
M E P E R M I T  ·  G U I D E  F O R  N E W  C O N T R A C T O R S

Your First Permit

From opening the sign-in page for the first time to holding a

reviewed, stamped permit package — every screen you pass through,

in order.

30 STEPS ABOUT 25 MINUTES

AN ASPHALT SHINGLE RE‑ROOF, WORKED END TO END
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H AV E  T H E S E  R E A D Y B E F O R E  Y O U  S TA RT

W H AT  T H I S  G U I D E  C O V E R S

Your contractor license number

The number issued to you by the Florida Department of Business

and Professional Regulation — the state agency that licenses

contractors, usually shortened to DBPR. mePermit accepts

certified roofing (CCC) and certified residential (CRC) licenses.

A copy of your license certificate

A PDF or a photo. mePermit keeps its own copy because the state

register can lag several weeks behind a renewal.

Your certificate of insurance

The one-page summary your insurance agent issues, printed on

the standard industry form known as an ACORD 25. It must show

current general liability and workers’ compensation coverage.

You will also type in the carrier names, policy numbers and

dates.

A roof plan

A drawing of the roof showing every area and its slope. A top-

view roof image printed as a PDF from the county property

appraiser’s website is acceptable.

The property owner’s email address

The owner signs one form before the application can be

submitted. Getting their address up front lets them sign while

you work.
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Part 1 Create your account Steps 1–8

Part 2 Sign in and check your credentials Steps 9–11

Part 3 Start an application Steps 12–16

Part 4 Describe the roof Steps 17–25

Part 5 Sign, pay and receive the permit Steps 26–30

ABOUT THE PICTURES

Every screen shown here is a real mePermit screen, captured while

working through one complete application. The contractor, the license

number, the job site, the property owner and the insurance details are

invented for the guide. Your own screens will show your details in their

place.
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PART 1

Create your account

mePermit establishes who you are before it lets you file anything, so

registration asks for more than an email and a password. You do this

once.

01 Open mePermit and choose Create New Account

The sign-in page is where everyone starts. You do not have an account

yet, so use the Create New Account  button below the sign-in box.

Fig. 1 The sign-in page. New contractors start with the lower button.
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02 Read the agreement, then accept it

The license agreement opens first. The checkbox underneath stays

grayed out until you have scrolled to the end of the text; the bar below the

panel shows how far through you are.

When you reach the bottom, check the box and choose

Accepted and Agreed .

Fig. 2 The agreement as it opens. Scroll the panel to the end to unlock the checkbox.
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Fig. 3 At the bottom, the checkbox and the accept button become active.

03 Enter your name and license number

Type your first and last name, then your license number. mePermit looks

the number up as you type and answers immediately with the license

type and whether it is active.

A green line like the one below means the license was found and is in

good standing. If the number is not recognized, check for a missing letter

or digit — the prefix (CCC or CRC) is part of it.
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Fig. 4 The license is checked the moment you finish typing it.

04 Prove the license is yours

A license number is public information, so mePermit asks two things

only the license holder would know, and then asks you to certify them:

Qualifier name. The qualifier is the licensed person who takes legal

responsibility for the work. Type the name exactly as the state holds it.

Business zip code. The zip code on file with the state for this license.

Then check the certification. In plain terms it says you are that person

and you are authorized to file permit applications.
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Fig. 5 Two questions and a certification stand between a public license number and an account.

05 Upload your license certificate

Drag the certificate onto the upload box, or click it to browse. PDF, JPG,

PNG and HEIC files are accepted, up to 10 MB.

WHY MEPERMIT ASKS

Florida licenses renew on a two-year cycle ending 31 August, and the

state register mePermit reads can trail a renewal by weeks. Your own

certificate settles it, so a slow register never interrupts your access.
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Fig. 6 The certification, the license upload and your contact phone number.

06 Add your insurance details and certificate

Enter the carrier, policy number, and effective and expiration dates for

both general liability and workers’ compensation coverage, then upload

the certificate itself.

One certificate showing both types of coverage is fine. If your coverage

sits with different carriers — workers’ compensation through a leasing

company, for example — upload either one here and add the other from

your account page afterwards.
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Fig. 7 Insurance is typed in and evidenced. Coverage of both kinds is required before you can start a permit.

07 Choose a password and two security questions

The strength meter under the password field updates as you type. The

two security questions are how you recover the account if you are locked

out, so pick answers you will give the same way in a year’s time.
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Fig. 8 Password, confirmation and the two recovery questions.

08 Create the account

Press Create Account . mePermit re-checks the license and both identity

answers on its own server, not just in your browser, then creates the

account and takes you to your credentials page.

ONE ACCOUNT PER LICENSE

A license number can be registered once. If mePermit says an account

already exists under it, someone at your company has registered already

— sign in with that account rather than creating a second one.
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PART 2

Sign in and check your credentials

Everything you file rests on two things being current: your license and

your insurance. mePermit shows you both on one page, so you always

know where you stand.

09 Sign in

Use the email address and password you just chose. After five wrong

attempts the account locks for a while, which is why the security

questions matter.
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Fig. 9 Signing in with the new account.

10 Check your credentials page

This page is the record of what mePermit holds for you: your license and

its expiration date, your two insurance policies and their dates, and the

certificate you uploaded.

Come back here whenever a policy renews or your license is reissued.

Uploading a newer document here is what keeps your account able to file

— if either credential lapses, mePermit stops new applications until it is

replaced.
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Fig. 10 The credentials page. Green means mePermit has current evidence on file.

11 Arrive at your dashboard

The dashboard lists every application you have, at whatever stage it has

reached, and it is where you pick one up again later. A new account starts

empty.

Use Start New Application  to begin.
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Fig. 11 An empty dashboard, with the button that starts an application.

mePermit · Your First Permit 15



PART 3

Start an application

This part settles the questions that shape everything after it: who

reviews the job, where the job is, and what kind of roof work it is.

12 Choose who reviews the job, and give the owner’s email

The first choice on the page is which service you want. A private provider

is a licensed building code administrator or engineer whom Florida law

allows to perform the code compliance review in place of the building

department. mePermit works either way:

Private provider approved permit documents. mePermit’s private

provider reviews your submittal for code compliance and stamps it. $250.

No private provider selected. mePermit assembles and checks the

package, but the building department performs the review on its own

timetable. $150.

Two further choices cover commercial low-slope work, which is priced

separately.

Underneath, enter the property owner’s email address. On a private

provider job the owner has to sign a Notice to Building Official — a short

form telling the building department that a private provider was

retained. mePermit emails it the moment the application is created, so

the owner can sign while you carry on.

mePermit · Your First Permit 16



Fig. 12 The service choice, the price attached to each, and the owner's email address.

13 Open the project form

Begin Application →  reveals the project form. Your company name and

license are already filled in from your account.
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Fig. 13 The project form, opened and waiting.

14 Enter the job address and verify it

Choose the county, then type the street address only — no city, state or zip

— and press Verify → .

mePermit asks the county property appraiser about that parcel. On a

match it fills in the folio number, the county, the owner of record and the

municipality, and locks them. Those values come from the appraiser

rather than from typing, which is what keeps the permit tied to the right

parcel.
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Fig. 14 Type the street address, then verify it.

Fig. 15 A match fills in the folio number, county and owner of record for you.
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IF NO PROPERTY IS FOUND

New construction, recently split parcels and unusual addresses are

sometimes not on file. Check the address first — the most common cause

is a city or zip code typed into the box. If it still finds nothing, use

Address entered manually  to carry on, then type the folio number,

county and property owner yourself on the next page.

The sample job in this guide is a made-up address, so it takes the manual

route.

Fig. 16 No match: the manual route appears directly beneath the message.

15 Describe the work

Four things finish the form:
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Work scope. Re-roofing, or new roof. New roof requires a master permit

number, so it stays locked until you enter one.

Roof type. Steep slope, low slope, or both. This decides which roof

systems you are offered later.

Roof area in square feet.

Structural attestation. A yes or no answer about the structure.
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Fig. 17 The completed project form for the sample job.

16 Start the application and note your number

Press Start Application . mePermit creates the application and issues

an MEP number — the reference for this job from now on, in the form

20260822-G85YEH . It also confirms that the owner’s notice has been

emailed.

The page then lists the documents required at submittal and gives you a

box to drop them in. You can add them here or later from the permit

page.
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Fig. 18 The application number, confirmation that the owner's notice went out, and the document checklist.
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PART 4

Describe the roof

Five pages in sequence: which roof systems you are installing, the

general information sheet, the roof plan, anything else the job needs

carried with it, and then a worksheet for each system. The worksheet is

where the code compliance work actually happens.

17 Choose your roof system or systems

Pick every system going on this roof. Only the systems that suit the roof

type you declared are offered; a card marked unavailable is a system

mePermit has not opened yet.

Choosing more than one is normal on a mixed roof, and you get a

worksheet for each. The sample job is a single system: asphalt shingles.
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Fig. 19 The roof systems available for a steep-slope job.
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Fig. 20 Shingle selected. The button at the foot of the page confirms the choice.

18 Complete the General Information page

Most of this page is already filled from what you have entered. Two fields

usually still need you:

Folio number, if the address lookup did not supply it. This is the parcel

number the county property appraiser uses. So do the county and

property owner fields.

Estimated cost of work.

Read the checklist at the foot of the page before you leave it. It lists the

documents the inspector will expect on site — the recorded notice of

commencement, the product approvals, the fire listing, the affidavits —

and it is tailored to the systems you selected.
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Fig. 21 The page as it opens, carrying everything already known about the job.
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Fig. 22 The two fields filled in, and the document checklist below.

19 Attach the roof plan

Drop the roof plan onto the page, or click to browse. PDFs and images are

both fine, and the page shows you what it received so you can confirm it

is the right drawing and the right way up.

Then press Submit .
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Fig. 23 The roof plan page, waiting for a drawing.
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Fig. 24 The plan attached and previewed, ready to submit.

20 Add anything else the job needs carried with it

The next page takes the documents no other page asks for: a fire listing,

an assembly detail, a manufacturer’s letter, a field report. Drop in as

many as apply — each is carried with the permit as reference material,

exactly as you supplied it.

The page is optional. A permit with nothing on it is a complete permit,

and Continue  takes you on either way. Anything you do add can be

removed again before you submit.
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Fig. 25 The Supplemental Documents page, waiting for anything the job needs carried with it.

21 The worksheet opens

mePermit now opens the worksheet for your system — here, the asphalt

shingle form. Your contractor name, municipality, application number,

job address and roof area are already carried across.

Look at the red list near the bottom. That is every field still needed, and it

shrinks as you work. The submit button stays inactive until the list is

empty, so you cannot file a half-finished worksheet by accident.

Start at the top: choose Yes I Agree  on the compliance statement, and

check Re-Roof  or New Construction .
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Fig. 26 The blank worksheet. The red list is the work remaining.
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22 Enter the roof numbers

Three numbers describe the roof:

Roof area in square feet.

Roof slope, written as a ratio such as 5:12 . Asphalt shingles are

accepted between 2:12 and 12:12; outside that, mePermit tells you so

rather than letting the application proceed.

Mean roof height in feet, between 10 and 33 for this system.

The slope you enter unlocks the underlayment choices further down,

because which underlayments are permitted depends on it.

Fig. 27 Area, slope and mean roof height. The green hint confirms the slope is within range.

mePermit · Your First Permit 35



23 Choose the deck and the drip edge

Each of these is a menu of the options the code actually allows — you are

choosing from published values rather than typing a description. Deck

type first, then drip edge material, and then the size, which narrows to

the sizes made in the material you picked.

Fig. 28 The deck menu, listing the accepted deck types.

24 Select the underlayment and the shingle

Materials on a roof in Miami-Dade or Broward — the two counties that

make up the High-Velocity Hurricane Zone — must be covered by a

current Notice of Acceptance, the county’s product approval document,

usually just called an NOA. mePermit holds them all and you search

rather than type.
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Pick your underlayment method, then type a manufacturer name or an

approval number in the search box and click the product in the list. Each

result is badged Active  or Superseded , and expired approvals are not

offered at all. Selecting one fills in the material, the applicant and the

description for you.

Do the same in the shingle section for the shingle itself.

Fig. 29 Searching the approvals by manufacturer. Each result carries its current status.

25 Submit the worksheet

With the red list empty, the button at the foot of the page turns into

Submit . Press it and the worksheet is recorded against your application.

If you selected more than one roof system, the next worksheet opens

now, and this repeats until they are all done.
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Fig. 30 A finished worksheet: every selection made, nothing outstanding.
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PART 5

Sign, pay and receive the permit

Three things stand between a finished application and a stamped

package: the owner’s signature, your review of the whole submittal,

and payment.

26 Review the whole application

The review page gathers everything in one place: the job details, each

roof system and its status, the documents you uploaded, and the state of

the owner’s notice. Read it as the building department will.

If the owner has not signed yet, the page says so plainly and will not let

you submit. That is the one thing you cannot do for them.
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Fig. 31 The review page, with each part of the submittal accounted for.
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Fig. 32 Submitting before the owner has signed is refused, and the reason is named.

27 What the property owner receives

The owner gets an email with a link. It opens the notice with no account

and no password — the link itself is the authorisation, it is good for one

property, and it expires.

The page shows them the project, the private provider and their license,

and what they are acknowledging. They type their legal name, say

whether they are signing as the owner or as the owner’s contractor,

choose an individual or corporate signature block, add their contact

details, check the consent box, and sign.

Their name, the date, their network address and browser are recorded

with the signature. If they would rather sign on paper, you can download

the notice pre-filled from the permit page and have them sign it by hand.
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Fig. 33 The notice as the property owner sees it.
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Fig. 34 Completed and consented, ready to sign.
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Fig. 35 Signed. Nothing more is asked of the owner.

28 Pay

Once the owner has signed, Submit for Approval  takes you to payment.

The amount is the one shown when you chose your service at the start —

$250 for the private provider review of this job.
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Fig. 36 The payment page, showing what is being charged and for what.

29 Receive the permit package

Payment confirmed, mePermit assembles the reviewed package, stamps

it, emails it to you, and marks the application delivered.
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Fig. 37 Payment confirmed and the package on its way.

The permit page is now the record of the job. It carries the progress track

from application to closed, the systems submitted, the documents

attached, the signed owner’s notice, a dated activity log, and the button

that downloads the package whenever you need it again.
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Fig. 38 The delivered permit: every stage green, and the package one click away.

30 What is in the package

The download is a single PDF of about ten pages. It opens with the private

provider’s sworn affidavit of plan compliance review, followed by a log of

every document approved, then your own completed forms, the roof

plan, the signed notice to the building official, and the provider’s

qualifications.

That is the document you file with the building department.
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Fig. 39 Page one: the affidavit of plan-compliance review, signed by the private provider.
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Fig. 40 Page two: the log of approved documents.

Your dashboard now shows the job as delivered, and it stays there.

Fig. 41 The dashboard after delivery.

Questions people ask first

Can I stop halfway and come back?

Yes. Everything is saved as you go. Sign in again and your application is

on the dashboard at the stage you left it — open it and mePermit returns

you to the right page.

mePermit · Your First Permit 52



The owner will not sign, or I cannot reach them.

Nothing is lost. Resend the link from the permit page, or download the

notice pre-filled and take it to them on paper. The application waits.

My material is not in the approvals list.

Search by manufacturer name rather than by approval number — it is the

more forgiving of the two. If it genuinely is not there, the approval may

have expired, in which case it cannot be used on the job either. Your

distributor can confirm the current approval number for the product.

What happens to the permit number the city gives me?

The building department assigns its own process number after mePermit

delivers the reviewed package. There is a field for it, and it stays empty

until then.

Does a private provider review replace the inspections?

Not on the service used in this guide. The $250 service covers the review

of the permit documents; the building department still inspects.

mePermit offers inspections as a separate service, priced per visit.

Prepared from mePermit build 20260822. Screens are captured from the live

application; the contractor, license number, job address, property owner and

insurance details throughout are invented for this guide and match no real

person, parcel or policy.

mePermit · Your First Permit 53


