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How to Apply for a Building Permit 

Step 1: One you have signed into your portal 
account, select “Apply for a Building/Sign 
Permit” under the Building Department 
heading.  

Step 2: You will now be prompted to choose 
the type of application you are applying for 
from the drop down options. While also 
providing and answering application specific 
questions.  

Step 3: This step of the application includes 
selecting all the work items that apply to 
your project, as well as the square footage 
of these items.  

Step 4: Next verify the location of the 
project and the applicable contacts.  

Step 5: Uploading documents is the next 
step of the application process. In this step 
the required forms and documents based on 
the application type are laid out. 

*Please note: Construction Drawings should
be uploaded as one document under
“Additional Documents”.

Step 6: Drag and drop you’re completed and 
signed documents into the corresponding 
submittal heading.  

Step 7: If you do not see a submittal heading 
for a required document, please upload 
under “Additional Documents”. 

Step 8: The final step of the application 
process requires you to review all previously 
inputted information. If all this information 
is correct, submit your application! 
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