
Building Department

CHECKLIST FOR NEW AND REPLACEMENT RO O F PERMITS

P r e - A p p r o v a l   r e q u i r e d   b y : 
P l a n n i n g   D e p a r t m e n t   ( i f   p r o p e r t y   i s   l o c a t e d   i n   a   H i s t o r i c   D i s t r i c t   o r   A r c h i t e c t u r a l   
D e s i g n   A r e a ) 

P ERMIT AP PL ICATION  – T h e followi ng i nform ati on m us t be c om pleted on th e perm i t appli cation:

• For of fice use only - Permit number, pin number and DPCR#, if applicable

• Site address

• Parcel ID

• Owner’s  information, including contact info

• Contractor’s information, including contact info

• Commercial/Residential

• Valuation

• Notarized Contractor/Homeowner builder signature

P L AN S AN D DOC UMEN TS – Provi de 2 copi es :

• P r o d u c t a p p r o v a l(s) for roof material and underlayment being used. (Circle the application 
being used).

• M a n u f a c t u r e r ’ s  s p e c i f i c a t i o n s . 

 Truss cut sheets on 8 ½ “ x 11” paper, if adding a new roof or changing the roof structure.
 Truss layout reviewed and approved by an Architect or Engineer, if adding a new roof or 

changing the roof structure.

• Recorded N otice of Commencement for work valued at $2500 or more. (NOC must be 
s u b m i t t e d t o t h e   B u i l d i n g   D e p a r t m e n t   p r i o r t o s c h e d u l i n g  t h e f i r s t i n s p e c t i o n . ) 

• **If applying for the permit as an owner builder, a copy of the recorded warranty 

deed or property card showing owners name from the property appraiser’s website 

must be submitted, along with an Owner Builder Affidavit.

 Debris Form.

 Roof form.

N OTES:

 If the structure is located in a special flood hazard area (SFHA), the application is subject 
to substantial damage/improvement review.

 Fire Department review may be required on commercial projects if changing the roof 
structure. If required, the permit packet will simultaneously be reviewed by the Fire 
Department – additional fees will be charge by Fire Department and paid directly to the 
Fire Department.

This c hec k l is t is in t en d ed f or Bu il din g De par tmen t u s e on l y . Add ition al doc u men ts m ay be r equ es t e d a t 

any time during the permitting process. Any exceptions must be approved by a Supervisor.
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