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Engineering Department

APPLYING FOR AN  
ONLINE PERMIT IN BS&A

A Step-by-Step Guide



1 Visit the City of Chanhassen website at 
chanhassenmn.gov. Click on the ‘Permits & 
Licensing’ circle.

The following guide walks you through our 
current online permit application process via 
BS&A Online. Follow the “     ” arrows on  
the pictures.



3 Click on the ‘Online Permitting’ button. 
This will bring you to BS&A Online.

4 Click on ‘Apply for a Permit’ from the 
‘Services’ menu on the left.

2 Choose from the list of available permits.  
(All engineering permits will bring you to the Engineering Permits page)



5 If you are a Homeowner applying for a permit, you should 
see ‘Homeowner Application for Permit’ at the top of the 
page. Proceed to ‘Step 1: Select a Property’ and search by 
address to find your property.

If you are a Contractor (see blue arrow) applying for a 
permit, you should see ‘Contractor Application for Permit’ 
at the top of the page. If not, click ‘Click here if you are a 
contractor/design professional’ to login to your account 
or create an account. Then proceed to search for the 
property address.

NOTE: If you are applying for a ‘Right of Way Permit,’ be sure 
to use the current year as the street number, and Right of 
Way Permit as the street name for the property address (i.e. 
2022 Right of Way Permit).



6 Confirm the address from the list that pops up 
and select ‘Next’.



7 At ‘Step 2: Enter Permit Details’, choose 
‘Engineering’ from the drop-down list under 
‘Which type of permit are you applying for.’ 
Then choose the specific engineering permit 
from the drop-down list under ‘Enter the 
permit type for which you wish to apply.’

New boxes will appear depending on the type 
of permit selected. Be sure to fill in all the 
information required (   ), then click ‘Next’.



8 As a Homeowner, you will need to (1) verify that you are 
the property owner listed by checking the box.  
(2) Enter your contact information and (3) click ‘Next’. 
As a Contractor, you will need to (1) verify your contact 
information (auto-fills once you set up an account).  
(2) Select a contractor if there is more than one linked to 
your account (this assigns the applicant for the permit). 
(3) Select parties to notify (this allows you to email 
notifications to more than one person), and then (4) click ‘Next’.
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9 ‘Step 4: Estimate Permit Fees’ shows you an 
estimate of what the permit will cost. This is 
only an estimate. Click ‘Next’.



10 Depending on which type of permit you 
are applying for, there will be different 
attachments required, as well as some that 
may be optional depending on the work being 
done. They will be clearly marked as such 
and you will not be able to proceed without 
attaching required documents. (1) Click on the 
link to download fillable forms, which you 
can fill out, save, and (2) attach here along 
with any plans or drawings. (3) You may add 
additional attachments. Then (4) click ‘Next’.

Note: The attachments shown in this image are 
an example from a driveway permit and will be 
different based on the type of permit selected.
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11 Review the information you have entered, read 
the disclaimer, and click ‘Accept.’ Then click 
‘Submit’.

You have successfully submitted your application 
for review. Please monitor your email inbox 

for updates, additional requirements, and your 
confirmed permit. 

Thank You.


