
Feb-25 1 

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:
• Ensure application is completed, notarized, and all required documents are attached (see below

requirements).
• Additional information may be requested 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 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)
4. Worker's Compensation (or Worker's Compensation Exemption Notice)
5. Occupational License

All files must be uploaded as ONE PDF -Titled 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 ❏ online notarizations this
____day of _________________ 20______, by ______________________________________________________. 

   (Month)         (Year)   (Name of individual swearing or affirming) 

Notary Public Signature: ____________________________________________ 

Notary Name: _____________________________________________________ 

☐ Personally known OR ☐ produced identification ____________________ (SEAL) 

mailto:permits@palmettobay-fl.gov
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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 guide, 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"

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

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

https://www.civicgov4.com/fl_palmettobay/portal/index.php
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4 Click "Apply Online"

5 Click "REGISTER" and follow the prompts to register
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6 Once registered go back to Citizen Portaland log in. Click "Contractor Registration
for Building & Permitting Division"

7 Insert "USER EMAIL and PASSWORD"

https://www.civicgov4.com/fl_palmettobay/portal/
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8 Click "SIGN IN"

9 Click "No"
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10 Verify the accuracy of your Business Subtype and Click "► Step 3: Business
Information"

11 Fill In all Fields (Blue Fields are required) EIN can be inputted or type NA
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12 Click "Create" and move on to step 4

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.
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14 Click "Add Contact"

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

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.



Made with Scribe - https://scribehow.com 10

18 Scroll down to Sign

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

21 Click "► Step 6: Documents" to upload documents (upload ALL documents in ONE
PDF File Titled: NEW CONTRACTOR REGISTRATION)
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22 Click "Click here to attach files tot he record

23 Click "Update License"
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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.
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