
How to Renew an Electrical Master Permit 
 

1. An Electrical Master [EM] must already be in play – this is the first-�me applica�on for the 
covered facility.  At the �me the required annual inspec�on is done, the Inspector should no�fy 
the facility that they must apply to renew their Electrical Master annually and provide updated 
documenta�on as required at that �me. 
 

2. All fees as per OAR 919-309-0100(10). 
 

3. Covered facility is now applying to renew their Electrical Master – they can already have prior 
EMR renewal records or just the first-�me EM, either way – they must provide updated 
documenta�on as required – OAR 918-309-0100: 
 

a. “Applicant shall file a roster with the inspec�ng jurisdic�on of all electricians currently 
employed by applicant showing name, electrical license number and type of electrical 
license, and all electrical contractors whose work is included under a master permit 
taken out by the owner or opera�ng manager. The roster must be filed at the same �me 
as the permit applica�on … An updated roster shall be filed with the inspec�ng 
jurisdic�on at each master permit renewal.” – OAR 918-309-0100(6)(b) 
 

4. Locate the ini�al EM, even if there are already other EMR records in place – copy the EM record 
number.  Ini�ate a NEW record – Commercial > Electrical Master Renewal, the applica�on form 
will load.  Fill in the Master Electrical Registra�on # with the ini�al EM record number you had 
copied.   
 
Pay careful aten�on to the Effec�ve Date and Expira�on Date – these define the renewal 
record numbering and how the record will be created.  Enter an Effec�ve Date in the future 
following the expira�on date of their most recent EM/EMR expira�on date – and set the 
Expira�on Date to ONE YEAR out from the Effec�ve Date.  Doing this specifically as instructed, 
will assure that the Renewal record is created correctly and will func�on as designed. 
 

 
 
Note, the Current Roster on File is to record that they submited the required updated 
documenta�on. 
 
 
 
 



5. Related record view from the EM - once EM and EMR records have been created. 
 

 
 

 
 
 


