
P L A N N I N G  A N D   
D E V E L O P M E N T  S E R V I C E S  

 
 

 

 
Planning and Development Services 
Boise City Hall | 150 N Capitol Blvd, Boise ID 83702 
Phone: 208-608-7100 | TTY: 800-377-3529 

Version-1.0 | 3/24/2026 

How to 
Submit a Preapproved ADU Permit Application 

 

 
BEFORE YOU BEGIN: Each page of the on-line application includes two buttons: 

• Save and resume later (bottom left): Saves your progress and closes the application. Use this 
if you cannot finish until a later time. 

o The system logs you out after 10 minutes of inactivity. 
o Unsaved work will be lost, and you’ll need to start over. 
o Any applications saved remain available for 60 days. 

• Continue (bottom right): Moves you to the next step. 

 
 
If you clicked Save and resume later by mistake: 
 

1. Go to Home > Dashboard. 

 
2. Scroll down to Work in Progress. 

 

3. Click Resume Application next to your 402 application. 
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Steps to submit your pre-approved ADU building application: 
 

1. LOG IN: Log in to the Permitting & Licensing site. 
 

NOTE: To register for a user account, follow the instructions found in our guide on How to 
Register for a Public User Account. 

 
2. APPLY: At the top of the screen, click on Apply and then Building. 

 

 
IMPORTANT: Make sure pop-ups are allowed for the site before proceeding with the 
application. See the links below for instructions: 

• Google Chrome users. 
• Microsoft Edge users. 

 
3. GENERAL DISCLAIMER: Check the box to acknowledge you have read and accept the 

terms, and then click Continue Application. 

 
 

  

https://permits.cityofboise.org/CitizenAccess/Default.aspx
https://www.cityofboise.org/media/19748/how-to-register-for-a-public-user-account.pdf
https://www.cityofboise.org/media/19748/how-to-register-for-a-public-user-account.pdf
https://support.google.com/chrome/answer/95472?hl=en&co=GENIE.Platform%3DDesktop
https://support.microsoft.com/en-us/windows/change-security-and-privacy-settings-for-internet-explorer-11-9528b011-664c-b771-d757-43a2b78b2afe


Submit a Preapproved ADU Application | Page 3 
  

 

4. RECORD TYPE: To select the Record Type, click to expand Residential Building Permits, 
select 402-404-New Residential, and then click Continue. 

 
 

5. CERTIFICATION: Read through the requirements presented, check the acknowledgement 
box, and then click Continue. 
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6. ADDRESS SEARCH: Since this is a new ADU, it most likely does not have its own address yet. A 
unique address will be assigned during the review process. For now, when submitting your 
application, use the primary residence’s address. To search for it, enter only the Street Number 
and Street Name (or part of the name). Leave all other fields blank and click Search. 

 
You’ll notice that once the address has been validated, that the parcel and owner 
information is now displayed when you scroll down on the screen. 
 

 
 

Scroll to the bottom of the screen and click Continue. 
 

7. APPLICANT: Next, add your name as the Applicant by clicking the Select a Contact button 
and then select your name from the list that pops up.  
 

NOTE: The applicant is the person uploading documents & drawings and responding to 
reviewers (not always the property owner).  
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8. CONTRACTOR DECLARATION: This is the section where you’ll identify who will be doing the 
work:  

a) Use the drop-down arrow to identify who will be performing the work, whether that will 
be the homeowner (or another exempt individual), a registered contractor, or if it is “To 
Be Determined.”  

b) Answer Yes to this question (required for a pre-approved ADU).  
c) Check the box to indicate you’ve read and understand the information at the top of 

the page. 
d) Once you check the box above in item C, the date will automatically populate. 
 

Click Continue. 
 

 
 

9. Professional Contacts List: If you select “Registered Contractor” in step 9.a above, you will be 
required to add a professional contact in the Professional Contacts List before continuing to 
the next page. If your contractor has not yet been linked to your public user account or if the 
“Look Up” button fails to return any results: 
 
• Click “Save and resume later”, then reach out to our Permit Desk at 

permits@cityofboise.org or by calling (208) 608-7070 and request to have your Contractor 
license number linked to your public user account allowing you to select it from your 
account. 

 
OR 
 
• Select “To be determined” in step 9.a above, complete the remaining fields to submit your 

application. Then once you have determined the contractor, reach out to our Permit Desk 
at permits@cityofboise.org or by calling (208) 608-7070 and request to have your 
Contractor license number added to your permit application. 

 

  

mailto:permits@cityofboise.org
mailto:permits@cityofboise.org
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10. DETAIL INFORMATION: This is where you’ll enter a name and description for your project.  
In the: 
• Project Name (e.g., “Thompson ADU”). 
• Scope of Work (e.g., “Construct a new detached one-bedroom ADU using pre-approved 

ADU model XXXXXXXXX”.  
 

NOTE: The name of the pre-approved ADU model would be entered in lieu of the 
XXXXXXXXX shown in the example above/below.) 

 
 

11. PROJECT DETAILS: The Project Details section is where most of your details will be entered for 
your new ADU. The “Property Information” appears at the top of the Project Details section, 
which all fields are read-only, so cannot be changed. These details are populated from our 
GIS data to identify specific details for the address. 
 
Continuing to the “General Information” section, you’ll see the first field is “Application Type”. 
Please use the drop-down arrow for this field to change it to Pre-Approved ADU, as shown 
below: 
 

 
 

Continued on next page 
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PROJECT DETAILS, continued:  

You’ll notice that once you change the Application Type field to Pre-Approved ADU, the 
application fields will be updated to only include the fields we need for your ADU. The first field 
appearing directly below the “Application Type” field shown above is where you will select 
which pre-approved ADU model you plan to build on your property. Use the drop-down arrow 
to select your ADU model: 
 

 
 
After selecting your ADU model, you may notice two things occur: 

• a new field will appear instructing you to “Click on the Question Mark to Preview the 
design” (see below). Once you click on the question mark, you’ll see the name of your 
ADU model which is a link to open the floor plan to preview. 

• the “Total Building Area” field will automatically update to match your selection above. 
  

 
 
 
 

Continued on next page 
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PROJECT DETAILS, continued:  

Next, scroll past the next few sections until you get to the Additional Information section. You’ll 
notice fields to enter any Planning application numbers you have related to the project, which 
at minimum would be a: 
 

• PLN - Planning Project Number, and 
• CZC - Zoning Certificate,  

OR 

• DRH - Certificate of Appropriateness. 
 
Once the Planning applications numbers for your project have been entered, answer the 
compliance question and then click Continue. 
 

 
 

12. PROJECT VALUES: Enter the cost of the total project including materials, labor, etc. into the field 
provided, and then click Continue. 
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13. REVIEW: You’ll be directed to the Review page, allowing you to scroll through each of your 
entries for accuracy. You’ll notice green “Edit” buttons on the Review page allowing you to 
click to go to a specific section if corrections are needed. 

 
 
After reviewing your entries, scroll to the bottom and check the box to acknowledge the three 
bullets, which the Date field will automatically update once you check the box.  
Click Continue. 
 

 
 

14. RECEIPT: The Receipt and Confirmation page will appear providing you with your permit 
number: 
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15. NEXT STEPS: Once you’ve submitted your permit request: 
 

• You’ll receive an email invitation to begin uploading your files into ePlanReview. 
ePlanReview is the system where all drawings & documents for a permit are uploaded, 
and where the plan review takes place. 
 

• Upload your documents into ePlanReview. 
 

• You do not need to upload drawings; a City of Boise Permit Technician will upload the 
plan drawings for you based on the pre-approved ADU model you selected. 
 

• For additional information on using ePlanReview, visit our Electronic Plan Review User’s 
Guide. 

 
• If you’re a new user of ePlanReview, you’ll need to register for a new ePlanReview user 

account. For instructions on registering, see our guide on How to log in to ePlanReview 
using Boise Secure. Instructions for registering for an account begins on Page 6 – First 
Time Users to ePlanReview. 

 

https://www.cityofboise.org/media/12597/userguidebuilding_rev-01202026.pdf
https://www.cityofboise.org/media/12597/userguidebuilding_rev-01202026.pdf
https://www.cityofboise.org/media/20817/boise-secure-guide-for-citizens.pdf
https://www.cityofboise.org/media/20817/boise-secure-guide-for-citizens.pdf
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