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STEP 2 GATHER YOUR
DOCUMENTS (PDF)

Have all your files ready in PDF
format:
e Permit application
e Plans or drawings
e Owner Builder Affidavit
(Notarized by the Building
Division)
¢ Any additional documents
required by your contractor or
the county

STEP 3 APPLY ONLINE

e Login and go to:

e Menu — Building = Online
Submittal

e Click “New Permit Request”

e Enter your address or PCN

e Under “Owner Information,” select
Update, fill in your phone and email,
then click Save

e Under “Title Holder,” select Same
as Owner

e Under “Contractor,” select
Owner/Builder

e Enter N/A for Bonding Company,
Architect/Engineer, and Mortgage
Lender

STEP 4 PROVIDE
PROJECT
INFORMATION

Complete:
e Trade / Type of Work / Category /

Description

“Value of Work” and “Project Square

Feet” (if applicable)

e Answer the questions about “disaster
repair” or “flood damage”

e Special Permitting - Click “No”

e Add a short description (20-75
characters)

STEP 5 UPLOAD
DOCUMENTS

1.Under “Create Document Set,” click:
e Category: Application Documents or
Drawings
e Type: Owner Builder Affidavit or survey
(Notarized by the Building Division)
* Then click “Create”

2.Upload your PDFs using the “Add
Pages” button

3. Document Description - write a brief
description of the documents being
uploaded

Each document must be uploaded
individually.

STEP 6 ACCEPT
AND SUBMIT

¢ Read the terms and conditions

e Check “Agree” twice

e Click Submit at the bottom of
the page

STEP 7 PAY

You'll receive an email once your
application is reviewed.

Then, you can make your payment
online from your account. You can
also scan the QR code below to go
directly to the payment site.

NEED HELP?

Call: (561) 233-5119
Email: PZB-BLD-PERMITASSIST@PBC.GOV



