Martin County Land Management Citizen Access

Shoreline Stabilization Permitting (SSP) Application

Help Document

This document may be reproduced upon request in an alternative format by contacting
the County ADA Coordinator (772) 320-3131, the County Administration Office (772)
288-5400, Florida Relay 711, or by completing our accessibility feedback form at

www.martin.fl.us/accessibility-feedback

This is a step-by-step instruction manual to successfully complete a Shoreline
Stabilization Permit (SSP) application by providing stepwise directions to the County’s

Accela Citizen Access (ACA) permit application portal.

Important - For Repair/Replacement of previously permitted Seawalls and retaining
walls, please contact Martin County Building Department - these applications must be
initiated through the Building Department and not as a Growth Management

Department (GMD) application.


http://www.martin.fl.us/accessibility-feedback

Important - For Repair/Replacement of preexisting unpermitted shoreline stabilization

structures please use the “New Structures SSP” application option.

GMD Shoreline Stabilization Permit types:

e Vegetation Only
e New or Replacement Living Shoreline
e New Riprap
¢ New Retaining Wall
o separate building permit may be required.
e New Seawall
o separate building permit is required.

e Repair or Replacement of previously permitted riprap.

Other Shoreline Construction Permits available through Building

Department:

e Repair or Replacement of Seawall

e Repair or Replacement of Retaining Walls

All SSP applications are a 2-part process:

1. Pre-Application Evaluation and issuance of a Determination Letter
e Required so staff can evaluate the site and determine whether the

shoreline qualifies for a shoreline structure.

o |f staff determines the shoreline qualifies for a structure, a Determination



Letter will be issued. This Determination Letter is required for most
Shoreline Stabilization permit applications.
2. Shoreline Stabilization Permit application, review, and issuance
¢ New seawalls and retaining walls may require a separate construction permit
issued by the Building Department
Before you begin part 1 (Pre-Application Evaluation,) the following information and
documents are required:

1. Active Accela Citizen Access (ACA) Account

2. Parcel control number for property (Property Appraiser Search)

3. Deed

4. Survey — older survey will be accepted but an updated survey may be
required for Part 2

5. Site Plan — showing proposed construction with dimensions and/or drawn to
scale.

6. Agent authorization form (Blank Form), if you are applying on behalf of the
property owner.

7. Payment information — permit fee payments are accepted in form of credit

card payments only.

Before you begin part 2 (Permit Application,) the following information and documents

are required:

1. Payment information — permit fee payments are accepted in form of credit

card payments only.


https://aca-prod.accela.com/martinco/Default.aspx
https://www.pa.martin.fl.us/
http://fl-martin-appraiser.governmax.com/propertymax/rover30.asp?sid=DFF11933F7EF4292A5D5091A62875192
http://fl-martin-appraiser.governmax.com/propertymax/rover30.asp?sid=DFF11933F7EF4292A5D5091A62875192
http://fl-martin-appraiser.governmax.com/propertymax/rover30.asp?sid=DFF11933F7EF4292A5D5091A62875192
https://www.martin.fl.us/resources/env-agent-authorization-form
https://www.martin.fl.us/resource/env-agent-authorization-form

2. Planting Plan — as identified/required in Part 1 or Part 2 review of project.
3. Survey (revised as needed) - a current boundary survey of property may be
required to identify the MHW line following Part 1.

4. For permitting new structures:

e Grading Plan — including stormwater treatment area where appropriate.

e Structural Drawings — Plan-view and cross-sectional drawings to scale, as

prepared by a qualified professional or engineer.
e Erosion Control Plan & Building Permit — for replacement seawalls or

retaining walls only.

Shoreline Stabilization Utilizing Native Vegetation

Martin County encourages stabilization utilizing native vegetation, such as with a living
shoreline. The fees for utilizing this stabilization method and permit review time are

significantly reduced.


http://fl-martin-appraiser.governmax.com/propertymax/rover30.asp?sid=DFF11933F7EF4292A5D5091A62875192

GENERAL ACA PORTAL APPLICATION FEATURES:

Martin County Florida

Your County. Your Community.
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Function Tabs:

Home Tab:
° Dashboard — provides a
list and links to all applications
_ m Search  Schedule Create
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list and links to all submitted My Records
applications. | My A

° My Account — lists all —
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account holder’s attributes.

e  Advanced Search — Search for a Licensee

provides search for property

information or a license.



Search Tab:

o Provides search options

for building permits, lien St Schedule  Cre:

records, licenses, fire permits,
development review
applications, Public Works
permits, Growth Management

permits, and Ultilities permits.
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Schedule Tab:

. Allows user to schedule

building or fire inspections

assigned to issued permits.




Create Tab:

Create

° Allow the user to request a
lien search as well as submit
applications for Building, Fire
and Growth Management

Divisions.

Growth Management Application Portal:

e Application type indicates application category throughout the process.
o Progress tabs track the application submission process.
o “Save and resume later” allows for saving application mid-progress.

o Use the “Continue Application” icon to move forward with application

process.
Application type indicates application Progress tabs track the application
category throughout the process. submission process.
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STEP-BY STEP INSTRUCTIONS FOR A
SHORELINE STABILIZATION PERMIT
APPLICATION

Part 1 — Apply for a pre-application evaluation and
determination letter.

o Begin by creating a “Growth Management Permit”.

Create - ‘
Begin by creating a “Growth Management

Building Permit Permit”.

Request Lien Search

Fire Permit

Growth Management Permit
ﬁ

e  Select “Shoreline Stabilization Permit (SSP)” option.

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

» Environmental

) Land Clearing '\ -- :':r- r 1 /
Select “Shoreline Stabilization Permit (SSP)” option.

Step 1 — Shoreline Stabilization: Screening Questions:

e Select application type.
o Depending on the type of Shoreline Stabilization selected, additional

drop-down menus become available.



Is Shoreline Stabilization permit right for you?

* This application is for:

Select application type.

e Select appropriate responses regarding previous permits and proposed
structure type.
o To obtain information on previously permitted structures use the Search

feature in the ACA Portal or submit a Request For Information.

Step 2 - Site Information:

e Use the Parcel Control Number (PCN), property address or owner’s information
to locate site information and details.
o Once located, the search engine will automatically provide remaining property

information currently on record.


https://www.martin.fl.us/martin-county-services/environmental-division-request-information

Step

Parcel

* Parcel Number.

Address

Use the Parcel Control Number
(PCN), property address or
owner’s information to locate site
information and details.

Street No. Direction: Street Name: Street Type:

Unit Type:

Once located, the search engine
Owner Name: will automatically provide
remaining property information
o currently on record.
Address Line 2.
City State Zip

3 — Project Information:

Provide all current and proposed shoreline stabilization information required.
o *Indicates required fields.
o Agents applying on behalf of a property owner will require to submit an
Agent Authorization Form during Step 3: Document Upload. Staff may

require the original document be submitted prior to permit issuance.
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Custom Fields

SHORELINE STABILIZATION

* Length of shoreline to be developed (in feet):

* Describe proposed work within shoreline protection zone or

wetland buffer: .
Provide all current and

proposed shoreline
stabilization information

Proposed elevation of structure (NAVD): required.
* Native shoreline vegetation to be provided: —Select- . * Indicates requ ired
fields.
Proposed stormwater treatment feature: Sele -
*Mangroves present on shoreline:
() Yes () No

* Are you an agent applying on behalf of the property owner:

Agents applying on behalf of a property owner will require to submit an Agent Authorization Form
during Step 3: Document Upload. Staff may require the original document be submitted prior to
permit issuance.

Step 4 — Contact Information:

Required:
o Provide accurate applicant and owner contact information.

o If you are Agent for owner, provide Agent contact information under

Applicant.
e Optional: Provide accurate contractor contact information.

e Returning ACA system users may have previously saved contact information i
their accounts.

e Select “Add New” to create and/or add new contact information.

n
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Applicant Required:

- Provide accurate applicant and
owner contact information.

- If you are Agent for owner,
provide Agent contact
information under Applicant.

Ploate use Select from Account 1o add and exrting contact snd Add New (o creste 5 new conisct 16 your sceount

m Returning ACA system users may

Licansed COmMmetor have previously saved contact
information in their accounts.

Optional: Provide accurate
contractor contact information.

Please use Select from Account 10 add and existing contact and Add New 10 Create & new CONLECE 10 yOur scoount

Select “Add New™ to create and/or

_s"'“"""“‘m"“ m add new contact information.

Step 5 — Documents

1. List of required documents:
e All Shoreline Stabilization applications require the following
documents:
o Deed
o Site Plan
o Survey
e Repair or Replacement of living shoreline or riprap
applications require the following documents:
o Proof of Previous Permits
e Agents applying on behalf of the property owner are required
to provide the following document:
o Agent Authorization Form
o Additional documents may be required following
application review by staff.
2. Click “add” to upload a document.

e Multiple documents can be uploaded at one time.

12



PLEASE NOTE:
Documents or files should be named in & way that identifies the content of that file
You are not allowed to upload a fike that has any of the following isswes:

1 The file name excesds 50 characters (including spaces but not the extension)

alns any of these special characters: 'aRSs%0/

5ing a Thumb Drive and do NOT attemnipt to upload them here.

T i f

The
EXCLUDED FILE asp, bt chm cmd.com. cplexe:htachtrm, htmlans s jar s se-bib ok mdemht, mitml msc, mspomst phyopid scr,sct shb:sys:vb-vbe, vis ved wsc wil wih

Name Type Skre Latest Update Ation

Click “Add” to upload a document.

1. Click “add” to upload a document from your computer or other storage

drive.

e For faster permit processing please name your documents in a way
that describes the file. For example, “Erosion Control Plan.pdf’ or
“‘Deed.pdf,” etc.

File Upload ‘ T | s
’ o e

Click “Add” to upload a document from your computer or other storage drive.

2. Once the documents have uploaded, the status bar for each file will show

13



“100%.” Click “continue” or “add” to upload additional documents.

File Upload

The maximum file size allowed is 100 MB.
EXCLUDED FILE
TYPES:ade;adp:aspx;bat.chm;cmd;com;cpl.exe;hta;htm;htmlLins;i

Agent Authorization Form.pdf 100% Once the documents have uploaded, the
P — status bar for each file will show “100%".
Click “Continue” or “Add” to upload
additional documents.

Property Deed pdf 100%

Site Plan. pdf 100%

3. Categorize the uploaded documents as per the options available in each
dropdown window.

e Note: Category “Other” will require a description for the uploaded

document to be provided in the “Description” field.

Name Type Sire

N0 records fiound.

Categorize the uploaded documents as per the

options available in each dropdown window.

NOTE: Category “Other” will require a
description for the uploaded document to be
provided in the “Description” field.

“Type:

Gt

4. Once all documents have been categorized click “Save” before proceeding with
application.
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Step 6 — Review:

e Step 6 allows applicant to do a full review of information and

documents provided in the application.

e “Edit” buttons allow to return to each section and edit submittals as

needed.
e Carefully review the Certification Statement and check the “Agree”

box to proceed.

15
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= | | step 6 allows applicant to do a full
review of information and documents
— provided in the application.

“Edit” buttons allow to return to each
section and edit submittals as
needed.
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Carefully review the Certification
Statement and check the “Agree”
box in order to proceed.

Step 7 — Pay Fees:

e Once all submittals are completed appropriate application fees will
be applied.

e Fees vary based on application type.

e Click “Continue Application” to proceed to payment screen.

e Permit fee payments are accepted in form of credit card payments
16



only.

¢ Provide all required payment information and click “Submit

Payment.”
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Payment Options

o bt Chargeind 30000

/ type.
Comntrne Applicatin »

Once all submittals are
o Ll completed appropriate

60 50

— application fees will be applied.

Fees vary based on application

Click “Continue Application” to
proceed to payment screen.

Permit fee payments are accepted in form of
credit card payments only.

Provide all required payment information and click
“Submit Payment”.

————

J—

Step 8 — Application Submittal:

e This screen indicates that the permit application and payment were

successfully submitted, and the application is completed and

forwarded to County Staff for review.
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Completed application is identified by a unique Record number.
The “View Record Details” button leads to an overview of the
application (more details below).

Select “Processing Status” option from the “Record Info” drop down
window to monitor the status of your application.

Once the County has completed the review, a
notification/Determination Letter will be issued to the applicant.

This status will be indicated by a golden asterisk next to the
“Notification” link.

The notification/Determination Letter will outline the recommended
shoreline stabilization and permit options and requirements.

Part 2 of the application process will be initiated by the County by

listing any required additional fees and/or documents.

18
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This screen indicates that the permit
application and payment were successtulby
submitted, and the application is completed
and forwarded to County Staff for review.

.

The “View Record Details™ button leads to an

overview of the application (more details below).

Record GMD2025060006:
Shoreling Stabilization Permits (S5P)
Record Status: In Review

R cad Infa = Paypinasiiti =

Record Datails

\\

Completed application is identified by a
unigue Record number.

Select “Processing Status™ option from the

Pr g Stk _—/ Record Info™ drop down window to

Related Records
Attachments o
Inspections

Thove are o ¢ormpleted inypas ki on thi res oed

mionitor the status of your application.

Once the County has completed the

Processing Status review, a notification/Determination
9 Letter will be issued to the applicant.

5 b Sufficiency Rewiew

Engirseering Oualihcation Revew
« » Emaronmental Qualification Revew
0 ¥ Cuabheston Review Contobdaton
ity QR

Durector Revsew

BOCC Approval
76 » Document Setup
& »  Moufication

This status will be indicated by a golden
asterisk next to the “Motification” link.

The notification/Determination Letter will
outline the recommended shoreline
stabilization and permit opticns and
reguirements.

Part 2 of the application process will be

initiated by the County by listing any
reguired additional fees and/or
documents.
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Part 2 — Shoreline stabilization permit application, review,
and issuance

e Once the County has completed the review, additional documents
and/or payments may be required.

e |tems requiring applicant’s attention will be indicated by an
hourglass icon.

e Click on the triangle next to the hourglass icon to see the details of

pending items.

Processing Status Once the County has completed the review,
additional documents and/or payments may be
¥ Sufficiency Review required.

Engineering Qualification Review
»" » Emvironmental Gualification Rewew

. b Gualification Review Consolication ltems requiring applicant’s attention will be
y QA2 indicated by an hourglass icon.
Dargctor Rawview o
BOCC Approval
» Document Sewp / Click on the triangle next to the hourglass icon to
- »  Maotification o see the details of pending items.

: w Permit Application

Due on 061 772025, assigned to Karen Sjoholm
Marked as Payment Required on 061 TI2025 by

Due on 061 72025, assigned to Karen Sjoholm
Marked as Complete on 06/17/2025 by Maddie C

To resolve payments requirement:

e Select “Payments” tab to see a list of pending.
e Outstanding Fees can be paid using the “Pay Fees” link. See Step

7 above for directions on fee payments.

e Invoices for each “Paid” fee can be obtained via the “View Details”

links.

20



Select “Payments” tab to see a list of pending

Record Info - Payments -
Fees

Outstanding.

Date evwcnce Mumibed A

DE/ITIZ02S Pay Fees

DESLTI2025

Total cutstanding fees: 51840
View Details
View Details

Outstanding Fees can be paid using the “Pay Fees”
link. See Step 7 above for directions on fee payments.

Invoices for each “Paid” fee can be obtained via the “View Details” links.

To resolve additional information requirement:

Option
1. Check Record Details for any conditions added to the application:
¢ Click on “View Condition” to see detailed application requirements.

Record GMD2025060006 Add to collection
Shoreline Seabilization Permins (S59)

omn @
Record Status: Additional Info Required

Racord g = [ Condions u

A nobics wan sdded o thm record on G600

Click on “View Condition"” to see
detailed application requirements

2. if conditions are not added/listed on the application please reach out to the permit

21




reviewer for additional information.

e When all application requirements are met, the permit issuance will be

indicated in the Record Info/Processing Status area.

Record GMD2025060006:
Shoreline Stabilization Permits (SSP
Record Status: Permit Issued

Record Info - Payrments -

Record Details

procesing s U

Related Records

ification Review

Attachments
salification Review - ]
Inspections lew Consolidation When all application requirements are met,
v oAz the permit issuance will be indicated in the
Director Review Record Info/Processing Status area.
BOCC Approval

= ¢ Document Setup
o B Motification

= ¢ Permit Applcation
Engineering Réview
" » Emvircnmental Review

= w Parmit lzsuance

oK
Marked as |ssued on O 028

p Inzpections
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