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PERMIT ISSUANCE
STEP-BY-STEP INSTRUCTIONS

Following are step-by-step instructions on the process to request permit issuance via DocuSign© from the Central
Florida Tourism Oversight District (the District) Building & Safety Department. This process is available online at
Accela Citizen Access (ACA): https://ca.rcid.org/CitizenAccess/. Please note the following two conditions:

e Prior to starting the issuance process, be sure to verify the master permit, if relevant, has been Issued. A
sub permit cannot be issued until the master permit is issued.

¢  Only submit one new Permit Issuance request per permit at a time. Requests for issuance will be processed
in the general queue in the order of receipt. Submitting multiple Change Requests for the same permit
issuance will be voided.

1) Once a permit has been approved for issuance, an email will be sent to the contact on the permit record from
the permitting system informing them that the permit is ready to be issued.

Subject District - Application BD23-0563 is ready for lssuance

The District has complsted the plan review portion of the application and has approved BD23-0563.

Authorized agent or power of attorney can request permit Issuance via DocuSign by using the Change Reqguest process found in
ACA. Nowork can commence until the permit has been Issued. The approved job copy will be available for download following
permitissuance.

Note: If this is a Pyrotechnic permit, please ignore. The permit record will auto Issue and is attached in the Documents tab.
The balance dus on this permit is $0.00. Any outstanding fees can be paid online with the Online Permitting System.

Building & Safety

Central Florida Tourism Oversight District

1800 Hotel Plaza Blvd

Lake Buena Vista, FL 32830

Permitting (407) §28-2034

Inspections (407) 828-4466

Fax (407) 828-2416

http://oversightdistrict.org

Online Permitting System: https://ca.rcid.org/CitizenAccess/
Address Finder: https://tinyurl.com/DistrictAddressFinder
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2) The requestor will then go into ACA and request the new Permit Issuance record type via the Change Request
button found on the permit list or within the Permit/Record Details tab. (Note: An email will no longer be
accepted requesting the permit to be issued):

’_ Permit No Status Project Name Address Lozt Action
; Records

1200 HOTEL PLAZA BLVD LB,
r_ BD15-0586 Approved  TEST RECORD LAKE BUENA VISTA FL 32830 48 Change Request

or
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Permit / Record Details

Contractor () Altemative Materials and Methods
TEST CONTRACTOR

1900 HOTEL PLAZA BLVD
LAKE BUENA VISTA, FL, 32830
Phone 1:4078282034
Fax:4078282416
Contractor-Misc

(@ Permit Issuance

» More Details

‘ Change Request !

On the Permit Issuance request, all fields are required to be filled in completely and accurately:

DIGITAL SIGNATURE

Continue Application »

I'Pem;“ tobe  gpo3-0s63 —» Permit number auto-populates
ssueaq:

Enter authorized Agent or Power of Attorney ONLY for digital signature
process. If unsure, reach out to Permitting@oversightdistrict.org prior to

e e Must be an approved authorized

*Digital thorized Agent/PO
Signature Authorizec Agenty/POA > Agent or Power of Attorney (POA)
Recipient Name: or the request will be denied
;itgg‘;:’dre —» Must be the approved Agent/POA
Recipient Email: email and not a group email
* Digital L
Sig'g;ture —> Rec_:l_pler_1t s phone number for
Recipient Phone: verification
Comments: Please igsue permit.

spell check
Save and resume later Continue Application »

Page 2 of 4

Rev 2026/01
Building & Safety Department oversightdistrict.org “One District, One Goal — Excellence”




Nt CENTRAL FLORIDA TOURISM
SNWATA OVERSIGHT

DISTRICT

S (T

USER GUIDE

1900 Hotel Plaza Blvd., Lake Buena Vista, FL 32830 ¢ (407) 828-2034 ¢ (407) 828-4466/IVR < (407) 828-2416/Fax ¢ Permitting@oversightdistrict.org

The permit issuance request record will receive a new number (BD00-0000.ISSUE01) and can be found as a
child record related under the main number in ACA, with full visibility, similar to all other records, Plan
Modifications and Alternative Materials and Methods.

D B BD23-0563 [Approved] Test bd fees 1001-24999

D B BD23-0563.1SSUED1 [Applied] Test bd fees 1001-24999

Permit / Record Review Status

A areen checkmark indicates a completed task. review or appro
An hour glass indicates an open task, review or approval.

: w Application Submittal

An action of Awaiting Signature was entered by EH

3) Once the request has been reviewed and the Permit Technicians have verified the person requesting to sign the
Issued Permit is an authorized Agent or Power of Attorney, the request for issuance will be approved and an
email sent to the recipient to sign via DocuSign.

4) Click on the “Review Document” and follow the steps to digitally sign the issued permit.

From: DocuSign MA3S <dss_MAS@docusign.nets
Sent: Friday, seﬁtember &, 2024 6227 PM
Subject: esignature for BO230583

W docusign

The District sent you a document to review and_sign.

The permit card for BD23-0563 is ready for digital signature. Click on Review
Document above fo start the process. Once the electronically signed permit is
verified as complete, the approved jeb copy will be created and inspecticns can be
scheduled. To track the progress of the permit and schedule inspections, log into
ACA or click here: Online Permitting System.

Building & Safety

Central Florida Tourism Owversight Disfrict

1200 Hotel Plaza Blvd

Lake Buena Vista, FL 32830

Permitiing (407} 828-2034

Inspections (407) 328-4486

Fax (407) 828-2418

v oversightdistrict.

Online Permitfing System: https:f'ca reid. orplcitizenaccess!
Address Finder: hitps:ifinyurl com/DistrictAddress Finder
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Please Review & Act on These Documents DocuSign‘
e Decusign Envelope ID: FSBODF19-7E52-41A2-B10D-EEBCAFAB280C
. o CENTRAL TLORIDA TOURISM

31
OVYERSIGHT

-DISTRICT

1900 Hotel Plaza Blvd  Lake Buena Vista, FL 32830  (407) 828-21

The permit card for BD15-0586 is ready for digital signature. Click on Review Document above to start the process. Once the
slectronically signed permit is verified as complete, the approved job copy will be created and inspections can be schedulsd
View More

Please review the documents below. CONTINUE OTHER ACTIONS ¥

You received a request to sign

You signed
Sender has been notified

Note: There may be two pages to sign on ® Compieted
the permit. Both are required, if applicable. All parties received a completed copy.

5) Once the document has been signed, the system will automatically upload the issued permit to the record in
ACA and a copy of the signed permit will be emailed to the signer.

[Q) Permit_BldgFire_DigitalSignature_20220822_182426.pdf
04 508 KB

Phish Alert V2 + g

DocuSign

Your document has been completed

VIEW COMPLETED DOCUMENT

6) A Permit Technician will then validate the signature. Once that is complete, the permit status will change to
Issuance and the Approved Job Copy will be created. At that time, the system will be ready for inspections or
plan modifications. Note: If the digitally signed permit is not received within three days, a lock will be placed
on the permit until this has been resolved.

For additional permitting questions, please reach out to the main permitting office Permitting@oversightdistrict.org.
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