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PURPOSE 
This guide provides step-by-step instructions on how to apply electronically for Self-Issuing building 
applications through the GMD Public Portal. This guide is only for Mechanical, Electrical, and Plumbing 
permits that meet the criteria for self-issuing.  

GENERAL INFORMATION 
 Must have a registered GMD Public Portal account.  
 GMD Public Portal link. https://cvportal.colliercountyfl.gov/CityViewWeb/Home/  
 All fields with red asterisks are required and the system will not allow you to move forward until you have 

provided the information 
 Self-issuing application types are located under the Mechanical, Electrical, Plumbing, Gas & Fire permit 

group. 
 Owner builders do not qualify for self-issuance. 
 To qualify for self-issuance: 

o Only Water Heater Replacement, Irrigation (not in County right of way), A/C Replacement, or Low 
Voltage Alarm Label application types. 

o Meet specific criteria answered on Portal.   
o Contractor license must be active during Portal submission.  
o Plan review not required. 
o Location in Unincorporated Collier County. 
o Valid street address provided during initial submittal.  

 Documents will not be required for upload during initial submittal.  
 An email notification will be sent to the contracting company to inform them a self-issue permit has been 

applied for.  
 Fees will be available to pay immediately after application submittal. 
 Permit and Inspection card will be available to print immediately after fees paid. 
 Contractor will still need to resolve conditions for Inspection Holds and CO Holds when applicable.  
 Contractor will still need to schedule inspections.  
 Contractor still needs to meet the requirements and follow Collier County municipal laws, State laws, Florida 

Building Codes, and other regulations.  
 If scope of work changes, Contractor must submit a revision form and supporting documents as usual.  
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PROCEDURE 
 

A. Sign In and Applying for Permit  
 
1. Sign In on Portal.  

 

 
 

2. Click Apply for Permit, under Mechanical, Electrical, Plumbing, Gas & Fire Permits group 
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B. Application Type 

The questions will adjust based on the application type and the nature of the work being done. This is an 
example of a self-issuing AC Replacement application.  
 

1. Description and Type 
a. Choose the application type: Click the drop-down arrow and select type.  

Note: The form will adjust and require additional information base on the application 
type. Continue to fill in all required fields.  

b. Please categorize the nature of the work being done: Click the drop-down arrow 
and select category.  

c. Please describe the work being done: Enter the scope of work.   
2. Building use 

a. Building Use: Click the drop-down arrow and select type from the list.  
3. Owner Builder 

a. Is the property owner doing work? Click the drop-down arrow and select Yes or No. 
4. AC Replacement (this section is subject to change based on application type and selected 

building use) 
a. Click the drop-down arrow or enter the required information on each question.   

5. Is the permit related to a natural disaster (Portal)?  
a. Related to a Natural Disaster, Click the drop-down arrow, and select Yes or No.   

6. Waiver of review time limits: after reading information, click the drop-down arrow and select 
Agree or Disagree.  

7. Click Next Step: Permit Type button. 
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C. Permit Type  

1. Please choose a permit type: Mechanical is pre-selected.  
Note: This section is subject to change based on application type choice.  

2. Click Next Step: Work Item button. 
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D. Work Items  

1. Mechanical Permit  
Note: This section is subject to change based on application type choice.  

a. Declared Construction Cost: Enter your declared construction cost.  
b. Is the declared value of work greater than or less than 25% of the structure’s 

improved value? Click the drop-down arrow and select Yes or No.  
c. Please choose as many work items as are appropriate: select work items. 

Note: if application qualifies for self-issue, work items will be preselected.  
2. Click Next Step: Location button. 
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E. Location  

1. Location of project 
a. Search for Address: enter street address or parcel number and select address from 

results list.  
Note: Selecting a City of Naples or Marco Island address will cancel application. 

i. If the address does not populate in the results list, click Can’t find address? 
and enter the address manually.  

Note: If you enter it manually, the permit will not self-issue because staff will 
need to validate address. 

b. The location you have selected: Make sure address appears in description box. 
2. Click Next Step: Contacts button.  
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F. Contacts 

1. Verify Contact Information  
a. Click Choose Contractor From Address Book link 

Note: This is required field when permit is qualifies for self-issue. 
b. Address Book 

i. Search for a Licensee: enter Contractor’s company name in the Search Box.  
ii. Select name from results list 
iii. Click Add this Contractor  

2. Click Next Step: Upload Files button 
Note 1: If contractor is inactive or not valid for this type of application, the system will not 
allow applicant to move forward.   
Note 2: If permit qualifies for self-issue, system will skip Upload Files step and move to 
Review & Submit step.  
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G. Review & Submit  
 

1. Review permit information 
Note: If information must be updated, click the Previous Step: Contacts button located at 
the bottom of screen. 

2. Answer Acknowledgement questions with Agree or Disagree.  
3. Enter Captcha 
4. Click Submit Application button 

Note: If application qualifies for self-issuance, the application will be ready for payment 
after submitting the application. 
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H. Pay Fees 

1. From the Submitted Screen, click on Add Fees to Cart link, and continue with payment 
process. This ends self-issuance process.  

Note: After payment, the system will change status of permit to “Issued” and permit card 
will be available for print.  
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