
Ways to Apply for a Permit 

At this time, there are 2 ways to apply for a permit. 

Method 1: 

Go to the Planning Department vestibule at 2875 Sabre Street. 

Fill out an application, remember to put your contact information (name, phone number, 

and email address) on the application. 

Place the application in the Planning drop-box (it is checked at least twice a day) 

Once it is given to a Planning Aide (PA), it will be reviewed and entered into the On-Line 

Permitting System (OLPS). If anything is missing, you will be contacted most likely by email. 

If everything is okay, the PA will assess and invoice any fees and let you know there are fees 

that need to be paid. 

You can then pay the fees by check, make it out to City Treasurer. Place it in an envelope 

with your name, permit number, phone number, and email address on it. Then come back to 

the vestibule and place it in the Treasurer’s drop-box. 

The City Treasurer’s folks will let us know that it has been paid and one of our PA’s will 

Issue the permit. 

As far as scheduling inspections, if you are a Contractor and the applicant, you are required  

to use the OLPS. If you are a homeowner and the applicant, you can do so by using the 

OLPS or by calling in your inspection.  If you call in after 5 PM you cannot get a next day 

inspection. 

Method 2: 

Use the On-Line Permitting System (OLPS). The program is written for desktops, laptops, 

and notebooks. It is not for use on tablets or smart phones. It is very browser and browser 

version specific.  For that reason, we recommend using Internet Explorer-11 (IE-11). 

The OLPS can be reached at: 

 https://aca-prod.accela.com/cvb/default.aspx  

You will need to register for an account (a one-time process). 

 To register for an account, please see the On-Line User Guide at: 

https://www.vbgov.com/government/departments/planning/permits-
inspections/Pages/Online-User-Guide.aspx 
 

 

Contractors, your Public User Account needs to be connected to your contractor record in order 

to see your permits when you click “My Records” and to make any on-line payments. To do that, 
you need to email (perminsp@vbgov.com) something on your Company letterhead giving 
authorization to the User ID(s) to pull permits, pay fees, and schedule inspections on behalf of your 
Company. We will upload this to our Contractor Record and make the connection(s). 

https://aca-prod.accela.com/cvb/default.aspx
https://www.vbgov.com/government/departments/planning/permits-inspections/Pages/Online-User-Guide.aspx
https://www.vbgov.com/government/departments/planning/permits-inspections/Pages/Online-User-Guide.aspx
mailto:perminsp@vbgov.com
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Remember as per the State we need a completed and signed application uploaded to the 

permit application. 

For forms, permit types, fees, and how to’s see our Forms Fees Webpage and its subsequent 

links for more information at: 

https://www.vbgov.com/government/departments/planning/permits-

inspections/Pages/forms-fees-procedures.aspx 
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