
Thinking of 0pening o

Busine ss Polm Beoch?in
Deporlment Contocts

Debby Moody, Business Services Supervisor, MBT0

s6t')?27-6411

dmoodv@townofpolmbeoch.com

Poul (ostro, Zoning Administrotor

(56t)227-6406

proslro@townofpolmbeoch.com

Woyne Bergmon, Assistonl Diredor / Building 0ffiriol
(561],227-6426

wbergmon@townofpolmbeoch.rom

Mortin Delooch, tire Morsholl

(561)227-6497

mdelooch@townofpolmbeoch.com

PLANNING, ZONING & BUILDING DEPARTMENT
360 S. County Road
Palm Beach, FL 33480

Phone: 561-838-5431
Fax: 561-835-4621
www.townofr almbeach.com

The Building Department is open Monday
through Friday from 8:30am to 5:00pm, with
the exception of Town observed holidays.
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lTelcome to the Town of Palm Beach. The Town
wants to help you be successful in your new business.

Ile've developed this brochure to guide you in finding
answers to the many questions you may have about
doing business in the Town.

BUSINESS TAX RECEIPT (BTR) All businesses

must obtain an annual Business Tax Receipt from both
the Town and Palm Beach County. All persons working
at the same business, yet holding an individual State

professional license, must obtain a separate business tax
receipt. Examples include each attorneys within a law
firm, brokers, cosmetologists within a salon, etc.

Call the Business Tax Of/icial at 561-227-6411.

ZONTNG All new businesses must comply with
Town zoning regulations. It is important to confirm
how the underlying property is zoned, and whether the

zoningdistrict allows the proposed business.

Call the Zoning Administrator at 561-227-6406,

SIGNAGE REQUIREMENTS The Town regulates
the type, size, location and lighting of all signs that
advertise businesses. Permits and inspections are re-
quired.
Call the Planning Administrator at 561-227-6414,

VARIANCE, SITE PLAN OR SPECIAL EXCEP-
TION REQUIRED? Some businesses, depending
upon their nature, design, and/or location, may require
specific approval from the Town Council.
Call the Zoning Administrator at 561-227-6406.

OFF-STRf,ET PARKING REQUIREMENTS Park-
ing requirements vary depending upon specific site

variables: new building construction vs. use ofan exist-
ing structure, intensification ofuse, occupancy changes,

etc.

Call the Zoning Administrator at 561-227-6406.

Spetiol Requirements for Certoin Orrupofions

A. If your profession or business is certified by the Depart-
ment of Business and Professional Regulation (850-487-

1395) or Department of Health (850-488-0595), you must

attach a copy ofyour certification, registration, or license to
the local BTR application.

B. Banks, mortgage brokers, finance companies, and stock-
brokers must be registered with the Office of Financial Reg-

ulation (850-410-9805). A copy of the license showing
proper business location must be attached to the local BTR
application.

C. Restaurants are subject to State and County requirements
(licensing, inspections, etc.) in addition to local regulations
imposed by the Town. The Establishment must contact the

Division ofHotel & Restaurants (850-487-1395). A copy of
the State approved inspection report must be attached to the

local BTR application.

D. Food outlets, auto repair, travel agencies, telemarketers,

health and dance (ballroom) studios must attach a permit,

registration or exemption from State of Florida Dept. of
Agriculture & Consumer Services (l-800-435-7352) to the

local BTR application.

E. Certified contractors must attach a copy of State of Flori-
da and/or Palm Beach County Certification. Call 561-233-

5525 for certification information. County receipt is re-
quired; County wide municipal receipt is optional

*QUICK FACTS"

,/ Change ofbusiness location requires zoning approv-
al, a new application, payment of a transfer fee and surren-
der ofthe current receipt.

,/ Change ofownership requires proofofsale ofbusiness,
a new application, payment of a transfer fee and surrender
ofthe current receipt.

r' No business tax receipt will be issued until applicable
Town, County and State laws are complied with including,
but not limited to, building, zoning, construction industry
licensing, fire control and health.

BTR questions should be directed to the Business Tax
Ollicial at 5 6 1 -2 2 7-64 I 1.

Miscelloneous Tips

All businesses organized as corporations or Limited Liabil-
ity Companies must be Florida-based, or be registered with
the State as a foreign corporation. Find details al
www.sunbiz.org.

If a business name is different in any way from the corpo-
rate or LLC name (including suffixes such as Inc., Ltd.,
etc.), the business must file a fictitious name registration
with the State. Find details at www.sunbiz.ore.

The Town's entire Code of Ordinances can be located on

line at www.municode.com (click on municode library).

The Town has a historical land marking program. Consult
the Planning Administrator (561-227-6414) if the proposed

business is located within an officially designated land-
marked site.

BUSI N ESS TAX RECEIPT I N TORT,IATIO].I



PERMIT TRACKING

UP INFORMATION

/ PICK

DEPARTIVIENT CONTACTS

Michelle Senlmonol, Senior Development Permil Terh.

156\)227-6413

msenlmonot@lownof polmbeoch.com

Ihrisline [onklin, Developmenl Permit lerhnirion

(s61],227-6410

cconklin@lownof polmbeoch.rom

iennifer (ole, Developmenl Permil Technicion

(s61],227 6412

irole@lownofpolmbeoch.com

Andres Quintono, Plun Review

(561)227 6415

oo u inlono@ lownofpolmbeorh.rom

Brion Thomos, Plon leview

(5611227.6407

blhomos@lownoloolmbeoch.com

Woyne Bergmon, Assistoni Dirertor / Building 0fficiol

(561)227 6426

wbergmon@lownofpolmbeoch.com

Poul [oslro, Zoning Admini$rolor

(s6tl 221.6406

pcoslro@lownoloolmbeoch.com

Croig }louschild, PZB Ingineer

(5611221.1042

rhouschild@lownofoolmbeorh.rom

PLANNING, ZONING & BUILDING DEPARTMENT
360 S. County Road
Palm Beach, FL 33480

Phone: 56 l-838-543 I
Fax: 561-835-4621
www.townofo almbeach.com

The Building Department is open Monday
through Friday from 8:30am to 5:00pm, with
the exception of Town observed holidays. The
last sign in for permit submittal is 4:00pm
however the office remains open for permit pick
up and inquiries until5:00pm.

TOWN OF PALM BTA(H

T()IryN OT PAIM BTA(H
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Y()U HAVE JUST RECEIVED A

PERMTI N0W WHAT?

Woyne Bergmon, Assistont Director / Building 0fficiol

(s61l,227 -6426

wbergmon@lownofoolmbeoch.rom

Michelle Sentmonot, Senior Development Permil

Te rhn icion

: (561)227-6413

i msentmonot@townofoolmbeoch.com

Chri$ine (onklin, Development Permil Technicion

(56r ) 227-641 0

cconklin@townofpolmbeorh.com

, Jennifer Cote, Development Permit Technicion

(s611227-6412

itote@lownof oolmbeoch.com

l

(roig Johns, (hief Building lnspector

(56t)727-6421

ciohns@lownofpolmbeorh.com

Mike 0lbrych, [ombinotion lnspector

(561l, 227 -641 6

molbrych@townofoolmbeoch.rom

Robin Rivero, (ombinolion lnspeoor

ls6tl 227 -6419

, rrivero@lownofpolmbeorh.rom

PLANNING, ZONTNG & BUILDING DEPARTMENT
360 S. County Road
Palm Beach, FL 33480

Phone: 56 I -838-543 I

Fax: 561-835-4621
www.townofo almbeach.com

The building Department is open Monday
through Friday from 8:30am to 5:00pm, with
the exception of Town observed holidays. The
last sign in for permit submittal is 4:00pm
however the office remains open for permit pick
up and inquiries until 5:00pm.

ILot{ry%s
*

"DTPARTMTNT ((}I'ITAfiS'' TOWN OI PATTllI BEACH

TOWN OF PALM BEACH



Welcome to The Town of Polm Beoch. Now

thot you hove received your permit for work-
ing on the islond, we encouroge you to become

fomilior with the Town's website
www.townofoolmbeoch,com where you con

obtoin informotion such os the Town's rules ond

regulotions, town ordinonces, forms ond oppli-
cotions os well os updotes on whot is hoppen-
ing within the town.

As you con see from the disploy below on the

Town's moin poge on icon thot soys "Stoy ln-

formed". Selecting this will ollow you to sign up

lo receive notificotions from the Town vio emoil

or text which you con cusiomize bosed on your

needs.

To subscribe you will need to enter o volid

emoil oddress. Once logged in you will be

oble to set your preferences os to how you

would like to be notified, emoil or lext or boih.

You hove the obility to chonge these prefer-
ences ot ony time.

The town wonts you to be to be os informed os possi-

ble obout locol regulotions thot could offect your obil-

ity to continue working ot individuol iob sites. All Con-

iroctors should understond ond comply with the "3-

Strike Construction Porking Rule". lf ond when o con-

troctor should receive 3 porking violotions oi o iob site

for porking non-outhorized construction vehicles on the

streel, the PZ&B Director is obligoted by locol code to

issue o Stop Work Order. The rules ore structured os

follows:

l. Vehicles belonging to or being used by personnel

working on or visiting o construction site ore to be

porked off the roodwoy ond on the priYote site if

ot oll possible.

2. lf the controctor shows thot oll vehicles connot be

porked on the site, he will then opply for construc-

tion porking permiis outhorizing up io three con-

struction reloted vehicles to pork on the street

where legolly permissible if opproved by rhe

Town. Applicoiions for Right of Woy porking ore

ovoiloble on the Towns Website

www.townofpolmbeoch.com . The property o\Mner

must ocknowledge with their signoture the 3-strike

rule for construction porking ond the consequences

for noncomplionce.

3. Unouthorized/excessive vehicles porked on Town

streets ol construction sites con be ticketed by

either Public Works or the Police Deportment.

4. lf o controctor hos received three violotions ot

ony individuol site, the PZB Director will issue o

Srop Work Order. An oppeol process (ot stoff

level) is built into these rules. Appeols, if filed,

must be mode in writinq within seven (7) dovs of

ticket issuonce. Once o Stop Work Order hqs been
issued, Work in NOT to recommence unless the con-
troctor requests the Town Council reinstote the building
permit. The Town council hos brood discretion in deter-
mining whot, if ony, conditions (including odditionol
fines) thot ore lo be ploced on reinstofement. Pleose
note thot Town Council meets once monthly. Long work
stoppoges could potentiolly occur. We encouroge you
to monoge ond police your construction site(s) occord-
ingly.

1. The following inspections MUST be completed/
finoled for the structure(s):

. Mechonicol Finol

o Electricol Finol

o Plumbing Finol

. Gos Finol

. Fire Finol

2. A wolkthrough inspection by the Building lnspector
must be performed ond it must be verified thot the
building/structure is suitoble for occuponcy.

3. A letter from the owner must be received thot stotes

thot they understond thot the property is still o con-

struction site ond thot they ore requesting to occupy
the structure(s) ot their own risk ond liobility.

4. A letter from the conlroctor must be received thot
lists ihe items not completed ond the profected dote
for finol inspection on oll outstonding items.

5. ,Approvol for occuponcy must be obtoined from the
Town of Polm Beoch Public Works Deportment Proiect
Engineer,

A conditionol CO will only be volid for o period of
60 doys from issuonce. All outstqnding work musl
be completed within the 60 doy period.

..STAY INFORMED"
,.3 STRIKE RULE" "3 Strike Rule Continued"

oocoNDITI0NAL/TEMPoRARY C0"



owNER / BUTLDER PERMIT

GUIDELINES

You moy olso vrsif our websife of

www.lownofpolmbeoch.com. There you con

view ond downlood building deporlment

f orms ond opplicotions, you will see links ond

oddifionol resources for your permitling

needs.

For permil trockingf plon review ond

inspecfion schedu/ing:

hltp: f I eden.townolpolmbeach.com

The Deportmenf of Business ond Profes-

sionol Regulofions:

w w w.my ll o ri d oli cense.com.

Polm Beoch Counly Conlroclor lnfor-

motion & Sfofus:

www.pbc.gov

P olm Beoch County P roperty,Approisers

Office:

www.pbc.govf po/pd

0nline Resources PLANNING, ZONING & BUILDING DEPARTMENT
360 S. County Road
Palm Beach, FL 33480

Phone: 561-838-5431
Fax: 56 l-835-642 I
www.townofo almbeach.com

The building Department is open Monday
through Friday from 8:30am to 5:00pm, with
the exception of Town observed holidays. The
last sign in for permit submittal is 4:00pm
however the office remains open for permit pick
up and inquiries until 5:00pm.

T()WN OT PALM BEA(H

TOWN ()F PALM BEA(H



The provision of Chopter 489 F.S. requires

construction to be done by licensed controctors.

You moy opply for o permit under on exemp-

tion to thot low. The exemption ollows you, os

the owner of your property, lo ocl os your own

controctor even though you do not hove o li-
cense. You must perform or supervise the con-

struction yourself. Remember, you ore occept-

ing responsibility for code complionce, ond

other finonciol or business responsibilities, when

you ore octing os your own controclor.

As on owner/builder, you moy build or im-

prove o 1 or 2 fomily residence, or build or

improve o commerciol building ot o cost of

$75,000 or less in volue, within ony l2-month

period. The residence or building must be for

your own use ond occuponcy. lt moy not be

built for sole or leose.

lf pulling o permit os owner/builder, you must

personolly oppeor in the building deportment

for submittol, sign on Owner /Builder Affido-

vit, ond hove your signoture notorized by o

building deportment stoff member.

As Owner/Builder, it is your responsibility to

moke sure thot people employed by you hove

licenses ond insuronce os required by Stote

low ond Town licensing ordinonces.

Time Limitotion of Applicotion
FBC Chopter l, 105.3.2 stotes: "An opplicotion for o
permit for ony proposed work sholl be deemed to
hove been obondoned I 80 doys ofter the dote of
filling, unless opplicotion hos been pursued in good
foith or o permit hos been issued." Keep in mind o
permit thot hos been issued olso hqs on expirotion
dofe.

Notice of Commencemenl
Stote Stotue requires oll permits with o volue greoter
thon $2,500 to record o Notice of Commencement

with the Clerk of the Circuit Court prior to first inspec-

tion. lf replocing oir conditioning equipment (HVAC),
the requirement is o volue of $7,500 or more.

Mosi Common Owner Builder Permits
o Alterotion-lnterior or Exterior

o Addition-l&2 Unit Dwelling

o Window ond Door Replocements

o Re-roofing

Site Woll f Fence f Gote

Demolition

Awnings

Storm Shutters

Drivewoy

*QUICK EACTS"

All work musl meet current Building Code stondords.

Submittols must cleorly define scope of work. Any

required plons if opplicoble must be drown to scole,

signed ond seoled by on engineer or orchitect (if re-

quired), ond submitted in duplicote olong with oll orher

opplicoble requirements.

Check with Controctors Certificotion for licensing infor-

motion on o compony ondf or controctor ot (561) 233-

5525

NOTE: Performing improvements on your property

without proper building permits moy result in poying 4

times the fee.

Building Officiol opprovol will be required prior ro
ony permiis being issued os on Owner/Builder.

Controctor Registrotion form ond $25 Fee

Completed Town of Polm Beoch Construction Per-
mit Applicotion

Owner/Builder Affidqvit

Plons / Specs if required (min. 2 sets)

Poymenl of oll opplicoble permit fees

Minimum Submittol Reouirements

OWNER BUITDER GENERAT

INFORMATION



AT THE TND ()F Y()UR C()NSTRUCTI()N

PR0Jrq Now WHAT?
Woyne Bergmon, Assistonl Direoor / Building 0fficiol

(s6\227-6426

wbergmon(@lownofoolmbeoch.rom

i

Iroig Johns, Chief Building lnspedor

| (s6\227.6421

ciohns@lownofpolmbeorh.com

l

Mike 0lhrych, (ombinolion lnspector

(s61],227-6416

molhrych@lownof oslmbeoch.com

Brion Thomos , (hief Plumbing lnspector

(s6\2?7.6407

bthomos@lownofpolmbeorh.rom

Robin Rivero, (ombinolion lnspector

(s6l)227-641e

Rrivero@lownofpolmbeorh.com

(roig Houschild, PZB Engineer

ls6\227-7042

chouschild@townofpolmheoch.com

PLANNING, ZONING & BUILDING DEPARTMENT
360 S. County Road
Palm Beach, FL 33480

Phone: 561-838-5431
Fax: 561-835-4621
www.townofo almbeach.com

The building Department is open Monday
through Friday from 8:30am to 5:00pm, with
the exception of Town observed holidays. The
last sign in for permit submittal is 4:00pm
however the off,rce remains open for permit pick
up and inquiries until 5:00pm.

"DEPARIMENT (ONTA(TS" TOW}I OF PAtM BEACH

TOWN OF PALTVI BEACH
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Are you ot the end of your proiect ond your

client would like io stqrt moving in. You moybe
considering requesiing o conditionol / tempo-
rory CO. The following inspections will need to
be completed ond finol for the structure(s):

o Mechonicol Finol

o Electricol Finol

o Plumbing Finol

o Gos Finol

o Fire Finol

ln oddition to lhe obove inspections being finol o
wolkthrough inspection by the Building lnspecior

MUST be performed ond it musl be verified thot
the building / structure is suitoble for occuponcy.

A lelter from the OWNER must be received thot
stotes they underslond the property is still o

construction site ond thot they ore requesiing to
occupy the structure(s) ot their own risk ond lio-
bility.

A letter from the CONTRACTOR must be re-

ceived thot lists the items nol completed ond the
pro[ected dote for finol inspection of oll out-

stonding ifems.

Approvol for occuponcy must be obtoined from
the Town of Polm Beoch Public Works Deport-
ment Proieci Engineer.

NOTE: A CONDITIONAI CO WILL ONIY BE

VATID FOR A PERIOD OF 60 DAYS FROM
ISSUANCE. ALL OUTSTANDING WORK MUST

BE COMPTETED WITHIN THE 60 DAY PERIOD.

YOUR s,#

HASPOWER
Before permonent power con be connected to the
building or structure, the following criterio sholl be
met:
l. All receptocle, swilch ond lighting outlets sholl be

trimmed out with o device or lighting fixture or the
opening suiiobly blonked off with on oppropriofe
coYer.

2. Electricol power distribution drowings sholl be up
to dote ond occurole ond sholl be opproved ond
reviewed prior to scheduling the eorly power
releose inspection (VRU inspection code #3751).

3. Outstonding zoning, londmorks, ARCOM, or Build-
ing conditions pending opprovols or vorionces
must be sotisfied.

4. Mechonicol storf-up (VRU inspection code #4751)
must be scheduled ond possed prior to releose of
the permonenl electricol pov/er.

When you ore reody to submit your Electricol Power
Releose form to the Building Deportment you will sub-
mit the following togefher:

0 Town of Polm Beoch Electricol Releose Agreement
signed ond notorized by borh the property owner
os well os the controctor of record.

I lf the controctor of record or property owner hos

chosen lo use o privoie provider for inspections,
the Town of Polm Beoch will olso require o letter
from the provider requesling ihe electricol releose
of power.

NOTE: THE ABOVE IISTED ITEMS MUST BE SUBMIT-
TED TOGETHER AT INTAKE. IF ANY PART IS MISS.
ING THEY WILL NOT BE ACCEPTED.

When you ore reody for your finol CO you will need
to moke sure the following documents hove been sub-
mitted to the Town of Polm Beoch ond opproved.

o Recorded Stormwoter Monogement Agreement,
Stormwoter Certificotion ond o revision with finol
civil drowings to be submitted to the Town's Civil
Engineer for opprovol.

(3) copies of your FE/v1A elevotion certificotes
olong with (3) sets of finol survey submitted to the
Building Officiol for opprovol.

Letter Certifying Finol Consiruction Cost. lf there is

no chonge in volue o letter certifying such is re-
quired OR if there is on increose in iob volue o
permit opplicolion for Finol volue updote ond
opplicoble fees is required.

ARCOM / Londmorks Finol

Public Works Finols.

lf Privote Provider oll Report Logs, Affidovits, Etc.

must be submitted to the Town.

PTEASE VISIT OUR WEBISTE AT
WWW.TOWNOFPATMBEACH.COM FOR A
coMPLETE CO/CC CHECKUST.

"coNDtTtoNAt / TEMPoRARY C0

RESUIREII,IENTS "
,,ELE(TRICAt POWTR REIEAST'' O'PUNCH [IST ITEMS''

,iI



Realtors / Home Buvers

Check open permits.

Know your flood zone - know what you can do to the home, and what wlll cause to elevate your home.

Know what requires a permit.

Know what exterior and site improvements trigger the need for Arcom or LPC approvals.

Review the PZB Land Use Application Calendar (annually updated).

Review the new application process, which includes mandatory pre-application meetings for most
projects.

Contractors

Add construction screening, site staging, truck logistics.

Landscape buffering - must follow approved construction screening plan.

New Arcom / LPC mandatory inspections during construction (cannot be completed by private
Providers).

Screen portable toilets.

Follow Arcom and LPC plans as approved by the Town. Any exterior building or site changes must be

approved by the Town before the construction can commence.

Know the duration of the permit(s), and how to request time extensions.

3-Strike regulation.

Design Professionals


