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   to the 

Addison 
Online 
Permit 
Portal 

Business  L icense Appl ica t ions 

Follow the steps below to apply for an Environmental Health Business License for 
Apartments, Pools or Restaurant. 
 
S tep 1 
Access the Town of Addison website via https://epermits.addisontx.gov/webuserinterface and log in. 

Select Online Services> Apply for a Permit 

Step 2 
Selec t  Appl icat ion Type 
Using the drop down list, select the type of Business License you are applying for. Click Next Step. 
Step 3 
Selec t  the Proper ty 
Select the property the application is for from either your predefined property list or by conducting a new prop-
erty search by location, owner/business name or parcel number. Click Next Step. 
Tip:  If searching by “Property Location” you can narrow your search by entering a from and to house number.  
When selecting the street name, omit the choice with the street suffix, i.e. Rd.  

Example:  Belt Line not Belt Line Rd, or Keller Springs not Keller Springs Rd., etc. 
Select the specific property for which you wish to apply for a permit and click Next Step.  

Step 4 
Enter  Appl icat ion Informat ion 
If applying for an Apartment Business License: 

◊ In the Purpose field, enter Apartment 
◊ Enter the number of apartments (Fee is $2.25 per unit) 
◊ Enter the name of the Property Manager 
◊ Enter the phone number 
◊ In case of emergency, enter a number for someone that can be contacted after hours 
◊ Enter the Owner name and address 
◊ Enter an alternate mailing address if different from the physical address 

 
If applying for a Pool  Business License: 

◊ In the Purpose field, enter Swimming Pool 
◊ Enter the number of pools or spas (Fee is $120 for the first unit and $60 for each additional unit) 
◊ Enter the name of the Pool Manager 
◊ Enter the phone number 
◊ In case of emergency, enter a number for someone that can be contacted after hours 
◊ Enter the Owner name and address 
◊ Enter an alternate mailing address if different from the physical address 



 
If applying for a Restaurant Business License: 

◊ In the Purpose field, enter Food Service License 
◊ Enter the number of employees  Note:  If your store is pre-packaged goods only, enter 0. 
◊ Enter the Restaurant name          Note:  This name will appear on the business license 
◊ Enter the Manager’s name in the “Contact Name” field 
◊ Enter the phone number and fax number 
◊ Enter the mailing address of the business if different from the physical address 
◊ Enter the owner’s name and address in the “Alternate Mailing Address” field 
 

Click Next Step 

Step 5 
Add Associa ted Documents  or  Photos  
Utilizing the drop down list select the document type you wish to add:  Photos or Correspondence 
Browse to the document location.  Click Add Document or Cancel 
Note:  If not adding documents, click Next Step. 
Step 6 
Review the Appl icat ion Informat ion  
If all information is accurate, check the: 
        All the information is correct. Process my Application 
Click the Process button. Otherwise, click Previous Step to go back and make corrections. 
You will see Application Completed and Sent.  
Please make note of the Application number located beneath, “The application will be issued on the following 
property”.  Reference this number should you have any questions or need assistance. 
 

Once Addison’s Environmental Health staff  processes the application, you will receive 
email notification of  the assigned license number along with payment instructions. 
 

 

 

Off ice  Locat ion:  
16801 Westgrove Dr. 

Hours :  
Monday through Friday 8am to 5pm 

Phone:  
972-450-2880 

Fax:  
972-450-2837 

Websi te :  
Www.addisontx.gov 

E-mai l :  
ePermits@addisontx.gov 
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