
Step 1: Login to Building Pharr Citizen Portal with account you have created.

Step 2: To apply for a trade permit click on Building tab at top of page.

Step 3: Click on Create an Application.
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Step 4: Read disclaimer and click on checkbox. Then click on Continue Application to proceed.

Step 5: Select the license associated with your account. License Information will populate on screen. 
Then click on Continue Application to proceed. 
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Step 6: Select the type of trade permit that you would like to apply for. Sample for electrical permits 
shown below.  

Step 7: Enter a valid address and then click on "Search" button to validate the address. Once address is
validated you can continue application. If you are having issues with validating your address come visit
us at 118 S. Cage Blvd, Pharr, TX 78577 or call us at (956) 402-4242. Parcel and Owner section will be 
auto-populated and are read-only.
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Step 8: Review Licensed Professional. Click Continue Application to proceed. 

Step 9: Enter a brief description of type of work you will be performing. Click Continue Application to 
proceed. 
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Step 10: Answer Validating Questions and fill out all required information in Permit Details. Asterisk (*) 
indicates a required field. Click Continue Application to proceed.
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Step 11: Add any required attachments to your application. Maximum file size allowed is 100 MB. If no 
attachments are required click Continue Application to proceed.

Step 12: Review your application information. If you see any errors you can click on any of the
Edit buttons to update your information. Choose Continue Application to proceed.
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Step 13: On the Pay Fees page you can see the fees associated with your permit and the type of work you 
plan on doing. Choose Continue Application to proceed to payment page.

Step 14: On Payment Options page you will need to select a payment method and then fill in all required
information. Only credit/debit cards are allowed as an available payment method. Click Submit Payment
to pay your permit and proceed to final page.
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Step 15: On Record Issuance Page you can view your issued Permit. You can download and save permit
or print permit for your records. All steps have now been completed. You can logout from your account.
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