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мΦ /ƭƛŎƪ ƻƴ ά!ŘŘ !ǇǇƭƛŎŀǘƛƻƴέΦ

2. Acknowledge statement.



мΦ /ƻƳǇƭŜǘŜ άtǊƻƧŜŎǘ 
LƴŦƻǊƳŀǘƛƻƴέ ǎŜŎǘƛƻƴΦ  

Project Name and Your 
Role are mandatory fields.

нΦ /ƻƳǇƭŜǘŜ άtǊƻǇŜǊǘȅ 
hǿƴŜǊ LƴŦƻǊƳŀǘƛƻƴέ 
section.  Note: this 

information is for the 
legal owner of the 
property, NOTthe 

lessee/tenant.

If the property owner is 
a business, complete 

this section of the form 
naming a contact 

person (an individuals 
first and last name) for 
the property owner.

3. Lƴ ǘƘŜ ά{ŜƭŜŎǘ 
tŜǊƳƛǘ /ŀǘŜƎƻǊȅΣέ 

section select 
άwŜǎƛŘŜƴǘƛŀƭ όм ϧ н 

family dwelling units 
only): Add and/or 

replace 
plumbing/mechanical
κƎŀǎκŜƭŜŎǘǊƛŎŀƭέΦ  /ƭƛŎƪ 
on the icon at the end 

of each option for 
more information on 

that option.

4. Read and 
sign the 
ά!ŦŦƛŘŀǾƛǘέΦ

5. Click to 
continue.



1. Answer Yes or No for each 
question for the type of 

trades work you are doing. 
You can add more than one 

trade on a permit.
Answer NoŦƻǊ ά9ȄǘŜǊƛƻǊ 

²ƻǊƪέΦ

2. Answer Yes or No for each 
question.

3. Click to enter property 
address where work will be 

performed.



1. Enter the address where the work is being performed.

оΦ 9ƴǘŜǊ ǘƘŜ ά¢ƻǘŀƭ 
9ǎǘƛƳŀǘŜŘ /ƻǎǘέ ƻŦ ǘƘŜ 

entire project.

6. Answer Yes or No 
to these two items.

пΦ  !ƴǎǿŜǊ ά¸Ŝǎέ ƻǊ άbƻέ 
to this item.

рΦ !ƴǎǿŜǊ ά¸Ŝǎέ ƻǊ άbƻέ ǘƻ 
this item.

6. From the dropdown 
menus select the 

ά9ȄƛǎǘƛƴƎ ¦ǎŜέ ŀƴŘ ǘƘŜ 
άtǊƻǇƻǎŜŘ ¦ǎŜέ ƻŦ ǘƘŜ 

property.

7. Enter a detailed 
description of the work you 

are going to perform.

уΦ  /ƭƛŎƪ ά{ŀǾŜέ

2. The address and 
owner information will 

populate here.



Note:  This example is for electrical work, 
but follow the same process if you select 

other types of work to perform.

мΦ /ƭƛŎƪ άbŜȄǘέΦ



2. Select your fixtures from 
the dropdown menu.

3. The selected 
fixture will 

populate here. 
Complete the 

required field(s).

пΦ /ƭƛŎƪ ά{ŀǾŜέΦ

мΦ /ƭƛŎƪ ά!ŘŘ 9ƭŜŎǘǊƛŎŀƭ CƛȄǘǳǊŜǎέ 
to add your fixtures to the case.



1. The item 
you selected 
will be here.

пΦ 5ǊŀƎ ǘƘŜ ŦƛƭŜ ƘŜǊŜ ǘƘŜƴ ŎƭƛŎƪ ά/ƭƻǎŜέΦ 

оΦ LŦ ȅƻǳ ƴŜŜŘ ǘƻ ǳǇƭƻŀŘ ŀ ŘƻŎǳƳŜƴǘ ŎƭƛŎƪ ά¦ǇƭƻŀŘ CƛƭŜέΦ  
Note: Documents must be in a PDF format.

рΦ /ƭƛŎƪ άbŜȄǘέΦ

2. Add as many fixtures as 
ȅƻǳ ƴŜŜŘ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ 

after each entry.  Click 
ά/ƭƻǎŜέ ǿƘŜƴ ŦƛƴƛǎƘŜŘΦ



2. From the dropdown menu 
select the type of contractor.

1. Click here 
to add your 

contractor(s).



1. Enter the license number and contractor name.

нΦ /ƭƛŎƪ ά!ŘŘέΦ

3. If the contractor is the person applying for the permit under 
ǘƘŜƛǊ ƭƻƎƛƴ ǘƘŜ ƴŀƳŜ ǿƛƭƭ ǎƘƻǿ ƻƴ ǘƘŜ ά/ƻƴǘǊŀŎǘƻǊ [ƛǎǘέΦ  /ƭƛŎƪ 
ά/ƭƻǎŜέ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ǇǊƻŎŜǎǎƛƴƎ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ

4. If the person applying for the permit is not the contractor the 
ŎƻƴǘǊŀŎǘƻǊΩǎ ƴŀƳŜ ǿƛƭƭ ǎƘƻǿ ƻƴ ǘƘŜ άtŜƴŘƛƴƎ /ƻƴǘǊŀŎǘƻǊ [ƛǎǘέ 

and the contractor will need to approve their name to be on the 
permit.  In this case you will need to wait to receive an email 

approval before you can complete processing the permit 
application.  At this timeȅƻǳ Ŏŀƴ ŎƭƛŎƪ ά/ƭƻǎŜέ ŀƴŘ ǘƘŜƴ ƭƻƎƻǳǘ 

of the application.

Note:  You can add multiple 
contractors to a permit.  Enter the 
information for the contractor then 
ŎƭƛŎƪ ά!ŘŘέΦ  ²ƘŜƴ ŀƭƭ ŎƻƴǘǊŀŎǘƻǊǎ 
ƘŀǾŜ ōŜŜƴ ŀŘŘŜŘ ŎƭƛŎƪ ά/ƭƻǎŜέΦ



/ƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ǎǳōƳƛǘ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ǊŜǾƛŜǿΦ



1. Review your permit description.

нΦ /ƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ǎǳōƳƛǘ ǘƘŜ 
ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ǊŜǾƛŜǿΦ  /ƭƛŎƪ ά/ŀƴŎŜƭέ ƛŦ 

you need to make changes to the 
application.

NOTE:  Correspondences on the permit will be made via email so check the email account used to create this application.



THANKS!

@BmoreDhcd


