
How to submit a Demolition Permit 
1. Under Building, select “General Permit” 

 
 

alex.sanchez
Rectangle



2.   The “Pre-Submittal” meeting will open allowing you to connect this project.  Check 
either the “yes” or “no” bubble.  
 
Click Save and Continue at the bottom to proceed to the next page. 
 
 

 
  

alex.sanchez
Rectangle



 
3.  Enter the address, parcel number, or location details of the property.  The parcel 
number may be obtained by going to the Pitkin County Assessor website.  
 
 
Press Save and Continue to proceed to the next page. 
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4. The “General Permit Application” screen will open. Please fill out all the information 
requested on every line.  
 
 

 
 
NOTE:  Be sure to click on the type of permit being requested at the bottom of this page 
(Demo Radio Button)  
 
Press Save and Continue to proceed to the next page. 
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5.  The Demo Permit Application Form window will appear.  Please enter all information 
requested.  
 
Press Save and Continue to proceed to the next page.  
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6. The “Demolition Permit Submittal Checklist” window will open.  Under the column at 
left titled “External User” select any items (by using Dropdown) which must be uploaded 
to your Application.  Any items selected must be uploaded in the next window. 
 

● For a Building Permit Application, there are 3 options provided in the “External 
User” column:  “YES,” “NO,” “N/A” 
*  A “YES” response means:  Yes I have this document and I will upload it. 
*  A “NO” response means: I don’t have it but it’s a required upload 
*  An “N/A” response means: I don’t have it and it is not required.  
 

Press Save and Continue to proceed to the next page 
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7. The Location Information Window will automatically populate based on the property 
information entered earlier. 
 
Press Save and Continue to proceed to the next page 
 
 

 
 
  



 
8.  The next window titled “Upload Electronic Plan Files and Supporting Documents” will 
require you to upload documents pertaining to a Demolition Permit. (i.e. “Existing Sq 
Ft/FAR Drawing” and “Site Plan”) 
 

● Press “UPLOAD” 
● Press “CHOOSE FILE” 
● Then name the file using the drop down menu under “File Type.”   (NOTE:  You 

will NOT be able to proceed to the next page if you have not uploaded the 
required documents.) 

 
Press Save and Continue to proceed to the next page 
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9.  The next window allows you to review your application and make any changes. 
Once reviewed, press submit at the bottom. 
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10. Once your application is submitted, you will see the final Window stating it was 
submitted successfully.  

 
Someone from the Building Department will be in touch with you after submittal. 
 

 


