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RESIDENTIAL BASEMENT FINISH PERMIT APPLICATION CHECKLIST 

Applicant must provide all appf icable documents to submit application for plan review 

D Completed Building Permit Application with all applicable Contractors 

(Mechanical, Electrical, Plumbing) signed onto permit application plus 

$40.00 Administrative Fee 

D Two complete sets of Building Plans drawn to standard scale no less than ¼"-1" 

o Existing Floor Plan (identify all existing conditions, door sizes, window

sizes, mechanical, electrical, and plumbing items, etc.}

o New Floor Plan (identify all new walls, doors, and windows (include

sizes), etc.)

o Complete wall section (should identify structural component sizes from

the floor joist through footing)

o Electrical Plan (where applicable, illustrate switches, outlets, fixtures,

smoke detectors, AC unit)

o Mechanical Plan (where applicable, illustrate any new HVAC)

D Three Soil Morphology Reports & Sewer Drawings sealed by a registered & 

licensed on-site sewer designer - or - Existing Sewer System Verification (if 

applicable) 

D Copy of Warranty Deed or Deed of Trust for Property 

D Copy of Paid Real Estate Tax Receipt from Previous Vear 

Note: All applications and plans will go to plan review for further inspections of detail before approval 

will be granted for Issuance. Other Items or detail not designated above may be required. 
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