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206 Court Street 
Chilton, WI 53014 

Office: (920) 849-1442 
Toll Free: (833) 620-2730 

Fax: (920) 849-1481 
 

Planning and Zoning 

www.calumetcounty.org 

 

Calumet County Land Division Online Application Submission Guide 
 
Thank you for utilizing the Calumet County Online Application Submission Process. In this guide, we will go 
through the steps for submitting an application and payment through our online form. If you have any 
questions throughout the process, please do not hesitate to contact the Planning, Zoning, and Land 
Information Department at 920-849-1442. It will be much easier for both parties to address questions before 
you submit than to process a reimbursement request.  
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Submitting An Application 
 
To begin the application process, please fill out all required fields of the application form. All fields of this form are 
required to be filled out, and this is to make the process easier for our staff to identify the project area and get in 
contact with the applicant if we have any additional questions.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: You may submit multiple attachments in the form. If you have additional materials to submit that were not 
uploaded to the form, please send them directly to Matt Halada, Calumet County Planner, at 
matthew.halada@calumetcounty.org.  
 

 

 

 
 
 
 
 
 
 
 
 
 
 

Continued on next page. 
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Form Submission 
 
When you have completed filling out the application, you have the option to receive a copy of this form via email. If you 
would like a copy, make sure the box is checked as pictured below and enter in the email address where the form should 
be sent. When complete, please hit the submit button. By clicking the submit button, you will be redirected to our 
payment processor, Municipal Services Bureau (MSB).  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page. 
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Submitting A Payment 
 
Once you are redirected, you will be sent to the page pictured below. This page will go over the payment processing 
details provided by our vendor along with the associated convenience fees. Each transaction will have an associated 
convenience fee and the convenience fee is based on the transaction type (Credit Card, Debit Card, and E-Check). Please 
review the associated fees to determine which method may be best for you to submit your payment. When you are 
ready to proceed, please select the Click Here to Pay land Division Fees button pictured below.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page. 



 
 

5 | P a g e  

Order Details 
The next screen you will see is where you select your order details and enter your payment information. At the top of 
this screen, you will find the Reference line and the Select Item dropdown. The reference line is a required field, which 
should be used to describe what you are paying for. In our example, we will be paying for a Preliminary Plat – 
Unincorporated review. For the reference line, we have indicated that we are paying for the “John Smith Preliminary 
Plat,” which is enough information for our staff to accept the payment.  
 
The next step is to select the item you will be paying for. This can be done using the Select Item dropdown menu.  
Note: If you are paying for Preliminary Plat Review – Unincorporated, Preliminary Plat Review – Incorporated, or 
Condominium Plat, you will need to select both the associated fee and its corresponding lot fee.  

 
 

 
In the example below, our unincorporated preliminary plat review will be for a 50-lot subdivision. In the first image, we 
have selected the Preliminary Plat Review-Unincorporated fee, which will be for a single unit at $200.00. If we had 
multiple unincorporated preliminary plats to submit, we would increase the quantity to match the number of plats being 
submitting for review. With our item selected and the appropriate quantity, we will now hit the Add Item button.  
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After you click Add Item, the fee will be added to your Item list as pictured below  a new section will appear with the 
item and its description as pictured below, and added to your initial payment summary total. Since we are doing a 50-lot 
unincorporated preliminary plat in our example, we will now have to add the unincorporated lot fee and adjust the 
quantity to 50 to represent the total number of lots.  When the quantity has been adjusted to the correct number, we 
will hit Add Item again.  
 

 
 

With both items added, we can now review our items in the cart and make adjustments as needed. If you need to make 
a change, you can simply select the trash can icon under Actions to delete any items that have been added to your cart. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page. 
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Payments Details 
After the items have been added to the cart, we can enter our payment details. In this section, you will select your 
payment type and enter your billing information. All fields that are required in this section will be denoted with a red 
asterisk. After you select the payment type, the required information may change, so it’s best to select the payment 
type first before filling out the billing information. In the image below, we have selected to pay via credit/debit card. For 
this option, please enter all of the necessary information under payment details. For this option, the only additional 
required field is the Zip Code, located under Billing Details pictured below. You are not required to fill out any other 
information for billing details to process the payment. If you include your email address in the Billing Details section, you 
will be emailed a copy of your receipt directly from MSB.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 

Continued on next page. 
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ECheck Payments 
If you would like to pay  as an eCheck (ACH) payment, you will be required to enter your bank account information to 
process the payment. Your bank account number and bank routing number can be found in multiple locations, but it will 
depend upon your specific bank. The numbers can be found at the bottom of checks for the specific account you are 
trying to use, otherwise most banks also include the information in bank statements, through online banking, or by using 
your bank’s mobile application. EChecks are the recommended form of payment for applications as they incur the 
smallest convenience fee ($1.50).  
 

 

Submit Payment 
Once you have entered all of your billing information, you can scroll to the top of the page to review the Payment 
Summary section. This section will include your subtotal, convenience fee, and the total payment. If everything looks 
accurate, you will need to accept the terms and conditions and authorization statement provided by MSB if you would 
like to proceed with the payment. If you would like to proceed, you may select the submit payment button.  

 


