Planning Permit Drawings

All projects need to be reviewed for conformance to applicable zoning regulations
and while most projects can be approved over the counter, others are required to
obtain one or more Planning Permits also known as Entitlements. Some projects
can be approved administratively at the staff level while others are required to be
reviewed by the Historic Preservation Commission (HPC), and/or the Design
Review Committee (DRC), and/or the Planning Commission (PC), and/or City
Council (CC). Each of these review processes has a pre-determined process
time and follow in sequence as listed. An early review of a project proposal will
identify which level of approval and what permits are needed.

The following information is provided as a guideline to develop drawings suitable
for planning permit submittal. These drawings are more complete and detailed
than your earlier sketches and, therefore, communicate the exact project and
how it conforms to the specific zoning regulations. The drawings will include
information such as, type of material, architectural features, exterior window and
door treatments, and other necessary information to convey what the project will
look like when completed.

A full set of plans will include; a Cover Sheet, Site Plan, Floor Plan(s), and
Exterior Elevations. Your plan set may also include other drawings such as
Landscape and Erosion Control plans. In addition to drawings, Planning Permit
submittals may include colored renderings and color and material boards. Permit
Center staff can identify what requirements apply to your project.

Some general information to remember when making your Planning Permit
drawings is:

e Plans can be submitted on minimum 11”x17” size paper but no larger than
24”x36”.

e Architectural plans can be drawn at a maximum scale 1/8"=1’-0" and the
site plan and other civil drawings should be a minimum scale of 1"=20". In
order to utilize the same base plans for you building permit submittal,
however, please see Step 6 of this manual for desired scales.

e After drawings are completed, do a final review for completeness by using
the plan checklists.

Note: While these plans are sufficient enough to submit for Planning Permits,
typically they are not technical enough or contain the necessary detailed
information for the purposes of obtaining a Building Permit. The drawings made
here, however, will be used to develop your final set of construction documents.
For information on developing your construction drawings, please see Step 6 of
this manual.
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Planning Permit Drawings

Title Blocks are simple to complete but the information they contain is vital for a
cohesive plan review and to establish communication lines between you and
Permit Center staff. The title block is placed on every sheet in the set of
drawings usually along the right side or bottom border of each sheet. A good title
block will have the address of the project, the owners name, phone number, and
address; the designers name, phone number, address, and signature. If the
plans are drawn by a licensed architect, the title block will also contain the
architects stamp and wet signature. In addition, the Title Block will provide the
scale to which the plan(s) are drawn, the date the plans were drawn, and the
page number. Please use the checklist below to complete your Title Block.

\ Note: This is the same Title Block information contained in Step 6 of this manual

(The opposite page is an example of a Title Block)

Title Block Checklist

o Indicate address of project

o Indicate owner’s name, address, and contact information
o Architects / designers name, address, and contact information
o Architects must wet stamp and sign all plan sheets

o Designers must wet sign all plan sheets

Indicate date plans were drawn

Indicate page number

Provide area for scale

Provide area for revision information

Provide area for plan review approval stamp
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Planning Permit Drawings

The Cover Sheet is an important component to a good set of plans because this
is the first place the Plan Reviewer looks to gain information about your project.
The Plan Reviewer will rely on this page to verify the address for easy cross-
reference with city records, identify who the designer or architect is, establish the
scope of work, verify the codes that will be applicable to the review, and to review
the general notes for any specifications or special conditions, to name a few.
Plan Review also needs to identify who they are performing the review for and
who to contact for questions and review status. Please use the checklist below
to complete your Cover Sheet.

Note: This is the same Cover Sheet information contained in Step 6 of this
manual

(The opposite page is an example of a Cover Sheet)

Cover Sheet Checklist

Title Block

Table of contents or sheet index

List of reference codes

General notes

Scope of work

Project data table:

o Existing conditions, proposed additions and maximums allowed by code

o Site area, floor area by use, height, setbacks, landscape area, exterior
storage and parking areas, lot coverage

o Percentage of site that is impervious surface and square feet of existing
and new impervious surface on the site

o Provide occupancy classification, type of construction and allowable area
Calculations (based on zoning ordinance and maximum lot coverage).

o Specifications or special conditions

o Vicinity map with north arrow

o Symbol legends
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Planning Permit Drawings

The Site Plan provides baseline information about your property and project
needed to begin the plan review process. It will show the size and shape of your
property, building setbacks, locations of easements, utilities, and driveways and
parking areas. The site plan will also show the locations of all existing structures
to include the primary structure, secondary structure, detached garages, decks,
pools, retaining walls, patio and patio covers, sheds, and the location of your
proposed project. The site plan will be fully dimensioned and drawn to a scale of
17=20’. Please use the checklist below to complete your Site Plan.

(The opposite page is an example of a Site Plan)

Site Plan Checklist

o Title Block

Title of drawing

North arrow

Numeric scale and graphic scale

Lot boundaries (property lines):

o Indicate the subject parcel(s) and adjacent streets and parcels, and land
uses of adjacent parcels

o Street name(s)

o All adjacent structures

o Location of existing buildings

o Location of proposed improvements

o Measurements to lot boundaries from area of work

Location of underground utilities, junction boxes, and backflow prevention

devices within boundaries of proposed project

Existing and proposed setbacks

Location and type of all easements

Driveway approaches, driveways, parking, and curb, gutter, and sidewalks

Location of all street improvements, driveways, and intersections on all sides

of the street within 100 feet

Existing and proposed contours and/or finished elevations and existing trees

Provide location and types of fences

o Site features, which shall indicate the location of mailboxes, HVAC units,

utility meters, and utility transformers or other utility structures

Any existing and proposed off-site improvements indicated; including sewer,

water, and utility tie-in locations

Street tree locations

Existing areas of impervious surfaces

Proposed impervious surface

Preliminary drainage calculations and water treatment calculations based on

area of impervious surface
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Planning Permit Drawings

The Floor Plan is probably the drawing you have spent most of your time
working on, and rightly so, because it is the drawing from which all other
drawings are developed. The floor plan will show the size and locations of walls,
windows, and doors, as well as, the size and shape of rooms, closets, stairways,
kitchen and bathroom counters, and plumbing fixtures like bath tubs, showers,
and toilets. The floor plan will also show the size and location of large appliances
like stoves, ovens, refrigerators, washers, dryers, and central heating and
cooling. The Floor Plan will be fully dimensioned and drawn to a scale of

Ya” = 1’-0". Please use the checklist below to complete your Floor Plan.

Note: Your floor plan(s) can be duplicated to be used as the base for your
Plumbing, Electrical, and Mechanical plans. The information can simply be
superimposed onto the floor plan(s).

(The next two pages are examples of Existing and Proposed Floor Plans)

Floor Plan Checklist

Title Block

Title of drawing

Existing rooms next to addition

Window sizes (existing and new)

Type of windows (slide-by, single-hung, casement, fixed)
Door Sizes (existing and new)

Dimensions

Room labeled as to use

Scale of plan

Owners name and address

Page number

Show square footage of new and existing improvements
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Planning Permit Drawings

The Exterior Elevation Plans provide the opportunity to view the project from all
angles, even those that are not going to change. This will put the project into
perspective in regards to the overall height, size, and location to the lot and
existing structure(s). Furthermore, elevation plans indicate materials, show exact
locations of doors and windows and provide detailed information about building
trim, treatments, and other architectural features. On this plan, you will also need
to indicate details that will be included on your detail plan. The Exterior Elevation
Plan is drawn to a scale of 74"=1'-0". Please use the checklist below to complete
your Exterior Elevation Plan.

(The next two pages are examples of Elevation Plans)

Elevation Plan Checklist

Title Block

Title of drawing

Numeric scale and graphic scale

Page number

Label each elevation (North, South, East, West)

Dimension each elevation

Windows and doors

Exterior wall materials and other finishes

Lights, which shall show the location, height, size, type of exterior lights, and
level of illumination on the site with a lighting plan

Retaining walls

Pitch of roof

Roof cover

Show location and type of all rooftop equipment, including any existing or
proposed screening

Grade level

Site features, which shall indicate the location of, mailboxes, HVAC units,
transformers, utility meters, and other items that affect the exterior
appearance
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Planning Permit Drawings

The Colors and Materials Board is typically needed for new projects and in
some cases when alternate colors and/or materials are proposed for an addition
or renovation to the exterior. While not needed in all cases; Permit Center staff
can identify if one is needed for your project. Please use the checklist below to
complete your Colors and Materials Board.

Colors and Materials Board Checklist
o Colors and materials board, which shall be mounted on a foam core or
some other stiff material with the color and materials samples being a
minimum of 3” by 3”.
o Colored renderings, which shall be three dimensional to show multiple
sides of all structures, plus shadow and depth
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