
HOW TO USE THE MONROE ONLINE TRADE PERMIT APPLICATION  

 

1.     Visit https://portal.laserfiche.com/d3180/forms/MonroeTradePermits 

2.     Select your permit from the Permit Type drop down.  Please note, not all permits are currently                      

available online.  

3.     Help tips provide additional clarification for certain fields.  Hover your mouse over (?) for       

additional information. 

4.     Fill out a brief ‘Purpose’ and more descriptive ‘Statement of Work’.  These are required fields. 

5.     Select if the property is ‘Commercial or Residential’ 

Important Note: This form is designed for trade permits that are not related to a building permit.  If 

your trade permit is related to a building permit, the form will prevent you from proceeding and 

suggest you contact the building department for more information. 

 

 

 

6.     If this permit is for a commercial property fill out the contact information for the business 

owner. 

 

 

 

 

https://portal.laserfiche.com/d3180/forms/MonroeTradePermits


PROPERTY AND OWNER INFORMATION 

 

 

7.    Begin filling out the address of the 

property that the permit is for.  When 

you begin typing, the possible 

addresses will auto-populate.   

 

 

8.     After you select an address, the site 

will update the form with the 

property owner name from the 

Assessors database.  Use the drop 

down to select the property owner’s 

name.  If the property owner is 

incorrect, select ‘Other’ and type in 

the correct name. 

 

 

 

 

 

9.      Next fill out the property      

owner’s contact information. This is the 

property owner’s mailing address.  If 

the property address is their mailing 

address, select the checkbox to autofill 

the fields. The email address is a 

required field.   

 

 

 

 

 

 

 

 

 

 

 



PERMIT APPLICANT INFORMATION 

In this section fill in the contact information for the individual submitting the application.  The town will 

contact the applicant, primarily through email, with any questions and follow up steps to complete the 

permit process.  

10.     If you are a returning 

applicant, you can type in your 

email address and PIN number 

to autofill the form. This 

information would have been 

generated in a previous 

submission. (See step 12) 

 

11.      If this is your first time, please fill in 

your contact information, including your 

license number and upload a copy of your 

license.  If you are the property owner filling 

out the application, use the check box to 

autofill the form and you can leave the 

license information blank.     

 

 

12.     If you would like to save your information for future use, enter a 4-6 digit PIN.  You will receive 

an email confirming your information was saved along with your PIN. 

 

 



PERMIT INFORMATION 

The following sections will have specific fields based on your permit selection.  Any fields that are not 

pertinent to your specific permit can be left blank.  

 

13.      All acknowledgments will 

need to be read and checked. 

 

 

 

 

 

 

 

 

 

 

 

 

 

14.      Installation diagrams or site plans are required for most permits.  For site plans you can use 

the town’s GIS Viewer and follow the Site Plan Directions to create your own 

 

 
 

 

 

 

 

 

 

 

https://s3.amazonaws.com/MonroeCT/BuildingDepartment/Monroe+Site+Plan+Directions.pdf


 

15.  Specific Master Tradesmen information will be 

required for certain permits.  If the applicant is the 

master tradesmen use the checkbox to fill in the form.  

If the work will be completed by the homeowner, the 

master tradesman information is not required and 

only a homeowner signature is needed.  

 

 

 

 

 

16.     If the work is not being completed by 

the homeowner, then the master 

tradesman information must be filled in 

and the master tradesman signature is 

required.  If the applicant is not the 

master tradesman, they can sign in lieu 

of them, but they must upload an 

authorization letter.  

 

17.     Fill in the cost of work for all permits.  This is the total cost of the proposed work and will be 

used to calculate the permit fee.  The permit fee includes town and state fees.  Some permits 

will require additional inspections by the Fire Marshal which includes an additional fee. The 

Total Permit Fee is the final amount that will be due. It includes all permits and other fees in the 

application.  This fee will be collected after initial town approval.  You will be notified via 

email from donotreply@Laserfiche.com to make payment. Please add this email to your safe 

sender list. 

 

mailto:donotreply@Laserfiche.com


PERMIT SUBMISSION 

18.     Upload any supplemental documents that you would like included with your submission. 

19.     Review all acknowledgements and check the confirmation box.   

20.     Submit your application.  After submitting you will receive an email confirming that the town 

received your application.  PLEASE CHECK YOUR EMAIL AND SPAM FOLDER, FOR AN EMAIL 

FROM LASERFICHE NOTIFICATIONS AT DONOTREPLY@LASERFICHE.COM. If you do not receive 

an email, please contact the Building Department at 203-452-2805 or kogrady@monroect.org 

 

 

21.    If you are unable to complete your application, select “Save as draft”.  You will receive an email 

with a link to complete the application later.  

 

Thank you for using the Town of Monroe’s Online Trade Permit Application! 
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