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• Applications for a permit extension must be made within 60 days after the 
permit expires.

• Each extension is limited to 180 days, unless authorized by the Building Official.

• If a permit has been expired for more than 60 days, you must file for a permit 
reinstatement.

• You can apply for a permit reinstatement if:

• the permit expiration date is within 3 years
• all rough-in work inspections have been completed and approved
• all work is complete. 

Guidelines
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• E-Permits Account

• Applicant for the extension must be a contact on the permit needing the 
extension

• Project Address and Work Description

• Applicant Name and Address

• Licensed Professional Information

Requirements
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Sign in to E-Permits Account

1. Log into your account using your 
username or email address. 

3. Click “Sign In”.
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If you have not already created an E-Permits 
Account refer to “E-Permits Account 
Creation How-To Guide ” for instructions.

2. Enter your password if not auto filled.
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Open Permit

1. Enter permit number and 
click on the search icon       

NOTE: If you do not know the permit number, click on “My Records”. 
All of your permits will show up towards the bottom of the screen. 
You can look for the one you want and click the blue record number.
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2. Click “Create Amendment”.

Create an Amendment

If selecting from a list, you can click the 
blue permit number which will take you to 
the screen on the left or click the blue 
“Amendment”. Using “Amendment” does 
not provide a view of existing contractors.

1. Verify contractors on existing permit to 
see if they will continue to work on the 
extension. If more than one, click the blue 
“View Additional Licensed Professionals”. 
You can make changes to these during the 
extension application process.
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Select Permit Extension

2. Click “Continue Application”.

1. Select “Permit Extension”.
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Extension Details

2. Select “Extension” or “Reinstatement”.

1. Select “Expiration Date”.

3. Has this permit had a prior extension?

4. Click “Continue Application”.
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Project Information
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3. Enter Street #.

5. Click “Search”.

4. Enter Street Name.

The Parcel and Owner information will be auto filled. 

6. Click “Continue 
Application”.

2. Enter Description of Work. 
Include original permit 
number for reference.

1. Enter Project Name.
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Add Applicant

NOTE: Only the Applicant is required. 

1. Click “Select from existing account”.
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Applicant Contact Information

2. Click “Continue”.

1. Select “Associated Contact”.

3. Select “Applicant” from drop down.

4. Select the address.

5. Click “Continue”.

A pop up “Select Contact from Account” 
will appear. 
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Applicant Contact Information

Applicant now has a green check. 

1. Click “Continue Application”.
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Licensed Professional Information

3. Click “Continue Application”.

1. Select type of change from drop down.

2. While not required, provide 
update for any change in 
contractor.
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Choose a Licensed Professional

1. Click “Look up”.

2. A License number is the quickest way to 
locate your contractor. Otherwise, enter other 
known information such as License Type.

3. Click “Look up”.

Your existing contractors should show up here. If there are 
no changes, you can click “Continue Application” and move 
on to the permit review. 
• To remove a contractor, select “Delete” under Actions. 
• To replace a contractor, use the “look up” steps to add 

the new contractor and the “delete” steps to remove the 
contractor that is no longer on the permit.

Sus contratistas actuales deberían aparecer aquí. Si no hay cambios, puede hacer clic en "Continuar con la solicitu   
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Licensed Professional Information
1. A list of contractors will display. Select 
the one that will perform the work.

2. Click “Continue”.

3. Click “Continue Application”.

You will get a message saying the 
licensed professional has been 
added successfully after each 
addition.

NOTE: To ensure that all the contractors you want to 
be on the extension are included, even if they are on 
the original permit, repeat the ‘“Look Up” and select 
contractor' steps until all contractors have been 
added. Do not add any contractors that will be 
removed or replaced.
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Permit Application Review
1. Review all information 
provided. If you need to make  
changes, use the “Edit” button 
in the section that needs to be 
changed.

3. Click “Continue Application”.

2. Click the box to agree with 
certifications.
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Application Submittal

Once you have reviewed all project information and 
submitted it, you will receive a receipt indicating that 
the submission was successful.

768 N GRANTLEY ST, 21229- 2033

B-EXT-25-
00006:

Record ID
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