Agent Authorization

Contractor Licensing staff will require the Contractor/Private Provider to provide an Agent Authorization form to
designate authorized agents/DAR for Private Provider. Contractor Licensing staff will enter this on the Contractor
Record the approved Contacts including Agents.

TWO IMPORTANT STEPS THE AGENT as Applicant MUST DO during application:

1. Whenever a permit application is submitted
by an agent, the agent must add the
contractor they acknowledge themselves as
an authorized agent:
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NOTE: If agent is only servicing for the 1 permit for the contractor - DO NOT move the toggle.
The agent as applicant MUST upload the appropriate Agent Authorization for One Permit form to the
permit.

l Add Contractor

2. Next after selecting the ADD “+” a contractor option and [
selecting an ACTIVE contractor, in the Add Contractor |
screen be sure that the AUTHORIZED AGENT option is
selected.

NOTE: Inactive contractors will not be available for
selection. Contact Contractor Licensing to update
required information on the Contractor Record.
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The resulting screen should appear like this:
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