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Town of Lauderdale by the Sea Online Building Permit Guide 

 

STEP 1. APPLY FOR A PERMIT 

Step 1 allows you to create and submit your application for processing.  Do not upload 
any plans or documents in Step 1. Step 2 allows you to upload and submit all of your 
documents and plans for review and approval.   
 
To begin the online permit application process, please click the following link: 
https://www2.citizenserve.com/Portal/?installationid=117  
 
Select STEP 1 under the section titled “Online Services you need”  
 

1.1 User Registration:  Registered users will login with their credentials (account email and 
password) and click > LOGIN. If needed, you have the option to use the “Forgot Your 
Username or Password” option to retrieve your login credentials. 

New Users: please click the REGISTER NOW option and follow the registration process 
below.  
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1.2 Apply for A Permit:> click> the “Application Type” dropdown menu and select 
‘Lauderdale by the Sea”. 

 

 

 

1.3  Permit Type>click> the “Sub Type” dropdown menu and select the type of 
permit. 
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1.4 Work Description>Enter a “Work Description” (i.e., new home, fence, 
addition, interior renovation etc.) and then choose the “Project Type” from the 
dropdown menu option. 

 

 

1.5 Project Address> Enter the property address for the project. 

 

 

 

 

1.6  Building Information and Contractors> Enter the building information.  Add all 

contractors associated to the permit using the  selector button option which 
allows you to add registered contractors.  

 

1.7  Owner Builder> select “Owner-Builder” if you are working on your Homesteaded 
property as a self-contractor.  You must include the “Owner-Builder” Affidavit with 
your application. 
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1.8   Submit> Once all required fields are completed click> SUBMIT 

 

 

 

1.9  OK> Click> OK to complete the application screen.  
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1.10 View Applications> After the application steps are completed, click> “My Account” 
option and click> on “View My Requests” to all of your active applications.  

 

 

 

 

Click> the permit number highlighted in blue the active application 

 

 

 

 

Now that you have submitted your application information, you 
must go to the next step. Here you will register for document and 
plan upload. You will be able to upload a credit card authorization 
form in advance for permit fees. This form can be downloaded 
from “Building Forms & Documents” section. Once you have 
completed both steps and we have received your online 
application, online documents and plans, we will notify you of 
any fees or missing paperwork.  
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STEP 2. ELECTRONIC PLAN REVIEW REGISTRATION (EPR) 
 

To begin the Electronic Plan Review (EPR) process, please click the following link: 
https://www2.citizenserve.com/Portal/?installationid=117 

 
Select STEP 2 under the section titled “Online Services you need”  
 

2.1 User Registration:  Registered (EPR) users will login with their credentials (account 
email and password) and click > LOGIN. If needed, you have the option to use the “Forgot 
Your Username or Password” option to retrieve your login credentials.   

NOTE: Your EPR credentials are unique to EPR and not the same as your application 
credentials. 

New EPR Users: please click REGISTER and enter all required information.  

 

 

Type your email address and click> Submit, you will receive an email with an activation link (Check 
the Junk Mail if the email is not in your Inbox) click on the activation link and follow the account 
information steps to complete the registration process. 
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STEP 3. ELECTRONIC PLAN REVIEW (EPR) SUBMITTAL 

This step describes the process to upload all of your applications, documents and 
building plans into the EPR system.  

 

Required Permit Application Documents and Information 

Next you will register and submit your building plans, Broward County Uniform permit 
application (1 required for each trade), and supporting documentation for Plan Review 
and permit processing in our Electronic Plan Review (EPR) System. The link is listed above. 
The following supporting documents are to be uploaded in this system, in addition to 
your plans: 

• Licensing documentation: State License or Broward County Certificate of 
Competency, Broward County and/or local business tax receipt 

• Current Insurance certificates (General Liability, Workers Compensation) with the 
Town of Lauderdale by the Sea listed as certificate holder Broward.  

• Copy of signed contract with price breakdown for all trades 
• Broward County Property Appraiser printout for Folio/Property ID 
• A copy of the recorded Notice of Commencement required for projects valued at 

$2,500 or higher. For A/C permits the limit is $7,500. (This must be submitted 
prior to the permit being issued) 

• A copy of the Broward County Planning & Environmental Regulation Division 
Approval Certificate showing DER Review Number, when applicable. This is 
required for all new building construction, additions or alterations to 
nonresidential buildings, as well as demolitions, new or replacement emergency 
generators, commercial or multi-family pools and below ground storage tanks, 
temporary buildings, and construction trailers. 
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• Additional forms required for your specific permit type i.e. A/C change out form 
• Survey showing location of proposed construction/improvement. (Fences, 

driveways, pools, decks, etc.) 
• Lot Calculation sheet that identifies ALL impervious areas existing and proposed 

(pools, decks, driveways, paver, slabs, sheds, screen rooms) 
• Product approvals for sheds, doors, all glass, roofs, and all types of shutters 
• Signed and sealed pressure calculations are required for doors and windows. 
• Wind load calculations (signed and sealed) are needed for shutters, windows, 

skylights, and garage doors. 
• Energy calculations including heating and cooling load calculations if applicable 

 
Important Reminders for Project Document Upload to EPR 

• All of the permit application information needs to be completed, along with any 
corresponding fees before the plans will be sent to the plan reviewers. Once a complete 
application is submitted, the Building Department will assign a Permit (or Process) number 
to the Application. This permit/process number is required for the plan/document upload 
into EPR.  

• The plans and documents must be a PDF format and landscape oriented.  
• All plans must be electronically signed and sealed by the registered architect or engineer.   
• For large projects with sizeable file sizes, it is requested for the applicant to separate the 

plan sheets by discipline. Individual binders may be uploaded per discipline: Architecture, 
Structure, Electrical, (...), and separately, the specs, calculations, zoning letter, engineering 
and other reports.  

 
3.1 Submit a Project for Review> After EPR registration is completed, sign- in to the 
CAP EPR portal and click> “Submit a Project for Review” 
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3.2  Project Overview> Complete the Project Overview information and click> Save and 
Continue 

 

 

3.3 Review Check List> Carefully review and comply with all the “Express Review Check List” 
items, once in completed click> Save and Continue 
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3.4 Project Details> Complete the Project Details information and click> Save and 
Continue 

 

 

3.5 Review your Application> Review your application and make any corrections, 
additions or deletions necessary to complete your application; when completed click> 
Save and Continue. 
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Now that you have completed and submitted your EPR permit application, you can 
upload your building plans, Broward County Uniform permit applications(s), and all 
other required documentation to the CAP EPR program.  

 

3.6  Building Plans and Document Upload> Start uploading these files with click> Add 
Files. 
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3.7 Upload Files> Locate the files you wish to upload into EPR. Reminder all files must be 
in PDF format. Drag & Drop the files to the upload box or simply select and click> Open 
on your file explorer window. click> Start Upload to begin uploading the files, once 
completed click> Save and Continue 
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3.8 Save and Continue> Once you have uploaded all of your files, you will need to confirm 
your submittal process; the system will automatically send a confirmation via email 
and that completes the application EPR submittal process. 

 

 

 

 
 

You have now completed your EPR Submittal  
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You have now completed your EPR Submittal  

Permit Fee Payments 

At this point you have submitted your application information and uploaded your 
documents to our on-line permitting system. Payment must be received for your permit 
fees at this time to allow the Town to accept and process your application. You will 
receive an email notice with a prompt to pay and upload a credit card authorization form. 
If you choose, you may also call the building department and pay over the phone or in 
person with a check or credit card.  

Once the permit has been paid, you can move forward in processing your permit 
application for plan review and permitting 

Your application and plans will now be routed to our administrators and plan examiners 
for review.  To gain access to information regarding your application, simply log back into 
the EPR system and view the status of your application on the EPR Dashboard.  Approval 
and Comment letters are also available in the EPR system.   

The application and plans are reviewed by the plan examiners in the EPR system. Once 
the review cycle is completed an Approval Letter (if the plans are approved) or a 
Comment Letter (if the plans are rejected and need to be corrected and resubmitted). 

The applicant must respond to the comments as part of the corresponding resubmittal 
with the revised documents. The corrected plans must be re-submitted by the applicant 
(using the same upload procedure) and this will be re-routed in EPR to the Plans Examiner 
for an additional review.  

If the project is then approved, an Approval letter is issued; if rejected again, a Comment 
Letter will be issued and the /resubmittal process will need to proceed again.  
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REQUESTING AN INSPECTION  

After your permit has been issued and construction is underway, certain building inspections are 
required in order to complete your project.  Your project has a specific list of required inspections.  
This list was provided to you with the issuance of the permit and is also available on-line in your 
approved project documents.  You are responsible to request the required inspection at the 
appropriate phase of construction and obtain an approved inspection result in order proceed 
further with construction.  Please access the CAP On-Line portal with the link below to request an 
inspection or obtain inspection results or email us at lbtsinspections@capfla.com 

https://www.citizenserve.com/Portal/Login 

Once logged in, you will select “View my requests” and select the permit you are 
scheduling an inspection for. 

Next you will select “Request an Inspection” and fill out the requested information 
including desired date and “submit”.  

You may also email your request to lbtsinspections@capfla.com 

Please call 954-640-4215 or email lbtsinspections@capfla.com if you have questions or 
need assistance. 

 

Thank You. 

 
 

 

 


