
Application Process for Submitting
ROW City Department Work Start 

Notice (CWS) Permit



Create an account in the City of Tampa Citizen Access Portal using the following URL
https://aca-prod.accela.com/TAMPA/Default.aspx

Select

https://aca-prod.accela.com/TAMPA/Default.aspx
https://aca-prod.accela.com/TAMPA/Default.aspx
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After you create your account, Sign into the portal.

Select



Now that you’re logged in, begin creating the application.

Then choose Right of Way Permit 
from the resulting dropdown 

Select +New



Application Creation

Select 



Application Creation

Select



ROW City Department Work Start Notice

Select 

Then choose ROW City Department 
Work Start Notice from the resulting 
dropdown 



ROW City Department Work Start Notice

Select 

To add Contact Information,
Click on one of the three options. 
(SEE FOLLOWING PAGE FOR 
DETAILS)

• A minimum of two 
different Contacts must 
be included in the 
application

• One of the Contacts 
should be the City of 
Tampa Technician 
assigned to the project

• Each Contact must be a 
registered Accela user



ROW City Department Work Start Notice

Look Up 
Allows searching for a currently 
registered user in Accela. For filling 
in the dialog box, all information 
does not have to be filled in. Vague 
is better.  Can search by name, 
address, email, or phone

Select from Account 
Information will auto 
populate with the person’s 
information that is logged 
into Accela

Add New
Must fill in all the 
information listed 



ROW City Department Work Start Notice

Select

• Enter detailed description of 
proposed work in the right 
of way associated with the 
application.

• Include name of City 
Department and City 
Department Job Number in 
the description

Enter City Project Manager 
Information.

From Dropdown, select if work 
is being done by a City 
Department or Contractor then 
follow resulting prompts (SEE 
FOLLOWING PAGE FOR 
DETAILS).



ROW City Department Work Start Notice

WORK BEING DONE BY A CITY 
DEPARTMENT?
• Select the applicable city 

department from the drop 
down.  

• Enter the City Department 
Job Number.

• Continue Application.

WORK BEING DONE BY A 
CONTRACTOR?
• Enter Project Manager of the  

applicable city department’s 
contact.

• Continue Application.

Select Select



ROW City Department Work Start Notice

Select
Add  Attachment(s) Then 
Select “Continue 
Application”

SEE INSTRUCTIONS FOR ENTERING CITY ROW WORK AND 
ADDING ATTACHMENTS ON FOLLOWING PAGES.

Add a Row, (or multiple rows) then select SUBMIT 
after completing City ROW Work entries.



ROW City Department Work Start Notice

In the FDOT MOT Index box, 
write either the FDOT Index 
Number for proposed work, or 
write in CUSTOM MOT when  no 
FDOT index is applicable

Enter City ROW Work for each involved 
road segment (street block) separately.

Select the Work Type 
Category from the 
dropdown list.

Select MOT setup 
from the 
dropdown list.



ROW City Department Work Start Notice

When finished adding 
documents, select 
“Continue Application”.

When adding documents, it’s 
important to
• Correctly identify the document 

type. (SELECT FROM 
DROPDOWN).

• Enter the description of the 
document.

• Select Save to complete 
document upload.

In file upload dialog box 
select Add to upload a 
document into the record.

Continue to select Add to 
upload more documents 
and select continue to 
proceed.

At a minimum, applicants MUST upload Construction/Work Location Plan and 
MOT Plan/Index. Additional documents may be required upon review of the 
application.



Permit Summary Page is 
generated to allow an 
opportunity to review and 
make edits before finalizing 
the application.

If all items are correct select 
Continue Application.

ROW City Department Work Start Notice



ROW City Department Work Start Notice

After permit summary page is confirmed the permit 
application is processed and CWS permit number is 
created.  Please include this record number on all 
correspondence pertaining to the project.



After the ROW CWS Application is Received by Right of Way Permitting Section
1. Sufficiency review is performed.
Construction and MOT plans for proposed work must be uploaded with the application.  If all required documents have not been uploaded, the application status will be “awaiting 
client reply”.  The application will not be accepted until all required documents are provided.

2. ROW Work / Custom List is Evaluated and Revised. 
An incomplete or incorrect custom list may result in the permit application being placed in the status of “not accepted”, which will close the record.  A new application will then be 
required. When completing the online application, ensure ROW Work is entered per block to help prevent “not accepted” applications. 

3. Application will be routed for review by MOT and other reviewers when MOT or proposed construction warrants.

4.  Application is approved by reviewer(s).
If any reviewer disapproves, the applicant must upload a response to the disapproval comments for follow-up review and approval.

5. After all reviews are approved, the ROW Permit Conditions Document is uploaded into the record, and the application status is placed on “awaiting client reply” for the applicant to 
upload the  48-hour work start notice

8. CWS ROW Permit Placard is issued after the 48-hour work start notice is uploaded and the proposed work dates are approved.
Depending on the work location, publishing of lane closure notifications may be required prior to permit issuance. 
No work is to be done in the right of way until the CWS ROW Permit Placard has been issued.

9.  A Pre-construction Inspection may be performed.

10.  Applicant must upload the Notice of Completion when all work is complete

11. Final Inspection is done.
All restoration must be done in accordance with the City of Tampa restoration requirements. Contractor will be contacted if the inspection is disapproved. 
Restoration standards can be found within the following:  https://www.tampa.gov/document/city-tampa-pavement-restoration-standard-26101
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Right-of-Way Permitting Contact 
Information

Webpage
https://www.tampa.gov/tss-transportation/programs-and-services/right-way-permits

Permitting Intake
For Right-of-Way Permitting Review, Issuance, and General Questions
306 East Jackson Street, 4th Floor East Wing
RightofWayPermitting@tampagov.net
Tampa, Florida 33602
Office: (813) 274-3104

Permitting Inspections
3802 East 26th Avenue
rowinspectors@tampagov.net
Tampa, Florida 33605
Office: (813) 274-3104
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