COMPASSKC gz

CITY SERVICES AT YOUR FINGERTIPS

HOW TO APPLY FOR RESIDENTIAL HOMEOWNER PERMITS

1. Login to Compass KC as a registered user and go to Apply tab or click the Apply icon on home
screen. Select Permits and the All option at the bottom of the column.
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2. Inthe Application Assistant screen select Permits tab.

Application Assistant

Search for application names and keywords

Category Name:
Building - Commercial

A Al 2 Trending 20 My History B LICENSES B PERMITS H PLANS
» Show Categories Show My Templates
Blasting Motification Asply
Category Name: Description:
Blasting Motification {5tate of MO Choose this option if you are performing basting in the City Limits of Kansas City, Missouri and the State of
Required) Missouri has required as part of regulating your blasting activity that you provide notification to the City Kansas
City, Missouri. This record is maintained by the Kansas City Fire Department.
Fast-Track - Metal Studs Only Anply

Description:

Chease this option if applying for a permit to commence ‘at-risk” metal stud framing work only, prier to approval
of plans on commercial projects. See Information Bulletin #151 at kemo.gow/planning for complete information --
acompleted 'STATEMENT OF UNDERSTANDING' must be included using the " Attachment” icon.

3.

In the search bar type in the permit you are searching for, if unsure scroll down through

all permit types or select Show Categories to see a full listing of permit by category

Application Assistant
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4. When you have located the desired permit type, select Apply.
Application Assistant

Residential Furnace

“ l=* Trending 20 My History B8 LICENSES B PERMITS

B PLANS
> Show Categories Show My Templates
Residential Furnace Apply
Category Name: Description:

Building - Mechanical Choose this option when installing or replacing a residential furnace or furnance plus air conditioner (i.e. single
family house, duplex, or townhouse per the IRC - International Residential Code).

5. Add Location screen will appear. Click the Add Location + icon.
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Locations

LOCATIONS

Provide the physical address of project location. There are 2 options for searching and adding locstion:

1 Enter the city addressinto the search field, located correct address, add location from search to application.
2. Enter the Parce! Id Number [PIN], from city parcel viewes, into the search field, locste parcel, add locstion from search to spplication

Mote: Manual entry should only be Lsed when the property is un-plattad or not addressed yet by city.

Add
Location

<+

REQUIRED

Create Template

1. The Add Location screenwill appear.
2. Enter the full address and click on the magnifying glass.

Tip: When entering the address, do not use periods. Write E instead of East, and St instead of

Street. Please include "th", "nd" and "rd" to the end of numbered streets. Example: 123 NE
Maple Ave or 508 W 23rd Rd.
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6. A list of addresses containing the search criteria will appear below the search field.
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7. Select the box to the left of correct address and select Apply in the upper left-hand corner OR
select the “+ Add” option from the address information located on the map.

<  414E12th St x| Q X %K %

414 E 12th St

Parcel: 12614
Owner: City of Kansas City

8. Under the Permit Detalils, type in the project details into the Description field.

PERMIT DETAILS
“Permit Type Residential Furnace

Description

9. Inthe Contacts section it will show you as the Applicant and that a Business (Licensed Contract) as
REQUIRED. Select this field to Add.

CONTACTS

licant . . Applicant
App Business (Licensed

" ' Contractor)
Add

Homeowner (You) Contact

Add
Contact

City of Kansas City

414 12th Street, Kansas City, +

MO, , 64106

+

REQUIRED

10. In the search field enter “Homeowner” and select search. From the search results locate
“CPD Homeowner and select add option. You have now met the requirement. Select the Next
option

Search |homeowner a
Sort  Relevance
Favorite First Name Last Name Address Company Email Action
ﬁ CPD Homeowner 414F 12th StFL5 CPD-Homeowner oa»
Kansas City MO
64106
. Bob Homeowner A14E12thStFL11 homeowner@gee.com m_




11. More Information screen - Review the Acceptance statement and then select | Accept form the
drop down.

12. Enter the Permit Valuation for all items will be required, enter “0” into all fields that are not
applicable for the permit you are applying for. Enter total valuation into the Value Used in Fee
Determination field at the bottom of page.

13. On the Attachments step attach the completed HOMEOWNER’S AFFIDAVIT FOR ISSUANCE OF
BUILDING TRADES PERMITS form, found in IB146 Homeowners Exception. Once attached,
select the Next bottom at the bottom of the screen. Note: if attachments are required and are not
attached the application will not be reviewed.

Apply for Permit - Residential Furnace ‘REQUIREDY

Locations Type Contacts Mare Info Attachments

Attachments

click or drag files

Add Attachment

+

14. Review the application data and select the Submit option when complete.

15. A message will be displayed at the top of screen showing that your submittal was successful.

Submission Forms = Apply=  Helpful Resources>  View=  Parcel Viewer Repart  FesEstimator  Search@  Help@®  Calendar (@

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

Permit Number: CPMR-2019-00505
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Fees

16. After permit is approved you will receive notification, via email, with instructions to follow for making
payment. A pdf copy of the permit will be available under the attachments tab the day after the fee

is paid.
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