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HOW TO APPLY FOR A PLAN 
 

Visit onestopshop.gilbertaz.gov 
 
Note:  If you have not registered for an account on One Stop Shop, please refer to the One Stop Shop 
Registration Guide prior to applying for a Plan. 
 
After logging into One Stop Shop: 
 

 
 
Click on Apply. 
 
Locate the Plan you would like to apply for and click Apply. 
 

 
  

https://onestopshop.gilbertaz.gov/


 
Click on the blue tile to add the site location.   
 

 
 
The location can be added by Address or Parcel Number or by clicking on a parcel on the map. 
In this example, a search is done on the Parcel Number where no address has been assigned. 
 
Enter the parcel number and click the Search icon. 

 
 
The map will zoom to the parcel.  Click Add. 



 
 
 
Make sure all parcel numbers for the project are entered.  If needed, click on Add Location again to repeat 
for each parcel number.  When finished, click Next. 
 

 
 
At any point during the process, you can click on Save Draft and finish at a later time but the application will 
not be submitted to the Town of Gilbert until all steps have been completed. 

 



 
On the next screen, enter the Name of the Project and a detailed description of the request.  Click Next. 

 
 
This will advance to the Contacts screen.  The registrant’s contact information will default to the first 
contact card listed.  Click on the blue tile to search for the required Owner contact. 
 

 
 
On the following screen: 

 



1. In the search box, type in Name, Email or Company Name. 
2. Click on Magnifying Glass. 
3. If the person, email, or company is an existing contact, click Add.  If the contact is not found, they 

most likely have not yet registered for One Stop Shop and can be added manually.  
 

 
1. Click on Enter Manually. 
2. Enter required contact information. 
3. Click Submit. 

 
After all contacts have been entered, click Next. 

 
 
On the More Info page, add the all applicable information.  Items in Red are required entries.  Click Next 
when done. 
 



 
 
 
On the Attachments screen, click on the blue tile to upload a Project Narrative describing in detail the 
proposed project.  This narrative will help Planning Staff determine the correct application so it is 
important to be as detailed as possible.  Click Next when you done. 
 



 
 
 
On the Summary page, verify the information that has been entered is accurate and click Submit.   
 
A message will appear that your application has been successfully submitted.  You will receive an email 
after Planning staff reviews the submittal with instructions to upload exhibits and pay the fee. 
 

 
 
After the submittal has been reviewed by Planning staff, you will receive an email with the Plan Case 
number and instructions to upload the exhibits and pay the fee. 
 
Navigate to the Plan Case number from the Dashboard by either clicking on the white tiles or View My 
Plans. 
 

 
 



To upload exhibits, click on the Attachments tab. 

 
 
On the Attachments screen, notice the tiles with Required showing – you will need to upload at least one 
PDF Attachment to each of the required tiles in order to proceed.  Make sure that the PDF’s are single 
layer only, and exhibits are either 8.5” x 11” or 11” x 17”.  DO NOT UPLOAD 24” X 36”.  You may add 
additional attachments outside of the required categories by using the last tile – choose the file type using 
the dropdown box.  Click Submit when you are done attaching all your files. 
 
Refer to the checklist of required exhibits and content to be included on the exhibits for the appropriate 
application here: https://www.gilbertaz.gov/departments/development-services/planning/forms-fees-
applications 

 

https://www.gilbertaz.gov/departments/development-services/planning/forms-fees-applications
https://www.gilbertaz.gov/departments/development-services/planning/forms-fees-applications


 
The next screen will show a message that the file upload was submitted successfully.  Click on the Fees tab 
to pay the fees.  Processing of the submittal will not begin until the fees have been paid in full. 
 

 
 
 
Click on Add to Cart. 
 

 
 
 
Click on either of the Check Out buttons. 
 

 



 
The MyGovPay website will open.  Enter the Payment Details and click Pay Now. 
 

 
Please Note:  A convenience fee will be added when paying online by credit card.  You may pay by debit 
card with no convenience fee by calling (480) 503-6700.  Please have Plan Number when calling. 
 
The next screen will show that the payment was successfully processed.  Click on Continue to Site to be 
redirected back to OneStopShop. 
 

 
Processing of the submittal will begin after full payment is received. 


