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HOW TO 

Submit an Addressing Request 
Types of Addressing Requests 

This user guide will provide instructions for submitting an addressing request for the following 

scenarios: 

• Change in Address Number - Selected when an applicant has an existing address but is 

requesting to change the Address Number only. 

• Change in Street and Address - Selected when an applicant has an existing address but is 

requesting to change the Address Number and Street Name. 

• County Addressing Area of Impact - This option is selected when a parcel doesn’t appear to 

be in the Boise City limits, but IS in the City’s Area of Impact  

• Number Additional Address - Used to get a new address assigned when a parcel does not yet 

have an address assignment.  

• Unaddressed Parcel - This option is selected when you’ve been assigned a parcel from the 

county, but an address has not yet been assigned. An example would be a parcel that has 

had a Minor Land Division (MLD) and is now officially two separate parcels.  

• Variance from Address Ordinance - any variance from the following guidelines: 

All addresses within Boise City limits and the Boise area of impact are assigned by the city 

according to a grid system and addressing policy. When possible, all property parcels are 

assigned an address based on the street upon which the property fronts. Records of addresses 

previously assigned along with addresses of vacant property are maintained on an official 

address map. 

Submitting a Request 
 

To submit a new addressing request, follow the instructions below: 

1. Log into the Permitting & Licensing site. 

2. At the top of the screen, click on “Apply” and then select “Planning”. 

 

 

https://permits.cityofboise.org/CitizenAccess/Default.aspx


Submitting a Planning Project | Page 2 
  

 

3. Review the General Disclaimer, check the box to confirm you have read and accept the 

terms, and then click “Start the Project”. 

 
 

4. If the “Select a License” screen pops up, select “None Applicable” from the “Licenses” list, and 

then click “Continue”. If the “Select a License” page does not appear, skip to Step 5. 

 
 

5. On the “Select a Record Type” screen, click to expand the “Type 1 Applications” list, select 

“Addressing Review”, and then click “Continue”. 
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6. In the Applicant section, click the “Select Applicant” button, and then select your name from 

the list. 

 
 

7. Complete each field in the “Request Details” section. For help on any of the fields on the form, 

click the green question mark that appears for each item. 

 
 

8. Next, upload a site map to your request, which shows the parcel boundary, building outline, 

location of the front door and any fire alarm boxes. To upload your site map, click the “Add” 

button. 

 

9. On the File Upload screen, click “Add” again. 
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10. Locate your site plan file, click to highlight the file, and then click “Open”. 

 
 

11. You’ll see the name of the file name you selected on the “File Upload” screen. Click 

“Continue”. 
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12. On the next screen, enter a description for your file, and then click “Save”. Next click 

“Continue”. 

 
 

13. You’ll see that your site plan has been added to your application submittal. Click “Continue”. 
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14. You’ll be directed to the “Review” page to review each of your entries. To update any of the 

previous entries, click the green button in the “Request Details” section that says “Click here to 

Review and Edit” to make any updates. 

 

 

15. If everything looks good, scroll to the bottom, review the final information, then click the box to 

confirm you agree to the above. 
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16. Finally, you’ll be directed to the Receipt page, where you’ll see the record number associated 

with your request. Please use this number any time your reach out to the Addressing Team to 

inquire about your request. 

 


