
Welcome

Property 
Owner

(Check)? -
if recent then 

recorded act of 
sale

Have you performed 
work twice this year?

Are you in HLDC or VCC
(Check)?

Does the scope of 
this permit include 

exterior work?

New construction, addition, or 
increase by 50%?

Do you have an original 
Safety & Permits bench mark 
certificate?  This certificate 

must be prepared by a 
licensed registered Land 

Surveyor and be less than 6 
months old

Are you lower 
than existing 

residential floor?

Do you have a plot plan 
showing the location and 

dimension of all existing and 
proposed buildings, all 

setbacks to the property lines 
and location of all off street 

parking?

One or two family dwelling 
over 2500 square feet or 

two stories in height

Second story addition less than 
500 square feet

Licensed 
contractor?

NO

YES

Cannot get permit

YES

NO

Do you have 
certificate?

YES

YES

NOGo get certificate
list address

YES

NO

NO

YES

Go get certificate
(give info) NO

NO

NO

YES

YES

Receive Number/
Wait in Line

YES

NO

Do you have certified plans 
from a registered Architect or 

Engineer

YES

NO

YESGo get plans NO

Do you have detailed description, 
previous and proposed use of the 
property and valuation of project

YES

Create description
(Show sample)

Create plot plan
(Show sample) NO

NO

Do you have credit card or 
check payable to the City YES

Get checkNO

YES

Enter contractor id, check 
expiration, get number wait

YES

You must be a licensed 
contractor to perform 

this work

NO

Are you applying for a 
Certificate of Occupancy

Are you applying for 
special event banner?

Demolition to 
grade?

Addition, new 
construction, renovation 

on one or two family 
dwelling?

Out of state 
contractor doing 

job less than 
$3000?

Zoning Inspector

YES

NO NO

NO
YES

YES

NO

Are you listed, or do 
you have an recent 

act of sale?

YES

Enter Address Enter Address

Cannot get permit

YES

EZ-PERMIT - Process Diagram


