
Bu ild ing Dep a rt ment

CHE CKLIST FO R CHANGE OF USE/OCCUPANCY PE RM ITS

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 
E n g i n e e r i n g   D e p a r t m e n t   ( i f   a n y   e x t e r i o r   w o r k ) 
F o r t   P i e r c e   U t i l i t i e s   A u t h o r i t y   ( i f   E l e c t r i c a l / P l u m b i n g   w o r k ) 

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 offic e us e only -  Permi t num ber, pi n num ber and DPCR#

• Property addres s

• Owner’s  i nform ati on, including contact info

• Contrac tor’s i nform ati on, including contact info

• Arc h i tec t/Engi neer’s  i nform ati on

• Note detai led des c ri ption of work and s pec i al c ondi tions

• Note nam e of bus i ness

• Specify if tenant im provem ent/c hang e of occ upanc y/i n t e r i o r   c o m p l e t i o n 

• N um ber of s tori es

• Oc cupanc y g roup

• T otal s quare footage of the bui ldi ng

• V aluati on

• N otari zed Contrac tor/owner bui lder s ig nature

P L AN S AN D DOC UMEN TS – Provi de 2 copi es  and a full copy of permit package on 1 USB or flash 
drive:

 Original plans signed and sealed by a Florida licensed Architect/Engineer.  Plans must be 
24” x 36” unless approved by a supervisor prior to submittal (Must be securely stapled and 
coincide with one another.)  o r   d i g i t a l l y  s t a m p e d  s i g n e d  a n d  s e a l e d  p l a n s .  P l e a s e  s e p a r a t e  
t h e   p l a n s  b y  t r a d e  u s i n g  p d f  f o r m a t .  E x :  ( 1 )  f i l e  f o r  S t r u c t u r a l ,  ( 1 )  f o r E l e c t r i c a l ,  ( 1 )  f i l e  f o r   
M e c h a n i c a l , ( 1 )  f i l e  f o r  P l u m b i n g.     S e e   o u r   w e b s i t e   f o r   o n l i n e   s u b m i t t a l s . 

 L i f e   S a f e t y   P l a n   s i g n e d   a n d   s e a l e d   a s   n o t e d   a b o v e . 

Product Approvals with installation instructions (circle installation methods), if applicable.

• Manual N, energy codes  and load calculations, if applicable.

• Wind load calculation form, if applicable.

 Sub-contractor agreements for mechanical, electrical, and plumbing, if applicable.
 Debris Form.

• Recorded Notice 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 . )

 Permit packet will simultaneously be reviewed by the Fire Department – additional 
fees will be charged by Fire Department and paid directly to the Fire Department.

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

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.  Updated 8/11/21




