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BUILDING PERMIT APPLICATION 

(SUBMITTAL REQUIREMENTS + INSTRUCTIONS) 

 

 
 
In order to process your request for a building permit, please submit the applicable items listed below and include this 

checklist with your submittal.  Missing information may deem your application incomplete for review.  I 
In General, a building permit is required for new construction, additions, repair, renovation, alteration, moving, 

demolition, occupancy and change of occupancy of every building or structure.  A building permit is required for both 
in-ground and above-ground swimming pools. 

This checklist of requirements is intended to serve as a general guideline to obtaining a building permit.  This checklist 
of submittal requirements is written to cover a wide range of projects and not every item listed will apply to every 

project.  A review of this list should help the applicant gather the required documents making the permit process easier 
for both the applicant and Building Department. 

 
Please contact the Building Department Staff at 516-676-4448 if you have any questions. 

 

 
 THINGS YOU NEED TO KNOW 

 Is the property in a flood zone? 

 Is the building historic? 

 Does the project require discretionary review from the Planning Board? 

 
FORMS 

 Building Permit Application (please review the requirements before submitting) 

 Code data worksheet 

 Impervious Area Worksheet (if applicable) 

 Electric Load Sheet  (if applicable) 

 Water / Gas / Wastewater Load Sheet (if applicable) 

 Tree Disclosure Statement  

 Construction & Demolition (C&D) Diversion Program (if applicable) 
 

PROJECT PLANS  

 Project Date Table – The table shall be on the first sheet of the plan set 

 Property Address 

 Zone District 

 Flood Zone 

 Historic Category 

 Site Area 

 Allowed Site Coverage 

 Proposed Site Coverage 

 Allowed Floor Area 

 Existing Floor Area 

 Proposed New Floor Area 

 Total Floor Area 

 Average Front, Rear, Side Setbacks 

 Proposed Front, Rear, Side Setbacks 

 Average Setbacks 

 Accessory Buildings Existing 

 Accessory Buildings Proposed 
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SITE PLAN – Plans must be drawn to scale (1/8” = 1’-0” minimum) 

 LOT dimensions showing whole parcel and property lines 

 Easements 

 Show utility service (gas, electric, sewer, and water) meter locations 

 Public right-of-way from the property line to the street including sidewalks 

 Footprint and overhangs of all structures on site 

 Dimensions from the building footprint to the property lines (all corners) 

 Required zoning setbacks 

 Driveway(s) and walkway(s) and patio areas within the property limits 

 Identify parking spaces and dimensions of each space 

 Other significant features above grade (i.e. decks, patios…etc) 
 
 

FLOOR PLANS – Plans must be drawn to scale (1/4” = 1’-0”) 

 Existing Floor Plan with dimensions 

 Demolition Plan with dimensions 

 Proposed Floor Plan with dimensions (clearly distinguish between existing walls and new walls) 

 Identify uses of rooms 
 
 

ROOF PLAN – Plans must be drawn to scale (1/4” = 1’-0”) 
 
 
ELEVATIONS – Must be drawn to scale (1/4” = 1’-0”) 

 Show all elevations of the building 

 Show the height of each building as measured from grade 

 Show the sky-plane diagram in reference to each building and indicate the point of grade measured from  
 
 

SECTIONS – Must be drawn to scale (1/4” = 1’-0”) – if applicable 

 Cross Sections 

 Show any daylight plane protrusions and/or second and third story equivalents 
 
 

DETAILS 

 Stairway rise and run, framing, attachment and dimension of members 

 Handrails, guardrails and support details 

 Window and door schedule (detail egress and safety glazing) 
 

 
STRUCTURAL 

 Structural demolition plan (if applicable) 

 Foundation and Footing Plan + Details 

 Shear wall hold down plan, (include complete table) wall type, nailing, anchor bolts, sill and edge nailing 
schedule, transfer connections, hold downs, etc…) 

 Ceiling and roofing framing plan with diaphragm material and nailing schedule 
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 2 copies of structural calculations for vertical and lateral loads 

 Soils report for basement, retaining walls, pier grade beam foundation 
 
 

PLUMBING, ELECTRICAL, & MECHANICAL 

 Location of plumbing fixtures with all required dimensions (ADA / ANSI 117.1-2003 requirements to be 
applied.  All Handicap accessible fixtures and rooms to have all dimensions clearly visible including all turning 
radii and clear spaces) 

 Show location of electric service, panels, switches, lights and receptacles 

 Location of HVAC equipment, combustion air and size (BTU/HR output)  - (if applicable) 

 Plumbing riser diagram 
 
 

ENERGY REQUIREMENTS – all new construction, additions and alterations 

 Energy conservation construction code – provide required tables and climate zone OR COMCheckllist 
Calculations (download free at WWW.ENERGYCODES.GOV) 

 
 

SURVEY 

 A property survey, performed by a licensed land surveyor, is required for new homes or if new buildings or 
additions are constructed.  A survey is also required if construction is at, or near, zoning setback lines 

 
 

GRADING & DRAINAGE PLAN 

 A grading and drainage plan is required for all new construction.  This plan shall be a separate sheet included 
with the building permit submittal and must be prepared by a qualified licensed engineer, surveyor or architect 
and be wet-stamped and signed y the same. 

 
 

TREE PROTECTION 

 A tree disclosure statement must be completed and signed for the initial city review.  If tree removal is 
requested, a tree removal permit must be submitted with the building permit application 

 

 
FEES 

 
 All fees will be calculated by the Building Department and based upon submitted documentation and project 

scope.  A summary of costs will be submitted by the building department as part of the approval process once 
the application has been approved.   

 
REQUIRED INSPECTIONS – These will vary by project 

 
 Footer and Foundation Inspection  
 Rough Framing Inspection – after rough wiring, rough plumbing and rough mechanical Inspections 
 Insulation Inspection(s) 
 Drywall Inspection 
 Final Inspection – construction, fire protection, plumbing, electrical, mechanical and all applicable trades. 

 
 
 

http://www.energycodes.gov/
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NOTES 

 
This is not a complete list of all submittal requirements as additional information may be required after the plan 
review by the Building Department. 
 
Other Departments and agencies review and approval may be required. 

 
 
 

 
 

The Glen Cove Building Department thanks you for your time and commitment 


