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                                                SUBDIVISION REVIEW APPLICATION GUIDE  
                                            EXISTING PROJECT SUBSEQUENT REVIEW 

 
CREATE A PROJECT 

 
1.  CITY OR COUNTY SUBDIVISION PREAPPLICATION MEETING REVIEW.  
(Required for all subdivision applications). 
No paper application is required. $629 Fee (City) Review fee payable by credit card.  After 
confirming your account, login complete the fields and upload the survey and all required documents.  
A project number will be assigned to the project when the application is submitted with the 
format:  PZX-YR-XXXXX.   Planning Staff will confirm the date and time requested. 

 
 

A. PROJECT APPLICATIONSUMMARY 
o Project Name:  Enter the complete legal description for the parcel 
o Description:  Enter the Survey type. i.e. Relocation, Aggregation, Court Order,  
o Classification: Choose the classification review.  (City or County) 

 
  

CREATE AN ACCOUNT & APPLY ONLINE:  https://services.billingsmt.gov/citizenaccess/   

PREFERRED BROWSERS: CHROME, FIREFOX, AND INTERNET EXPLORER.  This application does not 
work well with MS EDGE. 

NOTICE 
ALL APPLICATION SUBMITALS MUST BE COMPLETE WITH PAYMENT, RECEIPT OF PAID TAXES ON 
THE AFFECTED PARCEL, AND UPLOADED PDF FORMAT DOCUMENTS FOR THE EXEMPTION 
REQUESTED. 
INCOMPLETE APPLICATIONS WILL RECEIVE AN EMAIL NOTICE FROM STAFF.  THE PROJECT  
WILL NOT BE ROUTED AND MAINTAIN A STATUS OF “HOLD” UNTIL DEEMED COMPLETE BY PLANNING 
STAFF.  THANK YOU! 
 

https://services.billingsmt.gov/citizenaccess/
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B.  PROJECT APPLICATIONPARCEL: Enter by Address using address information.  Enter by Parcel.   

 
 

 
 
Use the parcel table to locate the certificate of survey or Subdivision code included with this 
document. Search & Select the corresponding address or description. 
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Search by Legal Description 
Example:  Search for Ridgewood Estates 
2nd Filing Block 2 Lot 14 (RD2-002-014) 

Notes 

1. Subdivision Code:  Ridgewood Estates 
2nd Filing  RD2 See Subdivision Code List 

2. Block 2  002 Will always have 3 numbers 

3. *Block 2 Amended  002A *Will always have 3 numbers  followed by Amended Lot 
Designation (002A) 

4. Lot 14  014 Will always have 3 numbers 
5. *Lot 14 Amended  014A *3 numbers followed by Amended Lot Designation (14A) 

Search by Certificate of Survey 
Example:  CS 5, Parcel 1A1 (0005-000-001A1)* Notes 

1. Certificate of Survey 5  0005 Requires 4 numbers in the certificate of survey field-See 
Subdivision Code Listing for the Survey Code.   

2. *Block/Range  000 *The block/range field has 000 as it is not available with the 
legal description. 

3. Parcel 1  001 Parcel number of 3 digits followed by Amended Parcel # 

4. *Parcel 1A1  001A1 Parcel number of 3 digits followed by Amended Parcel # 

Search by Township, Range, and Section 
(If no other parcel information is available) 
Example: T1N-R23E-SEC 05 

Notes 

1. Township 1 North  T1N Township codes are included with the Subdivision Codes 
2. Range 23 East  R23E Always 4 characters 

3. Section 05  SEC  05 
Section information is entered with SEC a space and the 
section number. The section number must be at least 2 
numbers 

 
C.  Project ApplicationSpecifics Window:  Enter the values for all fields. Enter the 
requested preapplication date.  If a field does not apply, enter NA.   
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D.  Project ApplicationRequirements Window:   This is a listing of required documents to 
be uploaded for the project.  Check all that apply.  

  
 
E.  Project ApplicationDocuments Window:  No Documents required at this time.  Click 
Next to Continue.   
 
F.  Project Application Blanket Project Window.  Not Required.  Click Next. 

 
G.  Project ApplicationAcknowledgements Window:  Read and Check the box to accept 
the Acknowledgment posted for the project.in order to proceed. 
 
H.  Project ApplicationFinish Window.   Review the information on the screen to ensure it 
is correct.  Click Finish to Submit your Application for Processing.   
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                                            EXISTING PROJECT SUBSEQUENT REVIEW 

I.  Processed Window: The application will process and provide you with the summary screen and the project #. 

 
 
J.  Summary Window Tabs 
 1.  Parties Tab:  Applicant and Related parties Contact information is required.  Click “Add Party” to 
include applicant information.   

 2.  Attachments Tab:  Click the Upload New button to upload the required project documents.  See the 
requirements page below.  Submit.  . 
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3.  Fees Tab:  Click “Pay Balance to enter credit card information.   

 
 

4.  The application is submitted.  Staff receives the email below contacts the applicant following an 
application review for completeness.  Applications are deemed incomplete and will carry a “HOLD” status 
unless the submittal includes payment, uploaded documents including pdf format of the survey; a receipt 
from the Yellowstone County Treasurer’s office showing all current taxes have been paid on all property 
affected by the survey, and all related project documents for the survey.   
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CITY OR COUNTY SUBDIVISION SUBSEQUENT REVIEWS  
FOR EXISTING PROJECTS 

*The assigned project # will be used throughout the duration of the project review. 
PZX-YR-00000 

Flow Chart of Subdivision Review Timeline and Procedures  
Subdivision Review Flow Chart 
  
 City of Billings Fee Schedule  Yellowstone County Fee Schedule 
  
Subdivision Submittal Requirements 

 
A.  Completeness and Sufficiency Review ($$ FEE DUE) Upload 1 complete set of documents for 
Preliminary Plat Submittal for completeness review.  Planning Staff will provide notice of 
completeness and what is needed for Preliminary Plat Submittal. 
 
C. Preliminary Plat Submittal-Upload Survey and corresponding documents for preliminary review. 
Declaration and Signature Page-Required Upload 
 
D. Final Check print Review ($$FEE DUE) Login to the Citizen Access account to access the 
project. Click on My Applications/Projects.  Use the search function with the project number to access 
the project.  Upload the required documents. Declaration and Signature Page-Required Upload 
 
E.  Final Mylar Review: Login to the Citizen Access account to access the project. Click on My 
Applications/Projects.  Use the search function with the project number to access the project.  Upload 
the required documents  
Deliver these items to the Planning office:  Signed/Notarized Final Mylars (2-sets City) and the 
signed and notarized corresponding project documents for routing.  The project will be scheduled for 
recording by the YC Clerk and Recorder’s office. 

 
 
 

START: Login to Existing Citizen Access Account with Project#. 
Login to the Citizen Access account to access the project.  
https://services.billingsmt.gov/citizenaccess/ 
 
 

  

https://www.ci.billings.mt.us/DocumentCenter/View/1507/Subdivision-Procedures-Timeline?bidId
https://www.ci.billings.mt.us/DocumentCenter/View/20858/FY19_City_Fee_Corrected
https://www.ci.billings.mt.us/DocumentCenter/View/21002/County_Planning-Fees_FY2019-20
https://www.ci.billings.mt.us/520/Subdivision
https://ci.billings.mt.us/DocumentCenter/View/41893/DECLARATION_SIGNATURES
https://ci.billings.mt.us/DocumentCenter/View/41893/DECLARATION_SIGNATURES
https://services.billingsmt.gov/citizenaccess/
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Click on My Applications/Projects.  Use the search function with the project number to 
access the project.  Click on the project line to open the project summary window. 
 

 
.  Summary Window Tabs 
 1.  Parties Tab:  Applicant and Related parties Contact information is required.  
Click “Add Party” to include applicant information.   
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 2.  Attachments Tab:  Click the Upload New button to upload the required project 
documents.  See the requirements page below.  Submit.  . 

 
 

3.  Fees Tab:  Click “Pay Balance to enter credit card information.   
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4.  The application is submitted.  Staff receives the email below contacts the applicant 
following an application review for completeness.   

 

 
Applications are deemed incomplete and will carry a “HOLD” status unless the 
submittal includes payment, uploaded documents including pdf format of the survey; a 
receipt from the Yellowstone County Treasurer’s office showing all current taxes have 
been paid on all property affected by the survey, and all related project documents for 
the survey.   
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