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Inspections D ivision

C om m ercial Interior &  C hange of U se

Perm itA pplication  C hecklist

A ll of the follow ing inform ation is required and m ust be subm itted. C hecking off each item  as you prepare your application

package w ill ensure your package is com pl.ete <Hid w ill help to expedite the perm itting process.

O ne (1) com plete set of construction draw ings m ust include:

N ote: C onstructiondocum ents for costs in excess of $50,000.00 m ust be prepared by a D esign

Professional and bear their seal.


~  C ross sections w  /fram ing details

I ..JI D etail of any new  w alls or perm anent partitions

I ..JI Floor plans and elevations

D  W indow  and door schedules

D  C om plete electrical and plum bing layout.

D  M echanical draw ings for any specialized equipm ent such as furnaces, chim neys, gas equipm ent,

H V  A C  equipm ent or other types of w ork that m ay require special review

D  Insulation R -factors of w alls, ceilings, floors & U -factors of w indow s as per the IE E C  2009 

D  Proof of ow nership is required if it is inconsistentw ith  the assessors records.

D  R educed plans or electronic files in PD F  form at are required if originals are larger than 11" x 17".

j ../I Per State Fire M arshall, all new  bathroom s m u5t be A D A  com pliant.

Separate perm its are required for internal and external plum bing, H V A C  &  electrical installations.

F or additions less than 500 sq. ft. or that does not affect parking or traffic, a site plan

exem ption should be filed including:

D  T he shape and dim ension of the lot, footprint of the existing and proposed structure and the

distance from  the actual property lines.


D  Location and dim ensions of parking areas and drivew ays, street spaces and building frontage. 

D  D im ensional floor plan of existing space and dim ensional floor plan of proposed space.

A  M inor Site Plan R eview  is required for any change of use betw een 5,000 and 10,000 sq. ft. (cum ulatively

w ithin a 3-year period)
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