S PERMITS AND LICENSING PORTAL

MISSOULA COMMUNITY PLANNING, DEVELOPMENT & INNOVATION

Applying for a 420 Cannabis License w22

The intent of this guide is to provide a step-by-step guide to apply for a 420 business license. This is not an
exhaustive guide; additional information may be required depending on your license.

1. Go to Accela Citizen Access https://ebiz.ci.missoula.mt.us/CitizenAccess/welcome.aspx
2. Login with your username and password. Click on Login.

Password:

B Remember me on this computer

‘eate

I've forgotten my password

3. Click on Licenses, then Click on Apply for a 420 License.

= Welcome to City of Missoula

I S S O LT I Helpline (406) 552-6630

MONTANA
Online Maps  Building Eye  Return to City of Missoula

Bnccounl Management é'] Logout

Announcements Logged in as:User First User Last  Collections (0) Blchu ) v
rts (

1 a |

Home  Building Engineering Planning
2l Apply for a 420 License Q Search for Licenses

Records

Show on Map
Showing 1-1 of 1 | Add to collection

rj Date Record Number Record Type Project Name Expiration Date Action Short Notes

] o9sarz022 2022-MS5-420-00001 E_a"“bJ“ Business Licerse 420 yeqt 420 RECORD 05/31/2022 435 Ryman
icenso

Search for Records
Enter information below to search for records.
» Site Address

« License Number
+ Parcel Number / Geocode
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4. Check ‘I have read and accepted the above terms’ and click on the ‘Continue Application’ button.
VLT uIic \.Ily Vi Iviovuwa CU.CIIIPKD w I\CCP W YWWOW nHuuilnauwvi aveura

for use, freedom from interruptions or from computer virus, or non-infr

from the Agency as a result of updates and corrections.

All trademarks and service marks contained in or displayed on this web:

without the prior written permission of the Agency.

| have read and accepted the above terms.

[ ]

5. Enter the street number and street name. For tips on entering the address, view the help text, such as
Do not include the type of street.

* Only enter your street name. Do NOT include the type of stree

*Street No.: *Street Name:
435 Ryman
D
Property Owner

6. The property owner will fill in after you search. You can change this if it is different by typing in the
current information. Then click on the ‘Continue Application’ button.

Property Owner

If the ownership listed in our reference data is out of date, please enter the correct i
Vo)

Name:
I [cmr OF MISSOULA ﬂ

Address Line 1:
435 RYMAN ST

Address Line 2:
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8.

9.

10.
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7. Specify the business contact types.

a.

Click on "Select from Account" or "Add New".
Select from Account will fill in information that
you provided when you registered for your
login.

Typically, the Applicant contact info will be
selected from the Account.

At least one Business Owner must be added.
The second Business Owner is for additional
owners.

The Local Manager is optional. This will be the
contact person to coordinate any onsite
inspections. If no local manager is added, the
Primary business owner will be the contact
person.

If Adding a New Contact, enter the information and
select Continue.

First:

Name of Business:

Mailing Address:

City:

Phone 1:

E-mail:

If Selecting from Account, choose the contact and select continue.

Contact Information

Last:

State: Zip:

Select v

Phone 2: Fax:

Discard Changes

Click on Continue Application.

Step 1:Business Application>Applicant

Applicant

To add a new contact, click the Add Contact link. To edit a contact, click the Edit link
Click either green bution

Select from Account Add New

Business Owner

Primary Business Owner

Select from Account Add New

Business Owner

If applicable, add additional Business Owner here. If there are more than two busine|

Select from Account Add New

Local Manager

To add a new contact, click the Add Contact link. To edit a contact, click the Edit lin

Select from Account

Select Contact from Acc

Select a contact to attach to this application.
If the contact has multiple addresses, you can se

Showing 1-2 of 2
Category Type

Associated
Contact

Applicant

Associated Owner
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11. To complete the Detail Information, Fill in Business Name, Physical Location, and Description of your
Operations.
12. These fields will be printed on your license.

]

Home Building Engineering m Planning
Apply for a 420 License Q Search for Licenses

Cannabis Business License (420 License)

Business

1 Application 2 Documents 3 Review 4 Pay Fees 5 Record lssuance

Step 1:Business Application >Business Information
*indicates a required field,

Detail Information

For Home Based B : By submission of this P wiedge | am responsible for complying with the City of Missoula Home Occupation Standards [Title 20 - 20.45.0501, Failure to do so may result in revocation of
issued License.

* Business Name

[U My Cannabis Business u‘.u.fj. ]J

*Physical Location of Business:
Please enter the physical address of the business here, ie. 435
T

(

S

* Describe your business operations and how you are using your
=

13.  Fill in the Additional Information.

14. Additional fields may populate based on your selections.

15. Complete all required fields, indicated with an *.

16. Use the help buttons (as available) if you need examples or additional information.

A ADCTY: @ 2000-MSS-RNT-12345

g businesses should select (7)( | Help X
) are applying to transition from your
general business license to a 420 license,
apply. select Other if another selection does not
[C better fit (such as adding a new activity or
use).

17.  Click on Continue Application.
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18. If your license is for a Commercial Location, you are required to complete a Wastewater Classification
Survey. On the attachments page, select Add.

Condition: UTL - Issue with Utility(s) Severity: Notice

@ A notice was added to this record on 02/21/2019.
Total Conditions: 3 (Notice: 3, Met: 1)

Attachments

All commercial based businesses (regardless of type/use) will need to complete and upload a Wastewater Survey p
documents. Upload PDF files only.

The maximum file size allowed is 1000 MB.
Allowed file type to upload: PDF

Name Record ID Record Type Entity Type

2022-MSS-420-00032 Cannabis Business License (420
License)

Record

19. Complete the Wastewater Classification Survey form, found here:
https://www.ci.missoula.mt.us/DocumentCenter/View/52104/WASTEWATER-SURVEY fillable

20. Select the Files to Upload

i X
a. Select the Add (1) File Upload
button The maximum file size allowed is 1000 MB.

Allowed file type to upload: PDF

b. Navigate to the filled in

and saved wastewater Wastewater Form pdf 100%
form on your /
computer (or phone).
c. Select the file and it
will upload.

d. Once you have
uploaded the form
select the Continue (2) 2 1

button.
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Select a document type to assign to the file

File:
PERMITS.pdf
100%

Cawva AdAd
Supplemental Documents

Ramnye All

: * Description:
Supplemental Documents v ]

Type "WASTEWATER FORM" in the description and click on ‘Save’

No records found.

ile:

ERMITS.pdf
100%

‘Type:

Supplemental Documents o,

pay i

WASTEWATER FORN‘

£ I

Continue Application »
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23.  You should now see the pdf you uploaded listed as an attachment on the Upload completed
Wastewater Survey page.

Apply for a 420 License Q Search for Licenses

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Cannabis Business License (420 License)

Business

1 Application 2 Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 2:Documents>Documents

*indicates a required field

[Upload completed Wastewater Survey}
L'

| commercial based businesses fregardless of type/use) will need to complete and upload a Wastewater Survey per by the D af Quality. Home based businesses do NOT need to attach any additional
cuments. Upload POF files only.

THb aximum file size allowad is 1000 M8,
tm:mhtmhtml are disallowed file types to upload

Name Type size Latest Update Action

PERMITS.pdf Supplemental Decuments 388.05 KB 09/22/2022 Actions w

24.  Click on Continue Application.
25. Review Your Application Information then select the Continue Application button.

rEuRARRE S i e (s e e Sssana = ) B ooy (B3 Adcolnt Mansgement. L Lngout

Home  Building  Engineering Planning
Apply for a 420 License o‘ Search for Licenses

Cannabis Business License (420 License)

Business
Application

Continue Application »

1 2 Documents. 3 Review 4 Pay Fees 5 Record Issuance

BIMAton Delow. Click the "Edit™ buttons to make changes to sections or "Continue Application” to move on
Record Type
Cannabis Business License (420 License)
Address E3
435 RYMAN
Property Owner E3

CITY OF MISSOULA
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26. Review the fees assessed based on the location and FTE you provided. Click Continue Application.

Step b Pay Fees

Listed below are the business license renewal fees based on information you have entered and information that is on record with your
license. Some fees are based on the quantity of full time employees/owners or your license type.

Application Fees
Fees Qty. Amount

TOTAL FEES: $88.00

Continue Application »

27. Complete the Credit Card payment information then click Submit Payment.

@ Pay with Credit Card

Credit Card Information:
*Card Type:  *Card Number: *Security Code:

MasterCardv

o1~ 2022

Credit Card Holder Information:

28. A Confirmation Page that your Application is Submitted will appear.

Cannabis Business License (420 License)

Business

Application 2 Documents

Step 5 {Application Submitted]

Your application has been successfully submitted.
Please print your record and retain a copy for your records.
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Review the information provided. It outlines if you need to take additional steps, including if you need
to upload a Hazardous Materials Inventory Statement (HMIS). Document Upload Instructions are also

included.

A

4. Are you an established business who received a letter in the mail st
Exceptions:

1. Delivery-only homebased businesses.

2. Dispensary-only businesses moving into a space where the most r

3. Cultivation and extraction facilities moving into a space where the

use/occupancy classification of all portions of the building and the in

To see if a change-of-use will be required, Contact 420license@ci.missoula.

(Document Upload Instructions)

Upload the required documents to the COM record that we have aut
1. While signed in, select “Building” from the top navigation

2. Select the Commercial Building permit by clicking on the red perm
3. Select "Record Info™ to expand the options, and then select "Attac
4. At the bottom of the attachments page, select “Add Files (No Plan
5. Follow the File Upload Prompts to “Add Files (No Plan Revisions)™ t

6. Specify the appropriate Type and provide a brief description
7. Click Save. Your file should now be listed

To attach an HMIS or Change-of-Use document to a COM Permit. Log in to the portal, select Building,
then the red Permit Number listed.

eApply for a Building Permit

Records

Home l Bullding IFIre Engineering Licenses Planning Police
pa—

Q Search Permits

Showing 1-5 of 11 | Add to collection

[] pate

Permit Number

Permit Type Description Address Status

[] 09/22/2022

2022-MS5-COM-00039 §Building Commercial PRODUCT / TESTING

CULTIVATION /

EXTRACTION / INFUSED 435 RYMAN ST MISSOULA

Open
LABORATORY / CANOPY: s

100SF
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31. Select Record Details, then Attachments.

Home - Fire Engineering License

oApply for a Building Permit Q Search

Record 2022-MSS-COM-00039:
Building Commercial
Record Status: Open

Record Info Payments

Record Details

) idded to this record on 02/21/2019

Processing Status TL - Issue with Utility(s) Severity:
ns: 3 (Notice: 3, Met: 1)

Related Records

Inspections

Valuation Calculator

32. Follow steps 17-23 of this document, in general. EXCEPT, note:

a. Assign the Change of Use file a document type of "Plan" and name the file the record number

INITIAL PLANS, for example: 2022-MSS-COM-00039 INITIAL PLANS

b. If your architect will upload the Change of Use file, have them contact coordinators to link their UserID

to the COM record. Email: coordinators@ci.missoula.mt.us
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