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Propose New Schedule 

A RULIS Job Aid 

Roles Impacted Last Revised 

Utility Consultant 
Utility Owner 
District Permit Coordinator 
Inspector  

February 2025 
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Introduction 

This job aid will explain how to use the Propose New Schedule functionality in RULIS to 
change the timeframe on a utility permit. An Amendment will still be required if you need to 
update the design, traffic control, or highway design along with the timeframe. 

Process Overview 

• External: Propose New Schedule 
• Internal: Approve/Deny New Schedule Proposal 
• New Schedule Approval Form 
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External: Propose New Schedule 

1. Open a Utility Permit (/UP) or Utility Permit Amendment (/UP/A) that is in one of the 
following application statuses: 

a. Permit Approved – Waiting for Construction Start Date 
b. Waiting for Construction Start Date – First Reminder 
c. Waiting for Construction Start Date – Second Reminder 
d. Construction Start Date Entered 
e. Construction in Progress 
f. Waiting for Construction End – First Reminder 
g. Waiting for Construction End – Second Reminder 

 
2. Select the Propose New Schedule button. 

 

3. A pop-up window will display asking if you want to send the permit to the next status, 
New Schedule Proposal. Select Yes to proceed. 
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4. If you receive a Post Construction Certificate when proposing a new schedule, you 
can bypass this by selecting Send. 

 
 

5. If the Application Summary opens, select Back to Detail View. Please note, you may 
have to refresh your screen. 

 
 

6. Locate and right click New Schedule Proposal in the tree. Select Edit. 

 
 

7. The New Schedule Proposal page will display, and you can select whether you want 
to Change Schedule Start Date, Change Schedule End Date, or you can select both. 

a. You will be required to enter a Schedule Modification Justification/ 
Explanation. 
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8. After you have inserted your New Schedule Proposal and Schedule Modification 
Justification/Explanation, select Next. 
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9. The Application Summary will display. Select Submit New Schedule Request to send 
the request to the District Permit Coordinator and Inspector to review. 

 

10. A pop-up window will display asking if you want to send the permit to the next status, 
New Schedule Review. Select Yes to proceed. 

 

11. A pop-up window will display informing you that the permit has successfully been sent 
to the next status and the new status of the permit is now in New Schedule Review. 
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Internal: Approve/Deny New Schedule Proposal 

After an applicant has submitted their New Schedule Proposal, it will be routed to the 
District Permit Coordinator and Inspector for that District. Either role can review and approve 
or deny the New Schedule Proposal. 

1. Select Actions Required from your RULIS home page or from the Applications 
dropdown.  

 
2. Select Process Application from the Action dropdown next to the Utility Permit that 

is in a status of New Schedule Review. 
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3. On the New Schedule Review page, the District Permit Coordinator or Inspector can 
review the Proposed New Schedule. 

a. To Approve the Proposed New Schedule, select Yes in the Review box. You 
have the option to add Notes. 

 
b. To Deny the Proposed New Schedule, select No in the Review box. You are 

required to add Notes. 

 
4. After completing the Review, select Next. 
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5. The Application Summary will display. Select Approve or Deny, depending on your 
Review, to complete the New Schedule Review. In this example, I will Approve the 
Proposed New Schedule. 

 

6. A pop-up window will display asking if you want to send the permit to the next status, 
System generating the Document. Select Yes to proceed. 

 

7. A pop-up window will display informing you that the permit has successfully been sent 
to the next status and the new status of the permit is now System generating the 
Document. 

 

8. After the New Schedule Approval form is generated, the status of the utility permit 
will revert to New Schedule Approved. 
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The applicant can send a New Schedule Proposal for review multiple times for the 
same utility permit, even if a previous proposal was denied.  

 

      Every time a New Schedule Proposal is Approved the system will send an email to 
the Inspector/DPC (depending on who has the inspection process assigned), the 
person who acknowledged the permit, and the applicant.   

 

New Schedule Approval Form 

After the Proposed New Schedule has been Approved, a New Schedule Approval form will 
be automatically generated within RULIS. The form will be available to download from the 
Application Summary on the utility permit.  
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