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Application Instructions
“RESIDENTIAL WINDOW/DOOR REPLACEMENT:
LIKE-FOR-LIKE ONLY” PERMIT
The “Residential Window/Door Replacement: Like-for-Like Only” application type is for replacing
existing windows within the existing openings. This applied to retrofit and new construction (nail fin).
If there are any changes to the opening size a “Building” permit type is required.

START YOUR APPLICATION

1. Go to the Virtual Permit Center at https://aca-prod.accela.com/CONCORD
2. You must “Register for an Account” and “Login” in order to create applications. When
registering your account be sure to include your phone and email information as this will
be used to contact you regarding your permits.

3. Select the “Building” application type.

4. Select “Create an Application”.

5. Read the disclaimer, check the check-box and select “Continue Application”.

6. Select the “Residential Window/Door Replacement: Like-for-Like Only” permit type and
select “Continue Application”.

PROJECT LOCATION

1. Search by Address OR Parcel number for the location the work will take place. The best way
to search is to enter just the address number and first word of the street name and select
“Search”.

2. The address will then auto-fill, or if there are multiple addresses under the search it will return a
list. Select the correct address from the search results and select “Select” at the bottom.

3. The rest of the property information will auto-fill. Then select “Continue Application” at the bottom
of the page

PROJECT INFORMATION

1. Provide the required information. Make sure to select the construction type, and select
“Continue Application”.

CONTACT INFORMATION
1. You must fill out both the “Applicant” and “Depositor” information.
Option 1: Select “Select from Account” and your user information will auto-populate.

Or
Option 2: Select “Add New”.

Enter the contact information. Be sure to enter VALID phone and email as this is how permit
staff will contact the applicant and provide permit updates. When complete, select “Continue”.

2. Unless the owner is pulling the permit as an owner/builder, the “Licensed
Professional” information must be completed with the contractor’s information. Select
“Look Up”.

3. Select “Contractor” for license type, enter the license info, and select “Look Up”.

4. Note that a “Business License #” must be present for the license being selected,
otherwise a valid City of Concord Business license must be obtained before

continuing the application for a permit. Apply for a business license at
http://www.cityofconcord.org/378/Business-Licenses. Select the correct license from the list
and select “Continue”.

5. The contact information is now added. Select “Continue Application”.

DOCUMENTS

1. Prior to uploading any document, rename the file on your computer to how you want it
to appear in the permit records (e.g. “Contractor’s Declaration”). Once uploaded the
document name cannot be changed.
2. You must attach a Contractor’s Declaration or Owner/Builder Form. The links to these
forms are provided at this step. Select “Add”.

3. Select “Add” again.

4. Select the file on your computer you wish to upload and select “Open”.

5. Select “Continue”.

6. Select the type of file you are uploading, enter the “Description” of the file, and select “Save”.

7. The file will briefly show as “Pending”. Do not take any action until it is loaded.

8. Once the date appears, the file is loaded. You can repeat these steps to add additional files.
Once all files are uploaded, select “Continue Application”.

REVIEW

1. Review all the information and edit any as necessary. At the bottom of the page read the
certification, check the check-box, and select “Continue Application”.

PAY FEES

1. This screen summarizes the fees due. Review and select “Continue Application”.

2. Enter all the required fields for the credit card information and select “Submit Payment”.

PERMIT ISSUANCE

1. The next screen will show confirmation that payment was made and your permit has been
issued. Select “Print/View Permit” and print the inspection card. You must have a printed
hard copy of this inspection card on site during inspections.

