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Withdraw of an Application
Most application types can be withdrawn when applications hold a certain status, but 
before permit issuance. 

For those applications that can be withdrawn, and are in their appropriate status, a red 
Withdraw button will be activated on the applications Activities page.

If the application cannot be withdrawn, the button will be greyed out. Selecting the 
question mark icon, will provide information as to the reason.

1. To request a withdraw of an application, locate the application in the Customer 
Portal, under the Applications tab.
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2. Select the File Number hyperlink to open the Activities page for the application.

The applications Activities page will open. 

3. Scroll down to the bottom of the page to view the Withdraw button.

4. Select the Withdraw button to proceed. A new Withdraw Application page will 
open.

5. Select the Comment box to provide added information or a reason for the 
withdraw request. This is a mandatory requirement to cancel the application.

6. Select the red Withdraw button once more to confirm the request.
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7. A message confirming the withdraw will appear near the top of the application 
page.

An email notification will also be sent to the applicant, if the “Withdraw 
Application” notification type was selected in the account profile settings. 

8. City Staff will the review the withdraw request and review the application. Any 
refund requests, if applicable, will be determined at this time.

Once City Staff process and approve the withdraw, a status of Withdrawn will 
appear in the Applications tab for the application.
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