April 2025

Right of Way
Application Guide

City of Dublin, Division of Engineering

R Sustainable | Connected | Resilient



Table of Contents

- Registration and Completing an Application — pgs. 2-15
- Paying Fees — pgs. 16-19
- Addressing Reviewer Comments — pgs. 20-24
Printing the Permit and Scheduling Inspection — pgs. 25-27



Right of Way Permit Application Guide

The City of Dublin utilizes CityWorks for all right of way permitting, both residential and non-
residential. Through the Public Access portal, users can apply for and track the status of the
requested permit as well as receive email communications when permit status changes.

Registration and Completing an Application:

To start the right of way process, please navigate to https://dublinohiousa.gov/applications-
permits/engineering-permits-drawings/.

From there, click on “Apply for Right of Way Permit.”
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This link will take you to the City of Dublin CityWorks Public Access Page, where users can log
in or register for a new account if needed.


https://dublinohiousa.gov/applications-permits/engineering-permits-drawings/
https://dublinohiousa.gov/applications-permits/engineering-permits-drawings/

Your Email Address will be your Legin ID when you lag in.

Login
Don't have an account? SignUp

Usemanme

Paetwand

Forgot Password?
740

For Existing Users: Please log in with your existing user information to apply for a new right
of way permit.

For New Users: Select the signup link.

Your Email Address will be your Legin ID when you lag in.

Login

Don't have an account? Sign Up

Lisarname

Pastward

Forgot Password?
740

Fill in the requested information and click register. An email will be sent to the email provided to
confirm registration.



Credentials + Contact Information
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NOTE: Ensure that emails from cityworks@dublin.oh.us are not marked as junk or spam. These
emails will contain important information regarding permit status, permit updates and fee
payments.

Once the CityWorks new account email has been received, please select “Click here to activate
your account.”

cityworks@dublin.oh.us
o -

Welcome to Cityworks

To cormplete your registration, please verify your email address by clicking the link below This link will direct you to the Public Access login page,
you into the systern and activate your account

Click here to activate your account

Mote: This registration link will expire in two days

Thank You,

Cityworks Adminstration

This will bring up the CityWorks Public Access page and ask for a login using the email and
password provided during registration.

Log in using the registered credentials to begin the Right of Way Application process.

Once logged in, at the top center of the page, select “+new application.”

v & Publichecess X+

< c 25 dtyworks.dublin.oh.us/CityworksPublicAccess/home/heme
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Select the type of right of way permit requested, either residential or non-residential.

Application Types

Categories
Case Categories

ROW Noh- . .
[ ] Residential BB ROW Residential

Click on the appropriate permit type button to highlight it

NOTE: residential permits are ONLY for work performed on single properties by the
homeowner or a homeowner-hired contractor. All utility providers and commercial entities must
apply for a non-residential right of way permit.

Application Types

Categories > ROW Non-Residential

Applications

ROW Non
Residential

Begin Applicatichn

Click “Begin Application”. This will bring up the application information page.




Application: ROW Non Residential
@ Main

Permit Locstion

Lacation

0 People
© contractor
O Details
© RelDocs
O Payment

Please fill out all requested information.

Line 1: Main: “"Permit Location” is the address where work is being performed, or nearest
address if the work crosses multiple properties. In the text box, please type in the address. This
will tag the permit application with that address and ensure the printed permit is correct.

The “Location” box is a searchable address box. Type in the address and select the correct auto
filled USPS address. Once that address is selected, the permit will be GPS tagged within
CityWorks.

If the search bar does not populate, the map can be searched using the mouse and + or —
buttons to zoom the map. Once the correct property has been located, click on that property
and a prompt to select an address will come up. Select the desired address and this will geotag
the permit as well.

Click “next” underneath the map to continue.

6555 Shr Rings A, Dubin, Ohin, 43016

Line 2: People: Please fill out all the requested information. The items highlighted in red are
the minimum requirements. Provide as much information as possible to avoid potential delays in
permit processing.

Clicking “Use my Info” will automatically fill in using the information for the registered account.
This is a handy shortcut to avoid re-typing applicant information.
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Click “Next” on the right-hand side of the screen to move on.

NOTE: Residential permits only require applicant information. Non-residential permits will
require applicant information and utility owner information.

NOTE: For Non-Residential permits, utility owners can login to monitor the status of permit
applications if their information listed in the utility owner block matches the information they
use to set up CityWorks. For Permit Agents or Designers, please coordinate with the utility
owner to ensure that the correct information is provided and the utility owners can have access
to schedule inspection or address comments as needed.

e People

Ralee

APPLICANT :Applicant @

Ralee

UTIL OWMER : Utility Owwner € -

Name

0780

Name 5780

ovner

Addrece

0780

Address a/80

City

0780 State

City 0760  State as2

Zp

715

Cormpany Name

a/aq

Harte Phane

Cell Fhane

7o 0715 HomePhane

CellPhane

Ermail /256

07256

Cormment a/2000

Cormrment

0/2000

Line 3: Contractor: To fill in contractor information, click on the plus sign underneath

“Business name”.

€ contractor

|:| Buslness Name

©=



Navigate through the dialog box using the arrows at the bottom. Select the checkbox next to
the contractor that is performing the work. Click the add button to include the contractor

information and close the dialog box.

Add Contractors

[[] Business Name Emplayee Name
[]  Allied Development Group, Ine. Mo Infa
BD.J Underground Construction, LLC Mo Infa
[ Boss Excavating & Grading Mo Infa
[]  Brum senvices inc Mo Infa
[[] CPRDrain Cleaning Inc Mo Infa
[] cTs construction Ine Mo Infa
[] Curment Cable LLC Mo Infa
[]  cw Bradford Excavators Inc Mo Infa
[] DT Construetion LLC Mo Infa
D Egers Trernching No Info
Q B %

Type

GENERAL
GENERAL
GENERAL
GENERAL
GENERAL
GENERAL
GENERAL
GENERAL
GEMERAL

GEMERAL

License

201300015

2022-00362

2020-00498

2022-00244

z02z-n0282

202200126

2021-00245

201300267

202000278

2020-00104

o

Explatian

02/13/2025

NOTE: The list of names only includes contractors registered with the City of Dublin. If a
contractor is not on this list, they may need to update their registration. Registration is

completed through the Department of Building Standards and can be completed online at haca-

prod.accela.com/dublinoh/default.aspx by selecting contractor registration or via phone at

614.410.4670. Contractors can also contact Building Standards to verify the current registration

status. Non-registered contractors are not permitted to perform work in the City of Dublin and

will result in a disapproved permit.

After the dialog box has closed, click “"Next” on the right-hand side of the screen to move to the

following line.

Line 4: Details: Permit-specific information will be entered in the data fields. Please be sure to

fill out as much information as possible. Use the calendar icon in the expected start date field to

select the date work is planned to begin.


https://aca-prod.accela.com/dublinoh/default.aspx
https://aca-prod.accela.com/dublinoh/default.aspx

onelei\s

ROW Non-Residential Data

Description of Work

Comment

Contractor Emai (if knowm)

Tert

Work Order #

Humber

Expected Work Start Date

Deelake

Acdtional Notes

Comment

FOR RESIDENTIAL PERMITS ONLY:

Please include an email you want the permit information to be sent to, either a contractor email
or homeowner email. Use the calendar icon to select the tentative start date of work. If the
work is to connect to City Water and/or City Sewer, please use the drop-down menus to select
the appropriate water or sewer tap size. For questions to confirm tap sizes, please contact the
contractor performing the work or Thomas Fuqua, Utility Engineer at tfuqua@dublin.oh.us or
614.410.4734.

Click “next” on the right-hand side of the screen to move on.

Line 5: Related Documents: Include all related documents for the permit, including plans,
work sketches, utility tap sketches and Maintenance of Traffic (MOT plans).

Non-Residential permits: A Maintenance of Traffic (MOT) plan is required to complete the
permit submittal. If the proposed work does not have a traffic impact or the MOT is included in
the plan set, please upload the plans by clicking Drop Here and labeling the uploaded document
as MOT plan. If there is no MOT submittal, the application cannot continue.

9
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Add Attachments 3¢

L Lahel 372546
. Plans.pdf MOT]

1-10of1

For Residential Permits: Please try to include a utility sketch that accurately depicts the work
being performed. The City of Dublin provides a public access Geographic Information System
(GIS) tool called Dubscovery that shows property boundaries, right of way lines and certain
public utilities. This tool is a great resource for creating work or utility sketches for residents
and their contractors by printing an aerial view of the property where work is being performed.
Dubscovery can be found at
experience.arcgis.com/experience/3e71daee55dc49c2bb45f888e75f4929.

Google Maps is an acceptable alternative to Dubscovery for work sketch purposes.

NOTE: All permits will also require a map drawing, utilizing the map drawing tool in CityWorks.

Map Drawings

The button in the upper right of the map will open tools that can be used to draw shapes and add text on the map. Click the Save button below to
save the map with your drawings to the application.

i ) \ ," |
.;n'» I h
h Heights ) ity Iesd morcl

nklin County Auditer, &ri,HERE, Garmin, N... Powered by Eeri

City of Dublin, OH,City of Dublin, Chic, Pictometry Intematicnal, Earthstar Geographi | Fra
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https://experience.arcgis.com/experience/3e71daee55dc49c2bb45f888e75f4929

To start a map drawing, use the mouse to locate the address or property where work is being
performed and click on the pencil in the upper right corner of the map.

This will open a drawing dialog box. Select the type of shape desired. Polylines are
recommended to draw in approximate bore paths or install locations. Polygons, rectangles and
circles may be used for proposed work that has a larger impact area.

Map Drawings

The button in the upper right of the map will open tools that can be used to draw shapes and add text on the map. Click the Save button below to
save the map with your drawings to the application.

*h.ﬁ

= o

y

City of Dublin, GH, City of Dublin, Chic, Maxar, Micrescft | Franklin County Auditor, Esri, HERE, Garmin, INCREMENT P, NGA, LSGS | &ri...l Powerad by ,&ri

Using the mouse pointer, click the left mouse button one time at the start location of the work.

To draw the line, move the mouse around the map to the approximate location of the work and
click the left mouse button one time at each angle point. To end the line, double-click the left
mouse button.

Once the approximate work location is drawn in, select “Save” on the left side of the map.

11



Map Drawings

The button in the upper right of the map will open tools that can be used to draw shapes and add text on the map. Click the Save button below to
save the map with your drawings to the application.

ﬁ~.~ ™7 i;,,.,

Once saved, this drawing will automatically upload into the list of related documents.

e Rel Does

Required
@ MOT

Recommended
Plan Set

Drop Here

_________________________________________________________________________

____________________________________________________________________

D Plans.pdf > =
MOT
Attgchad-Eepettmemiats aamail.eom 4 u

"~ MapDrawing.png
¢ - Aftached by citywarkstest1 23@gmail.com

~
L]

1-2of2

To edit a document label or remove a document, select the pencil or trash icon next to the
document name.

Click “next” on the right-hand side of the screen to move to the last line.

Line 6: Payment: There will be no fee information loaded into line 6 at this point. Permit fees
are added after the initial review to ensure the proposed work falls within City of Dublin
jurisdiction. Do not select the payment authorization check box at this time.

12



Click “Submit” to send the application to the City of Dublin Department of Engineering for
review.

5000

ceal Previous @

A dialog box showing all the City permit terms and conditions will pop up. It is required to
accept these permit terms for the permit to be reviewed.

13



Terms and Conditions 3¢

Attach site plans showling work to be performed to
email submission.

The following conditions apply to all applications:

1. Proposed plan submittals shall be complete,
showing all existing and proposed utilities,
pavement areas, buildings, property lines with
addresses, hardscape areas and any other
relevant information, including but not limited to
landscape areas, marker poles, pedestals, vaults,
hand haoles, transformers, poles, parking areas,
retaining walls and culvert pipes.

2. Payment in full of the permit fee must accompany
this form unless arrangements Tor hilling have
been previously approved.

3. All contractors shall be licensed by the City of
Dublin to perform the above-described wark.

4. Applicants are required to provide a notice of work
commencement to all affected or adjacent
properties along the proposed work area no less
than 14 days prior to the start of work.

a. Al applicants must include a copy of the
notification letter that will be provided as
referenced in note 4 as well as alist of all
addresses affected by the proposed work. Failure
to provide these documents may result in a delay
or non-issuance of the permit.

. Contractor shall set up traffic controls prior to

Once a permit has been submitted, CityWorks will load the permit details page, showing the
completed permit information and current status underneath the address of work.

14



RWZ2025-11

ROW Mon Residential
6555 Shier Rings Road
Submitted

Created:01/17/2025

Comments

= Related Documents

Applications can be started and then finished later. To navigate the unfinished applications, log
in to CityWorks and click on the incomplete tab. Select the “choose action” drop-down menu
and click “Continue Application.” Fill out the remaining information and submit the application

by following the steps above.

107

ROW Residential

Submitted

Created:01/17/2025

choose action s

Continue Application

Delete Application

Sub

Cres



Paying Fees:

All City of Dublin Right of Way permits require an application fee. Fees vary based on permit
type. This fee is collected after the initial application is submitted and the reviewer has verified
that the requested permit is within City of Dublin jurisdiction.

CityWorks will notify users via email that fees have been assigned to the permit and that
payment is required to continue the review process.

To pay fees, log in using the registered credentials and find the permit number referenced in
the CityWorks email. In the right-hand corner of the permit details page, select “Pay Fees” from
the “choose action” dropdown menu.

SUBMITTED INCOMPLETE

RwW2025-11 choose action s
ROwW Mon Residential Check Case Statl
6555 Shier Rings Road Schedule Inspecti
Submitted
Created: 01/17/2025 Frint Your Permit

Create Mew Case

This will navigate to the fee payment page. This page will show the total of all fees and any
deposits made toward these fees or if fees have been waived.

Select “click here to view payment terms and conditions” to read all conditions related to fee
payments. To proceed with payment, check the box and click “Pay Now.

16



Fees

Fee Walved

Tatal:

2]

Payrment Arnaunt

$0.00

Click here to view payment terms and conditions and then check the checkbox

All permit payments are made via credit cards. No other payment methods are allowed or
accepted. Authorize.net is the credit card payment processor for permitting fees.

Clicking “Pay Now"” will redirect the page to authorize.net, where credit card payment details
will be entered. No account is required to pay permit fees from this page.

17



Order Summary

Description Payrnent for Case: Total ¥ 430,00
R 2025-13
Involce Mumkbear &
Cord Nurmiber Exp. Dote = Cord Code

Billing Address
First Marme Last Nome
Eiling <Country )
USA fip
Street Address City

State

Fhone Mumlber

e

Verify that the payment is being made for the correct permit in the “Description” line. Fill out all

credit card details and click “Pay.”

Note: “Card Code” refers to the card’s 3- or 4-digit security number, typically found on the back

near the signature line.

After clicking pay, the screen will redirect to a transaction receipt. Please print this receipt

Cancel

for your records! The receipt cannot be recovered once this page is closed!

Click continue in the top right of the screen to be taken back to the CityWorks permit summary

screen.

Verify that the "Amount Due” column in the “Fees” heading shows a balance of $0.00

18



Fees

=

Walved Amaunt Amaunt Fald Amaunt Dusa

Residential Application Fee 51.00 51.00 50.00

Tatal: 51.00 5100 5000
Q. B 1-10f1

After fees are paid, the reviewer will continue with the review process.

FOR WATER AND/OR SANITARY SEWER TAP CUSTOMERS:
City water and/or sanitary sewer connections will require additional capacity charges.

Capacity charges will vary depending on the type of connection (water or sewer). As part of the
adopted policy “Public Water Utility and Sanitary Sewer Utility Extensions to Existing Developed
Property Policy”, if the address requesting a water or sewer connection is part of the
“Extension/Unserved” areas, the City of Dublin portion of capacity charges will be waived in full.
The City of Dublin inspection fee will still be charged. Capacity charges will still be assessed by
the City of Columbus. Both City of Dublin and City of Columbus capacity charges are subject to
change. To ensure accuracy of the capacity charges, please contact Thomas Fuqua, Utility
Engineer at tfugua@dublin.oh.us or during business hours at 614.410.4734.

19
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Addressing Comments:

If there are questions or issues with either the application data or the plan data, CityWorks will
send out an email notification with the comment(s) needing to be addressed and the section in
which they need to be addressed.

Permit Application Missing Information inbex =

® cityworks@dublin.oh.us
- toome -

Hello:

Your application for permit RVWY2025-11 is missing information:{add description of wark.

To address comments, please log in to CityWorks. On the summary page, select the active
permit by clicking on the permit number in the top left of the summary box. Note that the
permit status will be changed to resubmit any time there are review comments.

SUBMITTED INCOMPLETE

choose action s

ROW Mon Residential

6555 Shier Rings Road

Created: 01/17/2025

The screen will then move to the permit information screen. Either fill in the requested permit
information data or upload the requested documentation and click “Save.”

20



Description of Wark
ment

install new waterlineg

—

Additional Notes

Carnment

Work Start Date

Date Vahe

Dublin Contractor REG #

Taxt 25740

valid registration numDerI

EMAIL

Taxt 22740

E

Once the changes have been saved, CityWorks will notify the reviewer and the review process
will continue.

valid contractor email

During the plan review, the reviewer may have comments on the plan set itself. If that is the
case, the reviewer will make the comments on the PDF and upload the marked-up plan set.

CityWorks will notify the user via email that the plan set has comments. The marked-up plans
can be found under the related documents tab on the right side of the permit details screen.
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Related Documents

Required
& MOT
Recommended
Flan 5et
: Drop Here :
L i
Plans.pdf | O /S B
Attached by citywiorkstestl 23magrnail.com
.~ MapDrawing.png /B
! ;' /. Attached by eityworkstest 23@armail.eom
ﬁ Plans - MARKUPS pdf /
Aftached by PRITIE
Q) 1-3ofz

Click on the plan set titled “markups” to view the reviewer markups.

Make any necessary corrections and upload the corrected set by selecting the paperclip icon,
selecting the corrected plans and clicking open. This will then open the document label dialog
box.

Q@ 8 1-3 of 3
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Add Attachments [

Label 27256

%Ian%- Plans-Corrected.pdf MOT]

1-1of1

It may take a moment to upload the corrected PDF to the document list. If it does not show up,
please refresh the page by selecting the refresh button in the browser and verifying that the
corrected plans are listed in the documents list.

Related Documents

Required
& MOT
Recommended
Plan Set
Orop Here
L i
Plans.pdf | | o ;@
Aftached by cityworkstest1 23@grnail.com
. - MapDrawing.png ;B
- Aftached by cityworkstest1 23@amail.com
Plans - MARKUPS. pdf e
Aftached by PRITIE
1-%of3
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Plan documents will appear in the list from oldest to newest. The oldest documents will be
closest to the top, and the newest will be at the bottom of the related documents tab.

24



Printing Permits and Scheduling Inspection:

Once the review is completed and the permit is approved, CityWorks will send a notification that
the permit has been approved and is available for download as well as a reminder to schedule
the inspection.

® cityworks@dublin.oh.us
. tome -

Hello

Your application for permit RW2025-48 has been approved. Please download the documents from your approved permit from the enline portal and schedule your inspection.

NOTE: A copy of the approved permit is required on-site for all work performed in the City of
Dublin. Digital copies (email or downloaded files) will satisfy this requirement.

NOTE: Any permit holder that starts work without first scheduling inspection may be subject to
permit revocation or temporary work stoppages.

To download the approved permit, navigate to the CityWorks user access site at
DublinOhioUSA.gov/applications-permits/engineering-permits-drawings/ and select “Apply for
Right-of-Way Permit”

#8s Board & Commission Cases §Submit Application (M Code Compliance

Engineering Permits & Drawings

Permits Communications Provider Registration

Right-of-Way Permit Application Guide
Apply for Right-of-Way Permit

« General Right-of-Way Permit

* Fees and Service Lharges Administrative Policies

= Small Cell Wireless

» Public Hydrant Use Permit = Right-of-Way Administrative Regulations
+ Private Site Improvement Plan Title Sheet = As-Built Survey Requirements

+ Site Improvement Plans Checklist = Intersection Sight Distances

= Residential Building Permit Site Plan Review
. . . = Residential Building Permit Driveway Slopes
Standard Construction Drawings and Policies
* City of Dublin Standard Construction Drawings Standard General Notes on Construction Drawings
= General Conditions Section 100

= Transportation Design Manual

= Crosswalk Treatment Guidelines

» Stormwater Management Design Manual

Please contact the Engineering staff member who is engaged in the project
for the appropriate General Notes to include on your construction project for

Canital Imnravamant Drniarte

Log in to CityWorks and select the “choose action” drop-down for the relevant permit.

Navigate through the drop-down menu to “Print Your Permit.”
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SUEBMITTED INCOMPLETE

Rw2025-11 choose action s
ROW Mon Residential Check Case Status
6555 Shier Rings Road Schedule Inspectic
Active Pay Fees

Created:01/17/2025 Print ¥our Permit

Create Mew Casef

Once printed, the approved permit and plans must be kept on-site for the duration of the work.
Failure to do so may result in the job being shut down until the permit is on site. Digital copies
of the permit (in email or digital files) will also satisfy this requirement.

Scheduling Inspection:
Once work is ready to begin, all permit grantees will utilize CityWorks to schedule an inspection.

To schedule an inspection, navigate to the user login page at DublinOhioUSA.gov/applications-
permits/engineering-permits-drawings/ and log in.

Verify the correct permit number and use the “choose action” drop-down menu to select
“Schedule Inspection.”

SUBMITTED INCOMPLETE

FEwWz025-11 choose action s EY
ROW Mon Residential Check Case Status
n555 Shier Rings Road
Altive FPay Fees

Created: 01417/2025 Print ¥our Permit

Create Mew Case Fron

This will bring up the available inspections page and time. Select the inspection check box and
the desired start date and time, either morning or afternoon. For special comments, like a
specific time for the inspector to come out, click the plus sign and add comments. Select
schedule to confirm the date and time of inspection.
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Available Inspections = Available Times = Comments

Inspection Scheduled Time Thu Fri Mon Tue Wed
3 4 7 8 9
Inspection
Morning
Q = et
Afternoon

e Es)

After an inspection is scheduled, if the date or time needs changed, navigate to the schedule
inspection tab from the permit summary page.

SUBMITTED INCOMPLETE

FEwWz2025-11 choose action s EY
ROW Mon Residential Check Case Status
n555 Shier Rings Road
Altive Pay Fees

Created: 014172025 Print *Your Permit

Create Mew Case Fron

Select the check box of the previously scheduled inspection. The option to cancel or reschedule
will then become available. Either cancel the inspection or select the new date and time and
select reschedule to update the inspection and save the new date and time.

Available Inspections + Available Times + Comments

Inspection Scheduled Time wed Thu Mon Tue Wed
2 3 7 8 9
Inspection 04/02/2025 Momning )

Morning

o =

e * ‘I
'c-u:elllsp:d'nn‘mlndlﬁ

i —

Once inspection is scheduled, City inspection staff will meet the contractor on-site and monitor
the work throughout the duration of the project. After the work is complete, the inspector will
mark the job complete or restoration needed through CityWorks. CityWorks will send a
notification email that work is either considered complete and the permit is closed or restoration
is needed, with comments highlighting what restoration work is required.
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SUBMITTED INCOMPLETE

RWwWz2025-11
ROwW Mon Residential

6555 Shier Rings Road

Created: 01/17/2025

Mo application location

SUBMITTED INCOMPLETE

Rw2Z2025-11
ROW Mon Residential

6555 Shier Rings Road

cComplete

Created:01/17/2025

Mo application location

choose action s

choose action s

For issues, questions or concerns, please reach out to the City of Dublin Engineering
Department at 614.410.4740 or via email at rightofway@dublin.oh.us.
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