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CITY OF CLEVELAND 

Mayor Justin M. Bibb 
 

   

 Online Instructions 
for 

Street Permits 
(Opening, Obstruction & Right of Way) 

 

City of Cleveland 

Division of Assessments & Licenses 

601 Lakeside Avenue, Room 122 

Cleveland, Ohio 44114 
 

Phone: (216) 664-2174 
Hours of Operation: 

8:00 a.m. to 4:30 p.m. Weekdays 
dalpermits@clevelandohio.gov 

 

To create an application, you must be a registered user on the City of Cleveland Permit Portal.  Follow the steps 

for creating an online account in the Creating a New Online Account section below.  If you already have an 

account, proceed to page 4 to the Applying for a New Permit section. 

 

Creating a New Online Account 

1. On the City of Cleveland Permits Portal home page, https://aca-prod.accela.com/COC/Default.aspx, select 

the “Register for an Account” 

link:  

2. Review the general disclaimer 

information.  When you have 

read the complete disclaimer, 

acknowledge that you have read 

and accepted the terms using the 

“I have read and accepted the 

above terms” checkbox. 

3. Click Continue Registration.  
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4. Enter the required Login Information. 

5. Select the Add New button under Contact 

Information. 

 

 

 

 

 

 

 

 

 

 

 

6. Select the Contact Type (Ex. Applicant, 

Owner, etc.). 
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7. Entered the required Contact 

Information for the Contact Type. 

 

 

 

 

 

 

 

 

 

8. Select Continue Registration to 

complete the registration process. 

 

 

 

 

 

 

 

 

 

9. Registration Completed. 
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Apply for a new Street Opening – Sidewalk Obstruction – Working in Right of Way Permit 

1. Log into the City of Cleveland Permits Portal: https://aca-prod.accela.com/COC/Default.aspx 

2. Click on the Public Service link.  

3. Click Create an Application. 

4. Review the general disclaimer 

information.  When you have read the 

complete disclaimer, acknowledge that 

you have read and accepted the terms 

using the “I have read and accepted 

the above terms” checkbox. 

5. Click Continue Application.  

 

 
 

 

6. The application page will launch.  You 

will first be prompted to enter 

Applicant Information.  Select the 

dropdown to choose Applicant 

Designation.  

7. To select your personal information 

from your Permits Portal account, use 

the Select from Account button. If you 

are entering a new contact use the Add 

New button to complete the contact 

information. 
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8. If you want to adjust the contact information added, select the Edit 

button. 

9. Or you can select Remove to start over. 

 

NOTE: 

 Any field with the red asterisks (*) is a required field  

 

 

 

10. You can add as many Contractors as necessary for the Project by choosing to Select from Account or Add 

New. 

 

 

 

 

 

 

11. Next, provide the Contract Registration Number and Select 

Continue Application.  

 

 

 

 

12. In the Permit Information section of 

the application, you will be asked 

Permit Questions to indicate the reason 

for the Permit.  Select the radio dial to 

answer “yes” or “no” to the questions.   
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13. For Example, you are required to answer “Is 

this an EMERGENCY where safety and 

health are at risk within the right of way?”  If 

yes, you will be prompted to Check all 

reasons that apply. 

 

14. When you have completed the Permit 

questions select Continue Application. 

   

 

 

 

15. Next, you will be asked questions about the Obstruction.  Select the radio dial to indicate if you will dig in 

the street or sidewalk.  You will be required to answer additional questions based on where you will dig.  

Once you have completed all required information, select Continue Application. 
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16. You will need to provide Site Information.   

* Note This 

Application is only 

for Cleveland Proper 

Addresses. 

17. You will be asked if 

“Area within city tree 

canopy impacted?”  

Select Yes, if you are 

cutting down tree 

branches or removing 

any roots. 

18. After completing all 

applicable information, 

select Continue 

Application. 

  

19. In the next section, you 

will be asked to provide 

the Description of Work.  

You can select the radio 

dial next to all that apply 

in this section.  You 

must choose at least 

one selection. 

20. You are required to 

answer questions about 

Meter Heads. However, 

if not applicable you can 

enter zero. 

21. If there is another type 

of obstruction not listed, 

you can choose “Yes” to 

provide an explanation 

of the “Other” type. 

22. Once you have 

completed the 

description of work, 

Click Continue 

Application. 
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23. Next you will need to attach Documents.   

*Drawings are required prior to submitting this application.  Larger projects may require plans and 

specifications to be uploaded at the time of review.  For a Small Cell application, a Cover Sheet, Overall 

Site Plan, Immediate Site Plan, Streetscape Section, and Fall Zone Compliance Plan & Documentation 

are required.  For a Street Closing application a Detailed Traffic Plan is required. 

24. To attach Documents, you can select documents that already exist on your personal account by choosing 

Select from Account or you can choose new documents by selecting Add. 

  

 

 

 

 

 

 

25. Select Add again to select a document from your device.  Choose the Type of document from the 

dropdown.  You can also provide a description of the document. 

26. You can also save the document to your personal account by selecting from the Also Attach To dropdown 

and choosing your contact. 

27. Select Save.  You can add additional documents if needed or select Continue Application. 
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28. The Review page will appear and allow you to click the Edit button to update any responses to the inputs.  

When all information is completed click the certification checkbox “By checking this box, I agree to the 

above certification”.  This acts as an electronic signature. 

29. Click Continue Application 

30. You can access the record at any time on the Permits Portal to view the progress of your Permit. 


