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ZONING ONLINE APPLICATIONS 
 HTTPS://SERVICES.BILLINGSMT.GOV/CITIZENACCESS/ 

  

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, AND UPLOADED PDF FORMAT 
APPLICATION/SIGNATURE PAGE AND DOCUMENTS FOR THE APPLICATION REQUESTED. 
 
ZONING PROJECTS REQUIRE A COMPLETENESS REVIEW BEFORE BEING ACCEPTED AS A PROJECT.  
TO SUBMIT COMPLETE THE APPLICATION ONLINE AND UPLOAD A COMPLETE ZONING APPLICATION 
PACKET.  STAFF WILL RESPOND BY EMAIL AND VERIFY THAT THE APPLICATION IS COMPLETE. 

https://services.billingsmt.gov/citizenaccess/
https://services.billingsmt.gov/citizenaccess/
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START ENTERING HERE: 
 

A. PROJECT APPLICATIONSUMMARY 
o Project Name:  Enter the complete address and legal description for the parcel 
o Description:  Enter the Zoning Application type (Zone Change, Special Review, 

Variance) 
o Classification: Use the drop down box to choose the application type. 

 
 

B.  PROJECT APPLICATION SEARCH AND CLICK TO CHOOSE THE ADDRESS.  Enter by 
Address using the search button, clicking on the correct address information to add the 
address to the procect 

 
 

 
 
..   
 
If the location does not have an assigned address, 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 
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C.  Project ApplicationSpecifics Window:  Enter the values for all fields. Enter the 
requested COMPLETENESS REVIEW DATE.  If a field does not apply, enter NA.   

 
D.  Project ApplicationRequirements Window:   This is a listing of required documents to 
be uploaded for the project.  Check all that will be included with the application.  
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E.  Project ApplicationDocuments Window:  Click Next to Continue. No Documents 
required at this time.   

 
F.  Project Application Blanket Project Window.  Not Required.  Click Next. 

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

 
 

I.  Processed Window: The application will process and provide you with the summary screen and the 
project #.  PZX-YR-XXXXX.  THIS NUMBER WILL IDENTIFY THE PROJECT FOR THE LIFE OF THE PROJECT 
 
 

J.  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.  Submit.  . 

 
 
REQUIRED UPLOADS 
SIGNED APPLICATION FORM 
STATEMENT ANSWERING ZONING APPLICATION QUESTIONS 
RADIUS MAP AND CERTIFIED LIST OF PROPERTY OWNERS 
SITE PLAN 
TYPED MAILING LABELS FOR CERTIFIED PROPERTY OWNERS 
PREAPPLICATION MEETING INFORMATION (ZONE CHANGES ONLY) 
 

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 
unitl the assigned Planner deems the application as “complete”.   
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