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POLICY OBJECTIVE 
 
To enhance customer service by establishing time frames to complete plan reviews for 
each project type based on complexity and scope.  Further, determine which departments 
must be involved in the review of each type of permit.  The policy confirms the City’s 
commitment to efficiently process building permit applications and communicates that 
priority to staff.  Adherence to this policy will improve the applicant’s ability to plan and 
implement projects.   
 
ASSIGNED RESPONSIBILITY 
 
All staff assigned to plan reviews in Building, Community Development, Engineering, 
Fire and Public Works Departments 
 
APPLICABILITY 
 
All building permit applications. 
 
PROCEDURES 
 

1. All building permit applications and plans shall be submitted to the Building 
Department.  The Building Department shall act as the clearinghouse and not 
issue any building permits until all departments required to review the specific 
permit type have approved the plans or approved the plans with conditions.  

2. The Building Department’s Permit Specialist, or designee, shall determine, based 
on the attached Permit Routing Matrix, which departments are responsible for 
review and set the due date for each review. 

3. The Permit Specialist shall route plans, as required, to each department involved 
in the plan review. Any contact information provided on the building permit 
application shall be input in TRAKiT.   

4. Staff responsible for plan reviews shall monitor active applications and their due 
dates, and make it a priority to complete reviews prior to their due dates.  When 
each review is complete the staff member shall update TRAKiT with the status, 
plan review comments and add attachments, if any.    

5. Plan review comments, if any, shall be returned to the applicant by fax, email, 
phone, or other appropriate means.  Relaying of plan review comments shall be 
the responsibility of the person performing the review. 

6. Supervisors in charge of plan review functions for each department shall 
periodically review plan review status to insure adherence to the policy.    



Permit Routing Matrix

Permit Type Building Engineering
Comm. 

Dev.
Fire**

Utilities 
Operations*

Over the 
Counter

3 Day 15 Day

New Construction X X X X X X

Change of Use or Occupancy X X X X X X

Addition X X X X X X

Interior Remodel (no change in use, 
occupancy, or exterior)

X X X (X) X (X)

Parking Lot Reconstruction (change in 
layout, slope, or drainage)

X X X X

Parking Lot Reconstruction (no 
change in layout)****

X X (X) X

Grading X X X X

Fire Sprinklers or Fire Service (new 
installation)

X X X X (X)

Fire Sprinklers (alterations to existing 
systems)

X X

Pole or Monument Sign X X X X

Wall Sign**** X X X

Reroof, Windows, Siding**** X X*** X

Plumbing X X X

Electrical (including solar PV), 
Mechanical

X X X

Electrical - additional meter(s) X X X

route to Utilities Operations as appropriate for restaurants 
or certain other commercial projects
route to Fire for commercial, multi-family residential, or 
solar PV projects
route to C.D. if the property is historic or located in an 
architectural review area
notify applicant of encroachment permit requirements

*

**

***

****
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