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APPLYING FOR A 1,2,3 FAMILY ROOF, SIDING, WINDOWS, AND DOORS PERMIT 

 

The following describes how to purchase a permit for roof, siding, windows, and door replacements. At this time, 

the online Citizen Access Portal only supports permits for 1, 2, 3 family structures.  

 

Begin by logging into the Citizen Access Portal by entering user credentials into the login boxes on the left 

side of the home page. LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ƭƻƎƛƴ ŎǊŜŘŜƴǘƛŀƭǎΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ά/ǊŜŀǘƛƴƎ an Account User 

Manualέ ǳǎŜǊ ƎǳƛŘŜΦ 

 

hƴŎŜ ƭƻƎƎŜŘ ƛƴΣ ŎƭƛŎƪ ǘƘŜ άPurchase Permit or Inspection Tripέ ƭƛƴƪ. 
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After reading the Privacy Policy, cƭƛŎƪ ǘƘŜ ōƻȄ ƛƴŘƛŎŀǘƛƴƎ ǘƘŀǘ ȅƻǳΩǾŜ ǊŜŀŘ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ policy, then 

press ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέΦ 

 

Select the applicable license from the drop down list, then press ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέ. 
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o If you need to add a license to your ǇǳōƭƛŎ ǳǎŜǊ ŀŎŎƻǳƴǘΣ ȅƻǳ Ŏŀƴ Řƻ ǘƘŀǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ŎŎƻǳƴǘ 

Managemeƴǘέ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ǇŀǊǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴ. 

 

Select ǘƘŜ ŎŀǘŜƎƻǊȅ άмΣнΣо CŀƳƛƭȅέ from the drop down listΣ ǘƘŜƴ ǇǊŜǎǎ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέΦ 

 

The available records will then be displayed depending on your selection. Choose άwƻƻŦΣ {ƛŘƛƴƎΣ ²ƛƴŘƻǿǎΣ 

Doorǎ tŜǊƳƛǘ μ мΣнΣо CŀƳƛƭȅέΣ ǘƘŜƴ ǇǊŜǎǎ ά/ontinue Applicationέ. 
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Enter the work location of your project by specifying the address number, street name, and unit number 

(if applicable). ¢ƘŜƴ ǇǊŜǎǎ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ. If the address is valid, the remaining address and parcel 

ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ǇƻǇǳƭŀǘŜΦ ¢ƘŜƴ ǇǊŜǎǎ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέΦ 

¶ Note that if your project is identified as outside the City of Columbus, you will be 

prevented from proceeding 
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9ƴǘŜǊ ǘƘŜ ƻǿƴŜǊǎƘƛǇ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ǇǊŜǎǎ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέΦ 
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LƴŘƛŎŀǘŜ ǘƘŜ ǎŎƻǇŜ ƛǘŜƳǎ ǘƻ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ȅƻǳǊ ǇŜǊƳƛǘ ōȅ ŎƘŜŎƪƛƴƎ ά¸Ŝǎέ ƴŜȄǘ ǘƻ ŜŀŎƘ ƛƴŎƭǳŘŜŘ ƛǘŜƳΦ tǊŜǎǎ 

ǘƘŜ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέ ōǳǘǘƻƴΦ  

¶ Note that each scope item you specify, will take you to a dedicated page where more 

information will be required. 

 

Answer required questions for each specified scope itemΣ ǘƘŜƴ ǇǊŜǎǎ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέΦ  
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¶ The questions below only apply to roof and windows scope items. 
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tǊƻǾƛŘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ǇǊŜǎǎ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέΦ 

¶ If you are aware that your project requires a certificate of approval or appropriateness 

ό/h!ύΣ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ά¸Ŝǎέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ you to upload an electronic copy 

of the COA.  

¶ LŦ ȅƻǳ ŀǊŜ ǳƴǎǳǊŜ ƛŦ ȅƻǳǊ ǇǊƻƧŜŎǘ ǊŜǉǳƛǊŜǎ ŀ /h!Σ ŎƭƛŎƪ άbƻέ ŀƴŘ ȅƻǳ will be notified via 

email if required. 

 

 
 

Select the applicant and licensed professional for this application.  

¶ The licensed professional information should pre-populate based upon the license you 

selected at the start of the application.  
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After the ŀǇǇƭƛŎŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ŀǘǘŀŎƘŜŘΣ ǇǊŜǎǎ ǘƘŜ ά/ƻƴǘƛƴǳŜ !ǇǇƭƛŎŀǘƛƻƴέ ōǳǘǘƻƴΦ 

 


