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Instruc�ons for Change of Subcontractor Process

changeofcontractor@colliercountyfl.gov

This form is to be used to replace a subcontractor from an applica�on or issued permit. For this process, there must
be a subcontractor to replace the one iden�fied on the Permit. 

1. A fee will be assessed if the permit has been issued.
2. For owner/builder permits the owner-builder assumes the role of the contractor’s tasks stated below.

SCENARIO 1: 
The subcontractor is required to complete this Change of Subcontractor No�fica�on form. This form no�fies the county
that there is a new subcontractor that is replacing the subcontractor iden�fied on the permit.  The form requires the exis�ng
subcontractor and the general contractor to sign their respec�ve sec�ons in the presence of a notary.

SCENARIO 2: 
The Change of Subcontractor No�fica�on form is required to be completed by the proposed subcontractor in Sec�on B and
the general contractor in Sec�on C.  Sec�on A does not need to be filled out.

The contractor prepares a Le�er of No�fica�on to Subcontractor of Termina�on from a Building Permit and 
sends it to the subcontractor iden�fied on the permit by way of cer�fied mail.  The le�er of no�fica�on to subcontractor for
termina�on form must be signed by the contractor in the presence of a notary.

The Contractor must send a copy of the change of subcontractor no�fica�on form and le�er of no�fica�on to subcontractor
for termina�on from a building permit with the tracking number and/or green cer�fied mail slip to Collier County. This should
be sent once the green card has been delivered or has a�empted to be delivered. This would provide
proof that the subcontractor iden�fied on the permit has been no�fied of the termina�on.
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To be completed a�er mailing to the Subcontractor

Signature of Contractor’s Qualifier:
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Le�er of No�fica�on to Subcontractor for
Termina�on from a Building Permit
This le�er is to inform you,             , the Subcontractor, that you are
being terminated from the Collier County Permit Number                     , 
associated with the structure located at                                               , as of 

      (termina�on date).  The reason for this termina�on is due to: 

changeofcontractor@colliercountyfl.gov

Printed Name of Contractor’s Qualifier:

Notarized Signature

Cer�fied Mail Receipt/Tracking Number:

(This information must be provided to Collier County as proof of notification)

State of ______________________________ County of  ________________________

The foregoing instrument was acknowledged before me by means of   ☐ physical presence or  ☐ online notarization this ______ day of

 _________________, 20 ____, by (printed name of subcontractor’s qualifier) ______________________________________________

Such person(s) Notary Public must check applicable box:        

☐ Are personally known to me
☐ Has produced  a current drivers license _____________________________________
☐ Has produced ___________________________________________   as identification.

Notary Signature: ______________________________________________________

Notary Seal

Must Comply with Notarial Law
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