
Community Development Permitting Program,  

Civic Review Standard Operating Procedures 

 

Purpose: 

To show a step-by-step procedure on how to enter any Community Development permit or to help a 
customer when applying, as well as handling the monies from the permits. 

 

Related Topics: 

 

 

 

 

• Building Permits 
▪ New Residential 
▪ New Commercial 
▪ Commercial Remodel 
▪ Residential Remodel 
▪ Commercial Tenant Finish 
▪ Electrical 
▪ Fence 
▪ Irrigation 
▪ Mechanical 
▪ Plumbing 
▪ Pool 
▪ Roof 
▪ Shed/Garage 
▪ Commercial Other 
▪ Deck 
▪ Basement Finish 
▪ Demolition 
▪ Solar 

• Construction Permit 
• Right-of-Way 
• Variance 
• Searching for business license 
• Scheduling Inspections 

 

• Planning and Zoning 
▪ Rezoning 
▪ Ordinance Amendment 
▪ Special/Conditional Use Permit 
▪ Temporary Use Permit 
▪ Preliminary Plat 
▪ Final Plat 
▪ Lot Split 
▪ Preliminary Development/Site 

Plan 
▪ Final Development/Site Plan 
▪ Site Plan 
▪ Vacation of Right-of-Way or 

Easement 
▪ Future Land Use Map 
▪ Land Disturbance 
▪ Annexation 

• Floodplain Development 
• Sign Permit 
• Certificate of Occupancy 
• Final and close Permits 
• Finding parcel number 

 
 

  



How to apply for a permit: 

1. Visit the City Website www.cityofgrainvalley.org 

 
 

2. Click on Building Permits in the top blue bar.

 
 
 

http://www.cityofgrainvalley.org/


3. Select the permit you wish to apply for.

 
 
See next page for more selctions. 



 



4. Fill in the Applicant Information page with proper information.  All boxes must be filled 
in. (If the answer is not known “N/A” can be typed in to proceed. This can be corrected in 
the review stage.) 

 

 
Click Save & Continue when completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Fill in the Mailing Address page. (If the answer is not known “N/A” can be typed in to 
proceed. This can be corrected in the review stage.) 
 

 
Click Save & Continue when completed. 
 
 

6. Fill in the Sign Company page with proper information.  All boxes must be filled in. (If the 
answer is not known “N/A” can be typed in proceed. This can be corrected in the review 
stage.) 

 
Click Save & Continue when completed. 



7. Fill in the Location of Sign page with proper information.  All boxes must be filled in. (If 
the answer is not known “N/A” can be typed in proceed. This can be corrected in the 
review stage.) 

 

 
Click Save & Continue when completed. 
 

8. Fill in Sign Details page.  (If the answer is not known “N/A” can be typed in proceed. This 
can be corrected in the review stage.) 

 

 
Click Save & Continue when completed. 



9. Fill in Sign Construction page.  (If the answer is not known “N/A” can be typed in 
proceed. This can be corrected in the review stage.) 

 

 
Click Save & Continue when completed. 
 
 
 
 
 
 
 



10. Fill in Permanent Sign Construction page.  (Attach detail drawings and scaled 
elevations here.) 

 
Click Save & Continue when completed. 

 
 

11. Review the Fees page confirming all information is correct.  
 

 
Click Save & Continue when completed. 

 

 
 
 
 

 



12. Sign customers name. 

 
Click Save & Continue when completed. 
 

 
13. Review all information. If everything is correct click Submit Application at bottom of the 

page. 
 
 
 

 


