
Town of Orange Park 

Building Division 

Private Provider Requirements 

 

For use of a private provider in the Town of Orange Park, the following documents will need to be provided per 

permit application (each private provider submittal). 

 

• Notice to Building Official (FS 553.791 (4) (A) – (B)) 

The form must contain a valid property identification number (Parcel ID). Examples of a full parcel ID 

include the entire number (including letters), just the number characters, or parcel IDs with spaces to 

signify multiple zeros. The Provider’s company name, address, and contact information must be listed 

on the form. The owner or authorized designee of the owner must sign the Notice to Building Official. 

 

• Plan Compliance Affidavit (FS553.791 (6) (A) – (B)) 

If the Provider is conducting plan review, they must provide compliance affidavit(s). Even if the plans 

are stamped, the affidavit is still required. Multiple forms can be submitted for multiple plan reviewers. 

Or the multiple reviews may sign one form. 

 

• Qualifications (FS 553.791 (3)/(8)) 

The Provider’s designated inspectors and reviews must be listed with their current licensure. If one of 

the licensed individuals is expired or delinquent, they will either need to provide proof of licensure 

reinstatement or be removed from the qualifications list. Examples of qualifications include their actual 

DBPR issued certificates, a printout of the DBPR website showing their licensure or resumes including 

their licensure. The Jobsite ID forms are not valid qualification forms. 

 

• Certificate of Insurance (FS 553.791 (4) (B)) 

The Provider must hold a Liability Insurance policy of a minimum of $1,000,000.00 per occurrence and 

$2,000,000.00 aggregate for all projects evaluated under $5,000,000.00. For all projects exceeding the 

$5,000,000.00 evaluation, the Provider must hold a Liability Insurance policy of a minimum if 

$2,000,000.00 per occurrence and $4,000,000.00 aggregate. 

 

• Note: 

Jobsite ID Form 

Private Provider Jobsite ID Forms are no longer required per Florida Statue 553.791. Note that such 

forms, if in conflict with the submitted qualifications, will result in a review denial. 

 

 

 

 



Each submittal is dependent on the provided services and signees. If the owner does not sign, and 

another individual signs on their behalf, then verification documentation will be required. If the Provider 

is only performing inspections, then the requirement of a Plan Compliance Affidavit is null and void. If 

the Provider does not meet the criteria of “Duly Authorized”, worker’s compensation insurance is not 

required. 

 

The Town’s Blank Submittal Packet is not required to be completed for a Private Provider Submittal in 

the Town of Orange Park. It is an example of the aforementioned documentation. If a Provider’s 

propriety forms conform to FS 553.791, those for will be accepted as a valid Private Provider Submittal, 

per the Town of Orange Park’s Building Official. 

 

• Inspection Scheduling 

Private Provider inspections are not to be scheduled through our online portal. An email notice may be 

sent to ecd@townop.com. All inspection reports, Certificate of Compliance, and Provider inquiries shall 

also be remitted to ecd@townop.com. Inspection requests must be submitted by 5:00 p.m. Monday 

through Friday. Inspection results shall be submitted within 48 hours via email.  

 

For projects requiring multiple inspections, all Preliminary, Rough, and Final Inspections may be 

submitted with the Certificate of Compliance at the end of the project. If the recorded date of any 

inspection included in the final report is more than 180 calendar days from the issuance date or last 

passed inspection, a repurchase of the permit will be required prior to any permit finalization actions. 

 

Note: For New Single-Family Residences and Non-Residential Construction, there are certain Town 

requirements that must be met prior to permit finalization and Certificate of Occupancy and or 

Certificate of Completion issuance.  

 

• Private Provider Frequently Asked Questions 

Still have questions about being a Private Provider, the Building Officials Association of Florida 

(BOAF) FAQ page has answers to common questions. Please visit https://boaf.net/page/PPFAQs  
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