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☐ Name each file in a descriptive way and upload it into the correct line. 

☐ To upload a new document , click on the three dots next to it’s line and select 

Upload New.  

☐ Upload each set of plans as a complete multi-page pdf file. Do not upload 
compressed sets of files. Plans and documents signed by architects or 
engineers and survey documents must contain a valid digital signature with 
third party validation public key. Drawings signed by a contractor must be 
signed and notarized by the contractor, showing contractor name and license 
number. 

☐ For correction of review comments, please upload the complete revised set over the 
previous rejected one. This way a complete set will be stamped after approval. 

☐ Upload product approvals as one multi-page pdf file. 

☐ Files must follow standard naming conventions: ARCHITECTURAL, STRUCTURAL, 
MECHANICAL, PLUMBING, ELECTRICAL, etc. 

☐ The permit application then goes through our review process to be reviewed by 
the structural engineer, mechanical, electrical, plumbing and roofing reviewers. 
Our Building Official is the final review and approval. (Comments will be sent via 
email and responses to comments are to be submitted by uploading responses and 
updated plans with corrections into the application. The building department is not 
allowed to insert plan pages). 

☐ Once the permit application is approved, it takes 1 – 2 business days to be invoiced 
then the Building Coordinator will contact the contact person to pay. After 
payment is received, the permit documents will receive approval stamps and 
permit is issued.   

☐ Approved documents are to be downloaded to have available for construction crew 
and inspector.  

☐ Payment methods accepted are, cash, checks, credit/debit card, (there is a 2.29% 
credit/debit card transaction fee, checks are made payable to: Village of 
Biscayne Park).  

Visit www.biscayneparkfl.gov for more information 

http://www.biscayneparkfl.gov/

