
Application Submission Instructions 

*Please read all the instructions below and print them out for reference. Your application 
submission is only successful if you receive a confirmation from the City, which should arrive 
within two business days. 

Non-Internet Explorer users 

Note: The application form is a PDF form that usually opens up inside your browser. If you are not 
using a current version of Internet Explorer you may not be able to submit the completed form 
online. If you are using some other browsers (such as Chrome) you should click to proceed to the 
form page, and then save the PDF form to your desktop. Close your browser and open the application 
form from you desktop in a PDF Reader. Fill it out, SAVE IT AGAIN, and then submit it. 

If you are using a Mac, you will need to download Acrobat Reader to fill out and submit the online 
application. If you use the Preview software loaded on your Mac, your form will not have the 
functionality that Acrobat Reader will give you (most likely you will not be able to save or email). 
Open the form in Acrobat Reader, fill it out, save it, and then submit by email. It should open up your 
Mail program. 

Recognizing your default email system 

Also, the form that follows uses your computer's email program to send the completed form 
information (just the data, not the form itself) to the City Clerk's office. It sends the information as an 
attachment in a regular email message.  

If your browser is configured to "know" what your email program is, then when you click the "Submit 
as Email" button at the end of the process, it will automatically open up a new email with the 
attachment already in place and the address on the address line. Simply send it as usual. 

If your browser doesn't know your email program, it might provide you with some options for 
how to respond...  

1. Choose from a list of email programs that MIGHT be on your computer -- if you recognize your 
email program in the list, select that.  

2. Choose from a list of Internet-based email programs. If you do your email through Yahoo email, 
Hotmail, or another Internet-based service, choose this. It will then prompt you to save the form 
information as a file and attach it to an email.  

3. If it can't do anything else, it will prompt you to save the form information as a file. Save it 
somewhere you can find it. Then -- on your own -- open up your email program, attach that file, 
and send it to cityclerk@cityofthornton.net. If you have any problems please call 303-538-7575. 

Confirmation message 

NOTE: If you do not receive a confirmation message from the City of Thornton within two business 
days, we have not received your application. Please print the form, complete it by hand (or 
typewriter) and fax it to the City Clerk's office. The City Clerk fax number is: 303-538-7224. 


