Before you start:

You must have a Civic Access account. Forinstructions to create an account, please visit our Online
Permitting Resource Center and click “Create a Civic Access Account” to download:
https://www.miamibeachfl.gov/city-hall/building/onlinepermits/

e You will need to have a signed and notarized permit application and cost affidavit prior to applying online.
Permit applications may be downloaded via our Forms page: https://www.miamibeachfl.gov/city-
hall/building/forms/

e The licensed contractor must be registered with the City, prior to applying. Please visit our Contractor

License & Insurance page to view requirements prior to applying. https://www.miamibeachfl.gov/city-
hall/building/contractors/

The City’s permit application portal webpage address is www.mbselfservice.com

1. Login to the Civic Access portal
2. Click Apply.
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3. Select the desired permit type and click Apply. If you are unsure, or if you cannot find your permit type,
select Building Process Initiation (BPI) and click Apply. You may search for application name or
keywords in the search bar. You can also browse through Building Department applications by clicking on
Show Categories and referring to the categories with “Building” in the name.
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Building Please use this application for any new Building and Fire permit requests. NO revisions or MEP sub-
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Note: Anissued master/primary permitis required prior to applying for sub-permits.
There are multiple ways to find the permit type to be applied for:

a. Search by keywords. For example, type in Mechanical in the search’s field.
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b. Search by category.
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c. Orbrowse all within the “PERMITS” category with “Building” in the name.

4. Thefirststepinthe application is entering the “Location Address”. Click on the plus sign to add an
address.
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5. Inthe Search Address box, enter any part of the desired address. The more information provided, the
narrower the search. The less information entered, the broader the search. Once you have typed in your
address, click on “Add”.
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6. Click on “Next”.

Locations
LOCATIONS
Please add the property parcel

Type: Location Address

838 LINCOLN RD Miami
Beach, FL 33139

e Add

Location

Main Address

Parcel Number +

0232340020340

Main Parcel

Create Template Save Draft




7. Enter a complete description of the work to be done, square footage of work area (not all permit types
will require this), and the job value. Required fields are noted with a red asterisk *.

Apply for Permit - Building Online Application (BOA} “REQUIRED
Locations Type
PERMIT DETAILS
Please provide a thorough description of the work to be done in the “Description” box
alue of $60 for alterations and $110 for new construction.
* Permit Type Bulk
* Description
Square Feet
| * Valuation

Add contacts (owner, architect, engineer, contractor, plan expediter, and all contacts the applicant

8.
will allow access to the account). The person logged in and applying for the permit will be
automatically labeled as the “Applicant”.
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9. The “More Info” section has a “Notice & Certification” announcement that must be read and agreed

to. It also includes fields to add “Master Permit Number”, “Violation Number”, “Permit Request”,
“Permit Type”, and “Property Information”. Required fields are noted with a red asterisk *



10. In the attachments’ screen, attach the signed and notarized permit application and cost affidavit,
plans and supporting documents. These can be attached only to specific permit types. Do not attach
in the BPI/BOA category as files will not be reviewed here.

Select the correct attachment category and click “Next”.
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NOTE: In the Building Process Initiation category (BPI), plans, application, and documentation shall not be
uploaded. Once the BPl is submitted online, a BPI pre-permit application number will be provided. An email will
be sent to the applicant requesting pertinent information and will include the upfront fee’s invoice. This invoice
contains the actual permit number sought for. After payment is complete, the signed and notarized permit
application along with cost affidavit, plans, and supportive documents can be uploaded under the actual
permit number in Civic Access.



11. The “Review and Submit” screen is the final step before submission. Review that everything is correct
before clicking on “Submit”. “Save Draft” or “Go Back” if corrections are needed.

Focatins
Lacation Asdress 1022451 M Besen, 1L USA, 33139
L oA
B inta
T
Descrptian
Squace et
Valuation
Appii e 082015
Contacts
Agptcant Nataiha ez
264992 CT Ml
Estimated Fees
Building Online Applicaton Fee $5000
Total: $5000
Moreinfo
op| Main Menu
permittingstat.

Notice & Certification

. ettt e
Mechanical, Plumbing, Signs, Well,Pools, Furnaces, Boflers, Heaters, Tanks,Air Conditioners, etc

Oviine Agplicant Agresment. | s57es o terms nd conditions
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12. Review the information provided and click Submit.
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Locations
Location Address 10224 5T, Miami Beach, FL.USA, 33139
Parcel Number 0232270452340
-
Type Building - Commercial Interior Alteration {No Structural)
o -
Square Feet 1000
Valuation 15000
Applied Date 10/08/2019
Contacts
Applicant NatashaDlaz
Estimated Fees
The follg ta chi o
Permit 20% Initial CHarge - Building $57.00
Total: $57.00
More Info

Important:

1. Please allow up to 24-48 hours for the clerk’s review.

2. A $50 application fee may be assessed on some permit applications, but it will be applied to the upfront
permit fee. Fee must be paid before review can commence.

3. Uploaded Plans to have all security settings unrestricted. More information on electronic file submission
requirements at www.miamibeachfl.gov/onlinepermits

4. Plan Review will commence after the clerk reviews for completeness.



