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Purchasing a Permit using e-Permits 
 

To follow are a number of quick tips to help you navigate our ePermitting software to apply for a Mechanical, Plumbing 
or Electrical Permits.  Please send any feedback that you may have to the Permit Center at 
permitcenter@cityofvancouver.us or contact Permit Center staff at 360-487-7802. 

 

In order to access the City of Vancouver’s e-Permits system a user account must be set up for you.  
    Please complete the ePermit account request form online at:  
    https://www.cityofvancouver.us/ced/webform/epermits-account-request-form  

 
To Login: 
After you have submitted an enrollment form and have received back your login information, before your 1st attempt 
to login you will need to change your password. Follow the directions below to do so. If you do not do this you will not 
be able to login. 

 
Click on the link next to Forgot my password? 

 
Follow the prompts to change your password and then sign in with your new password. 

 

 

mailto:permitcenter@cityofvancouver.us
https://www.cityofvancouver.us/ced/webform/epermits-account-request-form
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Click on Apply for a Building Permit 
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Choose the Applicant Type by clicking on the circle next to the appropriate type: 

 
Click Next
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Click next to bypass this page as Additional Contact is not available in this version. 
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Click on the Arrow next to Permit Type: Currently the only option available is MECH PLUMB ELEC PERMIT. Mechanical, 

Plumbing and Electrical permits have been combined into one permit type, the MPE Permit. 
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Enter your street number and your street name followed by the %. This system uses the % as a wildcard. Because 
addresses can be entered many different ways, using the wildcard along with the number and street name will return 
you the address(s) you are looking for. CLICK SEARCH 
 
If you cannot find the address you are looking for, verify that the property/address you are looking for is within the 
City of Vancouver’s jurisdiction: http://gis.clark.wa.gov/applications/gishome/property/index.cfm 
 
 
 

http://gis.clark.wa.gov/applications/gishome/property/index.cfm
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• If you see the correct address, double click to select.  
• If you do not see the correct address, you can click through the page numbers in the bottom right corner. You 

will see the numbers in blue with the page you are currently on being displayed in white.  
• Scroll through the pages and find the correct address then double click to select. 
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• Select Work Type (Mechanical, Electrical, Plumbing or Permit of Record) 
• Select the Occupancy type (Commercial or Residential) 
• Enter the Declared Valuation (this does not affect your fees however, it is required by the system) 
• Enter Building Area (this does not affect your fees however, it is required by the system) 
• Enter a brief description of work in the “Description of the construction/proposed job*” field 

o Include tenant name or suite number for Commercial Work 
o Include the Contractor’s Permit Number if applying for a Permit of Record. 
o Include a brief description of what type of work will be done. 

• Click Next 
 

 

On the next 4 pages you will find instructions on how to apply for each of the 4 permit types allowed through ePermits. Please fill in 
all the appropriate fields for the type of work you are applying for.
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***ELECTRICAL PERMITS *** 

 
 

 
• Over 600 Volts – Check box if Yes 
• Lighting Alteration – Yes/No 
• Work Scope: 

o Alteraton 
o Annual Permit 
o New 
o Permit of Record 
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o Replacement Like in Kind 
• Mobile Home – If this Electrical permit is for a Mobile Home and it is not a new mobile home placement, check 

either Mobile Home Service and Feeder or Mobile Home Service or feeder and then enter the Quantity. 
• Scope of Work 

o Description of Work | Select an item from the list that describes the type of work you will be doing 
o Quantity 

• Electrical AMPs are required for Altered Service, Additional Feeders, Temporary Service or New Service. 
• Electrical SQ. FT. is required for Low Voltage/Telecommunications Only  
• CLICK ADD – By clicking add you are adding your choices entered above into the grid. This action is required in 

order to calculate your permit fees. If you do not click add, your permit will not be complete and you will be 
asked to go back and enter a Scope of Work. 

Repeat the steps above for each item you are permitting. 
• Click Next – Go to page 17 to continue with your Electrical Permit
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***PERMIT OF RECORD*** 

 
• Select Work Type (Mechanical, Electrical, Plumbing or Permit of Record) 
• Select the Occupancy type (Commercial or Residential) 
• Enter the Declared Valuation (this does not affect your fees however, it is required by the system) 
• Enter Building Area (this does not affect your fees however, it is required by the system) 
• Enter a brief description of work in the “Description of the construction/proposed job*” field 

o Include tenant name or suite number for Commercial Work 
o Include the Contractor’s Permit Number if applying for a Permit of Record. 
o Include a brief description of what type of work will be done. 

• Click Next 
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You will be notified that only a Contractor with an Electrical Contractor’s License can apply for an Electrical Permit of 
Record: 

 
The Electrical Contractor’s License will be verified by staff when the Permit of Record is submitted. There will be a 1 day 
hold placed on all Permits of Records. Once the Contractor License has been verified by staff, the fees will be added to 
the permit and you can then pay the fee and receive your permit. 
 
Click Next – Go to page 17 to continue with your Permit of Record
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***MECHANICAL PERMIT*** 

 
• Select Work Type (Mechanical, Electrical, Plumbing or Permit of Record) 
• Select the Occupancy type (Commercial or Residential) 
• Enter the Declared Valuation (this does not affect your fees however, it is required by the system) 
• Enter Building Area (this does not affect your fees however, it is required by the system) 
• Enter a brief description of work in the “Description of the construction/proposed job*” field 

o Include tenant name or suite number for Commercial Work 
o Include the Contractor’s Permit Number if applying for a Permit of Record. 
o Include a brief description of what type of work will be done. 

• Click Next 
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• Add or Alter HVAC Units – Yes or No 
• Energy Source – This field is required so the appropriate inspections are available on the permit 
• Rooftop Unit – Yes or No – This field will determine if Plan Review is required.  
• Rooftop Installation Type 

o New 
o Over 400 lbs 
o Relocate Existing Unit 
o Replacement Like in Kind 

• Work Scope 
o New 
o Alteration 
o Replacement Like in Kind 
o Annual Permit (this scope of work is not allowed on-line) 

• Select an Item from the Description of Work Picklist and then enter the quantity 
• Click Add 

Repeat these steps for each item you are permitting, when you are done adding items click Next 
Go to Page 17 to continue with your Mechanical Permit 
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***PLUMBING PERMIT*** 

 
• Select Work Type (Mechanical, Electrical, Plumbing or Permit of Record) 
• Select the Occupancy type (Commercial or Residential) 
• Enter the Declared Valuation (this does not affect your fees however, it is required by the system) 
• Enter Building Area (this does not affect your fees however, it is required by the system) 
• Enter a brief description of work in the “Description of the construction/proposed job*” field 

o Include tenant name or suite number for Commercial Work 
o Include the Contractor’s Permit Number if applying for a Permit of Record. 
o Include a brief description of what type of work will be done. 

• Click Next 
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• Work Scope 
o Alteration 
o Annual Permit (this scope of work is not allowed on-line) 
o New 
o Permit of Record (this scope of work is allowed when permit type = Electrical) 
o Replacement Like in Kind 

• Select an Item from the Description of Work Picklist and then enter the quantity 
• Click Add 
• Medical Gas Systems – Yes or No 
• Backflow Prevention Type (Only required if work pertains to backflow prevention) 

 
Repeat these steps for each item you are permitting, when you are done adding items  

• Click Next 
Go to Page 17 to continue with your Plumbing Permit 
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Click Next to Bypass this page. The system does not allow documents to be uploaded at this time. 
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Review your application information shown on this page. If you need to change any of the information, use the 
previous button, if there are no changes and you are ready to proceed click the Apply button. 
 
If you do not want to submit this application at this time, you can also save this application for later by clicking on the 
Save For Later button. 
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• Application Status Page 

o This page will display your permit information as well as the fee amount due 
o Click on Add to Cart 
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• Click on Check Out located in the upper right hand corner of the screen. 
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• Check the fee you want to pay by clicking in the box next to the applicable fee (you could have multiple permits 

showing multiple fees). 
 
• Click Next
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• Payment Options 
o eCheck 
o Credit Card 

• Depending on which type of payment option you choose, fill in the appropriate fields. The example above 
is for eCheck. 

• Click Pay after all fields are complete 
• At his point, you will be re-directed away from the City of Vancouver’s site to our payment processing site 

‘Cybersource’. This payment site will process your payment and then notify you when the payment is 
complete.  

• Print your receipt 
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• To print your permit you will need to click on Building Permit under the Look Up section on the Home 
page. 

 

 
 

 

 
 
• Click on Permit Number located under Lookup Permit in the lower left corner
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• Enter the Permit Number in the Application # field and Click Search 
• Click on the Print Permit link shown below under the Actions 
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• Print the Permit and the Inspection Card (page 2) and place on site so it is available for the 
Inspector to sign off. 

• PERMIT AND INSPECTION CARD MUST BE AVAILABLE ON SITE UNTIL THE JOB IS COMPLETE 
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