
Town of Breckenridge 

How to apply for permits online using the Building Access Portal 

*As of December 2025, the following permits types are available to apply for online: Mechanical, Electrical, 
Plumbing, Hot Tubs, Reroofs, Windows/Doors, Solar, remodels, additions.  New construction permits are still 
being configured for online submittal, and are expected to be ready in January 2026.  Please check back for 
updates!* 

Step 1: Login to your portal account.  If you don’t have one, register for one.  When registering for a new ac-
count, be sure to use the same email address the building department has on file or that has been submitted 
on any prior applications. The link to the Access Portal can be found at www.breckbuildingdepartment.com, 
at the top of the page.   

Step 3: On the Application Assistant page, you’ll see a link that says “Show Categories.”  Click this link to show 

the categories and expand them to see every permit type.  



Step 4: Choose the permit type you need to apply for from the list and click “Apply.”  (In this example, we 

will be applying for a hot tub—please be sure you choose the permit type that you need.) 

Step 5: You should now be on the first page of the application. It will give some basic info and ask you to add 

a location.  Click the blue box to search addresses. 



Step 5, Continued: Type the location address in the search field.  IMPORTANT: The list directly below the 

search field will only show the first several matches.  Click the magnifying glass to show the full results.  

This is critical when searching multi-unit buildings! 

 

Not a complete list! x 

This is a complete list. 



Step 6: Continue to click through the steps of the application.  Fill in all required fields and add all required 

documents.  When you get to the signature page, read the terms and conditions carefully before signing. 

Once read, sign in the signature box and click “Next.”  (You can type your signature like in the sample below, 

or you can sign in the box using your computer mouse.) 



Step 7: Review the permit summary.  If needed, you can go back and make changes at this time.  Please note 

that depending on the permit type, additional fees may apply.  Once you’ve reviewed the summary, click 

“Submit.” 

Once submitted, your application gets forwarded to a staff member for review.  If we require any additional 

information, you’ll be notified via email and in your portal.  It’s important that you check your email and the 

portal for updates!   


