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Building Permit Application Process 
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Application Turnaround Goal Times
(same for initial reviews and re-reviews)

Category   Days
New SFD Detached (B101)     10
New SFD Attached (B102)     10
New Multi-Family (B103-B104)     10
New Multi-Family (B105)     15
New Commercial (B213-B328)     15
Commercial Fitups (B435-B437)     10
Residential Add/Alt (B432-B434)     7
All Others (single trade)   3-10

Note: Turnaround goals are measured 
from application date to completion of 
review cycle (approved or rejected)

Application Type Code and Descriptions

Residential
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Add’l reviews as needed
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Permit Tech 
Group

COMMERCIAL
CSR-III enters into 

system , creates file 
OR enters revisions 
(other than Fire—
routed straight to 
Fire Plan Review)

Incomplete

Fire
Revisions



Permit Issued
Customer Requests 

Inspection

Customer 
faxes request
(up to 4 pm of 

the day 
before)
No Fire 

Inspections

Customer calls 
VRU/IVR

(up to 4 pm of 
the day 
before)

No Fire/PWUT 
Inspections

Customer 
schedules 

directly with 
CSR-I

(calls or walk-
in up to 4pm of 

the day 
before)

Customer uses 
Internet/C2G
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the same day)
No Fire/PWUT 

Inspections

Request entered by 
CSR-I and given 

preliminary 
assignment in 

NaviLine

IP Inspections 
Reassigned by 

Inspectors 
(morning of-

 including 
inspections 

scheduled on 
Internet since 5pm 

on the previous day)

CSR-I Reassigns IVR/
VRU & Internet 

Inspection Requests 
Received up to 5 pm

IP Inspector Plans 
Daily Route 

(individually)
7 am to 7:30 am

I&P Building 
Inspections

I&P Electrical 
Inspections

I&P 
Mechanical 
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I&P Plumbing 
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Planning
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Engineering
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Customers Call 
Dept. to 
Identify 

Inspector &/or 
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Inspections 
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Inspector brings 
permit card to 
permit office
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s

Re-inspection 
Required

No

Records Specialist 
pulls files associated 

with completed 
project

CO/CC Printed by 
Permit Tech

CO/CC Mailed to 
Customer (owner & 

contractor)
by Administration

Inspection Process 
Complete

Building Permit Inspections Process 

Customer 
Schedules 

Directly with 
Agency
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Online Permits 
Identified via 

Report 
(no cards, no 

files)
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