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START
HERE Arizona’s Cool Mountain Town

From a laptop or desktop
computer visit

WWW. PAYSONAZ.GOV \\//Z Home Contact Us Jobs Sitemap Employees
Search...
Select BUSINESS
GOVERNMENT BUSINESS COMMUNITY 1 WANT TO...
from the top
selection bar.

—>

to the NEFV
Town of Payson Website
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Arizona’s

Cool Mountain Town

You will now be on the Business Licensing Page. You may select any type of business license to
learn more, or scroll down to Apply Online.

Business Licensing

Font Size: [-] Share & Bookmark §B Feedback & Print

Town of Payson values our Business Community!

Payson is a great place to grow or start your business and we are here to help.

Who Should Apply for a Business License?
Commercial Business Licenses are for all commercial businesses located within the Town of Payson
limits. Retail stores, restaurants, and offices operating regularly in Payson should apply for this
license.

Home Based Business Licenses are for business owners conducting business from their Payson
home. Freelancers, such as graphic designers or consultants, operating from their home office and
online sellers managing e-commerce stores from their residences should apply for this license.

Temporary Business Licenses are for Vendor participation for service activities. Temporary Business
licenses are valid for 14 days. HVAC, Roofers, or service types doing cne job only in Payson should
apply for this license.

Special Events Business Licenses are for specific dates for a special event or sales event. Special
Event Business Licenses are valid for the dates of the event only. Food vendors, artisans, and
merchants participating in town fairs, festivals, or markets in Payson should apply for this license.

Farmers Market Business Licenses are for Vendors selling goods at the Payson Farmer's Market.
Businesses whose Payson Farmers Market Vendor Applications have been accepted should apply for
this license.

Out of Town Business Licenses are for commercial business owners located outside of Payson's
limits that are conducting business within the Town of Payson. Contractors and service providers
from outside Payson working on large projects within the Town should apply for this license.
APPLY FOR YOUR LICENSE ONLINE TODAY!
HOW TO APPLY ONLINE GUIDE

e —
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Town of Pavson. AZ

)

W- (928)-472-5030

Arizona’s Cool Mountain Town
Login
= Click Sign Up to create your Cityworks permit portal S — account?
account, or log in if you have an existing account.

Username

= Enteryour Credentials and Contact info, then click
Register. (It may be helpful to save your username
and password somewhere, and bookmark or Password
favorite this page so it’s easy to find later when you
are checking status on your application or
submitting another permit application)

= You will then receive an email to activate/verify your
account.

Forgot Password?

6.3.0

e
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Arizona'’s

Cool Mountain Town

Ok, so your portal account has been created, and you are ready to login in and submit an

application:

Cityworks link

Farmers Market Business Licenses are for Vendors selling goods at the Payson Farmer's Market.
Businesses whose Payson Farmers Market Vendor Applications have been accepted should apply for

this license.

Out of Town Business Licenses are for commercial business owners located outside of Payson's
limits that are conducting business within the Town of Payson. Contractors and service providers
fawld aoply for this license.

from outside Payson working cadsig _ ly
APPLY FOR YOUR LICENSE ONLINE TODAY!

——————

Town of Payson, AZ

303 North Beeline Highway, Payson, AZ 85541

(928)-472-5030

Login

Don't have an account? Sign Up

Enter your email address here

Forgot Password?

6.3.0

Payson Community Development Department

(928) 472-5030




Cool Mountain Town

Your account has been
created and verified,
now you are logged in
and ready to fill out
your business license
application.

Click + New Application,
then Business License,
then your Business
License type.

Once you have selected
your specific project type,
click Begin Application.

Note: If you are applying
for a Short Term Rental,
that is located in the

main categories.

—

—

Huyson

-+ New Application

SUBMITTED INCOMPLETE

IN REVIEW

ISSUED FINALED

Categories

Case Categories

Public Works

Short Term Rental
L Permits.

Building Permits
= 9 L License

BB Business License

Applications

E Commercial

E Home Based
Business License

E Qut-of-Town
Business License

E Temporary Business
Business License

License

Begin Application

e
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1 Main:

Enter your project name and
address of your project
location. Then click Next.

2 People:

Complete all people fields
information for you
application type.

Pro Tip: Click Use My Info to automatically populate this
section with your information.

SO/

Arizona'’s Cool Mountain Town

ity
people @)
You can add

| additional contacts
by clicking Add
Person here.

s —

If you don’t see cancel, clear, previous,

Payson Business Llcensmg next, you need to scroll down farther.
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[ 4 Case Details:
Enter all case information. For renewals, if
this is your first time applying in Cityworks,
be sure to check "Renewal" in the Application
Type drop down and reference your previous
Town of Payson Business license number.

PublicAccess

Application: Commercial Business License

o Main
e People
e Case Dtl

Business Information

General Information

SO~

Arizona's Cool Mountain Town

Click drop down arrows to ' .
expand/minimize sections

Application Type

Mult Select Values

CKD New

ple se Number if you selected ‘Ownership' or ‘Address Change' above:

0/2000

J:\ Ownership Change
DAddress Change N
Do ion insurance ?

[ Renewal
[t

If 'no’ list exemptions

Text

Number of on-site customers anticipated per day

Number

Property Information

Proposed Property Modifications

s —
Payson Business Licensing
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5 Required Documents:

Your application will have required or recommended
documents. You can drag and drop your attachments,
or you can click the paperclip to upload your
attachment.

Once you have uploaded a document you will click ‘label’
to give it a name. You will not be able to move forward
with your application until ALL required documents have
been uploaded and labeled. Once finished, click Next.

Vi

Arizona's Cool Mountain Town

'e Rel Docs o
Regquired Documents

Drop Here

D\ Site Plan Example.pdf
Attached by terahkems@gmail.com

Q ¢ =%
User e
lease all plans submitted are drawn to scale.

Building Plan(ret
1-1d
Grading and Drainage

Manual J

| Site Plan(req F

uilding Plans should include as applicable site plan, foundation plan, floor and roof framing plan, floor plan, building eley

Certificate of Occupa
Floor Truss Calculatic

Issued Permit

You will need to label each attachment that
you upload. There are lots of labels to choose
from. ONLY the ones marked (req) are
required files that must be uploaded before
your permit application can be submitted.

ions, electrical plan, HVAC location/type/size, energy values and each page should be include the property address.

Previous

Next

e
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Arizol Cool Mountain Town

6 Payment:

Payment is NOT REQUIRED at this
time. Skip this section by clicking
submit.

Once you click submit, you should
receive an email stating that your
application has been submitted.

Please allow 2 business days for initial
review to be completed. Be sure to
keep an eye on your email for updates.

PublicAccess

ppO4.cityworksonline.
GisMaps @ fown C B Town of Payson Ariz.. 1) MailingsMap [ Cityw atGPT [l Xpress Bl Pay - Rec.. PowerDMS Home

+ New Application

Deposits 5

Total $0.00 $0.00 $0.00

Estimated Fees S

Total $0.00 $0.00 $0.00

[ accept payment terms and conditions

Xpress Bill Pay

Cacdt Provid mb

s

Payson Business Licensing
(928) 472-5003



Understanding Your Portal

SUBMITTED:
Selecting this tab will show you applications
that have been submitted

INCOMPLETE:

Selecting this tab will show you the
applications you started but have not yet
completed or submitted. If you need to
complete an application you started earlier,
simply click choose action and continue
application.

IN REVIEW:

Selecting this tab will show you applications
you have submitted that are still being
reviewed. If you received a notification that
corrections need to be made to your
application, click here to find that project.

ISSUED:

Selecting this tab will show you applications
that have been approved, the permit has
been issued, but not yet finaled, or active
licensing.

FINALED:

Selecting this tab will show you permits that
have been issued, completed, passed all
inspections and have been finaled out,
meaning the entire projectis complete and a

SO~

= 4%50/1

SUBMITTED

INCOMPLETE

367

Demo - Residential
Demo Test

Open

Created: 01/15/2025

303 N Beeline Highway, Payson, AZ, 85541

Arizona’s Cool Mountain Town

4+ New Application

INREVIEW ISSUED FINALED FEES DUE

choose action v

Continue Application

9, \ & -
Yo * o

3. W &
. i
e eﬂ‘m
‘Star Valley

certificate of occupancy or certificate of
Lﬁqm,p@wan/has beenissued. —

e
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Arizo Cool Mountain Town

aypson—

Ok, so your application has
been submitted and now you
want to check status, or, you
got an email saying you have
action required:

Checking Status:

You can check the status of your
application in real time, 24 hours a
day, by logging in to your portal.
Click In Review, then click the
project you are checking on.

Action Required: —
If you received an email notification
that actions are required, log into
your portal, click In Review, and
open the project that needs

in the Workflow section.

€sidential

Approved - Fees Paid

Created: 02/10/2025

&

FAKE FOR TRAINING DELETE WHEN COMPLETE

SUBMITTED INCOMPLETE| SSUED FINALED

choose action v

<+ New Application

corrections. Check the comments/

Review Submittal for Cgmpleteness (C)

Apply Fees

Invoice Fees
Payment Received

Issue Business License

Q B

Complete
Complete

Complete

11/14/2025 1/13/2025 1

11/14/2025 11/13/2025 2

11/14/2025 11/13/2025 3

11/14/2025
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Arizol Cool Mountain Town

i

memn Details

# Related Documjts\

Understanding
Your Dashboard

The Comments section is
where you may find notes

regarding the application.
You may leave comments

here for staff %/

These buttons shrink or
expand the section

Required Documents is
where you upload
corrected plansor _—"
additional documents, or
retrieve documents
uploaded by the permit
tech or department
reviewers.

Workflow is the status
section of what has beenr
completed and what is yet
to be completed on your
application review. Specific
comments from each
reviewer can be found
here as well.

-

A

Fees

Residential Base Electrical Fee

[QE

o B

Electric Meter Service Fee #1 (SER $0.00 $0.00 0
dfnace Fee =1 $0.00 $0.00 S0
Alr Handlers Fee $0.00 $0.00 S0
Mechanical Permit Base Fee $0.00 $0.00 S0
Total: $0.00 $0.00 $o0
Q B s >
o
d Payments
Location 7
Payment Type ‘Received By Amount
People 3
P! 7 Total: $0.00
B
Contractors
[] Business Name Typa Workflow
= Description Result Target End Comgletad Milastona Ca
Initial Review by Permit Tech Denied 03/10/2025 03/07/2025 1 E
Revision Review by Permit Tech Approved 03/10/2025 03/07/2025 1 E
Address ¥ Building Department Review Approved  03/21/2025  03/07/2025 2 E
Fire Department Review Approved 03/14/2025 03/07/2025 2 E
Address Location Type Location d Engineering Department Review  Approved 03/14/2025 03/07/2025 2 E

v

e

Drop Here

PA 24-184.2nd Review Redlines.pdf

Attached by terahkerns@gmail. com

PA 24-184.2nd Review Redlines.pdf

Attached by terahkerns@gmail. com

PA 24-184.2nd Review Redlines.pdf

Attached by terahkems@gmail.com

ﬁ PA 24-184.2nd Review Redlines.pdf

Attached by terahkerns@gmail.com

PA 24-184.2nd Review Redlines.pdf

Attached by terahkerns@gmail.com

Q & =

Label

Building Plan

Label B8/ 25¢

Manual J

Label

Roof Truss Calculations

Label 9725
Site Plan
Label 25/25

Grading and Drainage Pial
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Thank you for your patience while we all learn this new
system. If you have any questions or would like some help,
please give us a call at the number below.

Payson Business Licensing
(928) 472-5003





