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All building, land use, and most public works applications are now accepted online via MyBuildingPermit. This 
guide is intended to show the steps of applying for a permit. Permit pathways are organized by department. For 
help determining the correct permit pathway, please reference our handout “Navigating Permit Pathways in 
MyBuildingPermit”. If you have any questions, reach out to a permit tech at permittech@burienwa.gov or 
(206) 241-4647.

1. Open MyBuildingPermit.com in your browser
You will need to create an account if this is your first time. Once you are logged into your account, navigate to
the dashboard.

2. Start the application process
In the MyBuildingPermit dashboard, select “Apply for Permit”.

3. Select Jurisdiction
Choose the city where the project is located (Burien).

4. Select Application Type
Application types are categorized by department. Select the application type that best aligns with your project.

mailto:permittech@burienwa.gov
https://www.mybuildingpermit.com/
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5. Select Project Type
Project types focus on what type of building or use will be permitted.

6. Select Activity Type
Activity types further describe your project, although sometimes these are not intuitive. See instructions at the 
top of this document for ways to find support if needed.
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7. Select Scope of Work

The scope of work will describe the type of work that will potentially be permitted. Select “Continue” to move on to 
the application questions.

8. Select Project Information
Choose the information that applies to your type of permit and select “Continue”.

9. Review Application Information
Make sure all information is accurate and select “Continue”.

10. Review Submittal Information
This will detail all the information needed for a complete submittal. Make sure you have everything needed – if 
not, you can select “Save Draft” to save your application for later. Select “Continue”.

11. Complete Address Search
There are three ways to search: Address, Parcel #, or Owner Name. Enter information for one of those options 
and select “Search”. From the generated list, select the correct Address, Parcel, or Owner Name.
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12. Enter Parcel Information 
Make sure that all the information is correct and complete. Fields marked with a red asterisk are required. 
Select “Continue”.

13. Enter Work Description
Complete fields for “Project Name” and “Work Description”. You will want to make sure that the project 
description is thorough and fully describes the project and the complete scope of work for this permit only. 
When applying for multiple permits within one project, clearly define the scope of work for each permit. Select 
“Continue”.
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14. Identify Who Does the Work
Choose who is doing the work. The person who is doing the work is required to have a current Burien 
Business License (endorsement). If the contractor does not have a current Burien business license 
(endorsement) they will have to apply for one at bls.dor.wa.gov before they can proceed. 

15. Complete Applicant Information
Make sure all of the information is correct for the person who is applying for the permit to have the work done 
and fill in any missing information. Select “Continue”.

16. Identify Project Contact
The project contact is the person who is responsible for managing the project and is someone we can get in 
contact with if there are questions regarding the plans or application(s). Make sure all information is correct 
and fill in any missing information. Select “Continue”.

17. Identify Delegates 
Delegates are people who you want to have access to your MyBuildingPermit account. You can add a delegate 
if it is applicable to your project (e.g., homeowner, contractor, builder, architect). This is not necessary if it is 
not applicable to your project. Select “Continue”.

18. Review Supplementals
Read the supplemental information needed for the permit and fill out the questionnaire provided.

http://www.bls.dor.wa.gov/
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19. File upload
Upload all required documents needed for the permit. If a document is not applicable to your scope of work, 
create and upload a blank PDF document titled “Not Applicable” which will be deleted during the City’s intake 
review process. Select “Continue”.  

20. Review Application
You can go back and review the draft application by selecting the “Review Application” tab on the left 
column, at the bottom of the list. Review the Certification Statement. Select “Done Applying”.

21. Next steps
If this is a plan review permit, you are now done and can wait to hear from the jurisdiction. If this is an 
over-the-counter permit, you will be prompted to make a payment and the permit will be issued.


