
Expediter Licensing
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Authority
Section 9-2200 of the Philadelphia Code

No person shall act as an Expediter or solicit to perform as an Expediter unless that person 
possesses a currently valid Expediter license

Expediters. Any person employed or compensated to represent any other person in any matter before the 
Department or the Review Boards or before any of their officers or employees.

Department. Unless otherwise specified, the Department of Licenses and Inspections.

Represent. To prepare and file documents, to correspond or otherwise communicate with City employees 
or officials, or to appear at conferences, hearings, or meetings, on behalf of a client in any matter before 
the Department or the Review Boards.

Review Boards. The Board of Building Standards, the Board of License and Inspection Review, the Zoning 
Board of Adjustment, the Board of Safety and Fire Prevention, and the Accessibility Advisory Board.



Authority
Exceptions

● Licensed professionals , when acting within the scope of their licensed practice area:
○ PA licensed attorney
○ PA licensed design professionals (architects and engineers)

● Licensed contractors may apply for permits under which they will perform or supervise work 

● City or other public officials or employees whose action as an Expediter are in the course of or 
incident to their official duties.

○ Extends to Constituent Services Representatives

● Real estate agent or broker currently practicing under a valid real estate license in 
Pennsylvania seeking property licenses or certificates.

○ May not file for permits



Authority

Additional Notes

● Cannot otherwise do business on behalf of another person without an expediter’s 
license (or meeting an exception). This includes lending assistance at no charge.

● Licenses are linked to the person not the company. An expediter is an individual and 
that is the person that is permitted to do business with the City. That authority cannot 
be delegated to another person in the company.

● Multiple expediter licenses can be linked to the same CAL if employees (or owners) of 
the company. . Licensure is easy. 



Authority
1) File permit applications on behalf of the client.

○ They are considered the primary point of contact for the Department. They are 
responsible for all activity on the permit with the exception of inspections and 
submission of certifications (although they may handle).

○ The Department may still grant access to the owner, make applicant changes at 
the owner’s request, and require meetings with the design professional. 

2) File business and trade licenses on behalf of the client.

3) Represent a client in resolving violations with the Department.

4) File an appeal application with ZBA, BBS, BLIR, PAB, or BOSFP. 

5) Obtain Property Certifications. 



Authority
An expediter license does not authorize one to: 
1) Act as a design professional

o As per 34 Pa. Code § 403.42a, a licensed design professional shall prepare commercial construction plans. An unlicensed 
person may only prepare if there is no compensation and there is no change to structure or egress. 

○ 4-A-304.1 extends the requirement to residential buildings and all projects exceeding $25k, except ground floor additions 
less than 120 sq ft and non-structural alterations to residential buildings less than 5,000 sq ft, excluding excavations. Most 
of these projects would be eligible for an EZ permit. 

2) Act as a real estate agent or attorney.

3) Act as a tax professional.

4) Gain access to a client’s eCLIPSE account through the Department, even if the client has granted 
written permission. 

5) Gain access to a client’s license information without written permission.
An expediter cannot submit annual maintenance certifications on behalf of an inspector. System is designed to validate proper licensure. 



License Requirements 

Requirement Comments Renewal
Commercial Activity License If there is a change to the tax structure, a new CAL is 

required and must update company on license.
x

Tax Compliance Must be current on all City taxes and fines x
Professional Liability Insurance-
min $100k

Must be issued in the name of legal entity; Any DBAs must 
be registered with Revenue tax account

x

Proof of Current Employment or 
Statement of Self Employment

Signed statement on company letterhead

Criminal History Record Search 
by the PA State Police

Cannot have been guilty or pled “no defense” to crimes 
related to fraud or deceit or to violations of PA Public Official 
and Employee Ethics Law within 6 years.

Pattern of convictions within 10-year period is grounds for 
denial. 

X- grounds 
for 
revocation

https://epatch.state.pa.us/Home.jsp


License Requirements
Requirement Comments Renewal
Report of Civil Judgements Copies of any civil judgments against the applicant 

within the prior ten years for fraud, deceptive or unfair 
conduct, negligence, recklessness, or breach of 
contract in a professional capacity.

Pattern of judgments within 10-year period is grounds 
for denial. 

x

Prior City Employment As per 9-2200 and PA Public Official and Employee 
Ethics Law, must be separated from any prior position 
with the City or Board for at least one year.

Cannot be dismissed from employment with the 
Department or with any of the Review Boards due to 
malfeasance or misfeasance within the five years prior 
to the date of application.

Fee $232 annual fee; $20 non-refundable application fee x
MUST REPORT ANY CHANGES VIA LICENSE AMENDMENT WITHIN 3 BUSINESS DAYS



Visit Phila.gov/li for 
complete requirements

http://www.phila.gov/li


View expediter 
licenses, with 
status, and any 
history 
violation. 

Currently have 
107 licensed 
expediters.



Conduct
• May not represent themselves otherwise act as a design professional, attorney, or real 

estate agent.

o Cannot prepare construction plans

• Must engage in a written contract for services, which shall include:

o A description of the specific services to be provided and the relevant price terms,

o A clear disclosure in not less than 14-point font that the Expediter is not authorized to engage in 
the practice of law, architecture, landscape architecture, or engineering, and is not a licensed real 
estate agent or broker, unless the Expediter is otherwise licensed to do so.

Contract must be furnished upon request. Department is authorized to collect with application. 

• Cannot be convicted of crimes of deceit, fraud, etc.



Conduct
• No Expediter shall violate any law in the course of representing any client before the 

Department or the Review Boards, including, but not limited to, the provisions of Chapter 
20-600 ("Standards of Conduct and Ethics").

• No Expediter shall misappropriate or fail to properly and promptly remit funds received 
from a client for the purpose of payment of any fee, fine, penalty or administrative cost to 
the Department or the Review Boards.

• No Expediter or license applicant shall knowingly give false or misleading information in 
completing a license application, in providing changes of information to the Department, or 
in completing an entry of appearance form.

• No Expediter shall knowingly deceive, mislead, or threaten any client or prospective client 
in relation to any representation or solicitation to represent.



Penalty
The Department may revoke or suspend a license for violations of the above conduct. 
Appeals may be filed to the Board of License and Inspections Review.
o Repeated or egregious offenses constitute grounds for suspension or revocation. 

A License Violation Notice may be issued:
o $2,000 for each instance of falsification and up to $300 for all other offenses.

o Unpaid fines are referred to collections and will be grounds to withhold future licenses/permits.

Bank Returns
o Unresolved bank returns will result in restriction in applying or obtaining permits.

o A pattern of bank returns may constitute a violation of licensure.





eCLIPSE
Do not associate contractors with your account, either through a pin or association. 
o Can’t prevent a license holder from giving their information;  however, it compromises both of your accounts. 

o Recommend conducting license activity in-person.



eCLIPSE

Review service 
page and know 
requirements 
before you file.

eCLIPSE is an 
online permit 
application 
and not a 
permit wizard.



eCLIPSE

If you do not see your 
expediter license in pull down, 
contact L&I for assistance.

Enter DPRC, when applicable. 
In no case should an expediter 
identify themselves as DPRC.



eCLIPSE

Ensure owner information is 
correct. If not, enter correct 
information and provide 
deed/ settlement sheet. 

Any incorrect information on 
a permit application can 
invalidate it. 



eCLIPSE

Be sure to enter 
correct natural 
person and 
contact info, if 
required.

This information 
is displayed on 
the permit. 



eCLIPSE

Provide accurate 
responses to each 
question.

A failure to do so 
creates downstream 
delays or may even 
result in a bad 
permit. 



eCLIPSE
The Statement of Special 
Inspections identifies the 
correct eCLIPSE inputs.



eCLIPSE

Ensure that correct gross floor area is entered.

If undercharged for a permit, L&I will submit an invoice to the permit applicant 
upon discovery, regardless of stage. 



eCLIPSE

Enter correct project 
costs.

Enter Occupancy Info. 
This detail is on the plan. 



For combo permits, 
enter accurate trade 
information. 



eCLIPSE

Be sure to enter correct 
information on impacts.

The applicant is named as 
the contact on the notice 
sent out by the 
Department. 



eCLIPSE

Only projects that are NOT eligible for tax abatement are exempt from the tax. 

Revenue will audit permits after completion and, if DIT was required, the owner 
will be assessed with penalty. 



eCLIPSE

Proper 
organization 
of documents 
is essential. 



Resources



www.phila.gov/li

http://www.phila.gov/li


L&I Available Services-Online

All permits and licenses are
available through the online 
portal



Virtual and In-Person Appointments

Can make appointment: 
• online
• Call 311
• Download app
• MSB kiosk

Virtual- next business day

In-Person- same day
May vary during peak days/ 
seasons



Chat
Accessible through any 
eCLIPSE screen

Currently Available 
9am-1pm

Live chat will show ‘we 
are here’

Use chat for targeted application assistance, eCLIPSE questions, and escalations

Do not use chat for assistance in walking through application, plan reviewer or inspector questions, 
questions unrelated to L&I eCLIPSE, basic form requests 



Website Help Services

Service 
Request: 
including 
status of past-
due reviews, 
holds, permit 
access, specific 
code/ process 
questions

Self Help: 
eCLIPSE 
Help, 
FAQs, 
Code 
Bulletins



Website Help Services



Philly 311 Call Center

Call 3-1-1 (215-686-8686) for:
• Service requests
• Direction on connecting with L&I
• Basic information on available L&I services



Permit Navigator
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