City of Tampa
Planning and Development
Last Revision Date: March 15, 2019

Add Multiple Contacts After Application has been Submitted

e Select “New” Building Permit.
s CUR N M Request~ (DHelp Retu

Building Permit i

Planning Application

o Read and acknowledge the Conditions & Use For Online Services and click
“Continue Application”.

Conditions & Use For Online Services

City of Tampa onling payment (ecommearce) senvices arg not available during
cartain hours due to nermally scheduled maintenance activities according to
the schedule below . If your businass transaction has a due date associated with
it, it s your respohsibility to ensure that wour payment is made By that due
date. Delays caused by unavailability of any enline service DO MOT warrant
‘ the revarsal of late fees as payments may also be made by other means, such

s postal mail and walk-in during normal business hours.

¥ | have readandaccepted the above terms,

Continue Application »

¢ Select “Add Contact to a Building Record” from the Building Records list.
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¥ BUILDING RECORDS ’
® Add Contact to & Building Recor

) Add Contractor License To a Record

) Building Plan Fevizion

2 Commercial Annual Facility Permit

2 Commercial Building Aterstions (Renovations)

_ Commercial Building Trade Permit

) Commercial Demolition Permit

) Commercial Electrical Trace Permit

0 Commercial Fire Trade Permit

) Commercial Mechanical Trade Permit

) Commercial Mizcelaneous Permit

) Commercial Mewe Construction and Adcitions

= Commercial Plumbing Tracde Permit

0 Commercial Roof Trade Permit

) Commercial Site Trade Permit

2 Commercial Temgp Cerificste of Occupancy

0 Commercizl Lility &pplication

2 Flood Yerification

2 Pre-Application Consuttation

2 Preliminary Plan Review

2 Residential Building Aterstions (Renovations)

) Residential Building Trade Permit

) Residential Demolition Permit

) Residential Electrical Trade Permit

) Residential Mechanical Trade Permit

() Reszidential Mizcellaneous Permit

) Residential Mew Construction and Additions (1 and 2 Family)

) Residential Plumbing Trade Permit

) Residential Roof Trade Permit

) Residertial Site Trade Permit

) Residential Temp Cerificate of Ocoupancy

) Residential Lkility Spplication

) Tree Consultation

= Tree Remowal and Pruning Permit

Click on the “Look Up” button on the Contact List.
Contact List

T add & new contact, olick the Add Contact link. Toedit 3 cont: k the link et toa oontast nanme.

Shenving 0-0 of 0

Full Name Bu siness Mame Contact Type Wark Phone Fax E-rmail Aetion

Mea recards faund.

Enter search criteria to locate the contact. Click on “Look Up”.



City of Tampa
Planning and Development
Last Revision Date: March 15, 2019

Look Up Contact

LI Laa | N LN [N - 18

john doe

Mame of Business:

Address Linae 10

Address Line 2:

City: State: Zip:

Hame Phone: Wark Phone: taobile Phone:

Fax:

E-mail:

e Select the contact and click “Continue”.
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Look Up Contact x

Ravisa S=arch

Salact 5 oontact to attach o this application.
If tha contact has multiple sddresses, you can selact which to usain the ne stap.
showing1-6of &

First Hame Last Mame ig:.:;ess Contact Type Work Phone Fax E- mail

= John Doz Architact AccelaNoReply@Tampagow. Met

Continue Discard Changas

e Select the contact type from the drop down list and click “Continue”.
Look Up Contact

john dos ’
*Typa

Contact

Continue Discard Changas

e The contact will now be listed on the record.
Contact List

T add & new contace, click tha Add Contact link. Toedic 3 contact, elick tha link nax toa contace nama

Select from Account Add New Look Up

& Contact add=d successfully.
Shewingl-2 af 2

Full Mama h';‘nggss Contact Type  Work Phone  Fax E-rmail Action

John Doz Contact AccelaMoReply@Tampagou Net  Edit Delete

e Repeat the process to add additional contacts.
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o Enter the record ID and click “Continue Application”.

Permit Infermation
GEMERAL INFIRMATICH \
62

*Record |D: ()
BLD-19-0460013

e Review the contacts added and click “Continue Application”.
Add Contact toa Bu il(%fng Record

1 Stepl 2 Rewiew

Step 2 :Review

Plezsa raview all information balew. Click the "Edit” buttans w0 make changeas to sactions or "Continue Application to rcwe an.

Record Type

Add Contact toa Building Record

Contact List

Shenwingl-1af 1

Businass

Full Marne -

Contact Type  Work Phone  Fax E-rnail Actian

John Doz Contact AccelaMNoReply@Tampagor. Met  Edit

Permit Informaticon

GEMERAL INFORMATION

Record ID: / BLD-19-0480013
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¢ The contact(s) have now been added to the record. All contacts on the
record will be emailed alerting them of the new contact added.

Step 3:Receipt/Record issuance
Receipt

Your application and/or payment has been succassfully procassed.



