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”.
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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.

Adenu Permits Planning Code Compliance Licenses Transportation Engineering
Announcements () Accessibility Support  Register for an Account  Reports (1) ¥ Login
Please Login todin
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in the box on the User Narne or E-mail.
right
New Users Password:
If you are a new user you may register for a free Citizen Access accolnt. It only takes a few simple steps and youll have the added benefits of seeing a complene=> ‘ ‘
history of applications, access toinvoices and receipts, checking on the status of pending activities, and more.

Register Now » @

Login»

(0 Remember me on this computer

I've fargotten my password
New Users: Register for an Accoun 1

3. Once you are logged in, click on ‘Permits’ and select ‘Apply for a Permit’.
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4. Check the disclaimer box and then click on ‘Continue Application’.

Online Permit Application Submittal

Welcome to the City of Mesa's Online Permitting Systern. Using this system you can submit an application, pay fees, schedule inspections, track the status of your application, and print your final record all from the
cotvenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site" hefore proceeding. fou must accept the General Disclaimer below before beginning yvour application

General Disclaimer

While the City of Mesa attemnpts to keep its Web information accurate and timely,
the Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have been
compiled from a variety of sources and are subject to change without notice from
the Agency as a result of updates and corrections

| | have read and accepted the above terms. I
Continue Application » <:

5. Select ‘Construction Permit — All Types” and then select ‘Commercial Permit’ and
then click ‘Continue Application’.

Permits Planning Code Compliance Licenses

Announcements  LoggedinasiTerriWood  Collections (0) ™ Carp (0] Reportsi(l) ™ fcc

Choose one of the following permit types available for online applications

If you need help selecting a permit type or to apply for a permit type not listed, please call 480-644-4273.

*For Addenda f Deferred / Code Modification®
« addenda: Changes to a previously approved permit that is currently under construction.

« Deferred: & Fire alarm or Fire Sprinkler submittal for a building currently under construction {with an existing permit number)

Caonstruction Parmit - All Typas

» Fire
» FD Alarms

=mp  Continue Application »

Choose one of the following permit types available for online applications

If you need help selecting a permit type or to apply for a permit type not listed, please call 480-644-4273.

*For Addenda / Deferred / Code Modification®
« addenda: Changes to a previously approved permit that is currently under construction,
« Deferred: & Fire &larm or Fire Sprinkler submittal for 2 building currently under construction {with an existing permit number)

" i
w Construction Permit - All Tvpes
(O Addenda i Deferred J Code Modification
() Addressing Reguest
(O Annual Facilities Perrmit
[y ) Cormimercial Permit
() Defno
(O Document Retrieval
(O Hydrant Meter Agreement
(O Master Plan
(O Mabile Horne
(O Residential Perrmit
(O Residential Utility Repair Permit
() Sign Permit

» Fire
» PO Alarms

* Contlnue Application »
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PERMIT BY INSPECTION

6. Enter either the address or the parcel number of the project location and then click on

‘Search’.
N\ N
Mesa-az

Home  Search Create  Schedule

Announcements  Logged inasTerri Wood  Collections (01 ™ Cart (D) Reports (0™ Account Managernent  Logout
Search.. m
Location and Application
1 Cortacts 2 iRk

iniermation 3 Attachments 4 Review 5 Pay Fees [

Residential Utility Repair PermitfConstruction Noise Permit

Step 1:Location and Contacts>Location

Show Map
*indicates a requirad fiald,
Address
*Straat Mo Diraction *Sreet Name: Street Type:
Linit Type: Unit Mo
--Select-- ¥
City: State: Zip

--Salect-- -

=> 1

=Parcal APN (Mo @
Dashes)

123456784

= 1
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PERMIT BY INSPECTION

7. Verify all the information is correct and click ‘Continue Application’.

\ —
Residantial Litility Repair Parmit/Construction Moisa Parmit
1 oeation and 2 Fpplication I Attach 4 Revien 5 Pay Fees 6

Step 1:Location and Contacts =Location

“indicanes arequined Aald.

Address

#Gtrao Mo Directian: *5tract Mamea: Straot Type:

33 N - CENTER =T -
Unit Type: Unit Mea.:

--Gekcl-- ¥

City: Stama Zip:

MESA AT E5201

Parcel

*Patcal APN (N @
Crashas)

11E17DDS

Cwner

Cramar Mae: @
HMESA CITY OF

Addrass Line 1:
2D E MAIN 5T 5TE 650

Addrass Lina Z:

PO B 1466
City: Stama Zip:
HESA Az ES211

Save and resume later
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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’.

Commercial Permit

Location &

1 Gontacts 2 Detail Information 3 Attachments 4 Review 5 Pay Fees 6

Step 1:Location & Contacts>Contacts
*indicates a required field.

Contact List

Enter information about the contacts associated with this permit. You must enter the Applicant information and be sure to provide a phone number(s) and email address. If you are applying for this permit, use the 'Select from Account’ option to
copy your contact information from your registration.
Note that you can update your contact information (phone number, address) using the Account Management link at the top of the page.

Required Contact Type  Minimum
A\ Applicant 1

Select from Account Add New Look Up

Showing 0-0 of 0

First Name Last Name Business Name Contact Type E-mail Action

No records found.

Licensed Professional

Add the name of the Contractor or other Licensed Professional here. To find a Licensed Professional in the agency database, enter the search criteria and click the Search button.

Add New Look Up
Continue Application » Save and resume later

Step 2:Detail Information >Application Information

Detail Information

*Project Name:

. : o "
PBI - Remodel interior of existing suite Begin the project name with "FBI

*Dascription of Work:
Be descriptive in descrihing what work will be done under this permit |

Additional Information

#Job Value($): Enter the valuationof the project
15,000.00
Housing Units: Number of Buildings:
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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.

General Info

GENERAL INFORMATION

*Propetty Type: @

.

i

Commercial v

B .
Type of work: Other Commercial v

. — .
Classification Type: Renovations/Remodels ¥

Building Code Edition: @

2018

Planning recerd number:

Maricopa County Dust Contrel Number:

*Are any new water meter and services being installed?: o -

*Will this facility discharge wastewater related to Industrial, O O - ¢
Commercial, Manufacturing Automotive, Restaurants or Dental?:

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.

Base Flood Elevation:

Water Meter Existing or Reguired: ot Applicable -

Electric Meter Existing or Required: Mot Applicable - @

Gas Meter Existing or Required: Mot spplicable -

Total Sq Ft:

Pemit Dates

PERMIT DATES

Expedite: Q Mot Applicable -
--Select--
Expedite

Plan Review Info

Mot applicable

PLAN REVIEW INFORMATION

R _
anl= - Super Expedite
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Once you select PBI, a new screen will appear with a disclaimer. Check the box to agree
to the terms of the PBI permit.

Pemit Dates

PERMIT DATES

Expedite: PRI

PEl is a voluntary alternative to the standard Building Safety plan review and parmit issuance processas for simple tenant improvement projects inot including deferred submittals) of cartain oooupancies and degres of complexity
Simpls projects submittad undar ths PBI program ars kypically ravisueed within 10 businass days (4-Thi PB| f32s ars 3n additional pramium addad 10 and calculatad on the total parmit a2 Tha PBI pramium is 209 of tha total
patmit fee.

Projacts sligibls for cansidaratian shall camply with all of ths fallawing

A, Tenant improvement or tenant complation parmits involving Group B (Businassl Group M (Marcantilel or Group $ (Storage) occupancias;
E. Mot involving a change of occupancy, sxcept changes between CGroup B and Group M occupancies;

C. Not morathan 10,000 squara fast in floor aras;

D. Not invalving high piled storage or hazardous materials; and

E. Mot requiring zoning appravals

By chacking this box. | agresto pay the premium fee for the selected seng

Agreement: = @¢

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

Step 3:Attachments >Documents
*indicates a required field.
Attachment

PLEASE READ

If you are attaching anything related to a Resubmittal or Corrections Needed, you inthe

In your record list
1. Click on the recard number

2. Then click Record Info > Attachments
3. Under the attachments list, there will be a biue Add button

Anything attached In the: section is NOT attached to 3 record

Document Submittal Requirements

The maximurm file size allowed is 1000 ME.
de;adp;bat.chm;cmd;corm;cplexe;ht: libsink;md bivbe b

h are disallowed file types to upload

This application type requires you to submit the following types of documents Subject to the collected information, you may be required to submit additional documents prior to approval

Construction Documents

Name Type Description Action Document Status Status Date Latest Upciate Upload Date size

No records found.

13. Click ‘Add’ again on the next screen.

File Upload

The maximum file size allowed is 1000 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm; html;ins;isp;jar;js;jse;lib;Ink;mde;m
are disallowed file types to upload.

U
3

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

G Cpen X
1 @ > Terri.. » OneDrive - Cit., * v | O 2 Search OneDrive - City of Me..,
Organize ~ New folder F- W@ peumen..
~ Name Status Date modified

3 Quick access

I Desktop » @ PBI Wark Instructions for Customers (@] 12/30/2021 2:1
@ afp expiration email ® 12/27/2021 52
¥ Downloads  # . .
. @ Planning & Zoning Plan Review Checklist ... & 12/2/2021 2:58
Bl Documents  # @ Current [tems and Projects ® 12/1/2021 158
=] Pictures » ] super expedite @] 124172021 135
CODE AMENL # 2 imbk Atias @ 1280021 10 Y
v < >
File name: ‘PB\ Work Instructions for Customers  ~ ‘ All Files ~ ad

Cancel ile size

rrecmd:c

are disallowed file type:

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

File Upload x

‘The maximum file size allowed is 1000 MB.
‘ade;adp:bat;chm;cmd;com;cpliexe;hta;htm; htmLins;isp;jar.js jse:ub:ink;mde;m
are disallowed file types to upload.

Accela - Overview and 100%

.

»

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’.

Code Modification
Action Document Status Status Date Latest Upciate Upload D

Contractor Verification Form

Erosion and Sediment Plan

Expedite/PBI Letter

Falcon Field Pre approval Letter

Fire CAD Ordinance

Canstruction Documents v

*Description
Construction drawings for PBI remodel

|:> Continue Application »
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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.

The has/have been uploaded.
It may take a few minutes before changes are reflected

Commerclal Permit ﬁ

1 kocetions 2 Detail Information 3 Attachments 4 Review 5 PayFees 3

Contacts

Step 3:Attachments > Documents

“indicates a required field

Attachment

& e Ackd button,

Anything attached in anagement > Attachments section is N

Document Submittal Requirements

ed 51000 MB.

Subj

Action Document Status Status Date Latest Update Upload Date size

drwings forPBl 4 ctions v Uploaded 1273072021 1273072021 1213072021 1206 K8

Continue Application » Save and resume later

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.

atep hiutur

Perccrd Tvps
[ =]
-
[=]
=]
(=]
[=]
[=]
[ ]

e (=]

AralrFo

PR —-

[ e

fnmiresina i

P —— i

e

P Dot
(=]
[}
-

Work Instructions for Permit By Inspection Permits



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

Commercial Permit

1 z Detail Information 3 Attachments 4 Review 5 Pay Fees 6 Record Issuance

Step 5:Pay Fees

Listed balow are prelirminary fees based upon the Information you've entered. Some fees are based on the quantity of work iterms installed or

repaired. Entar quantitieswhere applicable. The following screen will display your total faes due at this time. This amount may not reflect
¥OUr total amount due to the City of Mesa

Application Fees

Fees City. Amount

Commercial Permit Deposit 15000 $170.00

TOTAL FEES: $170.00
Note: This does not include additional inspection feeswhich rmay be assessad later

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

Cart

Payment Receipt/Record
1 Select item 1o pay 2 information 3 issuance

Step 1:Select item to pay

Click on the arrow in front of a row to display additional information. [tems can be saved for a future checkout by clicking on the Save for
Later link.

PAY NOW

KLEI R e o

P mbesidenbiniiiieitai ——

55N CENTER ST MESA, AZ 85201
1 Application(s) | $170.00
>

Commercial Permit Total due: §170.00
21TMP-002225

Total amount to be paid at this time: 438888 $170.00

Hote: This does not include additional fees which may be assessed later.

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’.

Step 2:Payment information

Select a payrnent matho dand fil in all requived information

ATTENTION: Beginning Monday, April 30th, 2018 a 2.57% senice fee will be applied to all credit and debit card transactions submitted thraugh the DIMES Portal. The fee will not apply to e-check
transactions. For more inforrmation regarding the service fees please click F121. If you have question

o,
PATHENT DISCLAIMER:

Plemse refer to the P rivacy Policy and Terms of Use/Disclziners. The City of Mesa takes reasonable steps to protect your persomal information from uraut horized parties. The payment and

Layering (351t encrypt your persons eredit information including your eredit card nurnber, before it travels over the Intermst

CREDIT CARD DISCLAIMER:, When making a payment by eredit card you agres, and sp:

Mesa to charge for the semvices provided. You further
sgresthat in the event your credit card becornes invald, you will provide s new valid credit card upon request, to be charged for the psyment of any outstanding balances owed. I for any
reason, the City of Mess is unable to obtsin funds sssociated with the credit card provided, you authorize us to charge s retumed payment fesof $25.00 per transaction

BETURNED E-CHECK PAYMENT DISCLAIMER: When you ke 3 payment by slectronic check, to
dsin Lor

our "
obtain funds due to n errer inthe routing sndfor the sccount number entered, you authorize us to charge

returmed pyment fee of $25.00 per transaction. The City of Mesa is not
To inirize the chances of being ehared the retum payment fes please do the fallswing:
+ Ensure your bank ascount has sufficient funds.

the retuned itern

« Take care in entering your routing and sccount numbers to make sure they are correct
« If using the same sccount to make multiple payments on multiple itsms, please wait 2-3 minutes between transactions. This will minirnize the chances of the payment
being rejected as fraudulent.
It pyrment is retumed for any resson, o furt her setion will be taken on your application untilthe issus s resoted
By proceeging you Lnderstand and sgreeto the temms set forth in this agresment

* indiras  requied el
Payment Options

Amount ake harged: $170.00
O Pay with Cradit Card
> Payih Bank account

10
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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’.

Note: We accept eCheck payments from US banks only.

Transaction |D Payment
996497 $170.00
Full Name Payment Type
Terri Wood
et oo Business eCheck ~ <:

Email

terriwood @ mesaaz.gov Select Type

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

Account Number

Confirm Account Nurnber
Check Number foptional)

Business Name:

First Name Last Name
[ W= |
Strest Addess City
| 55 N Canter St | | mesa |
Smte Zip Code
Arizona v 85201
Phone Email
| 4806443528 | | terri wood @mes3azgov

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.

Announcernents  Logged inas Terri Weed  Collections (1) ' Cart 1) Reports 1) ¥ Account Management  Logout

y Selestitemts  , Payment 3 ReceiptiRecord
pay information issuanee

Step 3:Receipt/Record issuance
**Not All invoices may be displayed**

Receipt

N, our applicationts) has basn successtully submittad
@ Plazse print yeur record(s) and revain 2 copy for your racardsl
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