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Online Submittal Process  
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Go to: https://chandleraz.gov/clics/ 
 
Log in or register for an account: 

 
 
Click on “Apply for a Permit/Plan Review:” 
 

 
To ensure plans are accepted, applicants are highly encouraged to read the 
requirements for an electronic application.  
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Next, please read the disclaimer and click “Continue Application:” 
 

 
 
Select Utility Permit then click “Continue Application:” 

 
 
 
 
Input the Project Name and Project Description information, then click “Continue 
Application:” 
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Next, enter the address for the work is occurring. For work in the right-of-way that is 
not associated with a specific project location or address utilize the closest address 
to the project or for annual blanket permits utilize 0 E Permit Pl: 

 
Less is better when it comes to this search screen as this search will only find official 
addresses already registered in the system. In this example only the Street Number 
and the first letter of the Street Name have been entered:  
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Result example: 

 
 
 
 
Selecting a location will automatically populate other fields: 
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Next scroll down and click “Continue Application:” 

 
Input Applicant Information by selecting, “Select from Account” or create a new 
applicant by selecting “Add New.” Then click “Continue Application:” 
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Select permit class type: 

 
 
Class Type help can be found by clicking on the “?” to the left of the dropdown: 

 
 
 
 
Enter the Utility Job # (required for Class 4-7) and the CIV No (if applicable – a CIV 
might be required for a large pipeline or duct bank project): 
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Next, enter ALL of the quantities for any and all work being performed in the right-
of-way or in a utility easement. For a permit application to be considered complete, 
ALL construction and restoration quantities must be entered. Permits without 
quantities will not be accepted. Please pay attention to the units; some are in feet 
and others are in yards for example: 
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For long bores where the number of bore pits is not yet known or relief pits are going 
to be needed City staff will estimate a 2’ wide by 4’ long bore/relief pit for every 500’ 
of boring unless those pits are shown on the plans. 
 
Please note that ALL QUANTITIES ARE REQUIRED for the City of Chandler to be able to 
account for all work within the right-of-way and utility easements. So, even if a 
company has a franchise agreement that covers the payment of fees through 
another avenue such as a percentage of gross revenues all quantities must still be 
included. 
 
After ALL quantities are input, click “Continue Application”. 
 
Next, upload project plans and any additional documents, as applicable. Additional 
documents might be Permit Application Supplemental Forms, Photos of the site – to 
include at least 3 angles with a cone showing where equipment is going, Letters of 
Authorization, Utility Pole Attachment Clearances, Geotech Reports, Structural 
Calculation, Title Work, etcetera.:  

 
 
When uploading documents please provide a description of the document in the 
description box and indicate which submittal you are uploading. If the document is a 
revision (e.g. a resubmittal after a permit has been approved) please include 
“REVISION – ” in front of the description and send an email to 
plans.coordination@chandleraz.gov as revisions don’t automatically alert the permit 
counter the same way resubmittals do. See the section below on RESUBMITTALS AND 
REVISIONS for a step-by-step example or for more information if needed. 
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Please note that only the work shown on the plan set is what is being permitted. For 
example, if the project includes an underground conduit portion and an aerial cable 
portion and that aerial portion is not included on the project plan set then that 
scope of work has not been permitted and the permittee could be subject to penalty 
fees or possibly permit revocations for performing work without a permit. 
 
After all documents are uploaded, click “Continue Application.” 
 
Next, review the application, then please read and acknowledge the authorized 
agent, click “Continue Application.” Otherwise, please contact the authorized agent 
and have them submit the permit application:  
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Finally, applicants should receive confirmation that a permit application was 
received and a record number was issued. The record number will be on the bottom 
of the page in blue and is a link to be able to follow the status of the permit as it 
makes its way through the review process: 

 
 
For any questions, please contact the Development Services Department or the 
Telecommunications & Utility Franchise Division at the number listed below. 
 
Other documents related to right-of-way and utility work can be found on the  
Telecommunications and Utility Franchise web page: 
https://www.chandleraz.gov/government/departments/development-
services/telecommunications-and-utility-franchise  
and the 
Development Services web page:  
https://www.chandleraz.gov/government/departments/development-services 
 
 

RESUBMITTALS AND REVISIONS 
 
RESUBMITTALS: 
Should a plan set get rejected and need corrections please upload the corrected 
plans as a resubmittal through the portal. Prior to plan approval the system will 
automatically detect the new document and generate an email to the permit 
counter who will process the corrected plans and route them for a subsequent 
review. If multiple documents require corrections, please wait until all of the 
documents being corrected are ready to be resubmitted and then upload them 
altogether. 
 
To upload documents after an application has already been submitted the user on 
the account for that application will first need to sign in to access the required 
functionality of the system in order to upload a document to an existing permit 
application:  
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Next, click on “Search Permits/Plan Review Status” at the bottom of the page: 
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Then, either check the box to select the permit to be accessed from the list of 
Records and click on the permit number or scroll down and enter the permit number 
into the “Record Number” field and then click the “Search” Button at the bottom: 

 
 

 
 
Next, select the “Record Info” drop down tab and then click on “Attachments”: 
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Then click on the “Add” button and follow the prompts to upload the document. 
 

 
REVISIONS: 
Please note that any significant changes in the field may require a revision and an 
additional review by Engineering prior to work continuing in the field. Please work 
with the City Inspector to determine if a revision submittal is required or not.  
 
If a revision is required, please follow the requirements listed in the plan review 
checklist for clouding the changes to the approved plans. Plans can then be uploaded 
using the same process as is described for a resubmittal above, but the additional 
step of sending an email to plans.coordination@chandleraz.gov must be taken as the 
system will no longer alert the permit counter that new documents have been 
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uploaded after a permit has been approved, otherwise the permit counter would get 
emails anytime an inspection document was uploaded during the construction 
process that they are not required to act on. Please include the permit number in the 
subject line of the email. 
 
Also, when submitting a revision, please include the word REVISION and the date in 
the document filename. 
 
 
 
REVISION VERSUS RESUBMITTAL CLARIFICATION: 
Please note the difference between the term "revision", which is used only after 
plans have already been approved by the City, run into field problems that require 
changes, and have been uploaded for an additional review and the term 
"resubmittal", which is used when plans have not yet been approved, but have been 
sent back for corrections, have been updated, and have been uploaded for a 
subsequent review. Since there is a different process with how the front counter 
processes the different types of requests this clarification helps keep things straight. 
 
Revisions require clouding around the changes that were made to the design and 
resubmittals do not. That is a distinction that is significant for plan reviewers and 
inspectors in the field, but most importantly construction contractors, so that they 
know whether they are working from the correct set of plans or not. 
 
 
More simply put: 
Resubmittal = before City stamps plans approved; no clouding required. 
Revision = after City stamps plans approved; clouding is required. 
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