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Permit Submittal Package Checklist
Use this checklist to verify your permit package is complete before submission. Incomplete packages are the most common cause of delays — missing a single document can add weeks to your timeline. Treat plan review as free expert consultation, not an obstacle.
Project Title: _________________________________________________________________
Date: _________________________________________________________________
Jurisdiction: ________________________   Submittal Date: ________________________
Section 1: Architectural Drawings
	Document
	Complete
	Reviewed by Architect
	Code Compliance Verified
	Notes

	Site Plan (setbacks, easements, lot coverage)
	
	
	
	

	Floor Plans (all levels, dimensioned)
	
	
	
	

	Roof Plan
	
	
	
	

	Exterior Elevations (all sides)
	
	
	
	

	Building Sections
	
	
	
	

	Wall Sections and Details
	
	
	
	

	Door and Window Schedules
	
	
	
	

	Finish Schedule
	
	
	
	

	Accessibility Compliance (if applicable)
	
	
	
	



Section 2: Structural Drawings
	Document
	Complete
	Reviewed by Architect
	Code Compliance Verified
	Notes

	Foundation Plan
	
	
	
	

	Framing Plans (floor, roof)
	
	
	
	

	Structural Details and Connections
	
	
	
	

	Structural Calculations (signed/sealed by engineer)
	
	
	
	

	Lateral Design (seismic/wind)
	
	
	
	

	Special Inspections Schedule (if required)
	
	
	
	



Section 3: MEP Drawings
	Document
	Complete
	Reviewed by Architect
	Code Compliance Verified
	Notes

	Mechanical/HVAC Layout
	
	
	
	

	HVAC Load Calculations (Manual J or equivalent)
	
	
	
	

	Plumbing Layout (supply and waste)
	
	
	
	

	Electrical Layout (panel schedule, circuits)
	
	
	
	

	Energy Code Compliance Documentation
	
	
	
	

	Lighting Plan
	
	
	
	



Section 4: Civil Drawings
	Document
	Complete
	Reviewed by Architect
	Code Compliance Verified
	Notes

	Grading and Drainage Plan
	
	
	
	

	Utility Connection Plan (water, sewer, gas, electric)
	
	
	
	

	Stormwater Management Plan (if required)
	
	
	
	

	Erosion and Sediment Control Plan
	
	
	
	

	Driveway/Access Plan
	
	
	
	



Section 5: Supporting Documents
	Document
	Complete
	Reviewed by Architect
	Code Compliance Verified
	Notes

	Geotechnical/Soils Report
	
	
	
	

	Land Survey (current)
	
	
	
	

	Title Report
	
	
	
	

	HOA/CC&R Approval (if applicable)
	
	
	
	

	Environmental Review (if required)
	
	
	
	

	Septic Design (if not on sewer)
	
	
	
	

	Well Permit (if applicable)
	
	
	
	

	Tree Preservation Plan (if required)
	
	
	
	

	Historic Review Approval (if applicable)
	
	
	
	



Section 6: Application Materials
	Document
	Complete
	Reviewed by Architect
	Code Compliance Verified
	Notes

	Permit Application Form (completed and signed)
	
	
	
	

	Application Fee (amount: $___)
	
	
	
	

	Owner Authorization Letter (if filed by agent)
	
	
	
	

	Contractor License Information
	
	
	
	

	Design Professional Stamps/Seals on All Drawings
	
	
	
	



Section 7: Plan Review Comment Tracking
Note: Most jurisdictions provide comments within 2-6 weeks. Track each comment to resolution and confirm resubmittal addresses all items.
	Comment #
	Drawing/Sheet Reference
	Reviewer Comment
	Resolution/Response
	Responsible Party
	Resubmittal Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Section 8: Timeline
	Milestone
	Planned Date
	Actual Date
	Notes

	Package submitted
	
	
	

	First review comments received
	
	
	

	Revisions completed
	
	
	

	Resubmittal
	
	
	

	Second review (if needed)
	
	
	

	Permit approved/issued
	
	
	

	Construction start eligible
	
	
	



Next Steps
1. Coordinate with your architect and engineers to ensure all documents are complete and consistent.
2. Verify that all plans are stamped and sealed by licensed professionals as required by your jurisdiction.
3. Submit the complete package to the building department and request an estimated review timeline.
4. Track all reviewer comments and address them systematically; resubmit when ready.
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