HOW TO

Create a Temporary Certificate of Occupancy (TCO)

Where to find the Accela Citizen Access Portal (ACA)?

https://aca.tampagov.net

If this is your first time using Accela, you will need to create an account.

Create a Temporary Certificate of Occupancy (TCO) record:

1. Signinto your Accela account.

2. Goto +New — Building Application.

Building Permit

uly 13, 202¢ Planning Application

lanning amt
. Utility Application

Code Enforcement / Rental Certificates

3. Accept: Conditions & Use for Online Services

Account Registration
You will be asked to provide the following information to open an account:
« Choose a user name and password

» Personal and Contact Information
« License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

Conditions & Use For Online Senvices ~
City of Tampa enline payment senvices are not available duri in hrours duse to nermally
i activities i the schedule below. If your business transaction has a due

date associated with it it rs your responsibility to ensure that your payment is made by that due date.
Delays caused by unavailability of any cnling service DO NOT warrant the reversal of Late fees, a5 payments

may also be made by other means. such as postal mail and walk-in during normal business hours.

At present, we accept MasterCard, Visa, Discover, and American Express only. After completing your

payrment, you will be presented with an online recept to print for your recards, If you previde a valid email
address. you will slso receive a receipt via email. Your payment will be processed at the close of the current
business day, except for weekends, holidays or after 9:00 prm. in which case your payment will be v
processed at the end of the next business day

& | have read and accepted the above terms.

Continue Registration » h

4. Under the BUILDING RECORDS drop down list select: Commercial Temporary Certificate of
Occupancy.

= BUILDING RECORDS
Add Cantact 1o a Building Recond
Add Contractor License To a Record
Building Plan Revision
Commercial Annual Facility Permil
Commercial Building Alterations (Renovations)
Commerc:

jilding Trade Permit

jurgiar AlarmiAlarm Components
Commercial Demolition Permit

Commerc rical Trade Permit
Commercial Fire Trade Permit

Col - ical Trade Permil

1 - neous Fermit
Commercial New Construction and Additions
Commercial Plumbing Trade Permit
Commercial Roof Trade Permit

Commercial Site Trade Permit
Commercial Temp Certificate of Occupancy k
Commercial Utility Application
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HOW TO

Create a Temporary Certificate of Occupancy (TCO)

5. Detail Information. Enter reason for requesting a TCO and specific location the TCO will cover.

6. AS| - Enter Parent Record number.

7. Type: Select - Temporary up to 90 days

ASl

TEMP CERTIFICATE OF OCCUPANCY
*Please enter parent permit number:
*Type:

--Select-- o

--Select-- |
Temparary up to 90 days h

_Temporary Use - Stock and Set-up|

Continue Application »

8. Review application screen. Continue Application.
9. Fee Payment. Pay fees due and Continue Application process.

10. Receipt/ Record issuance.

Receipt

@ Your application and/or payment has been successfully processed.

Notes:
YOUR ADDRESS WILL BE SHOWN HERE a. Application will be reviewed and accepted by the

Construction Services Inspector Supervisor.

Tco-20- 4—1 TCO Record Number

00000xx b. Once the application is accepted, a Fire and a Building
inspection willbe automatically schedule.
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