Locations Type Contacts

CONTACTS

Select Type v

Add
Contact

oot Owner Surveyor

. 3

Jill McCarty (You) Contact Contact

201E5th St + +
REQUIRED

+

REQUIRED

Back Create Template Save Draft Next
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12. Enter the contact name or email address, then click Search next to the search box. Click Add for the
appropriate contact from the search results.

If additional contacts are needed or desired, you may add them by selecting the contact type from the

drop-down menu and repeating steps 11 and 12. Otherwise, click Next.

Enter Manually My Favorites

Sort| Relevance

13. Enter all required additional info, which will vary from plan to plan, as well as any other appropriate
fields, then click Next.

Apply for Plan - Administrative Plat *REQUIRED

Locations Type Contacts More Info

MORE INFO

Proposed Subdivision Next Section| Top | Main Menu

“Total Area of Subdivision [ I

Total Area of Subdivision is required

*Narrative explanation of the
subdivision

Narrative explanation of the subdivision is required.

*Number of proposed lots [ I

Number of proposed lots is required.

Administrative Plat Checklist Previous Section | Top | Main Menu

*Access [ v

Access isrequired.

*Drainage areas [ v l

Drainage areas is required.
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14. For any required attachment, click Add Attachment.

Apply for Plan - Administrative Plat

Locations Type Contacis More Info

Attachments

PL Consent to PL Plat

Subdivide
Add Attachment

+

Supported:
pdf, jpg, png, jpeg, gif, 1iff, doc,d
ocx, s, xdsx, xt

Add Attachment

+

+

Supported: Supported:
pdf,ipg. png, jpeg, gif,1iff, doc, d
ocx, xls, xlsx, bt

REQUIRED REQUIRED

PL Title Reprt

REQUIRED

Attachments

Add Attachment

“REQUIRED

Select Type v

Add Attachment

+

Supported: .pdf, .jpg, .ong, .jpeg,
gif, 4iff, doc, .docx, s, xis,

-pdf, jpg,.png, jpeg, aif,tiff, doc,d
ocx, s, xlsx, bt

Create Template

et .dwag, .csv, .rif, .dxf, .dwf,..

Save Draft Next

15. In File Explorer, navigate to the file you wish to upload, select it, then click Open.

x
D
Search Project

B O @

€ Open
i < v 4 [ > ThisPC » Desktop » Project v o
Organize ¥ New folder
Q [ Desktop A Name Date modified Tpe
] Documents Project Attachment pdf 7/15/2021 8:24 AM Adobe Acrobat D‘.‘]
Locations W Donenloac
Attachments
Supported: v € >

Select a file to preview.

-pdf, jpg, png, jpeg, gif
ocx,xls, xIsx, 1]

File name:

| All Files (**) o

(o) ew

Create Template
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16. For any additional attachments you want to upload, repeat steps 14 and 15 and select the

appropriate type from the drop-down menu if necessary. Then click Next.

Apply for Plan - Administrative Plat

Locations Type Contacts

Attachments

PL Plat
PL Consent to Add Attachment
Subdivide
Project Attachment.pdf +
Size: 245 MB

Supported:
-pdf, jpg, png, jpeq, gif tiff, doc, d
ocx,xs, xlsx,

Remove

REQUIRED

More Info

PL Title Reprt

Add Attachment

=

Supported:
pdf, jpg, png, jpeq, oif, tiff, doc, d
ocx, xls, xlsx,

REQUIRED

Create Template
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Select Type w

Add Attachment

.

Supported: .pdf, jpg, .png, jpeg,
.gif, 1iff, .doe, .docx, xls, .xlsx,
xt, dwg, .csv, .rtf, .cxf, dwf,._

‘REQUIRED



17. Type your name for consent to electronically sign the application
18. Click the Enable Type Signature button on, then type your name again to sign the application.
Then click Next.

Apply for Plan - Administrative Plat *REQUIRED
Locations Type Contacts More Info Attachments Signature

SIGNATURE

| acknowledge the information included is true and complete, and follows the requirements and regulations which govern this application.

[ “ Please type your name as consent to electronically sign this application. John Smith

EraveToesare @ )

_ olin Swith

Create Template Save Draft Next
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19. On the final page, ensure that all the information is correct and click Submit to send your plan
application in. If you do not want to send your application yet, you may click Save Draft so that you may
edit and submit your plan application later.

Apply for Plan - Administrative Plat ‘REQUIRED

Locations Type Contacts More Info Attachments Signature Review and Submit
Submit
Locations
Location 2015TH ST, GILLETTE, WY
Parcel Number 20140%08025
Basic Info
Type Administrative Plat
Description Western Sky
Applied Date 10/05/2021
Contacts
Applicant John Smith
201E5thSt,
Owner JOHNP SMITH
Surveyor JOHN HSMITH
More Info
Proposed Subdivision

Next Section| Top | Main Menu
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