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Community Development Online Portal Instructions
for License Renewals

Renew and pay for your license using the Online Portal. Please read the instructions
below for additional information.

Creating Your Account

Renewing Your License

Paying For Your License

Print or Download Approved License

Need assistance?

For instructions on how to pay for permits, print permit cards, print approved applications and
stamped plans as well as schedule inspections using the portal, view the Citizen Access Instructions.
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Creating Your Online Account:

(for contractors with existing license only)

Do not register using the portal. Instead please call 303.438.6370 - option 5, and staff will create
your online account.

You will receive an email with instructions on how to access your account. Check your Spam
emails.

Follow the link in the email to access the Online Portal.Alternatively, you can also access the
Online Portal from the Building Division Home Page at www.broomfield.org/Building :

Building Division Home Page

Responsibilities

sa part of the m

Please review our Public Access Guide for instructions on how to maneuver through the system and access our permit database

Contractors can use our Citizen Access Guide for instructions on how to access their permits and licenses.

FAQs...view more

First-time users will need to select Forgot Password

Citizen Access

Email Address:

Meed to find a permit, select Public Access on the side menu.

Mew users for Sales Tax select register below to create your
profile.

Contractors for Community Development please call
303.438.6370

log in register

Click here to view site's bfjowser compatibility


https://broomfield.org/building
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Enter your email address and click on Submit.

Forgot your password?
public access

log in
register

forgot password

You will receive an email with a temporary password. Check your Spam email.
Select and Copy that password, return to the login screen. If you copy and paste the
password into the system and it does not work, try hand-typing it in.

Citizen Access
public access

log in

test@broomfield.org

register

forgot password

Click here to view site's browser compatibility

Enter your email address and temporary password and click log in.

Be careful not to enter your email address multiple times in the Forgot Password
screen or you will receive multiple passwords.

Do not Register. We have already registered you and you can simply log in.

You know you are logged in when you see the message "Welcome to the Resident
and Public Access Portal”.

Once you are logged in, you can change the password under User Profile.
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Renewing Your License:

e Complete the License Application and
have it ready for uploading into your
renewal

e Obtain a current Insurance Certificate of
Liability and have it ready for uploading into
your renewal.

ACORDT LIABILITY RAN
COMMUNITY DEVELOPMENT: BUILDING DEPARTME ___ FERTINGATE OF LIABRITE INRURANGE:
T CEFTWICATE 1 FSUEE A3 4 MATTER &7 Af GRUATION GHLY AND COMTTRE B3 ROGHTS 90N Tl CISTFICATE OLBER T
ne DesCombes Dr + Braomiield, CO 80020 + Office 303,438.6370 + Fax 303.438.6207 + contractorlicense@broomfield.org CERTSICATE DOES WOT ATFURUATVELY O MESATWELY AMEND, EXTEND OB ALTER THE COVIRAGE APFORDED 7 TUEL FOLCHS
ATWICATE OF A COMTRACT SETWEEN Tl ISEUSG INEURERE,. AUTHORIED:
| RAFRESIMTATI 08 PAGUSER, 0 THE CERTIPGATE 1 50A
. — TMPORTANT | e puriion bader 4 39 AGCHTICNAL PAURID. TR
License Application B SUBROGATION 5 WAIVED, suibjac 40t lerne e cresdiions of Ihe poicy, corein pabies sury Foeus . sedacaienand. & Mstmened 55
s tndursamtey
2 i e TR
This license will expire one year from the date of issuance. BMC § 15-02-040 it .
Electrical licenses will expire when the master & state licenses expire. BMC § 15-14-050 g.__ |-
New | Renewal Prev. Lic. # Class Description Fee i
] Class A Commercial/Unfimited $150 s
= Single Family Dwelings - new, alterations,
L :l ClassB | additions, decks, patio covers, and windows. | 510
M Subcontractors - HVAC, fences, fire sprinklers,
L _:l [ roufing, irrigation, site work, excavation 50
:| Plumbing Plumbing $100
O Plbg/Mech Plumbing w/Mechanical $100
OO Electrical Electrical WA
Tompary Hame Fhooe ®
Vet e o work 80 a0 G657
Bt AGae Tor
City State Zip Code
Corac Wams Py Tl e

I hereby certify that the statements above constitute a part of this application and are true and correct to
the best of my knowledge. | understand the expiration terms of license referenced above and insurance
requirements below.

Sgnature T e e

Insurance Requirements B e B T e T P e —p———

Each contractor granted a license under BMC § 15-32-090 shall be requirad to maintain Liability Insurance
within the limits outlined below and SHALL SUBMIT a copy of their GENERAL LIABILITY INSURANCE
CERTIFICATE with the Gity and County of Broomfield listed as Certificate Holder with their application
form. The certificate shall contain an endorsement requiring a 10 day written natice 1o the Building
Division prior to cancellation.

CERTRRCATE IoLOEH CANCELLATION
Class A, B, Pibg, | $ 300,000 per person $ 50,000 per person
Plbg/Mech, Electrical | $ 300,000 per occurrance C‘aﬁi“',‘:‘"imz $ 100,000 per occumrence T
Minimum Liability Limts | $ 50,000 property damage 4 $ 25,000 property damage ACmaARCE i et T Pt
Please complete and email to i field.org for p ing.
‘ . i R PR e
ELECTRICAL, PLUMBING AND PLUMBING/MECHANICAL LICENSE APPLICATIONS ONLY: i SCa . L I WP ey

COPIES OF STATE ISSUED MASTER AND CONTRACTOR LICENSES REQUIRED

e Log in the Online Portal

e Select Com Dev

e Select My Applications

«


https://www.broomfield.org/DocumentCenter/View/36140/License-Application---Fillable?bidId=
https://broomfield.cloud9.innoprise.com/citizenaccess/
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Select Licenses

«
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Select the most current license for the Class you wish to renew.

CITY & COUNTY OF
N
A

Broomfield

Logged in 3= tdenning@broomfisld.org Citizen Access

a4

“eouoms®

Licenses view: ) Status @ Address

Sesrch by () Application Mumbar ® fddress L Business Mame ' DBA

Strest Mo o Strest: Secondary Search
From: Mio:
Click on a row to view details
Number lssued Address Title Business
OL-23-11185 Ovraazozz 1 DESCOMBES OR Elez EITY AMD
e B B - BROCMFIEL
OL-22-11008 02082021 1 DESCOMBES DR Gend, Sl
e . =eeEs o BROCMFIEL
e = CITY AND Ct
OL-20-11185 0813207 1 DESCOMBES DR Elec
BROOMFIEL
CITY AND Ct
OL-20-11008 12172019 1 DESCOMBES DR Gend 5

BROOMFIEL
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e Click on the Renew button

.,,n-"“"'.\ CITY & COUNTY OF .
) Broomfield

Logged in as: tdenning@broomfield.org Citizen Access

- Back Refresh
Summmany Adtributes Adtachments Printables
Details
Business: CITY AND COUNTY OF EROCMFIELD
DBEA,
Address: 1 DESCOMBES DR
Classification: Geans,
Spplication # DL-Z2-11008
States ACTIV
Dates
Submit Date: D2N0E202
ssue Date: 02052021
Expiration Date: 02082022

e Read the Renewal Request and if you agree with the statement click on “Process
Renewal”.

1 Renewal Request

“fou are about to renew your Boense. | hereby certify that the statements abowve constitute
a part of this application and are true and correct to to the best of my knowledge.
ELECTRICIAMS: | understand that this contractor boense will nun concumrently with the
State & Master contractor licenses.

| Propess Renswa | | Cancel

e The following message will appear:

“Your renewal has been submitted for review. Did you upload your License Application,
Certificate of Insurance, and State and Master Licenses (if applicable)? If not, please do so
now. If these documents are not received within 5 business days your request for renewal will
be denied. The documents should be uploaded under Attachments in the newest license.
Upon approval you will receive an email with payment options (if applicable). A copy of your
license will be available under the "Printables” tab.”

e After reading the message click on the “Close” box.
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e You should now be on the Summary page of the New license.

4 Back Refresh
Summary Attributes Reviews Prinizbles
Details
Business: CITY AND COUNTY OF BROOMFIELD
DBA:
Address: 1 DESCOMBES DR
Classification: GenA
Application # OL-24-11008
Status: ACTIV
Dates
Submit Date: 0&/M82022
=sue Date: none
Expiration Date: 02062024
e Click on Attachments
4 Back Refresh
Summary | Afinbutes | Reviews  Attachments = Printsbles
Attachments
Title View Upload
Upload Mew

e Click on Upload New

File Upload *

Specify a file located in your local system. Fo i silick
Browse for each file that neads to be upld§ded | Erowse...
e e —
Uplozd

Click on Browse. Locate your completed License Application and double click on it.

e Click Browse again and locate your Insurance Certificate, and double click on it.

e |If you are an Electrician or Plumbing Contractor also add a copy of your State and Master
Licenses.



https://broomfield.org/DocumentCenter/View/36140/License-Application
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e After you have attached all of your documents click on Upload.

File Upload »

Specify a file located in your local system. For multiple files
click Browse far each file that needs to be uploaded

Browse...

& Cancel Lic App Example pdf

& Cancel Certificate of Liability example_pdf
| Upload | | Cancel |

e You will see that your documents are now attached to your license renewal.

< Back Refresh

Summary | Attributes | Attachments | Printables

Attachments
Title View Upload
Lic App Example.pdf |E| upload
Certificate of Liability example.pdf |E| upload
[ Upload New |

Your license renewal is now complete!

e A Permit Technician will review your submittal.

e Once the renewal has been processed you will receive an email with payment options
(if applicable).

e A copy of your license will be available under the “Printables” tab once the license has
been approved and paid for.
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Paying For Your License:
e Login to the Citizen Access / Resident and Public Access Portal

e C(lick on Com Dev

Welcome to the Resident and Public Access Portal.

D Please select an option from the menu on the left

e Click on My Applications

Welcome

To Access permits, licenses, and renewals
choose MY APPLICATIONS from the menu on
the left.

Please DO NOT upload documents into the portal
UMLESS YOU HAVE BEEN INSTRUCTED TO DO S0.
The system does not notify us when documents have been uploaded.

Faor Building Permits you MUST PRINT your APPROVED PLANS and FERMIT CARD
and have them on-site for all inspections.

Forinstructions on any online processing,
please visit hitps:/broomfield.org178/Forms
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e Click on Licenses

My Applications

Please select an option from the menu on the left.

e Click on the License you wish to make payment on

Licenses

isw: D Status @'P«EHI‘EE

Smarchioy: O Aoplication Mumber ® address ) Businass Mame [ DEA

Straet Mo
From:

To: Street Sacondary
Mo:

Click on a row to view details

Mumber Issued Address Title
—
OL-24-11008 1 DESCOMBES DR Gand }
OL-23-11185 07282022 1 DESCOMBES DR Elec
OL-Z2-11008  02/08/2021 1 DESCOMBES DR Gand
e Click on Fees
Back

Business:
DBA:
Address:
Classification:
Application #:
Status:

Dates
Submit Date:
Issue Date:
Expiration Date:

Renew

Summary Ath'ihm Attachments Printables
Details

CITY AMD COUNTY OF BROOMFIELD

1 DESCOMBES DR

Gend

OL-24-11002

OPEN

oarar2022

none

02062024

Busines:

CITY ANI
BROOMF

CITY ANI
BROOMF

CITY ANI
BROOIMF
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e Click on this box and it will highlight all fees to be paid

comdey

Summary Attributes Fees Attachments Printables

@mﬁpﬁm Amount Balance
5150.00 $150.00

[ B-GenA:
Total: $150.00 $150.00

e C(lick on Pay Balance

comuey Back Refresh
5 Attributes Fee Attachments Printabl
ummary ri = achme =z
Licenses Description Amount Balance
home
B-GZenA: H150.00 $150.00
log out
Total: H150.00 $150.00

10
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e Enter your payment information and click on next

comdey Enter Payment Information

Enter Payment Information Here

Module App No Amount
OL-24-
LICEMSE - $150.00
Total Payment: $150.00
Payment Source
Payment Type: () Cine Time
Card Type:
Credit Card Mumber:  5111222233334444
CwVv: 822 Help Me Find !
Expeation Date:
Mame:  Test Licensa
Billing Address: 1 DesCombes Dr
City: Broomfield
Siater CO Zipc 80020
-
e Confirm and click on Submit
Confirm and Submit Payment Using Credit Card
Payment Confirmed
Module App No
OL-24-
LICENSE
11008
Total Payment:

Payment Source For Credit Card

Date: One Time

Card Number: 4444
Expiration: 1272022

Name: Test License
Address: 1 DesCombes Dr

Broomfield SO 80020

Iﬂl*:'lbel

e You should receive a receipt via email confirming your payment has been received.

Armount

$150.00

$150.00

11
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Print or Download Approved License:

e Login to the Citizen Access / Resident and Public Access Portal

e C(lick on Com Dev

Welcome to the Resident and Public Access Portal.

© Please select an option from the menu on the left.

e Click on My Applications

<4

Welcome

To Access permits, licenses, and renewals
choose MY APPLICATIONS from the menu on
the left.

Please DO NOT upload documents into the portal
UMLESS YOU HAVE BEEN INSTRUCTED TO DO SO,
The system does not notify us when documents have been uploaded.

For Building Permits you MUST PRINT your APPROVED PLANS and PERMIT CARD
and have them on-site for all inspections.

Forinstructions on any online processing,
please visit https:'broomfield. orgM78/Forms

12
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e Click on Licenses

My Applications

Please select an option from the menu on the left.

e Click on the License you wish to print

s o Status O Address

coaTedey
Licenses
Permits Search by (0 apeiication Mumner ® Address O Susiness Name O D24
Strest Mo T Strest: Secondary
Licenses From: Ma:
— 'Click on a row to view details
log out Number Issued Address Title
OL-24-11008 ) 08/19r2022 1 DESCOMBES DR Gend
OL-23-11185  O7/26M2022 1 DESCOMBES DR Elec
OL-22-11008 02062021 1 DESCOMBES DR Gend
e Click on Printables
Back

comdev

Permit Summary = Aftributes | Aftachments

[T — Details
home Business:
DBA:
Address:
Classification:
Application #
Status:
Dates.
Submit Date:
Issue Date:

Expiration Date:

CITY AND COUNTY OF EROOMFIELD

1 DEECOMBES DR

GenA

OL-24-11008

ACTIV

0EMo2022

0B/M8r2022

0200872024

Business

CITY AND Ct
BROOMFIEL

CITY AMD Ct
BROCMFIEL

CITY AMD Ct
BROOMFIEL

13
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e Click on Print OL-..-.....
P Back Refresh
Sumrmary Attributes Attachments Printables
‘f'ou need Adobe Acrobat Reader in order fo use this faaiure. Download Readear
Print
Date Type Humber Description Sub Type

a2 License GenA DEFAULT

Assistance:

If you are having difficulty, please email your documents to contractorlicense@broomfield.org, or call
the Building Department at 303-438-6370 and select option number 5 to speak with a Permit Technician.

14
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