
New Contractor License Applications Through the ACA Portal 
The city has moved to online license applications and renewals. Please see 
instructions and requirements for new license applications on the following pages. 

ACA Portal Access - 

New license and license renewal applications are submitted through the ACA Portal 
link below. You will need to log in using your portal account (see Portal Accounts 
for instructions). NOTE: Chrome users may receive a site not found message. In 
this case, please use a different browser.

ACA Portal Link 

Portal Accounts - 

If you already have a portal account, review Requirements for New License and 
proceed to application instructions (see How to Apply for a New License Online). 

If you DO NOT already have an account - 

1. Follow instructions to create an account - (see How to Create a Portal Account)
2. Once you’ve created an account, review Requirements for New License and

proceed to application instructions (see How to Apply for a New License
Online).

If you are unable to apply online or require special accommodations, please 
contact us for an appointment to assist you. 

Have Questions?  Feel free to reach out! 
Email:  building.inspection@longmontcolorado.gov  
Phone: 303-651-8332 (ask for the licensing coordinator) 

NEXT: Requirements for New License 

https://aca.longmontcolorado.gov/CitizenAccess/Default.aspx?_gl=1*126yb74*_gcl_au*MTY1OTI3MjYzMS4xNjk3NTU0ODg3&_ga=2.19307960.1436579450.1697494513-319723758.1697494513
mailto:building.inspection@longmontcolorado.gov
https://aca.longmontcolorado.gov/CitizenAccess/Default.aspx


Requirements for New License - 

You will need to upload specific documents to the portal as part of your 
application. Please see a list of requirements by license type below. You can find a 
list of license types and descriptions on the pages below.

Electrical – 1. Copy of Colorado State Master Electrician License
2. Copy of Colorado State Electrical Contractor

License
3. Proof of liability insurance  - must list City of

Longmont, 350 Kimbark Street, Longmont, CO
80501, as certificate holder.
Minimal coverage of:

a. • $1,000,000 combined single limit (CSL)
b. • $2,000,000 general aggregate
c. • $2,000,000 products completed aggregate

4. No fee is required for this type of license
Plumbing – 

1. Copy of Colorado State Master Plumber License
2. Copy of Colorado State Plumbing Contractor License
3. Proof of liability insurance - must list City of

Longmont, 350 Kimbark Street, Longmont, CO
80501, as certificate holder.
Minimal coverage of:

a. • $1,000,000 combined single limit (CSL)
b. • $2,000,000 general aggregate
c. • $2,000,000 products completed aggregate

4. A fee of $75 is required upon application approval

Mechanical – 

1. Copy of ICC Master Mechanical certificate
2. Proof of liability insurance - must list City of

Longmont, 350 Kimbark Street, Longmont, CO
80501, as certificate holder.
Minimal coverage of:

a. • $1,000,000 combined single limit (CSL)
b. • $2,000,000 general aggregate
c. • $2,000,000 products completed aggregate

3. A fee of $75 is required upon application approval



General Contractor License A, B, or C – 

Please see License Types/Descriptions page for a description of work 
associated with each class. 

1. Resume of contractor experience –
• This should be a list of 10 –12 previous projects related to license class
• Work should support the license type. See License Types/Descriptions

page for more information.
• Please include the project address, job name (commercial build, tenant

improvement, basement finish, deck, new home build, etc.) and a brief
description of the work performed.

• This resume will be sent to the city’s Chief Building Official for review.
2. Copy of ICC General Building Contractor A/B/C certificate
3. Proof of liability insurance - must list City of Longmont, 350 Kimbark

Street, Longmont, CO 80501, as certificate holder.
Minimal coverage of:

• $1,000,000 combined single limit (CSL)
• $2,000,000 general aggregate
• $2,000,000 products completed aggregate

4. A license fee is required upon application approval
• Class A - $175
• Class B - $125
• Class C - $100

Class D (Specialty) Licenses – 

Please see License Types/Descriptions page for a description of 
work associated with each class. 

1. Proof of liability insurance  - must list City of
Longmont, 350 Kimbark Street, Longmont, CO
80501, as certificate holder.
Minimal coverage of:

• $ 500,000 combined single limit (CSL)
• $1,000,000 general aggregate
• $1,000,000 products completed aggregate

2. A fee of $75 is required upon application approval.

NEXT: License Types/Descriptions 



License Types/Descriptions - 

General Contractor License Classes/Work Descriptions - 

Class A. The Class A license entitles the licensee to contract for the construction, 
alteration or repair of any type or size of building or structure permitted by the 
International Building Code, including Type IA or Type IIA construction, except 
electrical, plumbing, mechanical, fire extinguishing, and elevators. The holder of a 
Class A can demolish any building or structure (or portion thereof) when rebuilding on 
site.  

Examples: High-rise buildings, hospitals, parking structures, industrial buildings 

Class B. The Class B license entitles the licensee to contract for the construction, 
alteration or repair of any type or size of building or structure permitted by the 
International Building Code except those classified as Type IA or Type IIA construction, 
or electrical, plumbing, mechanical, fire extinguishing, and elevators. The holder of a 
Class B can demolish any building or structure (or portion thereof) when rebuilding on 
site. 

Examples: Tenant finishes and remodels, small/medium commercial builds 

Class C. The Class C license entitles the licensee to contract for the construction, 
alteration or repair of single-family dwellings, or multi-family dwellings with a maximum 
of four dwelling units and three stories or less in height, including accessory buildings. 
The holder of a Class C can demolish buildings or structures (or portion thereof) when 
rebuilding on site. 

Examples: Basement finishes, residential remodels and additions, decks/pergolas, 
garages 



Specialty License Types - 

D01- Lathing, Plastering, Drywall, Stucco 
D02- Roofing, Waterproofing, Gutters 
D03- Masonry, Fireplaces (Brick/Stone) 
D04- Concrete Foundations, Caissons 
D05- Wood Framing 
D06- Swimming Pools & Spas 
D07- Structural Metals 
D08- Precast Concrete Building Units 
D09- Prefabricated Metal Patios, Carports, and Awnings 
D10- Siding 
D11- Elevators 
D12- Demolition 
D13- Moving 
D14- Fire Sprinklers 
D15- Low Voltage 
D16- Lawn Sprinklers 
D17- Signs 
D18- Manufactured Home Installer (Mobile Homes) 
D19- Replacement Windows, Including Glass & Glazing 
D20-Specialty - Other Not Listed 
D21- Fence 
D22- Insulation 
D23- Gas Fireplaces, Including Gas Piping 
D24- Commercial Kitchen Hood Cleaning 

NEXT: How to Create a Portal Account 



How to Create a Portal Account



Rev. (date) / ver. (version) 

Welcome to the Citizen Portal page.  This website allows users to submit various types of applications 

or code complaints.  This website will also allow users to search existing permit information for any address within the 

city of Longmont.  The current available applications are: 

 Building

o Combo Permit –Residential

o Fence

 Enforcement

o Create a Complaint

 Licenses

o Contractor Application

o Backyard Chicken Hens

o Wood Burning

o Sales and Use Tax

After loading the website, you will 

be directed to the home page.  

More features become visible once 

you log in.  

Please register for an account to 

take advantage of an easier way to 

apply for various applications. If you 

work for a company as an assistant 

it would be best to create an 

account on behalf of the company.  

Please take note of announcements 

and information about upcoming 

maintenance or down time in the 

center of the page. 

The Home Page 

ACA Citizen Portal - Guide for Public Use 
https://aca.longmontcolorado.gov/CitizenAccess/ 

This guide demonstrates how to register for 

an account. After registering for an account 

a user will be able to submit applications 

and file complaints.  

https://aca.longmontcolorao.gov/CitizenAccess/


Rev. (date) / ver. (version) 

In order to submit an application or complaint online, you 

must register for an account.   

1. Click either one of the links shown below to get

started.

2. Click Register Now on the page that displays next.

3. A disclaimer about the website and user information

will display.  Check the box accepting the terms of the

disclaimer, then click Continue Registration.

4. Complete the Account Registration form.  For help

with any of the fields, click the question mark at the

right end of the field.

5. Click the Add New button at the bottom of the form

displayed above.

6. Complete the Contact Information form, then click

Continue.

To register for an account 



Rev. (date) / ver. (version) 

1. On the home page, enter the User Name and

Password that you created when you registered for

your account, then click Login.

To log in 

How to Apply for a New License Online



How to Apply for a New License Online



4. In the Contractor drop down menu, choose Contractor Application. Then click on 
Continue Application. 

 

 
 

5. In the Applicant section, click on Add New.  

 
6. Fill out the information in the pop-up box and click on continue. 

 
 
 

7. In the Qualified section, click on Add New 



 
8. Fill out the information in the pop-up box and click on continue. 

 
 

9. Make sure information is correct and click Continue Application. 

 
  



10. Under General Information, fill in state license number and state license 
expiration only for Electrical or Plumbing licenses. Choose contractor type from 
the drop-down list. For more information regarding license types click here.

 
 

11. Under Insurance, fill in information. For coverage requirements, click here. After all 
information has been filled in, click on Continue Application. 

 
  

https://www.longmontcolorado.gov/departments/departments-a-d/building-inspection/contractors-information-and-resources/types-of-contractor-licenses
https://www.longmontcolorado.gov/departments/departments-a-d/building-inspection/contractors-information-and-resources


12. Add attachments required for your specific license type by clicking on the Add 
button.  

Document Requirements: 
a. Class D – Certificate(s) of Insurance 
b. Class A, B, C – Certificate(s) of Insurance; Resume of Experience 
c. Class M – Certificate(s) of Insurance; ICC Master Mechanical Exam Results 
d. Class E - Certificate(s) of Insurance; Colorado State Master Electrician and 

Electrical Contractor Licenses 
e. Class P - Certificate(s) of Insurance; Colorado State Master Plumber and 

Plumbing Contractor Licenses 
 

 
13. In the pop-up box, click on Add to upload documents. Once you’ve uploaded all 

documents, click on Continue. 
 

 
  



14. For each uploaded file, choose a file type (insurance, license letter, etc), give a 
brief description and click on Save. 

 
15. When all document information is complete, click on Continue Application. 

 
16. Review application – this page gives a summary of all information entered. Review 

this information. When finished, click on Continue Application. 
 

17. Confirmation – You should see a confirmation message and an application number. 
Please make note of the application number which will be used when making 
inquiries. 

 
  



18. You should be able to view your application number by clicking on Licenses in the 
banner towards the top of the page. 

 
19. Once your application is complete, you can pay the required fees, by opening the 

application under Licenses, and clicking the Payments tab. 
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