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PERMIT BY INSPECTION PBI 

 

Permit By Inspection - PBI 
 
Permit by Inspection is a fast-track for simple projects.  A Permit By Inspection record does not have 
a guaranteed turn-around time, rather the review time depends on the scope of work.  Instructions 
on how to apply for a permit by inspection permit are listed below.   

Log in or create your ACA account. 
 

1. From the MesaAZ home page, click on “Apply for a Construction Permit”. 
 

 
  

2. On the next screen, log into your ACA account or if you do not have an ACA account, 
click on ‘Register’ and create your ACA account. 

 
3. Once you are logged in, click on ‘Permits’ and select ‘Apply for a Permit’. 
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PERMIT BY INSPECTION PBI 

 

4. Check the disclaimer box and then click on ‘Continue Application’. 

 
5. Select ‘Construction Permit – All Types” and then select ‘Commercial Permit’ and 

then click ‘Continue Application’. 
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PERMIT BY INSPECTION PBI 

 

6. Enter either the address or the parcel number of the project location and then click on 
‘Search’.  
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PERMIT BY INSPECTION PBI 

 

7. Verify all the information is correct and click ‘Continue Application’. 
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PERMIT BY INSPECTION PBI 

 

8. The next screen is where you will enter the contact information.  If you already have an 
account, click on ‘Select from Account’.  If you are not listed as a contact in your account, 
click ‘Add New’.  The type of contact will be ‘Applicant’.  When the contact is added, click 
‘Continue Application’.   
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PERMIT BY INSPECTION PBI 

 

10. Continuing with the General Information section, select ‘Commercial under Property 
Type, ‘Other Commercial’ under Type of Work, and ‘Renovations/Remodels’ under 
Classification Type.  Answer “NO” to both of the next 2 questions. 

 
 

11. The next section is where you select ‘Not Applicable’ for the water meter, electric meter 
and gas meter.  Then you will select ‘PBI’ from the drop-down menu under Permit Dates. 
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PERMIT BY INSPECTION PBI 

 

Once you select PBI, a new screen will appear with a disclaimer.  Check the box to agree 
to the terms of the PBI permit. 

 
12. The next screen is where you will Click ‘Add’ to upload the documents. 

 
13. Click ‘Add’ again on the next screen. 
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PERMIT BY INSPECTION PBI 

 

14. Select the document you want to upload then click ‘Open’. 

 
15. Once the document has uploaded 100%, click ‘Continue’. 

 
 

16. The next screen is where you will select the document ‘Type’.  You will select 
‘Construction Documents’.  Then enter the description of the what the documents are.  
Then click ‘Save’ and then click ‘Continue Application’. 
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PERMIT BY INSPECTION PBI 

 

17. The next screen will show you that the document has been uploaded successfully.  Click 
‘Continue Application’.  You will repeat this process for any other documents that you 
may need to upload. 

 
18. The next screen is a review of the application to this point.  If everything is correct, click 

‘Continue Application’ on the bottom left corner. 
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PERMIT BY INSPECTION PBI 

 

19. The next screen is where you will see the fees associated with the permit.  Click ‘Check 
Out’. 

 
20. If this is the only permit you are paying for, click ‘Checkout’ again. 

 
21. The next screen is where you will choose to pay by credit card or check (bank account).  

In this example we are choosing to pay with a check.  Once the selection is made, click 
‘Submit Payment’. 
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22. A box will pop up asking you to select the type of eCheck, personal or business.  Choose 
one and then click on ‘Select Type’.  

 
23. Fill out the account information and the account holder information and then click ‘Submit 

Payment’. 

 
24. The next screen will give you your permit number and the ability to print your receipt.  

Once the Permit Tech staff has logged in your submittal you will be able to view and/or 
print your permit. 
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