Planning & Community Development
17500 Midvale Ave N

Shoreline WA, 98133

206-801-2500

pcd@shorelinewa.gov

Electronic Permitting Guide

Applies to all permit and project types. All applications are electronic only — no paper accepted.

Important Links

- Apply via eTRAKIT: https://permits.shorelinewa.gov/eTRAKIT/Search/permit.aspx
« Permit ChecKklists: https://shorelinewa.gov/checklists

« Upload via File Request Pro: https:/filerequestpro.com/up/CityofShoreline

New Users - Create an Account
1. Set Up Your Account
e Ifyou are a contractor and would like your contractor’s license associated with your account, please fill out the
Professional eTRAKIT Account Form online and staff will follow up in 2-4 business days. Follow instructions in
welcome email to set up your password and secret question. Write this down for your reference.
e Ifyou are a homeowner or professional who is not a licensed contractor, please click ‘Setup an Account’ at the
top of eTRAKIT Portal.

Submitting an Application

2. Log into the eTRAKIT Portal
Once you have set up an account, log in to the contractor portal (not the public portal) by using the drop-
down menu in the top bar when logging in.

3. Prepare Documents
Use the submittal checklist for your project - all required documents must be submitted with your application. Files
must be PDF, flattened, not scanned, unlocked, and named correctly. Each required item must be a separate file.

4. Apply for Permit or Request a Pre-Intake Record/Number [PIN]
Log in and select Apply/New Permit. Choose the permit type from the drop-down menu or select Pre-Intake Record
[PIN] if it's not listed. Enter a project description. PIN requests are submitted, and the rest of the intake process is
facilitated by a permit technician. A permit technician will send further instructions by email to complete the
process.

Note: this handout is for informational use only and is not to be substituted for the Shoreline Municipal Code

If applying directly for a permit/project

Fill out the application and upload documents.

Pay for the permit and submit. A permit technician
to follow up with you if additional information is
needed or there are missing items.

Once all required application materials are received,
your permit is assigned to a project manager and
routed for review.
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If requesting a PIN

Wait for an email with upload instructions from a
permit technician.

Upload documents to File Request Pro by carefully
following upload instructions. If applying for
multiple permits, submit each permit’s files
separately. Click 'Send Files' after each set.

Reply directly to your permit technician with an
email referencing your PIN, address, and list of
permits applied for notifying them you have
completed uploading.

Once all required application materials are received,
a permit technician will follow up with payment
information.

After payment, your permit is assigned to a project
manager and routed for review.
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Submitting Revisions

If reviewers determine they need more information or the submitted documentation doesn't meet code requirements,
you will receive a correction letter. This will tell you what is needed to have your project meet compliance with codes.
Once you make the changes, you will submit revised documents to the city.

Respond fully to all correction letter items and have all documents prepared to submit as one package. Piecemeal
responses are not accepted. Include a response letter and name files with version suffixes (_02, _03, etc.) and follow
the City’s naming conventions.

Upload via File Request Pro using your permit number. Enter the password ‘shorelineplans’ and hit Log In. Enter in
the permit number listed above for which you are uploading revised documents, and fill out other fields in the form.
Drag and drop your revised documents into the upload area. After all documents have been added, click ‘Send Files’
to complete the upload. Do this for each permit if revisions are needed for multiple permits. If your correction letter
states that you need to apply for a new permit application or project type, then please follow the instructions for
how to submit a new application. New applications cannot be accepted as part of the revision upload process.

Notify pcd@shorelinewa.gov and cc’ your project manager. This step is critical as our system does not automate
notifications to staff. The email should reference your permit number(s) and site address. Failure to notify will delay
processing.

A permit technician will process your revisions and reach out if items are missing. Once all required application
materials are received, your revised documents are sent to your assigned project manager and routed for review.
The review cycle can continue through multiple cycles until all corrections are addressed. Once the project meets all
applicable codes, it will be approved and prepared for issuance.

Questions? Contact Permit Services at pcd@shorelinewa.gov or at 206-801-2500.

Permit Center Hours: Mon, Tues, Fri 8am-5pm | Wed, Thurs 1-5pm
Payment processing ends at 4pm everyday
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