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Division: Engineering Policy & Procedure:  TG-16 

Subject: Inspection Agency Obligations Effective Date: 

Code: BAC 22.02.530(A) Revised Date: 

1.0 PURPOSE: BAC 22.02.530(A) - To perform special inspections as set forth in the technical codes, a Quality 

Agency must be approved by the Building Official, who shall maintain a list of approved Agencies.  The Building 

Official shall establish rules and regulations for approval and listing, as well as for the conduct of any approved 

agency.  Rules and regulations for the approval and listing requirements shall be contained in technical guidelines. 

2.0 SCOPE: Obligations are detailed for the initial application process, annual renewal process, quality management, 

engineering management, audits/performance evaluations, and reporting functions.  

3.0 ABBREVIATIONS & ACRONYMS: 

AASHTO: American Association of State Highway and Transportation Officials 

AMRL: AASHTO Materials Reference Laboratory 

ASNT: American Society for Nondestructive Testing 

A2LA: American Association for Laboratory Accreditation 

BAC: Building Administrative Code   

CCRL: Cement and Concrete Reference Laboratory 

EM: Engineering Manager 

IAS: International Accreditation Service 

ISO: International Organization of Standardization 

NIST: National Institute of Standards and Technology 

NVLAP: National Voluntary Laboratory Accreditation Program 

QCM: Quality Control Manager 

QSM Quality System Manual 

TG: Technical Guideline 

4.0 DEFINITIONS: For the purposes of this technical guideline certain terms, phrases, words and their derivatives 

shall be construed as specified in this section and the Building Administrative Code of Clark County. 

5.0 REFERENCES: 

Clark County Building Administrative Code 

Technical Guideline 015 

Technical Guideline 017 

6.0 RESPONSIBILITIES: 

6.1 Initial Approval: 

6.1.1 The Agency shall provide the information required in Section 7.1. 

6.1.2 Agencies that maintain an engineering manager are eligible to be listed as a prime agency, on the 

special inspection agreement. Agencies that do not have or have not maintained an engineering 

manager are eligible to maintain an approval status as a subcontract/testing agency. Some areas 

of inspection require agencies to have an engineering manager, to be listed on the Clark County 

inspection agreement. 
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6.1.2.1 Inspection Items that do not require an engineering manager are listed below: 

• Test and Air Balance

• Energy Efficiency Testing

• System Commissioning

• Electrical Testing

• FAB Shop Inspections

6.2 Agency Annual Renewal Process: 

6.2.1 The Quality Agency shall provide the information required in Section 7.2. 

6.2.2 Quality Control Manager Responsibilities 

6.2.2.1 The quality control manager shall ensure all inspectors have completed the required 

quarterly training.  

6.2.2.2 The quality control manager or the designated auditor shall perform an on-site audit of 

all inspection personnel on a semi-annual basis to ensure the inspector’s continuing 

competency to perform the special inspection functions.   

6.2.2.3 The quality control manager shall keep a current yearly summary of the audits and 

provide all audit records within 24 hours upon request. 

6.2.2.4 The quality control manager or the agency designated auditor shall use the Internal 

Special Inspection Audit form to document the audits. 

• The personnel audits may be performed on non-Clark County projects.

• The designated ASNT Level III inspector shall perform at least one field audit of

each of the NDT Level II inspectors annually.

o The audits shall verify that the inspector can set-up, calibrate, and properly

perform the NDT procedures.

o The ASNT Level III inspector shall use a test plate during the audit to verify the

competency of the inspectors.

6.2.2.5 The quality control manager or the agency designated auditor shall perform an in-depth 

field audit of two projects per year.  

• The quality control manager or the designated auditor shall use the Internal Project

Audit form to document the audits.

• Field audits must be fully documented and include all paperwork reviewed and

photographs of critical tasks observed.

6.2.2.6 Revisions to the quality systems manual due to revised technical guidelines shall be 

incorporated into the existing manual and submitted as needed or when requested by the 

Clark County Building Official or their designee. The agency shall submit a revised 

manual within 2 weeks from the time of the request. 

• Any revisions to the forms must be submitted to Clark County Building Department

for review and approval prior to use.

6.2.3 Engineering Manager Responsibilities 

6.2.3.1 The engineering manager shall review the agency quality system manual and the quality 

system process of the agency on an annual basis. 

6.2.3.2 The engineering manager shall use the Internal Office Audit form to document the annual 

field audits. 

6.2.3.3 The Engineering Manager shall be the responsible individual in charge of all laboratory 

activities in accordance with ASTM Standard E329 and the BAC. 

6.2.4 The Agency is responsible for the payment of required fees when fees are accessed. 

6.3 Field Audits/Performance Evaluations: 

To verify compliance with technical guidelines quality agencies and their personnel are subject to 

unannounced or scheduled field audits/performance evaluations by Clark County Building Department 

staff at any time.   
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7.0 PROCEDURE: 

7.1 Initial Application Process: 

Application shall be made in accordance with this procedure. 

7.1.1 Application 
7.1.1.1 Agency shall apply online to request a new agency listing, on Clark County Citizen 

Access Portal (Appendix C –  New Agency Listing - Citizen Access Instructions) 

• The agency shall create an account.

• The agency account shall utilize agency email address.

o The email shall not contain an individual’s name.

• The name of the quality agency shall be the name as listed on the incorporation

documents and Clark County Business License.

7.1.2 Fees.  Fees are detailed in the Clark County Building Administrative Code. 

7.1.2.1 The Agency is responsible for the payment of required fees when fees are accessed. 

7.1.3 Required Information. 

7.1.3.1 Completed Form 862 - Technical Services Acknowledgement Statement and Form 863 

- Calibration Program and Testing Methods.  The forms are contained in Appendix A.

• The items listed on Technical Services Acknowledgement Statement must

correspond to the approvals of the agency listed special inspectors, with the exclusion

of the following:

o Fire Penetration

o Non-Destructive Testing

o Steel

o and Wood items.

7.1.3.2 Incorporation documents 

7.1.3.3 List of current corporate directors. 

7.1.3.4 Approved nationally recognized accreditation as required per Appendix B – Agency 

Accreditation Requirements. 

• The accreditation certificate shall list the special inspection areas of inspections that

the agency is accredited for.

• Agencies may request approval of an inspection category that is not within the scope

of accreditation issued by the accreditation body.

• Home energy rating software accreditation, when applicable.

7.1.3.5 Current errors and omission insurance certificate. 

• Not required unless agency is required to have an Engineering Manager.

7.1.3.6 Current Clark County business license. 

• Not required when agencies are performing inspections outside of Clark County

geographical limits.

7.1.3.7 Completed Quality Control Manager Declaration Letter.  

7.1.3.8 Completed Engineering Manager Declaration Letter, when applicable. 

7.1.3.9 Completed ASNT Level III Examiner Declaration Letter, when applicable. 

7.1.3.10 Lists of personnel that agency plans to use in providing those services, in accordance 

with TG-17. 

• The agency shall add personnel through the Clark County Citizen Access Portal

when directed.

7.1.3.11 Serialized field and laboratory equipment list with the corresponding current calibration 

record summary and the current calibration reports, as applicable.  

• The list shall include the serial number and/or inventory number, make, model,

description, calibration performed by, date calibrated, calibration due date.

7.1.3.12  A quality systems manual shall be prepared in accordance with TG-15. 

• Daily Report forms must be submitted to Clark County Building Department for

review and approval prior to use.

• The agency is required to provide the blank forms that will be used to verify

compliance with the technical guidelines as follows:
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o In-house training

o Internal office audit

o Internal project audit

o Internal project audit summary

o Internal special inspection audit

o Internal special inspection audit summary

o Personnel summary report

7.2 Annual Renewal Process. 

7.2.1 Application 

Agency shall apply online for its annual agency renewal through the Clark County Citizen Access 

Portal. (Appendix C – Agency Annual Renewal - Citizen Access Instructions) 

• The agency shall log in and select “Amendment” on the inspection agency record

(IA-XXXXX).

• The name of the quality assurance agency, shall be the same as listed on the

incorporation documents.

7.2.2 Fees.  Fees are detailed in the Building Administrative Code of Clark County. 

7.2.2.1 The Quality Assurance Agency is responsible for the payment of required fees when fees 

are accessed. 

7.2.3 Required Information. 

7.2.3.1 Agency must provide the completed Form 862 - Technical Services Acknowledgement 

Statement and Form 863 - Calibration Program and Testing Methods.  The forms are 

contained in Appendix A.  

• The items listed on the forms must correspond to the approvals of the agency’s listed

special inspectors.

• The agency’s inspection items will be adjusted based on the current approved listings

of the personnel each year.

• New agency inspection item requests shall be submitted separately.

7.2.3.2 List of current corporate directors. 

7.2.3.3 Agency Requirements per Appendix B 

• An accreditation certificate issued by a nationally recognized accreditation body

acceptable to the Clark County Building Official or their designee shall be included

with the application.

o The accreditation certificate shall list the special inspection areas of inspections

that the agency is accredited for.

o Accreditation agency assessment results and correspondence(s) related thereto

shall be included with the annual renewal application.

o All assessment findings noted on the assessment report must be resolved prior to

the annual renewal.

o Home energy rating software accreditation, shall be provided when applicable.

7.2.3.4 Current Clark County business license. 

• Not required when agencies are performing inspections outside of Clark County

geographical limits. (unincorporated cities)

7.2.3.5 Current certificate of Error and Omissions Insurance as required in the BAC. 

7.2.3.6 Completed Quality Control Manager Declaration Letter.  

7.2.3.7 Completed Engineering Manager Declaration Letter, when applicable. 

7.2.3.8 Completed ASNT Level III Examiner Declaration Letter, when applicable . 

7.2.3.9 A personnel summary report containing; listed personnel name, current approvals, 

certification type, and certifications expiration date for each listed approval. 

• Agencies are required to remove personnel through the Clark County Citizen Access

Portal prior to renewing.

• Update existing personnel certifications or new inspection agency personnel item

requests shall be submitted separately.

• Agencies are responsible for keeping their inspection personnel certifications up to
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date.  Agencies and the inspector listing will be adjusted during annual renewal to 

match the current valid certifications.   

7.2.3.10 Serialized field and laboratory equipment list with the corresponding current calibration 

record summary, as applicable. 

• The list shall include the serial number and/or inventory number, make, model,

description, calibration performed by, date calibrated, calibration due date.

7.2.3.11  A log of in-house training dates, personnel attendance and topics related to the special 

inspection process. 

• Continuing education shall be as stipulated by the Nevada Revised Statutes NRS

278.577, which allows certain cities and counties to require certification and

continuing education for persons who act as building official, review plans or inspect

structure or building or portion thereof, as per Subsection Three. The agency must

provide documentation of inspector training.

• Each inspector is required to comply with the training requirement.

7.2.3.12 Internal special inspection audit summary.  

• The summary report shall list the date, inspector name, auditor name, project name,

jurisdiction, daily report number, permit number, results, and resolutions to findings

shall be included with the application.

7.2.3.13 Internal project audit summary.  

• The summary report shall list the date, project name, auditor name, jurisdiction,

permit number, results, and resolution of findings shall be included with the

application.

• Two projects must be audited in depth per year.

• Audits must be fully documented and include all paperwork reviewed, and

photographs of critical tasks observed

• Mandated audits designated by Clark County Building Department staff are in

addition to the two required project audits in the renewal period.

7.2.3.14 Internal office audit 

7.2.3.15 For items listed above in Section 7.2 that are not applicable to your agency or personnel; 

please submit a detailed explanation letter indicating why the requirements is 

inapplicable, in lieu of the requirement.  

7.3 Change in Agency Listed Information 

7.3.1 Application Form. 

7.3.1.1 The Agency shall apply online for an Agency Update through the Clark County Citizen 

Access Portal (Appendix D – Agency Update Request - Citizen Access Instructions) 

• The agency account holder shall log in and select “Amendment” on the inspection

agency record (IA-XXXXX).

7.3.2 Fees. Fees are detailed in the Building Administrative Code of Clark County. 

7.3.2.1 The Agency is responsible for the payment of required fees when fees are accessed. 

7.3.3 Type of Change. 

7.3.3.1 Change of Agency Name – Changing the agency name due to a DBA is allowed as a 

revision.  A new business license, insurance certificate, and accreditation certificate, all 

with the new DBA name listed must be submitted.    

7.3.3.2 Change of Engineering or Quality Control Manager – A personnel request with the 

revised quality control manager and/or engineering manager is required. Applicable 

forms must be submitted. Interviews are required for the new quality control manager 

and/or engineering manager.  

7.3.3.3 Change of Address – An agency revision for revised address is required. Agencies with 

laboratory testing will require a site audit. 

7.3.3.4 Change of Contact Information – An agency revision with the revised email, telephone 

number, or fax number is required. 
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7.3.3.5 New Special Inspection Items - When requesting new or removal of special inspection 

items the agency shall provide a revised and completed form 862.  The forms are 

contained in TG-15. The agency shall also submit a revised accreditation certificate, as 

applicable.   

7.4 Agency Project Specific Approval. 

7.4.1 Application Process. 

7.4.1.1 Agency shall apply online as a new agency on Clark County Citizen Access Portal. 

• The agency shall create an account utilizing the email address of the main office.

• The email shall not contain an individual’s name.

• The quality agency shall select Permit Specific Approval as the type of agency.

7.4.2 Fees.   Fees are detailed in the Building Administrative Code of Clark County. 

7.4.2.1 The Quality Agency is responsible for the payment of required fees when fees are 

accessed. 

7.4.3 Required Information. 

7.4.3.1 Agencies requesting project specific approval shall comply with Section 7.1 with the 

following exceptions. 

• Agency accreditation certificate is not required.

• A preapproval meeting is not required.

• EM and QCM interviews are not required.

7.5 Clark County Responsibilities 

7.5.1 Staff will review and disposition the initial and annual renewal applications. 

7.5.1.1 Agencies will be evaluated monthly to verify compliance that the items listed on 

Agencies Technical Services Acknowledgement Statement and the Approved Listing 

corresponds to the approvals of the agencies listed special inspectors, with the exclusion 

of Fire Penetration, Non-Destructive Testing, Steel, and Wood items.  

7.5.1.2 The agency will be notified of any issues and provided time to correct the issues prior to 

the agency approval being modified. 

8.0 RECORDS: 

8.1 Initial application process. 

Correspondence and documents issued in accordance with Section 7.1 

8.1.1 Completed application forms shall be maintained for two years after receipt. 

8.1.2 Approved Quality Systems Manual shall be maintained for the life of the agency. 

8.1.3 Correspondence generated during review process shall be kept for a minimum of one year from 

the issue date. 

8.2 Agency Annual Renewal Process: 

Correspondence and documents issued in accordance with Section 7.2. 

8.2.1 Completed application forms shall be maintained for two years after receipt. 

8.2.2 Correspondence generated during the review process shall be maintained for a minimum of one 

year from the issue date. 

9.0 ATTACHMENTS: 

Appendix A –  Form 862 - Technical Services Acknowledgement Statement 

Form 863 - Calibration Program and Testing Methods Acknowledgement Statement 

Form 870 - ASNT Level III Examiner Declaration Letter 

Form 871 - Engineering Manager Declaration Letter 

Form 872 - Quality Control Manager Declaration Letter 

Appendix B –  Agency Accreditation Requirements 

Appendix C –  New Agency Listing - Citizen Access Instructions 

Agency Annual Renewal - Citizen Access Instructions 

Appendix D –  Agency Update Request - Citizen Access Instructions 
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Clark County Building Department 
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Las Vegas, Nevada 89118 • (702) 455-3000 

APPENDIX A 
(TG-16) 

Form 862 Technical Services Acknowledgement Statement 

Form 863 Calibration Program and Testing Methods Acknowledgement Statement 

Form 870 ASNT Level III Examiner Declaration Letter 

Form 871 Engineering Manager Declaration Letter 
Form 872 Quality Manager Declaration Letter 



COMPANY LETTERHEAD 
ADDRESS, TELEPHONE, EMAIL 

Form 862 

QA Agency Logo 

TECHNICAL SERVICES ACKNOWLEDGMENT 

DATE _______________________ 

COMPANY NAME ______________________________ will perform the inspection and testing 
services for the following inspection categories as listed below: 

� Amusement Transportation Systems 
� Concrete 
� Post Installed Anchor 
� Concrete Laboratory Testing 
� Fireproofing 
� Fireproofing Laboratory Testing 
� Exterior Wall System 
� Grading 
� Grading Laboratory Testing 
� Chemical Laboratory Testing 
� Masonry 
� Masonry Laboratory Testing 
� Wood 
� 5/12 Roof Pitch 
� Steel 
� Special Cases 
� Electrical Testing 

� Cast-In-Place Foundations 
� Drilled Deep Foundation Elements 
� Helical Piles 
� Fire-Resistant Penetration and Joint 
� Smoke Control 
� Testing and Air Balance 
� Garage Ventilation 
� System Commissioning 
� Energy Efficiency Testing 
� FAB Concrete 
� FAB Wood 
� FAB Steel 
� Ultrasonic Testing 
� Ultrasonic Seismic Testing 
� Magnetic Particle Testing 
� Penetrant Testing 
� Radiographic Testing 

We acknowledge that inspection and testing services for all projects shall be performed per the Clark County 
Building Administrative Code, International Building Code, technical guidelines, technical codes, and any 
applicable referenced standards for the code year in which projects were approved. The quality assurance 
agency shall perform its services in compliance with codes, policies, and guidelines adopted by Clark 
County and the jurisdictions that utilize the Clark County approved listings.   

ENGINEERING MANAGER 
SIGNATURE 

QUALITY CONTROL MANAGER 
SIGNATURE 



 

COMPANY LETTERHEAD 
ADDRESS, TELEPHONE, EMAIL 

Form 863 

QA Agency Logo 

CALIBRATION PROGRAM & TESTING METHODS 
ACKNOWLEDGMENT  

DATE ______________________________ 

COMPANY NAME ______________________________ acknowledges that all testing services shall be 
performed using the current applicable referenced standards, for all projects governed by Clark County 
and the municipalities that utilize the Clark County approved listings.   

COMPANY NAME ______________________________ acknowledges that all of the equipment used 
in the performance of inspection activities and testing services shall be calibrated to the applicable 
referenced standards for all projects governed by Clark County and the municipalities that utilize the Clark 
County approved listings.  The calibration of the equipment have been performed and documented by an 
outside party or staff using traceable methods as defined within ISO 9000, ISO 17025, and ASTM 
standards.    

QUALITY CONTROL MANAGER 
SIGNATURE 

ENGINEERING MANAGER 
SIGNATURE 



 

COMPANY LETTERHEAD 
ADDRESS, TELEPHONE, EMAIL 

Form 870 

QA Agency Logo 

DECLARATION OF ASNT Level III Examiner 

DATE __________________ 

I, __________________________(printed name ASNT III), hereby declare the following: 

1. I am the ASNT Level III Examiner of COMPANY NAME ______________________________.
2. I am an ASNT Level III certified examiner.
3. I am responsible to ensure that the quality personnel that perform nondestructive testing for

COMPANY NAME ______________________________ are performing in compliance with approved
construction documents and the technical codes.

4. I am responsible to perform at least one audit of the quality personnel that perform nondestructive
testing per year.

ASNT Level III Examiner 
SIGNATURE 



 
 
 
 
 

COMPANY LETTERHEAD 
ADDRESS, TELEPHONE, EMAIL 

 

Form 871   

QA Agency Logo 

 
DECLARATION OF ENGINEERING MANAGER 

 
 
DATE _________________ 
 
 
I, ___________________(printed name of EM), hereby declare the following: 
 

1. I am the Engineering Manager of COMPANY NAME ______________________________. 
2. I am a Nevada Licensed Professional Engineer or Registered Architect in good standing. 
3. I am in responsible charge of the quality personnel of COMPANY NAME ________________________ 

and accountable to the Building Official for technical processes used to verify compliance with 
approved construction documents and the technical codes.  

4. As Engineering Manager I am responsible to the Building Official for:  
(1) Directing the operations of testing and inspections;  
(2) Certifying the inspection and testing process for all projects which require inspections;  
(3) Supervision and performing a review that inspections are performed pursuant to the approved 

construction documents and the technical codes and within the scope of the permit;  
(4) Directing and reviewing the internal audit and in-house training program.  
 

 
 

ENGINEERING MANAGER  
SIGNATURE 



 

COMPANY LETTERHEAD 
ADDRESS, TELEPHONE, EMAIL 

Form 872 

QA Agency Logo 

DECLARATION OF QUALITY CONTROL MANAGER 

DATE _______________ 

I, __________________________(printed name of QCM), hereby declare the following: 

1. I am the Quality Control Manager of COMPANY NAME ______________________________.

2. As Quality Control Manager I am responsible to the Building Official for:
(1) Hiring and training of qualified inspectors and testing technicians;
(2) Supervision of inspectors;
(3) The filing of accurate and complete reports based upon actual inspection and testing results;
(4) In-house distribution and application of technical guidelines;
(5) Supervising and documenting the internal audit and in-house training program.

QUALITY CONTROL MANAGER 
SIGNATURE 
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Agency Accreditation Requirements 
 
Agencies must show competence to the Building Official per 22.02.520.  Agencies must be 
accredited by an approved accreditation program.   
 
Accreditation 

1 The Agency must be accredited for all special inspection items they are requesting 
approval to perform.    

2 The accreditation certification must contain the name and the address of the agency that 
matches the approved listing.    

 
Exception  
Agencies that consist of only one person, who is a State of Nevada licensed Engineer, are not 
required to obtain accreditation.    
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New Agency Listing  

Citizen Access Portal Instructions 

  

Agency Annual Renewal  

Citizen Access Portal Instructions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



New Agency Listing 
 
Step 1 - First you need to register by creating an account in Accela Citizen Access Portal (See the link below). 
When creating your agency account, the agency account shall utilize an agency email address. The email shall 
not contain an individual’s name (TG-16 Section 7.1.1.1).  
 
Accela Citizen Access Portal https://citizenaccess.clarkcountynv.gov/CitizenAccess/Login.aspx  
 
Create an account instructions 
https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Citizen%20Access%20Knowledge%20Base/Go-To-
Guide_ACA_Account%20Registration.pdf?t=1631210388653&t=1631210388653  
 

 
 
Step 2 - Once you finish creating an account, Log into the Accela Citizen Access Portal and select Building, then 
Search Permits. 
 
 
 

 

 

 

 

 

 

 

https://citizenaccess.clarkcountynv.gov/CitizenAccess/Login.aspx
https://citizenaccess.clarkcountynv.gov/CitizenAccess/Login.aspx
https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Citizen%20Access%20Knowledge%20Base/Go-To-Guide_ACA_Account%20Registration.pdf?t=1631210388653&t=1631210388653
https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Citizen%20Access%20Knowledge%20Base/Go-To-Guide_ACA_Account%20Registration.pdf?t=1631210388653&t=1631210388653
https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Citizen%20Access%20Knowledge%20Base/Go-To-Guide_ACA_Account%20Registration.pdf?t=1631210388653&t=1631210388653
https://citizenaccess.clarkcountynv.gov/CitizenAccess/Default.aspx
https://citizenaccess.clarkcountynv.gov/CitizenAccess/Default.aspx


Step 3 - Press Building and Apply for Permits, to start the new agency listing application process.  

 

 

 

 

 

 

 

 

 

 

 

Step 4 - Check the General Disclaimer Checkbox, and then Continue Application 

 

Step 5 - Check Myself, do not check Another Person, and then Continue Application 

 



Step 6 - Choose the Inspection Agency Records, then Inspection Agency New Listing, and then Continue 
Application 

 

 

Step 7 - For the Inspection Agency info choose Select from Account 

 

 

 

 

 

Step 8 - Select Continue 



 

 

Step 9 – This next screen will show the contact information was linked succesfuly 

 

 

 

 

 

 

Step 10 – In the portlet below, select the Agency Type.   



 

 

Step 11 – In the portlet below, select the Agency Type. The droplet will show different inspection agency types, 
if you have questions about which selection appliesto your agency, please email 
DSengineer@ClarkCountyNV.Gov 

 

 

 

 

 

 

Step 12 – Check only the items that are applicable to your agency application request, then select Continue 
Application  



 

Step 13 – Check the Plan Room Acknowledgment Checkbox, and then Continue Application  

 

Step 14 – In this screen you have a chance to give a last review to all the data you entered, and then Continue 
Application  



 

 

Step 15 – The next screen will provide you with an IA-XXXXX record number, this is your new agency 
permanent record number, and you can use it to track the status of your application. Now you can start uploading 
all required documentation per TG-15 and TG-16 by clicking Upload Plans and Documents.  



 

Step 16 – Include a brief description and click on Continue  

 

Step 17 – The next screen will allow you to upload each individual document by browsing the files from your 
PC or dragging them to the drop-box.  



 

Step 18 – The next screen will allow you to select a type of document and name each individual document, after 
you are done uploading all documents, select Upload and Validate 

 

Step 19 – Wait a few seconds until all files are validated and press Process Files. If any of your files shows an 
error status, you will need to remove that file and reupload it. You can simply remove files by choosing the 
trashcan symbol option on the right side of each specific document. 



 

Step 20 – Repeat until all files are validated and press Process Files. 

 

 

 

Step 21 – A new screen will come up, please read the message:  



 

Step 22 – Once the processed is complete the system will take you to the previous screen and the option to press 
Continue will activate in the left bottom corner.  

 

 

 

 

 

 

 

Step 23 – Read the message below and press Finish  



 

Step 24 – You should be receiving the following message  

 

Once your application has been accepted Clark County will review the application and documents.  Clark County 
will send your agency an email stating to add your personnel. For instructions on how to submit personnel please 
review TG-17 04 Appendix C - Add New Personnel (not previously listed) Instructions at the following link: 

https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Codes/00%20TG-
17%20Update%2009.01.2020.pdf?t=1631723910050&t=1631723910050  

 

https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Codes/00%20TG-17%20Update%2009.01.2020.pdf?t=1631723910050&t=1631723910050
https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Codes/00%20TG-17%20Update%2009.01.2020.pdf?t=1631723910050&t=1631723910050
https://files.clarkcountynv.gov/clarknv/Building%20&%20Fire%20Prevention/Codes/00%20TG-17%20Update%2009.01.2020.pdf?t=1631723910050&t=1631723910050


Agency Annual Renewal 

 
1. Log into the Citizen Access Portal the email/username is the same email where you receive all correspondence from 

clark county. Select Building, then Search Permits. If you want to reset your password please contact tech support 

at techsystemssupport@clarkcountynv.gov 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. A greyscale table showing all records linked to your account will include inspection agency (IA), inspectors (IP), 

building (BD), and agency link to permits to upload reports (BDIA). Locate the standalone agency IA record under 

the Record Number column, and select the IA record. If the IA record does not show under the Record Number 

column, you can use the search bar on the top rigth side of the table or sort the records by Inspection Agency. You 

can also scroll down till you find your record. 

 

 

 
 

 

 

 

 

 

 

 

https://citizenaccess.clarkcountynv.gov/CitizenAccess/Splash.html
mailto:techsystemssupport@clarkcountynv.gov


 

 

 

3. The option Renew Application shall show in a new screen, if so select that option. If the option doesn’t show next 

to your name and you received a renewal reminder CCDBFP, please contact DSengineer@ClarkCountyNV.gov to 

start the renewal process. Once you press on the Renew Application selection, the renewal record will open.  Verify 

that the agency contact information is correct and then scroll down. If the option doesn’t show next to your agency 

name, and the agency received a renewal reminder please contact DSengineer@ClarkCountyNV.gov. Read the 

listed information and update agency information as needed.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:DSengineer@ClarkCountyNV.gov
mailto:DSengineer@ClarkCountyNV.gov


4. Select Continue Application 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. The system will give you a chance to upload renewal documents. Select Add Attachment to start the process.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. A file upload box will open-up select Add Attachment again. Choose the file you wish to upload.  Upload only 

one file at a time. Select Continue 

 

 

 

 

 

 

 

 

 



7. Select the Type of document and enter a Description and Save. You can either add more document by repeating 

step 5 through 7 or select Continue Application once you are done uploading all required documents to process an 

annual renewal request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

8. Review your application information and verify that information provided/updated is correct. Complete the 

application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Review your application information and verify that information provided/updated is correct. Complete the 

application. If during Review missing document or correction are requested, please use the IA-XXXXX-RNXXXX 

to submit corrections or pending items, do not initiate the process again or your request will be disapproved as it 

creates a duplicate record. 
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Agency Update Request  

Citizen Access Portal Instructions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Agency Update Request 

 
1. Log into the Citizen Access Portal the email/username is the same email where you receive all correspondence from 

clark county. Select Building, then Search Permits. If you want to reset your password please contact tech support 

at techsystemssupport@clarkcountynv.gov 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. A greyscale table showing all records linked to your account will include inspection agency (IA), inspectors (IP), 

building (BD), and agency link to permits to upload reports (BDIA). Locate the standalone agency IA record under 

the Record Number column, and select the IA record. If the IA record does not show under the Record Number 

column, you can use the search bar on the top rigth side of the table or sort the records by Inspection Agency. You 

can also scroll down till you find your record. 

 

 

 
 

 

 

 

 

 

 

 

https://citizenaccess.clarkcountynv.gov/CitizenAccess/Splash.html
mailto:techsystemssupport@clarkcountynv.gov


 

 

 

3. The option Create Amendment shall show in a new screen, if so select that option.  

 

 
 

 

 

 

4. Select the Inspection Agency Update option and then Continue Application.  

 

 

 
 

 

 

 



5. Make all the changes you are planning to request, from agency contact name to office address or adding or 

removing and inspection item: 

 

 
 

 

6. Select Continue Application 

 

 

 



7. On the next screen review all changes you made are accurate to your request and select Continue Application 

 

 



8. The system will give you a chance to upload your agency update documents (request letter, agency accreditation, 

etc..). Select Add Attachment to start the process.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. A file upload box will open-up select Add Attachment again. Choose the file you wish to upload.  Upload only 

one file at a time. Select Continue 

 

 

 

 

 

 

 

 

 



10. Select the Type of document and enter a Description and Save. You can either add more document by repeating

step 5 through 7 or select Continue Application once you are done uploading all required documents to process an

annual renewal request.



11. Review your application information and verify that information provided/updated is correct. Complete the

application.

12. Review your application information and verify that information provided/updated is correct. Complete the

application. If during Review missing document or correction are requested, please use the IA-XXXXX-00Number

record to submit corrections or pending items, do not initiate the process again or your request will be disapproved

as it creates a duplicate record.
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Submitting Corrections 

Citizen Access Portal Instructions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Submitting Corrections 
 

1. Log into the Citizen Access Portal the email/username is the same email where you receive all correspondence from 
clark county. Select Building, then Search Permits. If you want to reset your password please contact tech support 
at techsystemssupport@clarkcountynv.gov 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. A greyscale table showing all records linked to your account will include inspection agency (IA-XXXXX-RN), 
inspectors (IP), building/fire permits (BD), and agency link to permits to upload reports (BDIA). Locate this year 
agency reanewal IA record under the Record Number column. If the IA-XXXXX-RN record does not show under 
the Record Number column, it means you have not started the agency annual renewal process.  
 

 
 

https://citizenaccess.clarkcountynv.gov/CitizenAccess/Splash.html
https://citizenaccess.clarkcountynv.gov/CitizenAccess/Splash.html
mailto:techsystemssupport@clarkcountynv.gov
mailto:techsystemssupport@clarkcountynv.gov


 
3. On the new screen select Record Info and then Processing Status. 

 
 

4. Check the dropdown arrow next to Review, and you will be able to see the “corrections requested” per your initial 
annual renewal application, including the dates they were requested. 

 
 

 
 
 
 
 

 
 
 

 
 



5. Once you have all the itemized corrections requested, select Record Info and Attachments 
 

 
 

6. The system will show you previously uploaded documents. Select Add Attachment to start the uploading of the 
required documents.  
 

 

 
 
 
 
 
 



7. A file upload box will open-up select Add Attachment. Choose the file you wish to upload.  Upload only one file
at a time. Select Continue and then Save each file.

8. A banner informing you all the files have been successfully uploaded will show at the top of your screen. You can
also confirm the files have been uploaded by the checking the last page of attachments under this annual renewal
application. Email DSengineer@ClarkCountyNV.Gov with your IA-XXXXX-RN20YR record name in the email
subject and let us know the corrections requested have been uploaded.

mailto:DSengineer@ClarkCountyNV.Gov
mailto:DSengineer@ClarkCountyNV.Gov
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