
Permit File Checklist 
Application Submittal List 
Check-in Review 
______ _______ Zoning Application, Health Dept. Release Form & Two Sets of 
Site Plan (must show existing structures, distances to lots lines and location of well and 
septic.) New construction site plans must be on recorded plats. 
 
______ _______ Copy Zoning Permit by Town (if applicable) 
______ _______ Virginia Contractors License or Owners Affidavit 
______ _______ Contractors City / County Business License 
______ _______ Well & Septic Permit or Tap Fee Receipt  
______ _______ SWM Waiver or In-lieu of Agreement  
______ _______ E&S Permit or In-lieu of Agreement 
______ _______ Shrink Swell Soil Test for Site  
______ _______ VDOT Driveway Permit (if applicable) 
______ ______ Building Permit Application  
______ _______ 1 & 2 Family Residential Plan Submittal Guidelines 
______ _______ Two Sets of Building Plans (New and Existing Work) 
______ _______ 2 copies U.S. Dept. of Energy, RESCheck (New only) 
______ _______ 2 copies Brace Wall Calculations (New & Additions) 
______ _______ Mechanical Permit Affidavit (when applicable)  
 
Final / Certificate of Occupancy List 

______ ______ All Inspections Completion List 
______ _______ All Additional or Special Fees Paid 
______ _______ Sewer Disposal System Operation Permit (County) 
______ _______ E&S / SWM Office sign-off on site 
______ _______ Certificate of Occupancy 
 
______ _______  Supervisor Review  Date __________ 
 
Your application for a permit cannot be reviewed until the missing documents 
are provided. 

 
Signature:   ___________________________ Date:   _____________________________ 
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