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How to Apply for a Permit on the Planning, Permitting, and Licensing (PPL) Website 
 
 
Navigate to: https://ppl.gaithersburgmd.gov/ 
 
Click Login or Register and log on. 
 
Please Note: If you have not registered for a user account, refer to the How-to Setup a User Account 
Instructions Guide. 
 

 
 
 
Once logged in, click Apply on either the top header bar or the shortcut on the homepage. 
 

 
 
 
  

https://ppl.gaithersburgmd.gov/
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To begin, click Permits to filter the available options for online submission. A list of permit types 
will appear—scroll to locate the specific permit you are applying for. 
 

 
 
Click Apply on the permit being applied for. 
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Tip: Click the Search Bar under Application Assistant, and type a permit type, then press 
Enter to narrow down the permit types that appear. Click on the applicable permit type. 
 

 
 
Click Apply. 
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Step 1: Location 
 
Click Add Location on the location card. 
 

 
 
Type the street number and street name in the Address & Parcel Search box to return the 
best search results. 
 

 
 
Please Note: Street suffixes and types must be abbreviated when entering the Property Address (Ex. Dr., Rd, St., 
etc.) 
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Click on the Property Address when it appears. 
 

 
 
Click +Add on the Parcel Box when it pops up. 
 

 
 
Another option, click on the property address, check the box next to the correct property 
address, and then click Add. 
 

 



Page 6 of 14 
 
Confirm the location has been added to your screen and the click Next. 
 

 
 
 
  



Page 7 of 14 
 
Step 2: Type 
 
The Permit Type will auto populate with the selected type.  
 
Enter the Description, Square Feet, and Valuation for the permit. Items with a red * are 
required. When completed, click Next. 
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Step 3: Contacts. 
 
This step auto-populates the Applicant as the user that is logged in. 
 
Click Add Contact on the contact card. 
 

 
 
*Required contacts will be labeled as such and must be added. Additional contacts may be added as well. 
 
Type the contacts name in the Search Bar first and press enter. DO NOT enter contacts 
manually without searching for the contact first. 
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Click Add next to the desired contact. 
 
*Select the star to the left of a contact’s name to add the contact to your My Favorites. 
 

 
 
Confirm all required or applicable contacts have been added and then click Next. 
 

  
 



Page 10 of 14 
 
Step 4: More Info 
 
Add all details regarding the permit. Items with a red * are required. The more information 
provided about the permit the better we can serve the user. When completed, click Next. 
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Step 5: Attachments 
 
Click Add Attachment on the attachment card. 
 

 
*Required attachments will be labeled as such and must be added. Additional attachments may be added as 
well. 
 
Confirm all required or applicable attachments have been added and then click Next. 
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Step 6: Signature 
 
Review the signature agreement and type your name as a consent to electronically sign the 
application. Enable type signature and type your name or sign in box. Once completed 
click Next. 
 

 
 
OR 
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Step 7: Review and Submit 
 
This step shows a summary of all items entered. 
 
If the user wishes to make any changes, click Save Draft, and the user can go back and 
make any updates. 
 
Once reviewed and all entered information is correct, click Submit. 
 

 

 
 
 
 



Page 14 of 14 
 
 
Submission Complete! 
 
Upon successful submission of the permit, the summary screen will appear as shown below. 
Fees will be invoiced once a preliminary review has been done. The applicant will receive 
follow up correspondence from our office once an invoice has been created. Note: The fees 
must first be invoiced by City staff before payment can be provided. 
 
Click Continue to permit to view the permit on the Planning, Permitting, and Licensing 
Website. 
 

 


