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MODIFY AN EXISTING PERMIT 
On October 1, 2013, the Statewide Environmental Resource Permit (SWERP) rules went 
into effect. If you have questions about which permits can be modified or now require a new 
permit, please contact our Engineer of the Day, or schedule a pre-application meeting to 
discuss your project. 

To modify an existing permit, you will need to apply through the ‘Modify an Existing Permit’ 
process. 

1. Log into your account and click on ‘Apply for Permit or Request Exemption’. 
2. Select the ‘Environmental Resource Permit’ button. 
3. Then click on ‘Modify an Existing Permit’ 
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SEARCH FOR AN EXISTING PERMIT 

4. Using the search fields, search for the permit you intend to modify by entering criteria in 
one of the available fields and click ‘Search’. 

 

5. In the Permit List, identify the permit by clicking on its row, then click ‘Continue’. 
 

 

 

6. Review the applicable rule(s) (to view the rule language click on the rule number 
link). Depending on the permit type you are wanting modifying will depend on which 
type of modification choice will appear. For example, for an Individual there will be 
five options to choose from. Once you choose the type of modification, you will select 
modify.  
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Note: If you only need to make administrative changes (ownership change, 5-year 
extension request, conversion of ERP to SWERP, or Executive Order request) you will 
only need to verify the General (permit) Information, provide updated Applicant (contact) 
Information, and attach any supporting documents. 

 

7. On the General information page, verify the Permit Modification Information is 
correct  
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8. Zoom in to the Project Boundary on the map you wish to plot and answer the question 
for Other Changes then click Continue. 
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APPLICANT INFORMATION 
9. The existing ‘Project Name’ for the permit being modified will auto populate. 

Editing the ‘Project Name’ can be done on any step of the application. Your 
‘Draft Application ID’ will populate to the right and will become your ERP 
Application ID after submittal. The milestone menu on the left will help you 
identify which step of the application you are on. You can navigate back to any 
step by clicking on the appropriate choice. The system will not allow you to skip 
any step by navigating forward. Select the ‘Contact Type’. 
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For detailed descriptions of the contact types, click on ‘+Show Contact Type Descriptions’. 
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10. The contact information for the permit you are modifying will auto-populate.  Verify, 
remove, or add the appropriate Applicant and Contact Information. You can also 
change the contact type for each entity by selecting the dropdown and choosing 
another type from the dropdown list. 

 

LOCATION INFORMATION 
Depending upon the referenced rule, this step may be omitted during the application submittal 
process.  
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PROJECT INFORMATION 
11. Details for the permit you are modifying will be displayed along with the rule(s) 

you previously selected. Complete the ‘Project Information’ section and provide a 
‘Project Description’, then click on ‘Continue’. This section will not be applicable 
for Minor Modification types.  
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ATTACH DOCUMENTS 
12. You can ‘Drag’ and drop up to 10 files at a time or upload one file at a time. Do not 

upload copies of checks! 

 

13. Once uploaded, provide the ‘Document Type’ for each attached document. Click 
the refresh button to preview the documents you uploaded. You can select the red 
X to delete any you may have uploaded unintentionally. 

 

SUBMITTER AGREEMENT 
It is required that you agree to both statements under this step to proceed. 

 

14. Review and Agree to Submitter Agreement Statements by checking “I 
Agree” to both statements then select continue. 
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Note: If you have selected a minor modification or short form modification rule for “Non-
Substantial Changes” you will click on ‘Submit Modification’.   

SUBMIT PAYMENT 
If you have selected a Major modification rule you will receive the payment step. 

 

15. Select “Yes” or “No” to the two questions in the ‘Adjustment of Fees’ section. 
16. Click on ‘View Fee Schedule’ to view a current copy of the SWERP fee schedule.   
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PAY NOW 
17. Credit cards, eCheck or a District Receipt Number are accepted forms of payment. 

Click on ‘Pay Now’ to pay for your application submittal. 
18. Select the payment option you will be using, enter the payment amount, and complete 

the required fields for processing your payment. Select ‘PROCESS PAYMENT’ once 
complete. 
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A pop-up box will appear asking for confirmation of application submittal.  Click ‘Confirm’ to 
continue with submittal or ‘Cancel’ to return to the ‘Submit Payment’ page.  
 

 

 

 

 

19. Confirmation of processing your payment will populate. Click Continue. 

 

PAY LATER 

20. Click on ‘Pay Later’ to submit your application without payment. Payment will be 
required prior to the permit being issued. 

21. Click ‘Continue’ 
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A pop-up box will appear asking for confirmation of application submittal without payment.  Click 
‘Yes’ to continue with submittal or ‘Cancel’ to return to the ‘Submit Payment’ page. 
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CONFIRM SUBMITTAL 
Your application has been successfully submitted to the District. Download a copy of your 
payment receipt if you submitted payment by clicking on the ‘Payment Receipt’ button. 

 

1. Download a copy of your Application by clicking on the ‘Application’ button or a copy of 
the receipt by clicking Payment Receipt. 

2. If you would like to email a copy of the application to the applicant or another party, 
enter the email address and click ‘Send Email’. The ‘Payment Receipt’ and/or 
‘Application’ documents are automatically attached to each email sent. 

3. Click Generate Manifest to create a manifest for multiple documents uploaded. 
4. There is a customer satisfaction survey as well if you would like to fill that out by 

selecting the customer satisfaction survey link. 
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