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Introduction

Quick Permits at BuildingPermits.Oregon.gean online resource for simple, over-the-counter non-plan
review building permits a contractor can apply and pay for online. The great customiee you offer
in your office can now have a Web component via Quick Permits.

The site is designed to make the permitting process easier for contractdisnaeowners alike.

Customers can find useful information about when a permit is needed and which buildirignerpar
sells the permit.

Quick Permits is:

Quick to learn
Quick to use

We hope you find this Start-Up Guide as easy to use as Quick Permits. Ihsatep-by-step
instructions on how to complete the requirements for participating.

This easy-to-use guide has been designed with your busy building departmerd.inEach step can be
completed in just a few minutes and submitted individually. In fact, we encogoade send us your
information one or two steps at a time.

Finally before you start, remember we are here to help every step of thé*leage do not hesitate to
contact us.

Via email at: BuildingPermits.IMD@state.or.us
By phone: Linda Althouse, 503-373-7399
By fax: Attention Linda Althouse, 503-378-3989




Quick Permits Checklist

e Step 1l: Request to participate in Quick Permits

» Step 2: Select a coordinator/contact person

e Step 3: Create and submit an address data file

e Step4: Complete the fees tables

e Step 5: Provide e-mail address(es) for receipt documents in Quick Permits
e Step 6: Provide contact information to use on # Authorization to Begin Work
e Step 7: Provide General Permit Public Contact Iformation

» Step 8: Review the Policy statements for paymeand delivery, and refunds

» Step 9: Send us any additional local restrictiagmon the sale of permits

e Step 10: Set up payment via credit card for us@uick Permits

e Step 11: Submit two quotes for use in a “Quick &mits Go Live” Press Release
e Step 12: Testing Quick Permits

e Step 13: Go-live! — Begin selling permits on-line

If you have any questions please contact us at:
BuildingPermits.IMD@state.or.us

Linda Althouse, 503-373-7399



Step 1: Request to participate in Quick Permits

If you are interested in participating in Quick Permits and ready to begin etomgpthe requirements
described in this Start-up Guide just indicate your interest by sendingagn@m

Patrick.Allen@state.or.us

Please include a phone number where our staff can reach you.

If you have any questions please contact us at:
BuildingPermits.IMD@state.or.us
Linda Althouse, 503-373-7399




Step 2: Select a coordinator/contact person
This step is important for the success of the whole process.

Your coordinator
acts as the single-point of contact between your building department, the Quicts Peam at
BCD and US Bank.
Ensures that permit questions related to Quick Permits - BuildingPermgerQgev are
answered in a timely manner;
ensures that the documents generated by Quick Permits are received arstgraresend-of-
day financial processes are completed.
Acts as the contact for customers with a permit issue

INFORMATION

NEEDED: ENTER YOUR INFORMATION BELOW

Jurisdiction Name

=4

Coordinator Name

Coordinator Phone

Coordinator Email

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-7399




Step 3: Create and submit an address data file

We want you to be able to offer the services and benefits of Quick Permits to tlaetocostof your
jurisdictions. Therefore if supplying an address file might prevent you froteipating, please contact
us.

The “address locator” is a key element of Quick Permits.
It identifies the building department responsible for selling permits attiress submitted.
It is based upon the address data file sent to us by each participating jonsdicti
It should only include addresses where the jurisdiction is willing to process a pegaest from
a contractor online in Quick Permits. For example, if there are locationsdbkt need a site
review for special treatment for any work of any kind, don’t include that adirgssir file and
no online permit can be applied for.
Regarding the address file:
We have staff available to assist you with the address file.
We can send you a sample Excel file with the minimum file format
We do accept address files in Excel
We also accept comma delimited text files

We can get the file from an FTP site or via email (if it's not too large).

The technical specifications for the file are found on the following page.

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-7399




ADDITIONAL ADDRESS INFORMATION

ADDRESS FILE IN FIXED-LENGTH TEXT FORMAT

The file name would be city.txt or county_co.txt. Use underscores if jurisdictiomdresthan single
word (e.g. la_grande.txt, clackamas_co.txt).

Address Header Record Transfer format (fixed length ASCII). FIRST RECORD IN FILE!

field name len st end type description

JURIS_ID* 5 1 5 Alpha Unique identifier for a Jurisdiction. IDs
will be assigned by the State; contact
DCBS.

REC _CNT* 6 6 11 Numeric Count of address records in this file
(excluding header record).

CREATE_DATE |10 | 12 21 Date Date the file was created

* mm/dd/yyy

y format
CR&LF Carriage Return & Line Feed

Address Detail Record Transfer format (fixed length ASCII).
ONE RECORD PER ADDRESS!

1

field name len st end type description

JURIS_ID* 5 1 5 Alpha Unique identifier for a Jurisdiction. 1Ds
will be assigned by the State; contact
DCBS.

UNIQ_ID * 36 | 6 41 Alpha OR | A unique identifier within the associated

Numeric address table that can be linked to othe

tables.

JURIS SCOPE 3| 42 44 Alpha 3 blank spaces

ELECPERFLAG* 1 |45 45 Alpha Does jurisdiction support Electrical
Permits for this address? “0"=no ;
“1"=yes

STRUCTPERFLAG |1 | 46 46 Alpha 1 blank space

PLUMBPERFLAG |1 |47 a7 Alpha Does jurisdiction support Plumbing

* Permits for this address? “0"=no ;
“1"=yes

MECHPERFLAG* |1 | 48 48 Alpha Does jurisdiction support Mechanical
Permits for this address? “0"=no ;
“1"=yes

NUMBER 10 | 49 58 Alpha Address Number (one number, not rar
of numbers or including sub_num)

SUB _NUM 3 | 59 61 Alpha Address Sub-number (e.g. “A” or “1/2”

PRE_DIR 2 | 62 63 Alpha Directional Prefix
(N,S,E,W,NE,NW,SE,SW)

STR_NAM 30 | 64 93 Alpha Street Name

STR_TYPE 4 94 97 Alpha Street Type (e.g., AVE, ST, BLVD)

SUF_DIR 2 | 98 99 Alpha Directional Suffix
(N,S,E,W,NE,NW,SE,SW)

UNIT_TYPE 6 | 100 | 105 | Alpha Unit (e.g., APT, STE, BLDG)

UNIT_NUM 6 106 | 111 | Alpha Unit Number

ge
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CITY * 17 | 112 | 128 | Alpha City name
ST* 2 | 129 | 130 | Alpha State
ZIP5 5 131 | 135 | Alpha Zip Code
ZIP4 4 | 136 | 139 | Alpha +4 Zip Code
COUNTY 2 140 | 141 | Numeric County number that taxlot is in. (e.g.. 01 =
Baker Co. ; 71 = Yamhill Co)
MAPTAXLOT 24 | 142 | 165 | Alpha Assessor’s taxlot map number, often 12 or
16 digits
DATEMADE 10 | 166 | 175 | Date Date record was last edited or made
mm/dd/yyy
y format
BUSINESS 60| 176| 235| Alpha Business name associated with address -if
any
CR&LF Carriage Return & Line Feed

If you have any questions please contact us at:
BuildingPermits.IMD@state.or.us
Linda Althouse, 503-373-7399




Step 4: Complete the fee tables.

These are the fees that will be used for your jurgiction in Quick Permits

Tables for each permit type are on the following three pages.

Quick Permits offers a specific list of simple, over-the-counter, non-plagwedsectrical,
Mechanical and Plumbing permits that were agreed to by the initial sigipatitng jurisdictions in
2005, with the goal of providing a standard permitting form for customers.

Because of this standardization, we cannot change the text for any of the feeseigaealways
have the option of entering “N/A” for any services that your jurisdiction choosée sell on Quick
Permits.

When the state surcharge is calculated in Quick Permits, any partial cebtsraiore is rounded up;
anything below .5 is rounded down.

At the bottom of each fee table, there is space to indicate any additiongbdeggrisdiction may
charge such as minimum fees, local fees, or local surchar¢pesstate surcharge is automatically
included in the calculations and displayed on the permit document gerated.

QUESTIONS ABOUT THE FEE TABLES? Contact us aBuildingPermits.IMD @state.or.us
call Linda Althouse (503) 373-7399 fax 503.378.3989)




Step 4 - ELECTRICAL FEE SCHEDULE

Description

| Charges**

Residential single- or multi-family dwelling unit (includes attacled garage)

1,000 sq. ft. or less (4)

Ea. add’l 500 sq. ft. or portion

Limited Energy

Limited energy, residential (with above sq. ft.)

Limited energy, multifamily residential (with abogq. ft.)

Stand-alone limited energy, residential

Stand-alone limited energy, multi-family

Stand-alone limited energy, commercial

Services or feeders installation, alteration, and/or relocation

200 amps or less (2)

201 amps to 400 amps (2)

401 amps to 599 amps (2)

Temporary services or feeders installation, alteration, and/or relocation

200 amps or less (2)

201 amps to 400 amps (2)

401 amps to 599 amps (2)

Branch circuits — new, alteration, or extension, per panel

A. Fee for branch circuits with above service adfer fee, each branch circuit.

B. Fee for branch circuits without service or feef@e, first branch circuit; (2)

each add’l branch circuit

Miscellaneous

Service reconnect only (2)

Each manufactured or modular dwelling, seraicd/or feeder (2)

Pump or irrigation circle (2)

Sign or outline lighting (2)

Signal circuit(s) or limited-energy panel, &téon, or extension (2)

Other Fees

Minimum electrical fee

Base Electrical fee - (if applicable)

Elec other fee 1 - (if applicable)

Elec other fee 2 (if applicable)

Elec other fee 3 (if applicable)

Elec other fee 4 - (if applicable)

* Enter N/A if not applicable or if opting-out offfering service

** Please explain — e.g. processing fee in %, adstration fee in %, issuance fee in $, technolagy f

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-7399
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Step 4 - PLUMBING FEE SCHEDULE

Description | Charges **

Site utilities-repair OR replacement ONLY

Sanitary Sewer first 100 feet

Sanitary Sewer each additional 100 feet

Storm Sewer first 100 feet

Storm Sewer each additional 100 feet

Water Service first 100 feet

Water Service each additional 100 feet

Other Site Utilities - repair OR replacement ONLY

Rain drain collector system

Drywell

Catch basin or area drain

Pressure reducing valve

Grease interceptor

Fixture or item - For additions, alterations or replacement®f plumbing (no limit in one-and two-
family dwellings; 5 or fewer fixtures in commerciaktallations)

Backflow preventer

Backwater valve

Clothes washer

Dishwasher

Drinking fountain

Ejectors/sump

Expansion tank

Fixture/sewer cap

Floor drain/floor sink/hub

Garbage disposal

Hose bib

Ice maker

Primer - up to first 5

Primer —each additional

Sink/basin/lavatory

Tub/shower/shower pan

Urinal

Water closet

Water heater

Miscellaneous

Swimming pool or spa - water supply and drain

Hydronic heating - open loop system

Fees

Minimum plumbing fee (if applicable)

Base plumbing fee (if applicable)

Plumb other fee 1 ** (if applicable)

Plumb other fee 2 ** (if applicable)

Plumb other fee 3 ** (if applicable)

Plumb other fee 4 ** (if applicable)

* Enter N/A if not applicable or if opting-out offfering service
** Please explain — e.g. processing fee, admirtisingee, issuance fee, technology fee ...

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-7399
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Step 4 - MECHANICAL FEE SCHEDULE
RESIDENTIAL ONLY

Description

| Charges**

Heating/cooling appliances

Furnace- up to 100,000 BTU

Furnace — greater than 100,000 BTU

Furnace — electric

Duct work, alterations and additions

Gas heater units/ in-wall, in-duct, suspenadcf,

Vent, flue and liner for any of the above

Air Conditioner

Heat Pump

Air Handler

Other fuel burning appliances

Water heater

Gas fireplace/insert/stove

Gas log/ log lighter

Gas clothes dryer

Gas stove/range

Pool or spa heater, kiln

Wood/pellet stove/insert

Wood fireplace

Chimneyl/liner/flue/vent w/o appliance

Environmental exhaust and ventilation

Range hood

Clothes dryer exhaust

Single-duct exhaust (bathrooms, toilet companiis, utility rooms)

Attic/crawlspace fans

Fuel piping

Up to first four outlets (Enter Qty. = 1)

Each additional outlet

FEES

Minimum mechanical fee

Base Mechanical fee (if applicable)

Mech other fee 1 ** (if applicable)

Mech other fee 2 ** (if applicable)

Mech other fee 3 ** (if applicable)

Mech other fee 4 ** (if applicable)

* Enter N/A if not applicable or if opting-out offfering service
** Please explain — e.g. processing fee, admirtisineee, issuance fee, technology fee ...*

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-7399
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Step 5:
Provide e-mail address(es) for receipt of documenta Quick Permits

* In Quick Permits information is transmitted to the contractor and to the jtigsdpzimarily through
email. The two types of documents sent via emalils are defined below:

AUTHORIZATION TO BEGIN WORK (sample provided on next page):
When a customer purchases a permit on Quick Peraite the customer and the jurisdiction receicepy
of an Authorization to Begin Work in PDF formatt is NOT the building department’s official permit - the
jurisdiction issues the actual permit sending it contractor by fax or email.

END OF DAY REPORT
The system also sends the local jurisdiction andadrathy report each day (after midnight) that suminess
the day’s permit sales. The report includes atin& Web site that offers detailed information aleach
permit sold for any date or designated time peridt site offers a file for each permit sale thaild be
imported into the jurisdiction’s accounting process

» We have found that a mailbox specifically for these emails works best befcanseridividual is out
someone else with access to the mailbox will be able to receive the AutiomszatiBegin Work. There
is also less maintenance required on your part; if someone leaves, the emddress eemains active.
However be assured that individual email addresses will work.

* Please provide the information described below and email it to:
BuildingPermits.IMD @state.or.us

Or Fax it to: Linda Althouse at 503.378.3989 (phone # is 503-373-7399)

Send Authorization to Begin Work Enter email address (es) below
to:

Email address 1 (Required)

Email address 2 (optional)

Email address 3 (optional)

Send End of Day Report to: Enter email address (es) below

Email address 1 (Required)

Email address 2 (optional)

Email address 3 (optional)
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Sample Authorization to Begin Work document from Quick Permits
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Step 6: Provide jurisdiction contact information.

* Quick Permits provides jurisdiction contact information on the Authorization to Begik fMothe
contractor to use should there be questions about the status of the Authorization or alving the@i
permit.

Please enter the information you want to provide tahe contractor for permit status
guestions:

Permit Status Phone

Permit Status Email

» Besides the sale of permits, the Quick Permits web site offers additiores pieinformation about
the jurisdiction:

Enter your information below:

Jurisdiction Web address (link

Building Dept. Web address

Street Address 1

Street Address 2

City

Zip Code

Zip+4

Department Name

Section Name

Building Dept Phone #

Fax #

If available, enter the web address (link) to your
permit forms below:

Electrical Permit Form

Plumbing Permit Form

Mechanical Permit Form

Send this completed page to:
BuildingPermits.IMD @state.or.us
Questions Call Linda Althouse at 503.373.7399 (Fax # is.308.3989) or email us BuildingPermits.IMD@state.or.us
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Step 7: Provide General Permit Public Contact Infomation

Note: You maynot have a specific person to list as a contact; just a general departmesticor geone
number and email will work just fine. Fill in the fields as best fits your sdnat

Contact 1 Enter your information below

Contact Title

Last Name

First Name

Middle Initial

Phone Number (with area
code and extension if
needed)

Email

Contact 2 (optional) Enter your information below

Contact Title

Last Name

First Name

Middle Initial

Phone Number (with area
code and extension if
needed)

Email

16



Step 8: Review Policy statements for payment and lbikery, and refunds
The text below is the default policy statements used in Quick Permits for pagntedelivery, and
refunds.

* Please review this policy. If you agree with this policy please send ahteBaildingPermits.IMD
to this effect.

® Ajurisdiction may provide its own alternate policy statement or additioai@sent(s). If the policy
you would like to use is on your web site please send us a link to that policy. If ibe gotur web site,
just send us the text of your policy statemerBuddingPermits.IMD @state.or.tend we will make it
available on the Quick Permits site.

If you have any questions, call Linda Althouse 503.373.7399.
DEFAULT POLICY STATEMENT

Payment and Delivery Statement
1. The applicant must submit a complete permit application. The application can beesibmitt
In person, at the counter.
By mail.
By fax.
Over the Internet through Quick Permits-BuildingPermits.Oregon.gov
2. The permit application is reviewed for completeness.

3. When a permit cannot be issued, the applicant is notified by telephone, fax, maikibtheim

Additional information is needed.

A plan review is required.

Incorrect fees or no fees were submitted.
4. After receipt of the fee, the permit is issued:

In person, at the counter.

By mail.

By fax.
5. If the permit is purchased from Quick Permits, the Authorization To Begin Worvksahe contractor
to begin work on the project, while at the same time allowing the building depattrdatlare the
Authorization null and void if the jurisdiction finds that issuance of a permit is inicowith a local
ordinance or land use laws. The permit purchaser must contact the regulatdigtioniso resolve the
issue:

In person, at the counter.

By mail.
Complete permit applications received in person at the counter will be procdskethe/customer
waits. Permit applications received through the mail, fax or through the yHdrmits.Oregon.gov E-
permitting Web site that are complete and have the correct payment includeel pribcessed within 1
business day of receipt. If there are minor omissions that can be provided oeégherte by the
applicant, staff will complete the form and process the application.

Refund Policy

1. The jurisdiction may authorize the refunding of:
Any fee not duly authorized;
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Policy Statement continued:

The fee paid for a permit under which no work is commenced, subject to the limitation of
subsection 2 of this section; and,
No fee shall be refunded except on a written request by the applicant and regdived b

jurisdiction no later than 180 days after payment. Requests for waiver or refundihgtber
permit fees shall be made to the jurisdiction.

2. The jurisdiction may retain part of the fee to cover administrative costs.
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Step 9: Add any local restrictions on the sale ofgrmits.

Send the text for any restrictionsBaildingPermits.IMD @state.or.us

Two examples of additional restrictions added by City of Portland arectircRED below.

From the Mechanical Permit Restrictions page in Quick Permits:
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STEP 10: Set up payment via Credit Card in Quick Pamits

Funds paid by contractors through Quick Permits go directly to your jurisdictiorSvizaldk. The state
does not act as a “middle-man” in the transaction.

At the end of these directions, there is a detailed examination of the costs invdlvedtting up and
using Virtual Merchant.

The following items need to be done in the order dicated:
1. Jurisdiction sets up Merchant Account with US Bak by:

Contacting Michael Hodger(ichael.hodge@elavon.crno request setting up a merchant account
with the bank. CCBuildingPermits.IMD@state.or.u@n this correspondence.

Once you request the set up of a merchant account with US Bank, Michael Hodge withsend y
an Information Checklist; it is just one page. You need to complete it and return it to him

Next you will receive the more detailed application that requires sigsatGomplete and return
this application as directed when you received it.

Once US Bank has your application it is reviewed for accuracy and compketei&Bank will
contact you with 24-72 hours if you need to supply any additional information to them. If
complete, their credit underwriting approval process takes between three (Reaia) days.

NOTE: if you prefer to use another bank you will still have to establish a US Bardhéht
Account, but US Bank can sweep the funds from your account at US Bank into your account at the
other bank nightly. Contact Michael Hodgri¢hael.hodge @elavon.cortg discuss this option.

2. US BANK approves your application and sendgou:

Your merchant ID (It comes in a Getting Started Kit and in an email from Mchael Hodge)

The “umbrella” Account ID for Quick Permits.

Information about Visa/MasterCard regulation and compliance.

A phone numberto call to schedule an “over the phone” Virtual Merchant training session with

Elavon.
NOTE: Virtual Merchant is the accounting software that lets you managegoount
transactions through US Bank. US Bank requires participants to complatergtra
course outlined by Elavon, which administers the Virtual Merchant web sitainfy#s
done “over the phone” in about fifteen minutes.

Before you schedule training with US Bank a couple of things must happen

3. Jurisdiction requests an ORIENTATION from DCBS where you will receive your
Virtual Merchant User ID and Password. Request the orientation by sending an email

TO: Fred Wengerwho manages the Virtual Merchant account at DCBS
(mailto:fred.wenger@state.or.us?subject=VM account get up

FROM: The Person who will be trained in the use of Virtual Merchant.

RE: Request orientation and set up of Virtual Merchant Account
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Step 10 continued:

CC: Your Building Official (this is required)
NOTE: This formal notification is to insure that the Building Official isaagvthat
one or more individuals will have access to the financial transactions coming to
your building department from your customers.

E-MAIL MESSAGE TO FRED WENGER SHOULD INCLUDE:
The names of all those individuals who will be trained on the use of Virtual
Merchant.
The phone number of the lead individual to be trained in Virtual Merchant.

4. Next Fred Wenger, from DCBSschedules a&hort, phone orientation with you to

review some information about the Quick Permits “umbrella” account that your jur@tgticcount
will be under at US Bank.

During this call Fred will give you:
Virtual Merchant user ID
Your password

5. Next Jurisdiction sets up and receives from USdk a 15-minute Virtual
Merchant training over the phone.

You now have all of the information you need to get trained in the use of Virtual Méercha

The phone number to call to schedule training
From Michael Hodge at US Bank you have received:
Your Merchant ID
The Virtual Merchant (“umbrella”) Account ID and
From Fred Wenger at DCBS you have received:
Your Virtual Merchant User ID
Virtual Merchant password.

IMPORTANT: When you are speaking to the trainer be sure to tell him/her that you are using the
BuildingPermits.Oregon.gov site and give him/her all four of the “numbers” yeeifeaeived: Merchant
ID, Virtual Merchant Account ID, User Id and User Password.

Apparently, the trainer doesn’'t necessarily ask for this information and if yousigaply it, you won't
get the specific training you need which is the “web component” of Virtual Met.cha

6. Jurisdiction notifies DCBS when training has bee completed

Please email us &uildingPermits.IMD @state.or.ushen you have completed your Virtual Merchant
training.

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-7399
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COSTS OF ACCEPTING PAYMENT VIA CREDIT CARD
IN QUICK PERMITS

VIRTUAL MERCHANT CHARGES
Below are the costs and fees involved with using Virtual Merchant:

1. Start up costs
There is an initia$295.00charge for Virtual Merchant that includes:
$200 cost for the software
$95 application / set-up fee
Note: The software program is Internet based, so jurisdictions will not need to load
additional software.

2. Monthly fees
Monthly fees tota$15.00 They include:
$10.00 software fee
$5.00bank statement fee
Note: these two fees will show in your monthly bank statement as a single fime ite
“Other Fees”

3. Per transaction-amount fees
There are three fees attached to each transaction amount.
US Bank fee 0.15 percentof the transaction amount
Note: this is the rate normally offered to companies doing $75 million in annual sales
Virtual Merchant fee: $0.10 (flat fee)on each transaction
Credit Card Assessment fee: Visa fee=0.0925% MasterCard fee = 0.0950%
Interchange Rate feevaries from 0.5% to 2.85 of the transaction amount (based on the type
of credit card and card account used) The most common fee that we've seen in our US Bank
statements is 2.2% per transaction.

Example: US Bank charges for a permit total cost of $100.00 on a Visa credit card.

ITEM COST
US Bank fee (0.15%) $0.15
Virtual Merchant fee $0.10
Credit card Assessment fee (0.0925%) $0.10
Interchange per ltem fee (average was 2.0397%) $2.04
TOTAL charge for this transaction $2.39

If you have any questions about the transaction costs or fees or banking operaasesc@htact:

Michael Hodge

Regional Manger

US Bank Merchant Payment Services
Government & Institutional Sales
michael.hodge@evalon.com
503/693.6406, Office

503/887.1580, Mobile

503/693.6450, Fax
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Step 11:

Submit two quotes for use in a “Quick Permits Go Lve” Press Release

When we receive word that your credit card application is well on its waywibreceive an email from
us. We've printed it below since it includes the directions for this step. Of coatsdog’t have to wait
for us to send the email. We'll take the quotes at any time.
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If you have any questions please contact us at:

BuildingPermits.IMD@state.or.us

Linda Althouse, 503-373-7399
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Step 12: Testing Quick Permits

Let's see if we've got all the pieces and they allork!

Once the above steps are complete we will work with you to begin the testing @uicld Permits
setup. We will discuss a date and time to start testing and send you a demo packetl\ttzat includes
instructions for the testing period.

The packet will include the web address (link) and password to the DEMO si&didinat jurisdiction
staff to experiment and test the features of Quick Permits.

During the testing phase we want you to feel satisfied that all feeoatattinformation on the DEMO
site are accurate and everything is working properly. We will check inyaithio see how the process is
coming along. We hope you will call us with any questions at:

BuildingPermits.IMD @state.or.us call Linda Althouse 503.373.7399 (Fax # is 503.378.3989).
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Step 13 Go-live! — Begin selling permits on-line

You decide when you're done testing. Quick Permits is so easy to use that we thitdsiiog will go
smoothly and quickly.

All payments entered during testing must be cleared BEFORE you begig pelimits on line (Go
Live); otherwise they end up getting processed as real payments. Welpvilyhraaking a final check of
this as well.

When you are ready to “Go Live” we need you to send an emilitdingPermits.IMD @state.or.us
indicating you are ready. Please send a copy of this email to your BuilfficiglO

At noon on the “Go Live” date selected, contractors in your area will be able to geirobraplan review,
over-the-counter permits on-line, nearly 24x7.

If you have any questions please contact us at:
BuildingPermits.IMD @state.or.us
Linda Althouse, 503-373-739
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