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Residential Building Permit Checklist
*Electronic copies of all materials are required*

All Permits  Allow up to 5 days for plan review and 5 days for permit issuance.
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	Document
	Details

	
	Application Form
	Complete all fields. Skip section D3 if no zoning review.

	
	Electronic Construction Plan
	Minimum scale is ¼ inch = 1 foot. 

	
	Signed Scope of Work
	Required for all work except new construction.

	
	 Recyclable Materials Form
	Required for all applications in Orange County. 




Cost of Construction over $30,000
	
	Lien Holder Certification  OR
Lien Holder Exemption
	For Lien Holder Exemption: If property owner has occupied property for more than one year they may sign an exemption form instead. 

	
	Workman’s Comp Affidavit 
	Certificates of insurance are required. 

	
	Owner Exemption Affidavit
	Projects where owner is acting as General Contractor.




Zoning-Building Permits  
	
	Two sets of Site Plans*
Minimum scale 1 inch = 40 feet
See thresholds below 
	Projects that include any of the following: 
· Increase in Building Footprint
· Increase in Impervious Surface Area
· Work in/near Special Protection Area

	
	Elevation Drawings*
	New structures (house, porch, etc…) and additions. 

	
	Public Water / Sewer OR
Well / Septic Confirmation:
	New bedrooms and projects that increase heated floor area. OWASA bill, service confirmation, conditional availability, or
OC Division of Environmental Health approval  for well/ septic.

	
	Driveway Permit Application
	New driveways and teardown-rebuilds of existing houses




Zoning Thresholds  Zoning review occurs prior to building review. Submit materials together or separately.
	
	Regular (5 days)
	Express (<5 days)
	Minor (Same day)

	Threshold
Units in square feet
	Impervious surface (ISA) > 1500
Land Disturbance (LD) > 5000
In/near Special Protection Area
	ISA 500 to 1500
LD 1500 to 5000
Grading / new foundation
	ISA <500
LD <1500
No grading

	Examples
	New Houses
Large Additions
Large hardscape / grading
	Small Additions
New Accessory Dwellings
New Driveway, Garages
	Decks, Porches, Patios, Sunrooms. Finishing unfinished attic / basement.

	Checklist
	Regular Site Plan Checklist
	Express / Minor Site Plan Checklist


 Want to skip the paper construction plans, site plans, and elevations? Email us or bring us digitals!
 Want the web version with links? Go to: http://bit.ly/1jG1InP

	Residential Building Permit 
	Reference:
	

	|_| Zoning Review       
	Permit:
	



	
	
	

	A: Project Location
	Type:         |_| Single Family       |_| Two Family
	      County:    |_| Orange      |_| Durham

	Property Address or PIN:   
	 	Unit Number: 
	 
	City:
	 	State:
	 	Zip:
	 	Subdivision:
	 
	Utilities:
	   |_|OWASA        |_|Septic       |_| Well       |_| Inside Town Limit               

	Property Owner:
	 	Email:
	 
	Property Owner Address:
	 	           
	|_|  Same as Property Address

	City:
	 	State:
	 	Zip:
	 	Phone:
	 
	
	
	
	
	
	
	
	

	Special Protection Areas:   |_|Floodplain    |_|Historic District    |_| Jordan Buffer    |_| NCD     |_| RCD   |_|Watershed Protection District


	B: Applicant
	           
	           
	
	

	General Contractor:
	 	  |_| Owner             

	Design Professional:
	(if applicable)    
	

	Contact Name:
	 	NCGC License Number:
	 
	Address:
	 	City:
	 	State:
	 	Zip: 
	 
	Email: 
	 	Phone:
	 
	|_|
	I am a general contractor duly licensed by the NC Licensing Board of General Contractors.

	
|_|
	I am permitted to contract on projects on one property at a time not to exceed $30,000. I acknowledge and understand that I am not permitted to perform or subcontract plumbing, mechanical, or electrical work so all of the following contractors are considered licensed sub-contractors and have contracts directly with the property owner. 

	

|_|
	I own the property where the building, or portion thereof, will be constructed or altered and I am acting as the General Contractor of record. I acknowledge and understand that I must personally occupy the property for a period of not less than 12 months and have attached the completed, signed, and notarized “Owner Exemption Affidavit”, as required by NC law, stating the same.

	I hereby certify that I am authorized to submit this application; that all information is correct and all work will comply with the State Building Code and all other applicable State and local laws, ordinances, and regulations. I understand that knowingly providing false information in this application can subject me to civil and criminal prosecution. I will ensure that the Development Services Center is notified of any changes in the approved plans and specifications for the project permitted herein. 

	Print Name
	
	Signature
	
	Date
	

	




	C. Type of Work
	Check all boxes that apply to the work being performed

	|_|   Addition
	|_|   Mechanical
	|_|   
	Accessory structure or Use (exterior): i.e. fence, gazebo, irrigation, landscaping, patio, outdoor kitchen, or fireplace, other paved or impervious, parking area, pergola, retaining wall, shed, steps, stoop, or utilities

	|_|   Deck / Porch
	|_|   New Home
	
	

	|_|   Demolition
	|_|   Plumbing
	|_|   
	Remodel: Adding, moving, removing of any walls or changing use of existing space. I.e. changing size of a room, finishing unfinished space, changing dining room to bedroom, or closing off storage space in garage.

	|_|   Driveway
	|_|   Pool
	
	

	|_|   Electrical
	|_|   Repair
	 |_|   
	Renovation: Improving or refurbishing a space without changing its configuration, size, or use. I.e. replace flooring, cabinets, or fixtures.

	|_|   Foundation
	|_|   Roof / Siding
	
	

	|_|   Insulation
	|_|   Solar / Energy Upgrades
	|_|   
	After the Fact: This permit is to authorize work performed without a permit, inspection, or approval. 

	|_|   Other (Specify):
	 	Total Cost of Construction:
	$ 

	



	D: Details 

	A

	1. Heated Square Footage
	
	3. Zoning 

	
	Construction Area (square feet)
	
	Zoning District 
	 
	
	New
	Total
	
	
	

	Basement

	 	 	
	
	
	

	
	
	
	
	
	Allowed
	Proposed

	1st Floor
	 	 	
	Primary Heights (feet)
	 	 	 	 	 
	2nd Floor 

	 	 	
	Secondary Heights(feet)
	 	 	 	 	 
	3rd Floor / Attic
	 	 	
	
	
	
	

	
	
	
	
	
	Allowed
	Proposed

	Total 
	 	 	
	Interior Setback (feet)
Neighboring lot lines
	 	 	 
	Interior Work Area (Remodel or Renovation Area + New)
	 	
	Solar Setback (feet)
Northern Lot Line 
	 	 	 
	
	
	
	
	
	

	2. Dwelling Area
	
	Street Setback(s) (feet)
	 	 	 
	Number of:
	New
	Total
	
	
	
	
	

	Bedrooms
	 	 	
	Complete using Square Feet
	Existing
	Change (+/-)
	Total

	
	
	
	
	Impervious Surface Area (ISA)
	 	 	 
	Bathrooms
	 	 	
	
	
	
	

	
	
	
	
	

	Kitchens
	 	 	
	Lot Size (NLA)
	 	Square Feet

	
	
	
	
	New Land Disturbance
	 	Square Feet

	Dwelling Units
	 	 	
	Proposed ISA / NLA Ratio
	 	

	
	
	
	
	Floor Area (NCD or Duplex)
	 	Square Feet




	E. Subpermit Information

		Tie                        	

	1. Mechanical

	Mechanical Contractor:
	 	NC Mechanical License Number:
	 	|_|  Owner

	Address:
	 	City:
	 	State: 
	 	Zip:
	 
	Email: 
	 	Phone:
	 
	

	Service Type:   |_| New   |_|Changeout
	Check all that apply:   |_| Duct Work   |_| Exhaust Fan   |_| Gas Line   |_| Geothermal System

	Number of Heat Pumps & Gas Packs:
	 	Number of Other Mechanical Appliances:*
	 	Number of Fireplaces:
	 
	

	
	
	

	*Includes, but not limited to AC units, gas furnace, electric furnace, air handler units, condensers, coils, chillers, humidifiers, etc.	


	2. Electrical

	Electrical Contractor:
	 	NC Electrical License Number:
	 	     |_| Owner

	Address:
	 	City:
	 	State: 
	 	Zip:
	 
	Email: 
	 	Phone:
	 
	
COMPLETE ONLY ONE OF THE FOLLOWING TWO SECTIONS

	Service Type:	
	  |_| New   |_|Service Change*  |_| Temporary Service
	OR
	Enter the number of items added, altered, moved, or removed for each of the following:
	Boxes:
	 
	
	   |_| Change in location of existing Meter / Panel
	
	
	Switches:
	 
	Service Size:
	 	Amps
	|_|   Rewire
	
	
	Outlets:
	 
	Number of Meters:
	 	
	
	
	
	Lights:
	 
	
	
	
	
	

	*When there is a service change that results in a relocation or upgrade (100 amp to 200 amp, etc.), the new utility power line MUST be installed underground to comply with LUMO Ordinance Section 5.12.2


	3. Plumbing

	Plumbing Contractor:
	 	NC Plumbing License Number:
	 	   |_| Owner

	Address:
	 	City:
	 	State: 
	 	Zip:
	 
	Email: 
	 	Phone:
	 
	

	Service Type:	        
	|_|   New
	|_|   Changeout
	|_|   Pipe Replacement
	Number of Fixtures & Connections:
	

	Check all that apply:
	|_|   Fire Sprinkler System
	|_|   New Sewer Connection
	|_|   Septic
	
	 
	|_|   Backflow Preventer
	|_|   Irrigation System
	|_|   New Water Connection
	|_|   Well
	Number of Water Heaters:
	 
	
	
	
	
	
	



Need help? View the instructions: http://bit.ly/1Qn66Vx Still unsure? Call or email us! M-F 8:30-5
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