
Long Term Care Residential Facility License 
New Application Guide 

City of Baytown  1 RBC License Application Guide 
 

1. Login to Citizen Self Service (CSS) Portal 
 

2. Click on Licenses  

 

 

 

3. Search for and Select “Long Term Residential Care”  
 

 

4. Click the Apply button. 
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5. Select or Create the Business for this application.  

 

6. Provide Location of Facility by search address on map and Press blue add 
button.   
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7. Provide business details  

 
 

8. Add Contacts for the following: Facility Administrator, Emergency Contact, 
and Business Owner.  

 

 

 

 



Long Term Care Residential Facility License 
New Application Guide 

City of Baytown  4 RBC License Application Guide 
 

 

9. Provide Company Information – Facility Administrator Information  
 

 
 
 

10.Add Attachments, which includes the following: 
a. Emergency Plan 
b. Emergency Plan Checklist (download form with blue URL online)  
c. Copy of Facility State License  
d. Transportation Agreement 
e. Hosting Agreement  
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https://baytown.org/DocumentCenter/View/4780/2021-All-Hazards-Emergency-
Plan-Contents-Checklist  

 

 

 

 

https://baytown.org/DocumentCenter/View/4780/2021-All-Hazards-Emergency-Plan-Contents-Checklist
https://baytown.org/DocumentCenter/View/4780/2021-All-Hazards-Emergency-Plan-Contents-Checklist
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11.Provide Signature  

 
 

12.Review and Submit Application  
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13.Upon submission, City Staff will send an invoice for payment. Once an 

Invoice is emailed, you can log back in and pay the invoice online.  
 

 
 

14.Go to My Work and Select Invoice  
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15.Add to Cart and click Check Out.   

 

 
16.Pay Online by Credit Card or E-Check.  

 

 


