Section 3 Appling for a permit

Follow these actions to apply:

(Note: — Go to https://www.geotmsweb.com/towns/charltonma and login to your online permit

account.)

Action 1 — Click the “Apply For A Permit Or License” option in the menu
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Tip: A new feature available in 2016 will allow you to quickly and easily submit your annual reference
number for burning permits with just a few clicks as long as you have a valid reference number for a
burning permit from the previous year. The first time you apply for burning permit requires several
detailed steps but applying in future years will effectively renew your annual permit based on your data
you've already submitted. For more information click here: Reference number burning permit quick
reapply (Send this to a hyperlink once created)



Action 2 — Click on the “Fire Safety & Permits” line to get a list of Fire permit types:
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Action 2.1 — Double click on the Fire Permit type you wish to apply for:
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Action 2.2 - The “Open Air Burning” reference number should have moved from the left side
(“Application Types”) to the right side (“Queue”). If it hasn't try clicking once on the words “Open Air
Burning” under application types and click the right arrow to move the words into the “Queue” section.

When the screen looks like this, click on “Né&XtT™
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Clicking the next will take us to Action 3 and a new screen where dressed and con fact contact
information will be captured.
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Action 3 — Enter the address where the work will be done and click search.
The owner information will automatically fill in once a valid address is found.




Tip: You can also select your address from the dropdown that appears as you type, which will also
automatically fill in owner information.

Note: If your address is not found in the look up, one (1) of two (2) conditions may prevent this; first, your
actual address may not be in the Assessors system, you will need to contact 508-248-2241 for assistance.
Two, you are trying to register to burn at a vacant lot which is prohibited by the regulations.

The provisions of Section 13 of Chapter 48 of the General Laws and by authority of Chapter 1031 of the
Acts of 1973 and in accordance with the regulation of the Central Massachusetts Air Pollution Control
District as provided by Section 142D Chapter 111 permission to burn in the open air allows the burning
of, tree branches, brush, cane, driftwood and forest debris.

310 CMR section 7.07

(3) Except during periods of adverse meteorological conditions as may be determined by the
Department when direct or public notice thereof has been made by the Department through the
news media, 310 CMR 7.07(1) shall not apply to open burning conducted for:

(e) the disposal of brush, cane, driftwood, and forestry debris excluding grass, hay, leaves,
and stumps from January 15 to May 1 of each year. All such open burning shall be
conducted:

1. on land proximate to the place of generation,

2. at a location greater than 75 feet from any dwelling, and

3. between ten o'clock A.M. and four o'clock P.M.

No such open burning shall apply to commercial or institutional land clearing for
non-agricultural purposes.



As an example, we will enter 37 Main Street.
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Action 3.1 - Enter the “work description” for the permit you're applying fo

Action 3.2 - Fill out owner information, phone number and work location if neededs-
Note that in our example we are using Town of Charlton - Annex as a fictitious homeowner with the
address of the town hall 37 Main St. Normally you, as a homeowner, will be applying for a permit for
your own home and your real address will appear. You should check that all the owner information

fields are complete and correct).



Action 4 — After completing the work description, owner information and work location click “Next”. The
program will check to make sure all of the information is filled in properly and, if not, the program will
display and error message and highlight the area or areas needed correction.

In our example, we forgot to fill in the phone number. Click on each red highlighted field (phone
number) enter the correct data, when you're done, click “Next” again.

Error message
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Fill in the phone number click “Next” again




Once you click “Next” you will see this page.
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YOU'RE NOT FINISHED! CLICK NEXT TO PROCESS APPLICATION!

Please verify that the information you have supplied is correct, and then click "Next"
Click here to view a full-size copy of vour filled out application
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Application Number charlonma-1 _
TOWN OF CHARLTON Phone Number  508.248-2200

APPLICATION FOR OPEN AIR BURNING

By authority of the provisions of Section 13 of Chapter 48 of the General Laws and by authority of Chapter 1031
of the Acts of 1973 and in accordance with the regulation of the Central Massachusetts Air Pollution Control
District as provided by Section 142D Chapter 111 penmission to bum in the open air, tree branches. brush, cane,

drifrwood and forest debris is granted to:

TMplease Click Here to View
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™ Set Info From Owner Info
Annlication for anen aic haeoioe obtainad L | - |

Click the “Next” button again to proceed to checkout.
Action 5

Choose the payment method.
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GeoTMSWeb Payments

Please enter your payment information and click the Submit Payment button to complete your application.

Please Select a Payment Type
Available Payment Methods:

Invaoice Information

Transaction Number:

8 Pay Online ) Paid In Person

Fee Details
Open Air Burning (charltonma-12 | $20.00 USD

Total Fee $20.00 USD

Online Payment Agreement

ACH DEBIT/CREDIT CARD AUTHORIZATION —

[>

T have completed this payment form and everything [ have stated is true,

lLam at least 18 years of age and a United States resident,



Scroll all the way to the bottom of the page and click on the box “I agree to the terms above”
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Fee Details

Open Air Burning (charltonma-12671) $20.00 USD

Total Fee $20.00 USD

Online Payment Agreement

T congent to Des Lauriers Municipal Solutions to use my payment information for the purpose of executing
payment transactions with the financial institution endorsing this payment program. If | accept or use this 4
|password on my account, | doso subject to the terms and conditions stated. | also agree to pay all charges

incurred under such terms

& transaction is raj or any reason, we will contact you immaediately.

read it as it travels over the Internet.

1 agree to the terms above <

D <

myGeaTMSWeb Search Apply Pay Fees File Complaint

Des Lauriers Municipal Soluticns. Tnc. © 2014
Database Updated On 17177014 51517 AM

Contact Us AboutUs  Administration

Click “Submit”



Action 6

You are now into the payment screen. This screen is from UniPay. This is the banking system that the

Town of Charlton used for permits.
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Flease enter the required information below and click "Add to Cart".
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Accepted payment types:

Check Credit Drebit

Norton 1) Meafes
J N | SR
TESTED 21-MAN

VeriSign

Click on the “Add to Card” box.




T UniPayGald - Payment Cart
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Charlton Permits - RTI

Need Assistance?
call 1-877-227-1157

Customer: Charlton Permits - RTI

Cart ($20.00)F

Log In

Transaction Q ity A t
Permits 1 $20.00 X
Total: $20.00
[ pdsi Gusnies | | |
Accepted payment types for combined cart items:
= DISCOVER
Check Credit  Debit

Norton 1) Melfee
l M D Secure
TESTED 700N

VeriSign
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Click on “Checkout” and fill in your information.

Follow the instructions on the UniPay system. A User name and password may need to be created if you
do not have one with UniPay. Once you have completed that information you will be give two (2)

payment options. Checking Account or Credit Card.

Billing Inforrm_.
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support@unipayteam.com A

Cart ($20.00)F Customer: Charlton Permits - RTI My Account  Logout

Select \ Method
) Checking Account Credit Cards

One of the benefits of your UniPay Membership s the
added convenience of saving your payment methods
providing for faster checkout.

(Manage Payment Methods)

You currently do not have any saved bank account
informatien on file,

Proceed to Checkout

(Saved credit card information is currently unavailable. To
pay with a credit card, click ‘Proceed to Checkout' or use a
checking account, We for the in }

Proceed to Checkout

Nm M) Mchfes
f n | QSR
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Verisign
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Once the payment information is filled out, you’ll receive a message that your payment has been
received. The reference number will be good for the season.

Congratulations, you are done with this session.

Go to Session # 4 to learn how to Activate your Reference Number.



