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MYGOV PERMIT APPLICATION PROCESS

1. Log in to “MyGov.us” and when at the Home Screen click on “Request Project”

2. Pick “Project Type”:

a. “New”:  Work at any new or replacement school; or a comprehensive project

b. “Addition”:  Any addition to an existing system or structure

c. “Modification”:  Any changes to an existing system or structure

3. “Describe Work”:  Enter OCPS project number if you have one, then enter the same scope of 

work from the permit application, including building and room numbers.  Click “Next”.

4. Set “Location Information”:  Type in only the digits of the project street address, then click “Search”.
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5. When the list of schools appears, click “Expand All” to view the details for each.

Be sure to click “Select”next to the appropriate school.  You will be directed to the next screen.

6. “Valuation”:  Enter total dollar amount for the project, in numbers only (no symbols).

7. “Permit Application”:  Click “Browse” to search for and upload complete, signed, and notarized

permit application.  Do not upload any other documentation.
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8. “Summary”:  Review submitted information for accuracy.  Click “Submit Application”.

9. After your Project Request and Permit Application are reviewed and accepted you will be assigned a

permit number.

10. Unless previously submitted though FTP, the permit holder must then email all related construction

drawings/documents to BCCOPlans@ocps.net (referencing both the full permit number and school/site

name in all emails).  If anyone other than the permit holder or a person outside of the company is

emailing the construction drawings/documents, a letter authorizing this person to do so must also be

submitted with that email, each time.  The letter must meet the below requirements:

a. Must be on the permit holders company letterhead.

b. Must be written attention to “OCPS Building Code Compliance Office”.

c. Must list the specific full permit number and school/site name.

d. Must grant authorization to the specific individual submitting the drawings/documents.

e. Must be signed by the permit/license holder.

11. If submitting documents for a Fire related permit or a permit that also contains a Fire
Review step, you must submit drawings/documents directly the OCPS Office of the Fire Marshal at 
FHS.FTP@ocps.net. Note, the BCCO does not need to be copied on communication with the OCPS Office 
of the Fire Marshal; doing this may cause confusion.
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