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Charles County Government 

Department of Planning and Growth Management 
Phone: 301-645-0692  Email: PGMAdmin@CharlesCountyMD.gov  

How to Apply for a Permit/Plan Review  

To Apply for Permit or Plan review you must have a registered account in the Citizen 
Self Service Portal (CSS) 

 

1.   If you are not registered, please refer to the tutorial document for “How to 

Register in CSS” located on the main permits page. 

 
2.   If registered, login to your account. 

 
3.   You will arrive at your home page. This page is referred to as your “Dashboard”. 

 

 
 

 

3 

4.  Click “Apply” from the top menu selection 
 
 
5. You have the ability to choose from the available lists of Permits and Plans to apply for 

or; 
 
6.  Click “All” to view all options available for either application type. 
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https://www.charlescountymd.gov/pgm/cpis/permits
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7.   By clicking “All,” you arrive at the Application Assistant page. Here you can view a list-
ing of Permit or Plan Categories including brief descriptions to assist you with your submit-
tal. Select “Apply” to make your selection. 
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8. Keep the location dropdown selected as “Location”. 

 
9. Click the “+” to add the location of the submittal. 
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10. For permit submittals, you must choose to submit with an address or parcel number 

 
11. Keep the location dropdown selected as “Location” 

 
12. Enter your address/parcel number in the “Search” field. Only enter the street number 
and name. Exclude the suffix such as road, street, drive, avenue, etc. 

 
13. Click the magnifying glass to search 
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14. Click “Add” to add your address/parcel number to your submittal 
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15. Your address and/or parcel number will be added to your submittal.  

 

16. Click Next to continue.  
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17. You have the ability to change your original Permit/Plan selection from the dropdown 
box. 

 

18. Type in additional information to describe what you are applying for. 

 
19. Add Square Feet and Project Valuation if required. Exclude commas and decimals.  
 
20. Click Next to continue. 
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21. Depending on the permit/plan type you may be automatically added as the applicant.  

 

22. Enter the required contact for the permit/plan type you are submitting. The required 
contacts will automatically generate.  
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23. You can either search for a contact or enter them manually.   

24. If searching for contact enter their name and click on the magnifying glass. Then find 
their name and click “Add”. 
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25. If entering manually complete the required fields and click submit. 
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Name 

Address 
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26. Once all contacts have been added click on Next. 

 

27. Fill out the general information fields. These will differ by submittal type. Click Next to 
continue. 

28. Now you will need to upload your submittal files. They will differ by submittal type. 
From the drop down menu, select the type if file you are attaching. 

 

29. Supported file types are indicated below. Please note the maximum file size for CSS 
submittals is 2.14 GB. 

 

30. To upload a file, click on the “+” and select the appropriate file.  

 

31. Click on Next when you have uploaded all files. 
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32. You will arrive at an application summary page where you can review your application 
prior to submission. 

33. Once you have reviewed your information you may submit your application, go back 
to correct an error, or save the draft. 
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34. Once you have submitted your application you will arrive at a confirmation page stating 
that your application was submitted successfully. Here you can view your permit number 
and note it for your records. 

 
35. You can monitor the status and progress of your submittal via your CSS account. Once 
your permit/plan application has been reviewed and deemed complete our staff will gen-
erate an invoice. The invoice must be paid before the permit/plan application will be offi-
cially reviewed. Our staff will notify you when the invoice is ready for payment. Do not pay 
your fees until our staff notifies you that the invoice is ready for payment. 
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