
Application Process for Submitting a

Sidewalk Café Permit



Log into Accela, select +New to create Sidewalk Café application

Select Right of Way Permit from the dropdown 

Select +New



Sidewalk Café Application

Select



Sidewalk Café Application

Select



Select 

Sidewalk Café Application

Select Sidewalk Café Application from the dropdown 



Sidewalk Café Application

Must add the address of the proposed Sidewalk Cafe

Add street number and name – DO NOT include 
direction, street type or unit 

Select



Sidewalk Café Application

If multiple addresses appear, select the appropriate address for 
the proposed Sidewalk Cafe

Select

Scroll to the bottom of the page and select Continue Application



Sidewalk Café Application

Select

To add Contact Information, click on one of the three 
options. (SEE FOLLOWING PAGE FOR DETAILS)

The application must include both an 
Applicant and an Emergency contact, and 
they must be two separate individuals

Select 



Sidewalk Café Application

Look Up
Allows searching for a 
currently registered user in 
Accela. For filling in the dialog 
box, all information does not 
have to be filled in. Vague is 
better.  Can search by name, 
address, email, or phone

Select from Account
Information will auto 
populate with the 
person’s information that 
is logged into Accela

Add New
Must fill in all the 
information listed, like 
creating a new account



Sidewalk Café Application

Insert the number of proposed outdoor tables and chairs

Must select and attest that you acknowledge and agree 
to remove all tables and chairs daily, as well as during 
inclement weather, special events, and parades.

Must indicate if alcohol will be served or not. If Yes, 
must provide the approved ordinance or record #.

Use the dropdown arrow and select the location of 
proposed Sidewalk Café location



Sidewalk Café Application

Current Certificate of Insurance is required with City of 
Tampa listed as Certificate Holder and Additional Insured 
– if serving alcohol a Liquor Liability rider is required 
(1,000,000 Per Occurrence / 2,000,000 Aggregate)

Indicate if you propose to have or if you have a Street Café – please 
note that a separate Right of Way Standard Permit is required to 
install a street café and is not included in this application.

NOTE: You must apply for a right of way ROW standard permit to install a street café. Please be aware, an extra fee for the metered parking 
space(s) will be administered during the ROW permit process.



Sidewalk Café Application

Select Add a Row to create the Operating Schedule. If operating on 
multiple days, add another row. 

Once Operating Schedule is created select Continue Application.

Please enter times in the Operating Schedule table in military time format. 
For example, 09:30, 14:00, 15:30, 00:00 (Midnight)

Please enter times in the Operating Schedule table in military time format. 
For example, 09:30, 14:00, 15:30, 00:00 (Midnight)



Sidewalk Café Application

Each of these documents are required to be 
uploaded into the record for application 
acceptance and record processing.

See next page for instructions to Add documents

Select Continue Application once all required 
documents have been uploaded



Sidewalk Café Application

Select Add to upload a 
document into the record

Select Add to upload 
multiple documents and 
select Continue to 
proceed with application

Select the Type of Document from 
the drop down and add the 
Description

Once all documents have been uploaded select Save 
and then select Continue Application



Sidewalk Café Application
Review the record summary for any errors or missing information and edit as needed.

Once you have verified all items are correct, select Continue Application



Sidewalk Café Application

Select Check Out to pay fees. (Fees must be paid prior to application submittal.)

Application fees (where applicable) are non-refundable. Application fees do not include additional fees that may be assessed 
upon staff review of applications for City services.

If paying with eCheck, please ensure to include driver’s license and state for personal checks and tax ID for corporate checks.



Sidewalk Café Application

Select your Payment Type, complete the Billing 
Information and Payment Details. 

Click on Pay to process the payment.



Sidewalk Café Application

Sidewalk Café record number is created, please include this record number 
on all correspondence.



Review Process
1. Sufficiency Review (Three Business Days) - All required documents must be uploaded before the application can be accepted for processing.

• Site Plan – accurately scaled and clearly showing all items within the right of way
• Certificate of Insurance (COI) – with City of Tampa listed as Certificate Holder and Additional Insured
• City of Tampa Paid Business Tax Receipt
• Hold Harmless Agreement – notarized

Note: Applications will not be accepted until all required documents are received.

2. Application Acceptance - Once all required documentation has been submitted and verified, the application is officially accepted for processing.

3. Routing for Departmental Review (Ten Business Days) - The application is routed to the appropriate City departments for review and comments.

4. Review Outcome
a. If all departments approve, the application proceeds to permit issuance.
b. If any department disapproves, the applicant must upload revised documents addressing the disapproval comments.
c. Revised application is resubmitted for follow up review.

5. Permit Issuance – Upon approval:
a. The official approval letter and site plan will be emailed to all contacts listed on the application.
b. A copy of these documents will also be uploaded to the “Documents” section of the application record.

Important: Tables and chairs may not be placed in the public right of way until the approval letter has been issued.

6. Permit Expiration and Renewal
a. All Sidewalk Café permits expire June 30th of each year.
b. A renewal reminder will be emailed to all listed contacts prior to expiration.
c. It is the applicant’s responsibility to ensure all contact information remains current in the record.

Sidewalk Café Application



Permitting Contact Information

Webpage
https://www.tampa.gov/tss-transportation/programs-and-services/right-way-permits

Permitting Intake
Application Review, Issuance, and General Questions
306 East Jackson Street, 4th Floor East Wing
sidewalkcafepermits@tampagov.net
Tampa, Florida 33602
Office: (813) 274-3104

https://www.tampa.gov/tss-transportation/programs-and-services/right-way-permits
https://apps.tampagov.net/mygovtsvcs_webapp/layerparser.html?txtaddress=306%20East%20Jackson
mailto:sidewalkcafepermits@tampagov.net
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