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Step – by Step – How to Submit a Contractor License Application 
 

1. Log to your Applicant Portal Account. 
a. If you do not have an account, please make sure you register to create your account. 

2. Once logged in, click Next to start your application. 

 
3. Follow the prompts by clicking the next button again. Once you reach this prompt, click the 

highlighted link to continue through the application process. 

https://cityofaspen.force.com/
https://www.surveymonkey.com/r/SFNewUser


 

 
 
 

4. Once the application has been opened, complete the fields, and 
hit Next.’ 

a) For “Licensee’, you will want to input the name of your 
company. 

b) For ‘Applicant’, you will type your name as it appears on your Salesforce account. 
c) For ‘type’, select the option that best reflects your scope of work. 

 
 
 
 
 
 
 
 
 
 
 
 

5.  
When you reach the page below, please upload a copy of your ID (driver’s license), a 
signed and notarized affidavit of insurance (please note that this is not the same as a 
copy of liability insurance), and a copy of your BEST Card or reciprocal certification. 

a) If you do not have a BEST Card or reciprocal certification, please contact 
cdehadmins@aspen.gov  

 
 
 

 

 

 

 

6. On the final page, you will click and hold the left mouse button to sign your name. 

https://aspen.gov/DocumentCenter/View/181/Insurance-Affidavit-Contractor-License-PDF?bidId=
https://aspen.gov/DocumentCenter/View/4937/Certification-Requirements?bidId=
mailto:cdehadmins@aspen.gov
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When you have completed your signature, hit the ‘accept and save signature’ 
button and then hit the ‘submit’ button to submit your application. 

 

 
 

Once your application has been submitted, someone from our administrative team will 
review the application. Please allow two business days for this to be completed. If 
you have any questions about your application, you can call (970)920-5090 or email 
CDEHadmins@aspen.gov. 
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