Create an Account & Apply for a Contractor License on CitizenServe
1. Go to https://www.citizenserve.com/shaker

2. Click LOGIN in the top right corner of the screen.

3. Click REGISTER NOW if you do not have an account for Shaker Heights. If you do already have an
account, login using your username and password and skip to step 6.
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4. Select “Contractor” for the Registration Type from the pull-down menu.

5. Fill in the form, select a username and password, and click SUBMIT. Anything marked with a red
line is required.
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6. Under Contractor License on the My Account page, click APPLY FOR A LICENSE.

7. Enter the Physical Address of your business. Click FIND ADDRESS.
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8. If you receive the popup below about not being able to find the address, click “Use this address”

9. Fill in the form with the appropriate information. Complete all the fields. Required fields are
indicated with a vertical red line.
10. Press SUBMIT at the end of the form to submit the application. You will receive an email
confirmation that your application was received by the City of Shaker Heights.
11. If Paying by Check or Cash, skip to step 13. If paying by credit card, click “Make Payment”.
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12. Enter credit card information and click “Pay with your Credit Card”.

13. If opting to send a check or pay by cash, you can close the payment page at this point. Please make
your check out to: City of Shaker Heights. Be sure to include “Contractor License” and your
company name in the memo line. Please mail to Shaker Heights Building and Housing Department,
3400 Lee Rd., Shaker Heights, OH 44120. If paying by cash, please make payment at the above
address. Refer to our website for our counter hours: www.shakeronline.com/162
14. Your application is considered incomplete until payment is received and processed. Applications
are processed in the order they are received, typically within 2-3 weeks. However, priority is given
to those that are additionally submitting permit applications. Once your application has been
processed, you will receive an email confirmation and your business will be displayed on the list of
licensed contractors on our website.

Questions?
Please speak with a Permit Specialist in the Building and Housing Department at 216-491-1461
or contact us by email at building@shakeronline.com
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