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Before you start

This guide walks SACFD staff and customers through submitting a new permit request in
the First Due Business Portal, start to finish. Have these ready before you begin:

e The site address for the project

e The permit type you need (Construction Application, Food Truck, Hazmat, etc.)

» Your completed application and supporting documents, saved as PDF, or Word

» Files saved unlocked and unsecured. Locked or password-protected plans will delay
your review.

Start the request

Step 1: Open Permits and click Request New Permit

From the Permits page (All Permits - Business Portal), click the blue + Request New
Permit button in the top right. If you have no permits yet, the list will be empty.

+ Request New Permit

Location Location Mode Business Name Permit Number Permit Type Status Status Date Effective Date Actions

No permits yet
Permit requests for your business appear here. If the list is empty, try clearing filters or adjusting your saved view.
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Step 2: The New Permit Request window opens

Two required fields show first: Fire Department (AHJ) and Permit Type. The Next button
stays greyed out until both are filled.

New Permit Request

Fire Department (AHJ) * Permit Type *

Select Issuing Authority v Select Permit Type

Instructions

Step 3: Select the Fire Department (AHJ)

Click the Fire Department (AHJ) dropdown and pick South Adams County FD CO. You
can type in the search box to narrow the list.

New Permit Request

Fire Department (AHJ) * Permit Type *

Search... ~ Select Permit Type

& Clear

Aspen FD

Evergreen CO

Frederick-Firestone FPD CO

South Adams County FD CO

Windsor Severance FD
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Step 4: Select the Permit Type

Click the Permit Type dropdown and pick the permit you need. Options are Construction
Application, Food Truck Application, Hazardous Materials Submittal, Operational
Application, Resubmittal, and Tent & Membrane Structures.

New Permit Request

Fire Department (AHJ) *

South Adams County FD CO

Location and instructions

Step 5: Enter the address

Once the AHJ and permit type are picked, the Address field appears. Start typing the site
address and select it from the search results. The AHJ shows under the address to
confirmit's in our district, and Business Name fills in (greyed out) for the address.
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New Permit Request

Fire Department (AHJ) * Permit Type *

South Adams County FD CO v Construction Application

Address * Business Name

6050 SYRACUSE ST E, COMMERCE CITY, CO, 800... Q Test Assembly

South Adams County FD CO

Step 6: Read the Instructions and download the checklists

Click Instructions to expand it. It lists what has to be in the submittal, plus downloadable
forms and checklists (Plan Review application, Occupancy Classifications Table,
Construction Types, system-specific checklists, and the Sprinkler General Information
Sign). Click the download icon to grab what applies, then click Next.

Key requirements from the instructions:

Use the Occupancy Classification Table and Construction Types Table to fill out the
application correctly

All sprinkler submittals must include a General Information Sign

All files must be electronic, unlocked, and unsecured

All submittals must meet the requirements in the checklists
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New Permit Request X

Instructions ~

When submitting plans for review include the following :
Plan Review Application
Please reference Occupancy Classification Table and Construction Types Table to assist with filling out this application correctly.
All Sprinkler submittals need to include a General Information Sign to be accepted.
Al files need to be submitted in an electronic, unlocked and unsecured state Tor raview. Plans submitted without being unlocked and
unsecured will cause delay in reviews.
All submittals must meet the requirements set forth in the checklists
File Name Actions
South Adams County Fire Department Plan Review application.pdf
High-Pile Storage 8.23 (1).pdf
Private Water Systems and Water Lines.pdf
Clean Agent Systems.pdf
Fire Alarm Checklist.pdf
Construction Types.pdf
Kitchen Hood - Fire Extinguishing Systems Checklist.pdf
Fire Sprinkler Checklist Revised 11.23.pdf
New Building Checklist.pdf
Occupancy Classifications Table.pdf
Sprinkler System- General Information Sign Fillable- Updated.pdf

Cancel Next =

Im&mm&mmmmmm

Fill out the application

Step 7: Check the date and find the required fields

The Permit Application page opens. Application Received Date fills in with today's date.
Application Notes and Attachments are both required; the notes box turns red with "This
field is required” if it's left empty.

New Permit Request X

Permit Application

Application Received Date *

10/27/2026 X

Application Notes *

@ This field is required

Name Format Actions

No data available yet

Try adding new items to the list.

Cancel 4 Back Request Permit
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Step 8: Enter Application Notes

Type a short description of the project or submittal in Application Notes.

New Permit Request X

Permit Application

Application Received Date *

10/27/2026 X

Application Notes *

This is a test
°®
4
Attachments * + Add
Name Format Actions

No data available yet
Try adding new items to the list.

v
Cancel 4 Back Request Permit

Step 9: Click Add to upload attachments

In the Attachments box, click + Add. The Upload Attachment window opens. Accepted
files are JPEG, GIF, PNG, PDF, .doc, .docx, .ppt, and .pptx, up to 64 MB each.

Upload Attachment

[G3)

Drop your document here, or click to browse

image/ipeg, image/gif, image/ong, application/pd, .doc,
-docx, .pp, .PRLX, Up Lo 64MB

Page 6 of 9



How to Request a New Permit in First Due

Step 10: Drop or browse for your file

Drag the file into the box or click click to browse. Wait for the file to show 100%, then
click Close. Repeat Steps 9-10 for each file.

Upload Attachment

&

Drop your document here, or click to browse

image/jpeg, image/gif, image/ong, application/pdf, .doc,
docx, -ppt, PLY, Up o BAMB

South Adams County Fire Department Plan
Review application (2).pdf

100%

0.22MB

s
Avatar

Step 11: Confirm your attachments and click Request Permit

Each uploaded file shows in the Attachments list. Use the eye icon to preview a file or the
trash icon to remove it. When everything is there, click Request Permit.

New Permit Request X

Permit Application

Application Received Date

10/27/2026 X B

Application Notes *

This is a test
°®
2
Attachments * + Add
Name Format Actions
South Adams County Fire Department Plan Review application (2).pdf pdf @ W

v
Cancel & Back Request Permit
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Submit

Step 12: Confirm your submission

A Confirm your Submission window asks you to check that everything is accurate and
complete. Changes may not be possible after submitting. Click Back to fix anything, or
Submit Permit to send it.

Confirm your Submission

jon in your permi

is accurate and complete before
submitting. Once submitted, changes may not
be possible.

Back Submit Permit

Step 13: Note your permit number

A green Success message shows your reference number (format: SACFC-YYYY-
##t#####). The permit now appears in your Permits list with status Submitted and today's
status date. Click the eye icon on the row to view it later.
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B Permits + Request New Permit
All Permits (Business Portal) ~ -+ <7 Filter
Location Location Mode Business Name Permit Number Permit Type Status Status Date Effective Date | Actions
6050 SYRACUSE ST E, COMMERCE CITY, CO, 80022 Standard (Stree...  Test Assembly SACFC-2026-0000236 Construction Applic... Submitted 10/27/2026 @
© Success
Your permit request has been x

successfully submitted. Reference
#SACFC-2026-0000236
4 > .
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Common hang-ups

« Next button is greyed out: both Fire Department (AHJ) and Permit Type have to be
picked.

« Can't click Request Permit [ red field: Application Notes and at least one attachment
are required. Make sure you attach all required attachments before submitting.

» File won't upload: check the type and that it's under 64 MB.

» Review delayed: plans were locked or password-protected. Resubmit unlocked,
unsecured files.
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