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Portal Overview 

The portal process is used by various departments in the city and Development 
Applications have taken the opportunity to extend this function to allow for online 
submissions of applications and supporting documents / plans.  This is a multi-
phased project, and the first set of applications were “turned on” for online 
submission January 7, 2024.    
 
For questions concerning the Development Application process in the Portal, 
please contact the City Clerk’s office: (941) 263-6451. 

 
 
  



Portal Link 
To access the portal, use this link:  htps://�gportal.sarasotafl.gov 
Can also be found on these city web sites:   
  

Development Applications 

 
 

Development Application Forms 

 
 
  

https://ftgportal.sarasotafl.gov/
https://www.sarasotafl.gov/government/city-auditor-and-clerk/development-applications
https://www.sarasotafl.gov/government/development-services/development-application-forms


How to set up an account. 
 
Anyone using the portal must have a user account, which you can register for on 
the initial sign on screen.  If you have an account for other portal functions, it will 
also work for Development Applications. 
 

 
 
 To create your account 

• Select the blue Register Now button. 
• Select a Logon ID and Password 
• Personal Information 
• Select the Create User Button 

 
An email will be sent to confirm your email address. 

 
Mandatory Information has the red * 

 
  



How to create an application 
 
When you first log into the portal, the following screen is presented. Development 
Application function can be accessed from the links with the red arrow,   
 

  
 
 
Select the first link:  Development Application Online Services, the following 
screen is displayed. 
 

 
 
The screen will present a Create Application link (red arrow) for you to launch to 
the create Development Application process.   Select that link. 
 



 
A confirmation screen appears, click on the Create Application button. 
 

 
 
 
A screen is displayed with instructions on how to fill on the application, click on 
Enter Application details (Form A)  
 
1. Enter application details (Form A) 

 

 
 
The following screen is presented, which is a digitized Form-A. 



 
 

Key things to consider when filling out the application: 
• Required fields have the red *. 
• Use the tab key to move through the fields, the enter key audits the form for 

completeness. 
• Property address and Parcel ID are connected, so if you put a street in and hit 

the “search for a property address” button 

 
   
 
 
 
 
 
 
 

a screen appears for you to select the right location and fill in details. 



 
 

 
• Based on the type of application being submitted, minimum submission 

guidelines link will be provided.  Review these guidelines and click the 
checkbox. 

 
Once an application is complete, then press Continue to save the application 
and continue to the plan uploads step.  You may also print a copy of the 
application, save an incomplete application, or exit without saving.  

 
2. Upload Plans 

 
The Upload Plan screen is displayed where supporting documents (aka: 
plans) are uploaded. The minimum submission guidelines for the 
application will specify the document to upload and whether to use Plans 
or attachment.   PDF requirements are listed.   Click on the subject type to 
upload the PDF. 



 

 
 
Pop up is displayed to upload the PDF 

1. Enter a description of the PDF 
2. Choose or drop in the file 
3. Click the upload button 

 
 

A success or not success message will appear, click ok, and screen will 
display your uploaded file  
 

 
 



Click on the button at the bottom of the list 
 

3. Upload Supporting Documentation  
A screen for  is displayed. Additional 
documentation and forms may be submitted here similar to submitting a 
Plan.  
 
Forms listed may be downloaded (using the link on the right of the page), 
completed and submitted. 

 
 

 Click on  
 

4. Submit application for Processing 
Screen will display to confirm application fees and enter payment detail. 
 
If fees apply but are not due at time of submitting the application, an 
invoice will be emailed to the applicant once the Clerk has reviewed the 
application for completeness and associated fees.  
 

Note:  Incomplete applications will be deleted after 90 days if not submitted. ** 
 

 
How to Display your applications 

Once you have submitted an application on the main screen for development 
Applications you can see all your applications and click on any of them to display 
the details. 



 
 
How to update an application once it has been submitted 

If you need to update an application, display it as described in the previous 
section, and make updates and resubmit.  
 

 Updated supporting documents / attachments can be submitted. 
 
How to cancel an application that has not been submitted. 
In the case you have started an application but need to cancel it, there is a button in the 
bottom right had corner of the application that can perform this function. 
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