
C om m ercial 

tnterior 

Alteration 

C hecklist


{lncluding 

change 

of use, 

tenant 

fit-up*, 

am endm ent 

and/or 

interior 

dem olition)


All applications 

shall 

include 

the 

follow ing 

(please 

check 

and subm it 

all 

item s):


El 

C om m ercial 

lnterior 

Alterations 

C hecklist 

(this 

form )


I 

G eneral 

Building 

Perm it 

Application 

com pleted


I 

flot 

plan/site 

plan 

show ing 

lot 

lines, 

shape 

and 

location 

of all 

structures, 

off-street 

parking 

areas and 

noting


any 

dedicated 

parking 

for 

the 

proposed 

business


[t 

proof 

of O w nership 

or 

Tenancy 

{lf 

tenant, 

provide 

lease 

or 

letter of 

perm ission 

from  landlord' 

lf ow ner,


provide 

deed 

or 

purchase 

and 

sale 

agreem ent 

if the 

property 

w as 

purchased 

w ithin 

the 

last 

6 

m onths.)


E 

f"y 

plan 

show ing 

the location 

of the 

area(s) 

of 

renovation 

w ithin 

the 

total building 

footprint 

and 

adjacent


tenant 

uses


I 

t-ite 

Safety 

ptan 

draw n 

to scale, 

show ing 

egress 

capacity, 

any 

egress 

w indow s, 

occupancy 

load, 

travel distances,


com m on 

path 

distance, 

dead 

end 

corridor 

length, separation 

of exits, 

illum ination 

and 

m arking 

of exits,


portables 

fire 

extinguishers, 

fire 

separations 

and 

any fire 

alarm  or 

fire sprinklers 

system s


I 

existing 

floor 

plans/layouts 

draw n 

to scale, 

including 

area 

layout, rem ovals, 

exits 

and stairs


[t 

proposed 

floor 

plans/layouts 

draw n 

to scale, 

including 

dim ensions, 

individual 

room  uses and


plum bing 

fixtures

pleose 

note: 

All 

plans 

sholl 

be draw n 

to a 

m eosurdble 

scale 

(e.g., 

1/4 inch 

= 

l 

foot) 

ond 

include 

dim ensions.


C onstruction 

docum ents 

prepared 

and 

stam ped 

by a 

licensed 

orchitect 

or engineer 

shall 

be required 

for


certoin 

projects 

in accordance 

w ith Slls 

sSq1sf, 

Policv on 

R equirem ents 

for 

Stom ped 

or Sealed 

D row ings.


Additional 

plans 

m ay also 

require 

the 

follow ing 

(As 

each 

proiect 

has 

varying degrees 

of com plexity 

and scope 

of


w ork 

for 

repairs, 

olterotions 

ond renovotions, 

som e 

inform ation 

m ay not be 

applicable. 

Please check 

ond subm it


anly 

those 

iterns that 

ore 

opplicable 

to 

the 

proposed 

proiect.):


E 

C oae 

inform ation 

including 

use 

classifications, 

occupant 

loads, 

construction 

type, existing/proposed 

fire alarm ,


sm oke 

and 

sprinkler 

protection 

system s, 

egress 

(exits 

and 

w indow s), 

fire separation 

areas 

and 

fire 

stopping


E 

D em olition 

plans 

and details 

for each 

story 

including 

rem oval 

of w alls and 

m aterials


I 

C onstruction 

and 

fram ing details 

including structural 

load design 

criteria 

and/or 

non-structural 

details


I 

trtew  stairs 

show ing 

the direction 

of travel, 

tread 

and rise 

dim ensions, 

handrails 

and 

guardrails


E 

W all and 

ftoor/ceiling 

partition 

types including 

listed fire 

rated assem blies


E 

Sections 

and 

details 

show ing 

all construction 

m aterials, 

floor 

to ceiling 

heights, 

and stair headroom 


E 

tuew  

door and 

w indow  

schedules 

(include 

w indow  U -factors)


I 

eccessibility 

features 

and design 

details 

including 

the C ertificate 

of Accessible 

Building C om pliance


f] 

Project specifications 

m anual


E 

e copy 

of the 

State 

Fire M arshal 

construction 

and barrier 

free 

perm its. 

For these 

requirem ents 

visit:


http ://w w w . 

m a 

ine.gov/dpsfi 

m olpla 

ns/about-perm its.htm  

I


Food service 

occupancies 

require additional 

plans 

and 

details 

for 

review , such as occupant 

load 

per 

square 

foot


area 

for tables 

and chairs, 

num ber of 

fixed bar, 

banquet 

and booth 

seating 

equipm ent 

and 

plum bing 

fixture 

plans


w ith schedule, 

hood 

location and interior 

finish 

m aterials. 

Accessible 

seating and 

counter 

details shall be 

included,


please 

refer 

to this site: 

h


Separate 

perm its 

are 

required 

for internal and 

external 

plum bing, 

electrical 

installations, 

heating, 

ventilating and


air 

conditioning 

(H VAC ) 

system s, 

appliances 

and 

cornm ercial 

kitchen 

hoods.


*Tenant 

fit-up: construction 

necessary 

w ithin the 

dem ising 

w alls 

of 

a leased space, 

including 

partitions, 

finishes, 

fixtures,


lighting 

pow er, 

equipm ent, 

etc. 

m aking the 

interior space suitable 

for the 

intended 

occupation.


9118/2017


Perm itting 

and 

lnspections 

D epartm ent


M ichael 

A. R ussell, 

M S, D irector


389 

C ongress Street/F'ortland. 

tu1aine 04101/ 

http://portlandm aine.gov 

/tel: 

(207], 

874-8703/fax: 

{207l, 

874-811.6


Portland, 

M aine 

Yes. 

Life's 

good 

here.
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3131.12017


' 

"'frI[:i 

f 

lH ff 

:'ff 

:


o;o"liy 

"


"

G eneral 

Building 

Perm it 

Application


7 C ustom  

H ouse 

Street 

3rd 

Floor


Project 

Address: 

029 

K001 

001 

C ost 

of 

W ork: 

5 

$15000'00


Tax 

Assessor's 

C BL: 

C hart# 

Block# 

Lot 

#


Proposed 

use 

(e.g., 

single-fam ily, 

retail, 

restaurant, 

etc.): 

O ffice 

& 

Business 

Service


C urrent 

rr". 

O ffice 

& 

Business 

Service 

Past use, 

if currentlY 

vacant:


Q  

C om m ercial 

Q  

rrl ulti-ram ily 

R esidential 

O  

O nelTw o 

Fam ily 

R esidential


Project 

description/scope 

of 

w ork 

(attach 

additional 

pages 

if 

needed):


R em ove 

AC T 

ceilings 

and 

w alls to 

create 

open 

office 

environm ent


n 

ruew  Structure


f]R ddition


E 

Alteration


I 

Am endm ent


I 

srreO 


E 

D em olition 

- 

Structure


I 

D em olition 

- 

lnterior


I 

G arage 

- 

Attached


f] 

G arage 

- 

D etatched


! 

Foundation 

O nly


ll 

Fence


fl 

Pool 

- 

Above G round


f} 

Pool- 

ln G round


fl 

R etaining 

w atl


I 

R eplacem ent 

W indow s


n 

C om m ercial 

H ood 

SYstem 


I 

fan k 

lnstallation/R eplacem ent


fl 

Tank 

R em oval


n 

C hange 

of 

O w nership 

- 

C ondo 

C onversion


I 

change 

of 

U se


f] 

change 

of U se 

- 

H om e O ccupation


I 

naO io/felecom m unications 

Equipm ent


I 

R aO io/felecom m unications 

Tow er


E
Tent/Stage


I


w ino row er


I 

Solar 

Energy 

lnstallation


f] 

site 

Alteration


rhom as 

M unroe

Applicant 

N am e: 

Phone: 

e07 

) 

939 

- 

8838


Address: 

Zt 

9.f'!rtg1R d 

Em ail: 

C apservices@ m ai 

ne. 

rr.com 


Lessee/O w ner 

N am e 

(if 

different): 

Vets 

First C hoice 

Phone: 

eo7 

| 

274 

- 

4090


Address: 

7 

C ustom  

H ouse St 

2nd 

Floor


Em ail 

: 

lhanna@ vetsfirstchoice.com 


C ontractor 

N am e 

(if 

different): 

Sam e 

Phone: 

(-)


Address: 

Em ail:


I 

hereby certit'y 

thot 

I am  the 

ow ner 

oJ 

record of 

the nom ed 

property, 

or 

that the ow ner 

of 

record authorizes 

the 

proposed 

w ork ond 

that I have


been 

authorized 

by 

the ow ner 

to 

m oke this applicotion 

as 

his/her outhorized 

ogent. 

I ogree 

to 

conform  

to oll applicoble 

low s 

oJ 

this 

iurisdiction'


tn 

oddition, 

il a 

perm it 

for 

w ork described 

in this 

opplicotion 

is 

issued, I certify 

thot 

the C ode 

official's authorized 

representotive 

shall 

have the


authority 

to 

enter all 

oreas 

covered 

by this 

perm it 

at ony 

reasonable 

hour 

to enforce 

the 

provisions 

of the 

codes applicable 

to 

this 

perm it.


Signature: 

Thom as 

M unroe 

D ate: 

1010512017


This is a 

legol docum ent 

ond 

your 

electronic 

signoture 

is considered 

o 

legal signoture 

per 

M aine 

stote 

low .


R eview  

of this 

application 

w ill not 

begin 

until 

the 

perm it 

paym ent 

is received. 

This 

is not a 

perm it. 

W ork m ay not


com m ence 

until 

the 

perm it 

is issued.


3g9 C ongress 

Street/portland, 

M aine O 4tltl 

http:l/portlandm aine.gov 

/tel 

{2O 7) 

874-8703lfax: 

(2071874-87L6


Portland, 

M aine


Yes. 

Life's 

good 

here.
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8/2112017


Perm itting 

and 

lnspections 

D epartm ent


M ichael 

A. R ussell, 

M S, D irector


R equirem ents 

for 

Electronic 

Subm issions


ln 

order 

to ensure 

the 

m ost expedient 

review  

of 

your 

application, 

please 

m eet 

the 

requirem ents


below  

for 

all subm issions:


o 

All 

applications 

m ust be 

subm itted 

electronically 

via e-m ail 

to


perm itting@ portlandm aine.gov. 

Paper applications 

w ill 

not be accepted.


r 

D raw ings 

sheets shall 

be 

subm itted 

individually-- 

each 

PD F 

file shall contain 

no m ore than


one draw ing 

sheet. 

O nly 

PD F 

files 

are acceptable 

for 

plan 

review , 

and each 

file shall not


exceed 

5M B 

in size.*


o 

D raw ing 

files shall 

be 

nam ed 

based 

on the 

draw ing 

sheet 

num ber 

and 

nam e. 

lt 

is


recom m ended 

to 

include 

a C ategory/D iscipline 

letter 

(such 

as 

A for 

Architectural), 

a sheet


num ber 

and 

a 

descriptive 

title 

(e.g., 

A1 

Existing 

Exterior 

Elevation).


r 

R evised 

file subm issions 

m ust use 

the exact 

sam e 

file 

nam e as originally 

subm itted. 

The


Electronic 

Plan 

R eview  

softw are 

w ill 

recognize 

this subm ission 

as Version 

2.


. 

Supporting 

docum ents 

shall 

be subm itted 

as an 

individua! 

PD F file 

for each 

docum ent


(these 

docum ents 

m ay be 

m ulti-page 

PD F 

files) and 

nam ed 

based 

on the 

docum ent 

type


(e.g., 

"D eed", 

"storm w ater 

R eport", 

"Perm it 

Application", 

etc.). 

Searchable 

PD F files are


requested 

for calculations, 

reports 

and 

other 

supporting 

docum ents.


. 

A 

graphic 

scale or 

a scate 

to reference 

shall 

be 

included 

on each 

draw ing 

sheet.


o 

plans 

prepared 

by 

a design 

professional 

shall 

include 

a C ode 

Analysis 

sheet, 

referencing


the 

M aine U niform  

Building 

and 

Energy 

C ode 

and 

Portland 

C ity C ode, 

C hapter 

10 

- 

Fire


Prevention 

and 

Protection, 

w hich 

includes 

N ational 

Fire Protection 

Association 

(N FPA) 

1,


Fire C ode 

and 

N FPA 

101, 

Life Safety 

C ode. 

C hapter 

10 

of 

the C ity 

C ode can 

be 

view ed at:


htt 

p 

: 

//w w w . 

po 

rt I a n 

d m  a i n 

e. 

gov/citYco 

d e/ch 

a 

pte 

r0 

10. 

p 

df .


o 

Files 

shall 

be subm itted 

via em ailto 

perm itting@ portlandm aine.gov. 

The em ail 

subject


line shall 

include the 

proiect 

address 

and 

type of 

perm it. 

M ultiple 

em ails 

m ay be 

sent 

for


one 

project 

if the 

files exceed 

the 

m axim um  

file size'


r 

Subm issions 

shoutd 

include 

all 

required 

docum ents 

and 

draw ings 

as 

listed on 

the


appropriate 

Subm ission 

C hecklist 

sheet 

specific 

to the 

type of 

w ork being 

perform ed.


For 

further inform ation 

and to 

access 

PD F 

versions of this 

and other 

form s, 

visit the Perm itting 

and 

lnspections


D epartm ent 

online at 

http:/lportlandm aine.gov/1728/Peim itting-lnspections.


*To 

dow nload 

a 

free version 

of 

Adobe 

Acrobat 

R eader, 

please 

visit: 

https:/lget.adobe.com /reader/


389 C ongress 

Street/Portland, 

M aine 

U fiLl 

http://portlandm aine.gov 

ltel: 

(2O 7) 

874-87o3/fax: 

(207) 

874'8776


Portland, 

M aine 

Yes. 

Life's 

good 

here.
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Perm itting 

and 

lnspections 

D epartm ent


M ichael 

A. R ussell, 

M S, 

D irector


Electronic 

Sionoture 

ond 

Fee 

Povm ent 

C onfirm otion


This 

is a 

legal docum ent 

ancl 

your 

electronic 

signature 

is considered 

a 

legal 

signature 

per 

M aine state


law . 

you 

w ill 

receive 

an e-m ailed 

invoice 

from  

our office 

w hich signifies 

that 

your 

electronic 

perm it


application 

has 

been 

received 

and 

is 

ready 

for 

paym ent. 

Please 

pay 

by one 

of 

the follow ing:


V


C ity of 

Portland


Perm itting 

and 

lnspections 

D epartm ent


389 

C ongress 

Street, 

R oom  315


Portland, 

M aine 

04101


By 

signing 

below , 

I 

understand 

the 

review  

process 

starts 

once 

m y 

paym ent 

has been 

received.


Afterallapprovals 

have 

been 

com pleted, 

m y 

perm it 

w ill be 

issued 

via e-m ail. 

W ork 

m ay not


com m ence 

until 

perm it 

is 

issued.


Appricant 

signature: 

,1 

,̂ r",


101a512017


oate, 

1 

01a512017


I have


provided 

electronic 

copies 

and 

sent 

them on: 

N O TE: 

All electronic 

paperw ork 

m ust be 

delivered 

to 

perm itting@ portlandm aine.gov 

or w ith 

a thum b


drive to 

the office.


!f 

you 

or the 

property 

ow ner 

ow es 

taxes or 

user charges 

on 

property 

w ithin 

the C ity, 

paym ent


arrangem ents 

m ust be 

m ade before 

a 

perm it 

application 

is accepted.


389 C ongress 

Street/Portland, 

M aine 

04707/ 

http://portlandm aine.eov 

lteli {207) 

874-8703/fax: 

(2O 7\ 

874-87L6


Portland, 

M aine 

Yes. Life's 

good 

here.
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