
Step Five
If your plans have been approved and
your project is over 500 square feet you
will be required to pay school district
fees. These fees are paid directly to the
school districts. 

The Building Division will provide
your will all the documentation you
will need to go to the school districts
and pay this fee.

Once paid you will need to provide a
copy of the receipts from both school
districts in order to be able to obtain
your building permit.

Step Six
If you have reached this step you are
now ready to start your building
project. 

Your plans and other documents have
now been through Planning and
Building Division review and
approvals. The plans have now been
stamped APPROVED. 

This is when you need to decide if your
are going to be the contractor( owner -
Builder) or are your going to hire a
contractor. 

The Building Division recommends
that all projects are done with Licensed
Contractors unless you are very
knowledgeable of construction.

Once you decide who will be the
contractor you are then ready to obtain
your building permit. 

You will need to come to the Building
Division between 8:30 am and 12:00
Noon weekdays to get your permit.

This is when all the remaining permit
fees will be collected for the building
permit.

Step Seven
Congratulations you have successfully
completed the building permit process
and obtained your construction permit.

You may now start construction of
your project.

Step Eight
During the construction process you
will be required to obtain periodic
inspections. These are outlines on the
back of the building permit. Each
inspection must be passed before
moving on to the next inspection.

Step Nine
Once you have finished your building 
project you will need to have a final
inspection. This ensures that all the
condition of construction have been
met. 

Once complete your done. Enjoy your
new space.                               12/30/05
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I want to add to my home. 
Now What?

Well you have asked the right question.
This handout will briefly describe the
process to get a permit to build your
addition.

To help you understand the process this
handout  will outline the steps
necessary to get from initial submittal
to being able to pull a building permit,
to construction and final Inspection.

Step One
Will be to talk with our Planning
Division. The Planning Division will
tell you if the project needs to go to
Planning Commission or not, what the
zoning rules are that apply to your
project and submittal requirements.

 IT IS HIGHLY RECOMMENDED
THAT YOU BRING IN YOUR
ARCHITECT FOR THIS MEETING.

Step Two
Now that you have talked to the
Planning Division you can now go and
start creating your building plans.

If you have to go through the
development review process then you
will only create the plot plan, floor
plan, and elevations. 

See the Development Review Process 

handout for the process and flow chart.

If you DO NOT need to go through the
Development Review Process you may
draft a complete set of building plans.

See the Building Submittal Guidelines
handout for these requirements.  

Step Three
When you reach this step you should be
done with the Planning Division. It is
time now to deal with the Building
Division. 

Once you have your construction
drawings, reports, calculations, etc. you
are now ready to submit for plan check.

Plan check is the review process that
the Building Division uses to make
sure your plans meet the state and
federal codes. This process is different
than the Planning Division Process. 

Again when you are ready you will
need to bring in 3 sets of all documents
to the Building Division between 8:30
am and 12:00 Noon weekdays. These
are the only times when the counter is
open to accept submittal’s. When you
submit your package there will be a
plan check fee collected, this fee is for
two rounds of plan review. If there is
more than two reviews then additional
fees will be required.

Step Four
 The Building Division will now take
the submittal package you submitted
and perform the plan check process. 

The plan check process usually takes
from 10-14 days.  This will be the
initial review. Once the review has
been completed. The plan checker will
determine if the plans are complete or
if additional information is required. 

If additional information is required the
Building Division will send an itemized
letter of the deficiencies. 

If you receive a plancheck letter you
will need to make sure your architect
receives this letter. Your architect will
now revise the building plans and
documents to respond to the plan check
comments. 

Once the architect has completed their
revisions you will need to resubmit
three new sets of documents for review.
The Building Division will again
review the plans usually within 10-14
days and if all the questions are
answered properly the Building
Division will approve the plans . 

If the questions are not answered
properly then those questions will be
re-asked with further clarification to
the original question. The process
repeats until the plans are approved.


