City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Prior to submitting a request, note the following:

Any Temporary Street Use permit submittal requires at least 3-5 business days lead time.
Certificate of Insurance, with the City of Fort Worth, listed as an additional insured.
Traffic Control Plan that fits location is required (CFW TCP Packet: PG 32 (A-2) (fortworthtexas.gov) )
o NOTE: Site Specific TCP’s must be Signed & Sealed (engineer stamped) for acceptance.
If the request requires a full and/or partial street closure, approval from our Senior Traffic Engineer is
required prior to processing.
If project is construction based, or utilizing heavy duty industrial equipment, the permit must be
processed by The City of Fort Worth Senior Traffic Engineer.
$112.50 Permit Fee

Steps for submitting for a Street Use Other permit request on-line:

Step 1: Log into Accela Citizen Access: https://aca-prod.accela.com/CFW /Default.aspx

Step 2: Click on Street Use, then Click on Create an Application. Check the box and Click Continue Application.
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Logged in as:Tommy Davis My Projects ™ Cart (0)  Reports (1) ¥ Account Management

will accept ALL forms of payment online. This includes credit cards, checks,
and debit cards.

Search... H‘

This means that the payment portal in ACA will have a different appearance,
however, all customer payment details will continue to remain secure and
confidential.

Please note that when making payment, the maximum limit for credit card
transactions is $25,000.

Home  Dewvelopment Fire GasWell Planning BEus=40-0  Infrastructure  more ¥

Create an Application Search Applications Schedule an Inspection

Online Application

Wealcome to Agency's Online Permitting System. Using this system youw can
submit and update information, pay fees, schedule inspections, track the status
of your application, and print your final record all from the convenience of your
home or office, 24 hours a day.

Plaase "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer

- »

While the Agency attempts to keep its Web infermation accurate and timely,
the Agency neither warrants nor makes representations as to the
functionality or condition of this Web site, its suitability for use, freedom
from intarruptions or from computer virus, or nen-infringement of
proprietary rights. Web materials have been compiled from a variety of
sources and are subject to change without notice from the Agency as a result
of updates and corrections. -

| have read and accepted the abowe terms

Continue Application =
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https://www.fortworthtexas.gov/files/assets/public/v/2/tpw/documents/trafficcontrolplans.pdf
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City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 3: Expand the Street Use list and select Street Use Other and Click Continue Application.

Home  Development Fire GasWell Planning RSG==4U Infrastructure more «

Create an Application Search Applications Schedule an Inspection

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
+ Street Use

() Metwork Mode Permit

() Strest Cut Permit

() Street Use Filming

() Strest Use Franchise |Hility Permit
% Strest Use Cthar

() Strest Use Parkway Permit

() Transpaort Facifty Permit

Continue Application »

Step 4: APPLICANT contact information, Click on Select from Account and information will auto-populate from
information your account is registered with. If information needs changed, Click on Edit (another window will
open), then fill out the highlighted fields.

Applicant

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link

Select from Account m

Contact Information

* First: Middle: *Last:
John Smith
Name of Business: * E-mail:
OPTICNAL John, Smith@yahoo.com
* Address Line 1:
1234 Main St.
John Smith _ :
* City: *State: *Zip:
OPTI DNAL Fort Warth T v 76102
John.Smith@yahoo.com
Home DhOﬂEZ Home Phone: Work Phone: Maobile Phone:

Mobile Phone:555-555-5555
Work Phone: 214-316-4508
Fax:

555-555-5555
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City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 5: 24 HOUR CONTACT: Repeat Step 4.
24 Hour Contact

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.
R\
Add New

/0
Select from Account -

Step 6: CFW Contact: Click Select from Account, as this is a Required
e The CFW reviewer will revise information to reflect their information.
CFW Contact

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.

Select from Account

Step 7: Review the information and Click the Continue Application button.
Home Development Fire GasWell Planning Infrastructure  more -

Create an Application Search Applications Schedule an Inspection

Street Use Other

1 Step1 2 Review 3 Pay Fees 4 Record lssuance

Step 1:S5tep 1>Page 1

* indicates a required field.

Applicant

To add new contacts, dick the Select from Account or Add New button. To edit a contact, click the Edit link.

+ Contact updated successfully.

John Smith

OPTIONAL
John_Smith@yahoo.com
Home phone:

Maobile Phone:555-555-5555
Work Phone: 214-316-4508
Fax:

Edit Remove

24 Hour Contact

To add new contacts, dick the Select from Account or Add MNew button. To edit a contact, click the Edit link.

' Contact updated successfully.

John Smith

OPTIONAL
John_Smith@yahoo.com
Home phone:

Maobile Phone:555-555-5555
Work Phone:

Fax:

Edit Remove

CFW Contact

To add new contacts, dick the Salect from Account or Add MNew button. To edit 2 contact, click the Edit link.

« Contact updated successfully.

John Smith

Atmos

John Smith@yahoo.com
Home phona:

Mobila Phone:555-555-5555
Work Phone:

Fan:

Edit Remowa

_ —
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City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 8: Detail Information: Enter information in the highlighted fields, the Scroll down.
Detail Information

Application Mame:
ABC Moving - Lane Closure

General Description:

Test Permit

Detailed Description:

Temparzry Left Lane and Parking Lane closure for
loading meowving van on 07/18/2024 from 9:00 2.m. to
4:00 p.mi.

Step 9: Custom Fields: Enter only the information that applies.
e For this example, the first 4 fields associated with a City Project.
e Select or Enter an option to indicate the Work Being Done.
e Scroll down to Custom Lists section and follow the next steps.

Custom Fields

SU_CLOSE %Complete ONLY if lane closures are associated with a City Project |

City Project Number: | Only enter the 6 digit CP Number if work is associated with a city project.

HOE: Ispsctor: Only enter the full name of the City Inspector over the CP Project.

MAPSCO:

DOE Inspector

st Only enter the phone number of the City Inspector over the CP Project.
one:

Building Permit T :
Numbe?‘, Provide if applicable

Site Plan: Provide if applicable

Work Being D
iy Check the boxes that apply if associated with a City Project

Water:
Sewer:

Storm Drain:

88 8 a8

Signalization:

Other Description: | o rary Lane Closure | Provide a description if work is NOT assocaited with a City Project
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City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 10: Custom Lists: Click on Add a Row (another window will open) and provide the information for all except

Asset ID, then click on Submit.

o Ifeverything looks good, Click on Continue Application OR Add a Row to add an additional location, Edit
Selected if needs corrected, Delete Selected if needs removed.
e Council District Map Council District - Welcome to the City of Fort Worth (fortworthtexas.gov)

o lookup the Mapsco number using OneAddress: 07-cfw-mapsco-lookup.pdf (fortworthtexas.gov)

Custom Lists

LOCATION

Showing 0-0 of 0

Asset/ Council Street Block Block From To ROW Begin End Mon - Sat sSun
[»] District Name Start End Street Street Date Date Fri Time Time Time
Mo records found.
Add a Row | v Edit Selected Delete Selected
LOCATION
Asset ID: Council District: Street Name:
|>—<| | 9 W 10th St.
Block Start: Block End: From Street:
| 311 | | Monroe St.
To Street: ROW: Begin Date:
| Taylor St. | One Lans | 07/19/2024
End Date: Mon - Fri Time: Sat Time:
| 07/19/2024 | 9:00 AM to 4:00 PM | NA
Sun Time:
| NA
Custom Lists
LOCATION
Showing 1-1of 1
- Mon -
Asset Council Street Block Block From To = = Sat Sun
| D District Name Start End  Strest  Street ROW Begin Date End Date P Time Time
w 9:00
Monroe Taylor AM to -
[—‘ 9 é?th i St. St 07/19/2024 07/19/2024 4:00 NA NA Actions
: PM
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https://www.fortworthtexas.gov/government/districts
https://www.fortworthtexas.gov/files/assets/public/v/1/tpw/documents/tpw-inspectors/07-cfw-mapsco-lookup.pdf

City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 11: Attachment: Be sure that ALL documents are in ONE attachment for review.
e (lick Add (another window will open) to Upload the required documents.

Home  Development Fire GasWell Planning RS{CEAIEEN Infrastructure  more «

~

Create an Application Search Applications Schedule an Inspection

Street Use Other
1 Step 1 2 Review 3 Pay Fees 4 Record Issuance
Step 1:Step 1>Page 3
* indicates a required field

Attachment

The maximum file size allowed is 1000 MB
.htm;.htmL.mht.. mhtmlade;adp:bat:chm;cmd;com;cpl:exe:htains:isp:jar:js:jse:lib:Ink:mde;msc:msp:mst:php; pif:scr;sct:shb;sys:vb:vbe vbs:vxd;wsc:w.
are disallowed file types to upload.

4 4
Name Type Size Latest Update Action

No records found.

_ Continue Application »

e (lick Add and select a file, then Click Open

File Upload

The maximum file size allowed is 1000 MB.

htm:.html;.mht:

are disallowed file types to upload

@ ope

& “ 4 || « Desk.. » CONTERRA PROJE... ~|® | Search CONTERRAPROJECTS 2

Organize v New folder = m @

A O Name Status Date |

&l Pictures
ﬁ [ ThisPC [ UT24-02447 P-024930_Mojave-Calmont_73L. @
¥ 30 Objects [ UT24-02516 P-024932 PACKET Benbrook-Kermi.. ©
|

m 9 Deskeop I UT24-02652 P-024936 Eastsidle 76-78 Q
| [ UT24-02757 P-024934 Serminary_89M ]

[£] Documents

v <

File name: | UT24-02652 P-024936 Eastside_76- | Al files

Upload from mobile Open

( ———

e Be sure file has uploaded to 100%, then Click on Continue.

File Upload x

The maximum file size allowed is 1000 MB.
-htm;.html;.mht;.mhtml;ade;adp;bat;chm;cmd;com;cpliexe;hta;ins;isp;jar;js;jse
are disallowed file types to upload

UT24-02652 P-0245936 100%

AN J 4

Page | 6

Revised 10-01-2024



City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

e Enter a brief description of the documents that have been uploaded. Minimum required documents:
o Permit Application Form
o Copy of your COI (Certificate of Insurance)
o Traffic Control Plan associated with the proposed work/impact to streets and sidewalks.
e (lick on Save.
Attachment

The maximum file size allowed is 1000 MB.
Jhtm;.html;.mht;.mhtml p m
are disallowed file types to upload

p vains;ispijar;js;jse:li msp;mst;php;pif:scrisct;shb;sys:vb;vbe;vbs,vxd;wsc;w

A 4
Name Type Size Latest Update Action

No records found.

*Type: Remove

Subrmittal Documentation A

File:
UT24-02652 P-024936 Eastside_76-
78.pdf
100%
*Description:
Permit Application Form -

COI (Certificate of Insurance)
Traffic Control Plan

= 2 =
_ Continue Application »

e Be sure the file successfully uploaded and Click Continue Application, then Click Continue Application.
o Click Add to upload any additional supporting documents (if required/necessary),

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Street Use Other

1 Step 1 2 Review 3 Pay Fees 4 Record Issuance

Step 1:Step 1>Page 3

* indicates a required field

Attachment

The maximum file size allowed is 1000 MB.
[htm; htmk..mht;. mhtml T a;ins; Js:jse:li nsp;mst;php;pif:scrisct:shb;sys:vb:vbe vbs:vxd;wsc;w
are disallowed file types to upload.

4

Name Type Size Latest Update Action
UT24-02652 P-

024936 Submittal

Eastsirial 76 P eI 10.38 MB 07/25/2024 Actions v
78 pdf

_ N
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City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 12: Review: Review the information provided. If everything is filled out properly and documents uploaded,

Click on Continue Application.
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City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process for SU Permits

Step 13: Receipt/Record Issuance

e You will receive the following message and the Record Number will be shown so you can reference going

forward.
e Do NOT Click on Print/View Summary as the details provided are not relevant to your request (feature not
properly working).
Step 3:Receipt/Record issuance
Receipt
Your application(s) has been successfully submitted
Please print your record(s) and retain a copy for your records.
[ S ey
No Address
[IRETEENR S TR
NEW SUBMITTAL COMPLETE
CONDITION NOTICES:

e Watch out for any Condition Notices if there is something that needs addressed/revised.

e  When uploading revisions, be sure to compile ALL required/revised documents into ONE attachment for
review (.PDF format).

PERMIT FEES:

e $112.50 Permit Fee must be paid for on-line in ACA prior to permit being Issued and sent to you.

SUBMITTAL NOTIFICATIONS / EXTENSION REQUESTS:

e Send an email to the group address zz TPWROWMPermits@fortworthtexas.gov with the subject

line reading: New Permit Submittal for SU# or if requesting a Permit Extension, subject line should
read: Permit Extension Request for SU#
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