Village of Palmetto Bay

Building & Permitting Division

9705 East Hibiscus Street

Palmetto Bay, FL 33157

Ph: (305) 259-1250 Fax: (866) 927-5576
permits@palmettobay-fl.gov

General Instructions for Contractor Registration for Building & Permitting Division
PLEASE READ CAREFULLY

1. Submission Requirements:
e Ensure application is completed, notarized, and all required documents are attached (see below
requirements).
e Additionalinformation may be requested during the review process.

2. Operation Disclaimer:
e You cannot begin performing any work onsite until the Contractor Registration is completed, and permit is
Approved, Issued, and Posted On-Site.
e TheVillage is not responsible for any improvements made before approval and issuance is secured.

Required Documents for Contractor Registration:
To ensure compliance with Village of Palmetto Bay regulations, all contractors are required to create an account
in Civic Plus Citizen Portal and upload the following documents:

1. Contractor Registration form completed and notarized

2. Contractor License

3. Liability Insurance Certificate (certificate holder: Village of Palmetto Bay, 9705 East Hibiscus Street,
Palmetto Bay, Florida)
Worker's Compensation (or Worker's Compensation Exemption Notice)
5. Occupational License

>

All files must be uploaded as ONE PDF -Titlted NEW CONTRACTOR REGISTRATION

Business Name:
Business Address (City, State, Zip):

Business Phone: Mobile:
Email:
Qualifier Name Qualifier Signature

STATE OF FLORIDA,COUNTY OF MIAMI-DADE:
Sworn to and subscribed before me by means of physical presence OR [donline notarizations this
day of 20 , by
(Month) (Year) (Name of individual swearing or affirming)

Notary Public Signature:

Notary Name:

1 Personally known OR [ produced identification (SEAL)

Feb-25 1


mailto:permits@palmettobay-fl.gov

Registering as a Contractor Online
Step-by-Step Guide

This is for ALL contractors that have not
registered in the NEW Citizen Portal.
Contractors previously registered with
the Village, will still need to register as
a NEW CONTRACTOR.

The new system will allow contractors to upload necessary documents and avoiding
delays that our former processes may have caused due to missed emails, wrong
email addresses, etc.

The guide provides essential tips, such as the importance of submitting all documents
in a single PDF, which can significantly impact your application's success. By following
this quide, contractors can easily navigate the registration system and stay informed
about their application's progress.

1 Navigate to Citizen Portal, Click "Contractor Registration for Building & Permitting
Division"

‘Welcome to the Village of Paimetto Bay Citizens Portal

Important Notice: Registration is required to access this online system. If you have not yet registered, piease click the Register button and fill out the
cessary fields. Your registration request will be reviewed and processed by Village staff.

Please note: You will not be able to access the portal until you receive the second email confirming your account approval

This porial provides 24/7 online access fo the following services:

HEW Business Tax RENEW 2 Business Tax RENEW 2 Certificate of
Receipt Receipt Use

Conlraclor Repistratio
o Bkt & Perrtg

NEW Certificate of Use | ‘

Community Development 4.0 Citizen Portal

1:17 PM

2=
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https://www.palmettobay-fl.gov
https://www.civicgov4.com/fl_palmettobay/portal/index.php

Find your Trade and click "PDF Application" under Details column to obtain
application that must be execute and notarized. ***Once registered and
APPROVED, you will have the ability to ADD additional trades if your company has
more than one by logging in and clicking on "Apply for License"***

If you ALREADY have the application and all corresponding documents in ONE PDF
and ready for upload, you can click "Apply Online"

« The Village is not responsible for any improvements made before approval and issuance is secured
Required Documents for Contractor Registration”

To ensure compliance with Village of Paimetto Bay regulations, all contractors are required to create an account in Civic Plus Citizen Portal and upload the

following documents:

1. Fully executed and notarized Contractor Registration Application

2. Contractor License

3. Liability Insurance Certificate (Certificate Holder: Village of Palmetio Bay, 9705 East Hibiscus Street, Palmetto Bay, Florida, 33157)

4 Worker's C

s Occupational License

Need Assistance? Confact: Phone: (

Rows Per Page:

(or Worker's Comp

tion Exemption Notice)

15) 259-1250 / Email: Permits@oaimettobay-f.gov

Business Type

Buiking & Permitting Contractor
Buikling & Permitting Contractor
Buikding & Permilting Contractor
Buiding & Permitting Contractor
Buikding & Permitting Contractor
Buiding & Permitting Contractor
Buikling & Permilting Contractor
Buikling & Permitting Contractor
Buiding & Permitting Contractor
Buikiing & Permitting Contractor
Buiding & Permitting Contractor
Buikling & Permitting Contractor
Buikling & Permitting Contractor

Buikding & Permitting Contractor

Business Application | Use Checklist Details Apply Online
AR - Architect Aop.Oniine
CA- Camvas Awning Aomy Onine

CAG - Gerlified Air Conditioning
CAU - County A/C Unitd

CBC - Centified Building

CC - County Fence

CCA.- County Canvas Awining/Tents
CCC - Certiied Roofing

CCE - County Concrete Engineer
GCF - County Goncrele Finish & Floor
GCRG - County Residential

CDR - County Door

CE - County Electrical

CES - Caunty Electrical Sign

Building & Permiting Conractor CFC - Certified Plumbing Aty Online

Once All documents are collected and in ONE PDF. Navigate back to the home
page: Citizen Portal

© ® DO @ GienPoridl ViewPoriPosts x [ palmetiobayfisharepointcom/sic X+
G o]

& How to Mail Merge...

mitDocs/Documents/Forms/Allltems.aspx?id=%2Fsit

https://palmettobayfl.sharepoint.com/sit:

Bce £ 1T @ Policies - OneDrive Business Tax Search.. (3 GoGow  [=5] MDC Permits

B Contractor ...tration.pdf

- Village of Palmetto Bay
v, Building & Permitting Division
- 9705 East Hibiscus Street
0 Bay Palmetto Bay, FL 33157
— Ph: (305) 2591250 Fax: (868) 927-5576
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General Instructions for Contractor Registration for Building & Permitting Division
PLEASE READ CAREFULLY

1. Submission Requirements:

+  Ensure application is completed, notarized, and all required documents are attached (see below
requirements).

. may be

during the review process,

2. Operation Disclaimer:
+  You cannot begin performing any work onsite until the Contractor Registration is completed, and permit is

Approved, Issued, and Posted On-Site.
«  The Village is not responsible for any improvements made befare approval and issuance is secured.

Reguired D for C¢ i i
To ensure compliance with Village of Palmetto Bay regulations, all contractors are required to create an account
in Civic Plus Citizen Portal and uplogd the following documents:
1. istration form and notarized
2. Contractor License
3. Liability Insurance Certificate (certificate holder: Village of Palmetto Bay, 8705 East Hibiscus Street,
Palmetto Bay, Florida)
4. Waorker"
Occupational License

Notice)

(or Worker's

Business Name:
Business Address (City, Stats, Zip):
Business Phone:

Email:

Mobile:

Qualifier Name Qualifier Signature

Made with Scribe - https://scribehow.com


https://www.civicgov4.com/fl_palmettobay/portal/index.php

4  Click "Apply Online"

The Village is not responsible for any improvements made before approval and issuance is secured

2quired D for Contractor

1ensure compliance with Village of Palmetto Bay regulations, all contractors are required to create an account in Civic Plus Citizen Portal and upload the
llowing documents:

. Fully executed and notarized Contractor Registration Application

Contractor License

. Liability Insurance Certificate (Certificate Holder: Village of Paimetto Bay. 9705 East Hibiscus Street, Paimetto Bay, Florida, 33157)
Worker's Ci (or Worker's C: lion E: plion Notice)

Occupational License

2ed Assistance? Contact: Phone: (305) 259-1250 / Email: Permits@paimettotay-flgov

ws Per Page:
; |
e

e o S|

3usiness Type Business Application / Use Checklist Details Apply Online
3uilding & Permiting Confractor AR - Archilect PDF Aggiication “oply Onlne
uilding & Permiting Contractor CA - Canvas Awning Sgeiy Onlne
3uilding & Permiting Contractor CAC - Certified Alr Conditioning Apply Online
3ullding & Pemmitting Contractor CAU - County AIC Unitd Apply Online
Suilding & Permitting Contractor CEC - Certified Building POF Apgiicstion ‘g0l Online
Suilding & Permitting Contractor CC - Counly Fence POF Apgiicstion ‘ool Onine
3uilding & Permitting Contractor CCA - County Canvas Awining/Tents PDF Apglication ool Online
3uilding & Permitting Contractor CCC - Cerfified Roofing PDF Apgiization Apply Online
3uilding & Permitting Contractor CCE - County Concrete Engineer PDF Apglication Agply Qnling
3uilding & Penmitiing Contractor CCF - County Concrete Finish & Floar ERF Ageligabon

3uilding & Permiting Confractor CCRC - County Residential

3uilding & Permiting Confractor COR - County Door

3uilding & Permiting Confractor CE - Counly Elecirical

Suilding & Permiting Contractor CES - County Electrical Sign PDF Anplication

Suilding & Permiting Contractor CFC - Certified Plumbing PDF Applicaton Aspiy Online

5  Click "REGISTER" and follow the prompts to register

@ @ @ (@ Coizen Poral - LoginSite % OB polmetiohoyfisharepsintcomist X |+ - o x

« O ] ity wow.civiegand.com/il_palmett pontal/indixphple=sit " } 5 G = - O

FICP & HowtoMaiMerge.. [T @ Poiices-OneDrive (3 Business TaxSearch.. @ GoGov [ MDC Permits

Community Development 40 Citzen Portal

Made with Scribe - https://scribehow.com



6 Once registered go back to Citizen Portaland log in. Click "Contractor Registration
for Building & Permitting Division"

s
Welcome to the Village of Paimetto Bay Citizens Portal

Important Notice: Registration is required to access this online system_ If you have not yet registered, please click the Register button and fill out the
necessary fields. Your registration request will be reviewed and processed by Village staff.

‘You will receive two emails regarding your account
1. The first email will confirm the accuracy of your email address.
2. The second email will notify you ence your account has been approved.
Please note: You will not be able to access the portal until you receive the second email confirming your account approval.

This porial provides 24/7 online access fo the following services:

Contractor
NEW Business Tax RENEW a Business Tax RENEW a Certificate of
S ‘ i il | ‘ =
2= " 1:17 PM

7 Insert "USER EMAIL and PASSWORD"

9 @ Citizen Portal - Login Site X BB pelmettobayfisharepointcom/sit X |

(5  https://www.civicgovd.com/fl_palmettobay/portalfindex.php?

wio Mail Merge.. ] IT @ Policies - OneDrive Business Tax Search.. () GoGov  [-5] MDC Permits

Citizen Portal Login Regisier  Public Records Search

Login

USER EMAIL*

PASSWORD *

| REMEMBER NE NEXT TINE

Forgot ussmams or passwond?
First time hers?

REGISTER

Made with Scribe - https://scribehow.com


https://www.civicgov4.com/fl_palmettobay/portal/

8  Click "SIGN IN"

@ @ D @ CrienPoral-LoginSite % B pamettobayfisharepointeom/sit X | +

&« G & https://www.civicgovd.com/fl_palmettobay/portal/index.php?r=site/login

EJCP & HowtoMailMerge.. [JIT @ Policies - OneDrive (7 Business Tax Search.. & GoGov [3] MDC Permits

Citizen Portal Login Register  Publit

Login

USER EMAIL *

[sabrma.segura@me‘mm |

PASSWORD *

9]

=

() REMEMBER ME NEXT TIME

P —
First time here?

9  Click "No"

or Suite Location

ype & Subtype

Information in the Fields Below

Parcel Association x

15 your business physicsty located in Paimesio By ?

Made with Scribe - https://scribehow.com



10 Verify the accuracy of your Business Subtype and Click "= Step 3: Business
Information"

Citizen Portal -

. Hello, Sabrina segurai
Apply for License

» Siep 1: Select Land, Building or Suite Location

» Step 2: Select Business Type & Subtype

Business Type * Budlding & permicting Controciar = Business Subtype * R - architect

» Siep 3 Business Information
» Step 4: Additional Contacts

» Step 5: Enter the Required Information in the Fields Below
» Step 6: Documents

» Step 7: Review and submit

11  FillIn all Fields (Blue Fields are required) EIN can be inputted or type NA

@ © (im} @) Citizen Portal - Create Licenses % [ palmettobayflsharepointcom/sit X “+

&« C () https://www.civicgovd.com/fl_palmettobay/partal/Ir=licen: ateStaccepted_terms=on&Licenses[business_type_id]=168Licenses[business_subtype_id]
Bce & How to Mail Merge... P IT @ Policies - OneDrive Business Tax Search.. ) GoGov E MDC Permits

Citizen Portal -

. Hetl, Satrinm sequra@m
Apply for License

» Siep 1: Select Land, Building or Suite Location

» Step 2- Select Business Type & Subtype

» Step 3: Business Information

Primary Contact Information

First Hame * [ | Last Name * |:
Email Address * [ | Home Phone :
Business Information

Legal Business Name * | 1 Business Trade Hame * |:
Business Email * [ ] Phone * I:
Deseription | ] Legal Strueture * @
Encnber | |

Business Address * | 1 City* |:
State* [setect state | L —
Maiting Address I ] Maiting City |:
Mailing State [setect state ] Mailing Zip —

Made with Scribe - https://scribehow.com



12 Click "Create" and move on to step 4

[taven | Last Name * [roenee
|!ws.§clc:mp¢¢:.:om J Home Phone |

[0 windans & boors ] Business Trade Hame * [s1ce windans and oors
[iseaicoimpace.com ] Phone * [paarrases

| J Legal Structure * |‘°"°"“”

= \

[sss0 nwe r2eh sereee ] City* [t

|rrmda ‘ Tip =

| ‘ Madling City |

[setect state ] wailing ip [

1

red Information in the Fields Below

T 8 L @ &« R TG &

13 Step 4: Not required but HIGHLY recommended. You can add as many contacts as
necessary by clicking "Add Contact." Once done, move on to step 5.

~ ~ L RN Y Y L P e A S 8 P P B 1 e e M 1

Pl CP & HowtoMailMerge.. [T @ Policies - OneDrive Business Tax Search.. () GoGow  [=3] MDC Permits

Citizen Portal —

. Hello, Sabrina. segura@

» Step 2 Select Business Type & Subtype
» Step 3: Business Information

» Step 4: Additional Contacts

Add additional contacts, or cick the button to continue to next step.

First Hame | | Last Mame

Phone. [ ] Email

» Step 5: Enter the Required Information in the Fields Below

» Step 6: Documents

» Step 7: Review and submit

Made with Scribe - https://scribehow.com



14 Click "Add Contact"

Citizen Portal —

. (F—
License Applicalion #A25-0077

» Siep 1: Select Land, Building or Suite Location

» Step 3. Business Information

» Step 4: Additional Contacts

Add additional contacts, or click the button to continue to pext step.

First Hame. [ | Last Hame
Fhone [se) 5540429 ] Email
e ——————— L ————————————— L ———————————— —————

Mo resuits found.

» Step 5: Enter the Required Information in the Fields Below

» Step 6: Documents

» Step 7: Review and submit

15 Click "OK" if an additional contact was added, or jump to step 5.

sbayflsharepointeom/sic % | -

1

es/updatedud=2412 =] A {3 ]

x.php?r=li

iiness Tax Search.. & GoGov [=] MDC Permits civicgovd.com says

Contact details captured successfully. Please click Next to continue to
next step

g

[
#

‘ | Last Hame |

[rasr ssw0s5 ] £mail [

in the Fields Below

Made with Scribe - https://scribehow.com



16  Click "Next"

0
£
8

ié-

Email ‘ I

Displaying 1-1 of 1 resuls

(786) 554-0485

17 Check off the boxes confirming that you are aware of all the documents required.
FOR NEW REGISTRANTS TO THE SYSTEM: All documents MUST be in one PDF Titled
"New Contractor Registration." If documents are NOT in one PDF, your documents
will be removed from the system and registration denied.

» Siep 1: Select Land, Building or Suite Location
» Step 2: Select Business Type & Subtype
» Step 3: Business Information

» Siep 4: Additional Conlacts

» Step 5: Enter the Required Information in the Fields Below

1) License System - 6. Contracior Registration for Budding & Permitiing Division
License System - 6. Contractor Registration for Building &
Permitting Division
Contracter Registration for Building & Permitting Division

1 Gonfirm that | am the auhorized Qualifier for the regisered business and wil upioad the fallowng documents i the next
step (scrol all the way down 10 sign and save)

FORMEWREGISTRANTS: All fles must be uploaded a3 ONE PDF - Titled NEW CONTRACTOR REGISTRATION. I

you are already 3 user in the Citizen Portal please upload only documents that are eapired.

OFulty notarized C
Contractor License

) Liability Insurance Certificate (Ceificate Holder Vilage of Paimetis Bay, 0708 East Hibiseus Street, Palmetto Bay.

Flosida 3317)
Worker's Exemption Notice)
| Occupational License
Quaifier Signature|

» Step 6: Documents

» Step 7: Review and submit

Made with Scribe - https://scribehow.com



18  Scroll down to Sign

» Step 4. Additional Contacts

» Step 5: Enter the Required Information in the Fields Below

ing & Permitting Division

1) License System - 8. Contractor Registration for Bus
Contractor Registration for Building & Permitting Division

1 confirm that | am the uthorized Qualifier for the registered basiness and wil upload the following documents in the next
step (3crol all the vy down 10 5ign and Save).

FORNEW REGISTRANTS: All files must be uploaded as ONE PDF - Titied NEW CONTRACTOR REGISTRATION. f
you are already a user in the Citizen Portal please upload anly documents that are expired.

] nd

B9 Contractor License

Liability Insurance Certificate (Cerifcate Holer: Viage of Pametia B3y, 705 East ibisaus Stveet, Pametto Say.
Florida 33157)

El Worker's Compensation (o Worker's Compensation Exemption Notice)

(Occupational License

Quakiier Signature:

==

» Step 6: Documents

» Step 7: Review and submit

Copyright © 2025 ChvicPlus

19 Save (you may need to scroll down to see the SAVE button)

» Step 4: Additional Contacts
» Step 5. Enter the Required Information in the Fields Below

3 & Per

1) License System - 8. Contractor Regisiration for B ng Divisien

Contractor Registration for Building & Permitting Division

1 confirm that | am the suthorized Qusifier for the registered busingss and wil upiosd the folowing documents in the next
stmp scrof all he way down 10 sign and save)

FOR NEW REGISTRANTS: All files must be uplozded as ONE PDF - Titied NEW CONTRACTOR REGISTRATION.
you are alrzady a user in the Citizen Portal please upload only documents that are expired.

] nd

B Contractor License

Liability Insurance Certificate (Certficats Holder: Vilags of Paimenis Bay, §705 East Hibiscus Sreet Palmetto Bay.
Fioida 33157)

1 worker Worker's Exemption Notice|

Occupational License

P—

=N

» Step 6: Documents
» Step 7: Review and submit

Copyright © 2025 CiviePlus

m G

Made with Scribe - https://scribehow.com
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20 Click OK

ttobayflsharepointcom/sic X | -+ ]

rtal/indexphp?r=licenses/u =2412

usiness Tax Search.., @ GoGov  [3] MDC Permits

www.civicgovd.com says

E e _

n in the Fields Below

ding & Permitting Divisicn
for Building & Permitting Division

tered business and wil upload the following dacaments in the next

ed a5 OME PDF - Titled NEW CONTRACTOR REGISTRATION. If
spload only documents that are expired

ration Form

Village of Palmetto By, #705 East Hibiscus Strest, Paimetio Bay,

stion Exemption Natice)

21 Click "= Step 6: Documents" to upload documents (upload ALL documents in ONE
PDF File Titled: NEW CONTRACTOR REGISTRATION)

» Step 4: Additional Contacts

» Step 5. Enter the Required Information in the Fields Below

1) License System - 8. Contractor Regisiration for Bulding & Permitting Division
Contractor Registration for Building & Permitting Division

1 confirm that | am the suthorized Qusifier for the registered busingss and wil upiosd the folowing documents in the next
stmp scrof all he way down 10 sign and save)

FOR NEWREGISTRANTS: All fles must be uploaded as ONE PDF - Titied NEW CONTRACTOR REGISTRATION. If
you are alrzady a user in the Citizen Portal please upload only documents that are expired.

B contractor License

Liability Insurance Certificate (Certficats Holder: Vilags of Paimenis Bay, §705 East Hibiscus Sreet Palmetto Bay.
Fiorida 33157)

1 worker Worker's Exemption Notice|

Occupational License

Quaifier Signature{Loran Fuenta

» Step & Documents

» Step 7: Review and submit

i id=2412#panel6.

Made with Scribe - https://scribehow.com
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22 Click "Click here to attach files tot he record

EJCP & Howto MailMerge.. [ IT # Policies - OneDrive Business Tax Search.. ) GoGov  |-3| MDC Permits

Citizen Portal =

. Hello, Sabrina. seguray

License Application #A25-0077
» Step 1: Select Land, Building or Suite Location

» Step 2 Select Business Type & Subtype

» Step 3: Business Information

» Step 5: Enter the Required Information in the Fields Below

» Step 6: Documents.

No results found.

» Step 7: Review and submit

23  Click "Update License"

» Step 4: Additional Contacts
» Step 5: Enter the Required Information in the Fields Below

e to stiach files to the ea:

= Contrsetse Regisrason paf 1.3up

Only jpg. paf. pog. Gif bf, dos, Gacx, pet, ppte. s, s, bet, emi, mbox, msg. oRg, Mp3, wma, wav, mpd, mkv, av, mpeg, webm, mov. 29 are alowed

2412_Contractor-Registration.pof 0274372025

» Step 7: Review and submit

https:/fwvwaw.civicgowd.com/fl

li datedid=2412#panel?

Made with Scribe - https://scribehow.com
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24  Click "Logout"

Applications are reviewed daily, and a response will be sent via email confirming
approval or any additional information required. Emails will be coming from:
<donotreply@civicplus.com>. Be sure to approve the civic plus domain or check
spam for messages coming from the Village.

L ST g W man mEiySe ) 1w PUIRIES - iU UUSIIESS 1aA SR N UUUUY (=) WL FEnS

Citizen Portal -

o

License Application #A25-0077

» Siep 1: Select Land, Building or Suite Location

» Step 2: Select Business Type & Subtype

» Step 3: Business Information

» Step 4: Additional Contacts

» Step 5: Enter the Required Information in the Fields Below

» Step 6: Documents

» Step 7: Review and submit

We have recsived your licens appication #425-0077. The application wil be reviewsd shoty.

Made with Scribe - https://scribehow.com
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