
Commercial Addition Permit 
Submittal Checklist  

Applicant Information   
Name of Applicant: 
Email:  
Address of Property (Complete):  
Permit Number: 

A. Permit Application  
1. Provide a complete and signed (by owner or authorized representative) application and 

applicable fee. Note: Payment of the plan check fee is required at the time of application. 

☐ N/A ☐ Provided ☐ Staff 

B. Plan Cover Sheet  
1. Draw plans to scale of 1/4” = 1’ or larger. Minimum plan sheet size is 18”x24”. All notations 

and drawings must be clear and legible. 

☐ N/A ☐ Provided ☐ Staff 
2. Plans for all structures 4,000 sq. ft. and greater, or when the occupancy is an assembly, 

institutional, educational, or food service-related use, shall be prepared, stamped and 
signed by a Washington State licensed architect. When structural changes are required, 
the structural plans shall be designed and stamped by a licensed structural engineer 
(including engineering calculations). 

☐ N/A ☐ Provided ☐ Staff 
3. Provide:  

a. Type of construction 

☐ N/A ☐ Provided ☐ Staff 
b. Occupancy type(s) 

☐ N/A ☐ Provided ☐ Staff 
c. Deferred submittals (only Fire Alarm, Fire Sprinklers, monument signs, mailboxes, 

Trellis’, and carport / parking structures are permitted to be deferred.  

☐ N/A ☐ Provided ☐ Staff 
d. Allowable area, number of stories, and construction type calculations. 

☐ N/A ☐ Provided ☐ Staff 
e. Occupant load for each proposed area. 

☐ N/A ☐ Provided ☐ Staff 
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f. Building height 

☐ N/A ☐ Provided ☐ Staff 
g. Parcel number(s) and total square footage of the site. Building coverage as a 

percentage of lot area. 

☐ N/A ☐ Provided ☐ Staff 
h. Zoning District 

☐ N/A ☐ Provided ☐ Staff 
i. Vicinity map 

☐ N/A ☐ Provided ☐ Staff 
4. Exiting analysis showing rationale for size, number, length and type of exiting elements. 

☐ N/A ☐ Provided ☐ Staff 
5. Demonstrate Accessibility to a public way. 

☐ N/A ☐ Provided ☐ Staff 
6. Demonstrate EV and Accessibility parking requirements. 

☐ N/A ☐ Provided ☐ Staff 

C. Foundation Plan  
1. Show:  

a. Plan view of foundations/footings/slabs.  

☐ N/A ☐ Provided ☐ Staff 
b. Type and location of footing and roof drains.  

☐ N/A ☐ Provided ☐ Staff 
c. Elevation views of foundation steps with final grade. 

☐ N/A ☐ Provided ☐ Staff 
d. Cross-sections of footing and foundation.  

☐ N/A ☐ Provided ☐ Staff 
e. Method and total square-footage of foundation ventilation.  

☐ N/A ☐ Provided ☐ Staff 
f. Type and location of hold downs and anchors. 

☐ N/A ☐ Provided ☐ Staff 
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D. Elevations and Wall Details  
1. Show:  

a. Typical and rated wall details. 

 ☐ N/A ☐ Provided ☐ Staff 
b. Listing of fire-resistive wall designs.  

☐ N/A ☐ Provided ☐ Staff 
c. Building elevations 

☐ N/A ☐ Provided ☐ Staff 
d. Door and window schedule.  

☐ N/A ☐ Provided ☐ Staff 

E. Floor Plan  
1. Show:  

a. Floor square-footage 

☐ N/A ☐ Provided ☐ Staff 
b. Room use 

☐ N/A ☐ Provided ☐ Staff 
c. Dimensions of buildings and rooms.  

☐ N/A ☐ Provided ☐ Staff 
d. Location of type of furnaces, water heaters, and fans.   

☐ N/A ☐ Provided ☐ Staff 
e. Plumbing fixtures 

☐ N/A ☐ Provided ☐ Staff 
f. Location and dimensions of doors and windows.  

☐ N/A ☐ Provided ☐ Staff 
g. Location of rated walls.  

☐ N/A ☐ Provided ☐ Staff 
h. Location of interior and exterior emergency lights.  

☐ N/A ☐ Provided ☐ Staff 
i. Location of Exit signs. 

☐ N/A ☐ Provided ☐ Staff 
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2. Number of existing bedrooms. 

☐ N/A ☐ Provided ☐ Staff 
3. Number of new bedrooms added. 

☐ N/A ☐ Provided ☐ Staff 

F. Structural Plans  
1. Verify plans stamped and signed by the structural design engineer.  

☐ N/A ☐ Provided ☐ Staff 
2. Submit engineering calculations.  

☐ N/A ☐ Provided ☐ Staff 

G. Plumping Plans  
1. For single story buildings, provide an under-floor piping diagram, with size, type, and 

slope of drain, waste, and vent piping. 

☐ N/A ☐ Provided ☐ Staff 
2. For multi-story buildings, provide an under-floor piping diagram and a riser diagram.   

☐ N/A ☐ Provided ☐ Staff 
3. For all buildings, provide water piping layout with size and type of material. 

☐ N/A ☐ Provided ☐ Staff 
4. Specify the location and fuel source of all water heaters. 

☐ N/A ☐ Provided ☐ Staff 
5. Show location of all backflow preventers. 

☐ N/A ☐ Provided ☐ Staff 
6. Show location of DCVA for fire sprinkler riser. 

☐ N/A ☐ Provided ☐ Staff 
7. Provide plumping fixture schedule. 

☐ N/A ☐ Provided ☐ Staff 
8. Provide total number of existing plumbing fixtures. 

☐ N/A ☐ Provided ☐ Staff  
9. Provide total number of new plumbing fixtures and type. 

☐ N/A ☐ Provided ☐ Staff  
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H. Mechanical Plans  
1. Provide a layout of all duct work on all levels. 

☐ N/A ☐ Provided ☐ Staff 
2. Specify on the plans if the system utilizes a return air plenum ceiling.  

☐ N/A ☐ Provided ☐ Staff 
3. Specify if common supply and return air systems contain a design capacity at or greater 

than 2,000 CFM. 

☐ N/A ☐ Provided ☐ Staff 
4. Provide a schedule of the mechanical unit details as to size, make, efficiency, capacity, 

weight, location etc.  

☐ N/A ☐ Provided ☐ Staff 
5. If HVAC or other mechanical equipment is located on the roof or supported by the roof, 

provide engineering calculations for the loads imposed on the structure.  

☐ N/A ☐ Provided ☐ Staff 

I. Roof Plan  
1. Provide a roof framing plan with material sizes.  

☐ N/A ☐ Provided ☐ Staff 
2. Indicate roof covering materials.  

☐ N/A ☐ Provided ☐ Staff 
3. Identify sheathing materials. 

☐ N/A ☐ Provided ☐ Staff 
4. Indicate roof pitch. 

☐ N/A ☐ Provided ☐ Staff 
5. If using engineered trusses, provide engineered stamped truss specifications.  

☐ N/A ☐ Provided ☐ Staff 
6. Indicate Rain/Gutter calculations. 

☐ N/A ☐ Provided ☐ Staff 

J. Electrical Plans  
1. Indicate where the emergency interior and exterior lights are on plans. 

☐ N/A ☐ Provided ☐ Staff 
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2. Show exit signage. 

☐ N/A ☐ Provided ☐ Staff 
3. Indicate if structure will have an emergency generator (separate permit and checklist).  

☐ N/A ☐ Provided ☐ Staff 

K. Energy Code Requirements  
1. Submit completed Washington State energy code forms.  

☐ N/A ☐ Provided ☐ Staff 

L. Additional Information  
1. Approved formal site plan. 

☐ N/A ☐ Provided ☐ Staff 
2. SEPA checklist (structures over 4,000 sq. ft. or structures when added onto are greater 

than 4,000 sq. ft.).  

☐ N/A ☐ Provided ☐ Staff 
3. Soils investigations report stamped and signed by a Washington State licensed 

geotechnical engineer.  

☐ N/A ☐ Provided ☐ Staff 

M. Electronic Submittal  
1. Submitting online:  

☐ N/A ☐ Provided ☐ Staff 
 
I verify that all required documents associated with this application have been submitted. 
 
 

 
Signature of Applicant Date 


	Applicant Information
	A. Permit Application
	B. Plan Cover Sheet
	C. Foundation Plan
	D. Elevations and Wall Details
	E. Floor Plan
	F. Structural Plans
	G. Plumping Plans
	H. Mechanical Plans
	I. Roof Plan
	J. Electrical Plans
	K. Energy Code Requirements
	L. Additional Information
	M. Electronic Submittal

	Name of Applicant: 
	Email: 
	Address of Property Complete: 
	Permit Number: 
	NA: 
	undefined: Off
	Provided: 
	undefined_2: Off
	Staff: 
	undefined_3: Off
	NA_2: 
	undefined_4: Off
	Provided_2: 
	undefined_5: Off
	Staff_2: 
	undefined_6: Off
	NA_3: 
	undefined_7: Off
	Provided_3: 
	undefined_8: Off
	Staff_3: 
	undefined_9: Off
	NA_4: 
	undefined_10: Off
	Provided_4: 
	undefined_11: Off
	Staff_4: 
	undefined_12: Off
	NA_5: 
	undefined_13: Off
	Provided_5: 
	undefined_14: Off
	Staff_5: 
	undefined_15: Off
	NA_6: 
	undefined_16: Off
	Provided_6: 
	undefined_17: Off
	Staff_6: 
	undefined_18: Off
	NA_7: 
	undefined_19: Off
	Provided_7: 
	undefined_20: Off
	Staff_7: 
	undefined_21: Off
	NA_8: 
	undefined_22: Off
	Provided_8: 
	undefined_23: Off
	Staff_8: 
	undefined_24: Off
	NA_9: 
	undefined_25: Off
	Provided_9: 
	undefined_26: Off
	Staff_9: 
	undefined_27: Off
	NA_10: 
	undefined_28: Off
	Provided_10: 
	undefined_29: Off
	Staff_10: 
	undefined_30: Off
	NA_11: 
	undefined_31: Off
	Provided_11: 
	undefined_32: Off
	Staff_11: 
	undefined_33: Off
	NA_12: 
	undefined_34: Off
	Provided_12: 
	undefined_35: Off
	Staff_12: 
	undefined_36: Off
	NA_13: 
	undefined_37: Off
	Provided_13: 
	undefined_38: Off
	Staff_13: 
	undefined_39: Off
	NA_14: 
	undefined_40: Off
	Provided_14: 
	undefined_41: Off
	Staff_14: 
	undefined_42: Off
	NA_15: 
	undefined_43: Off
	Provided_15: 
	undefined_44: Off
	Staff_15: 
	undefined_45: Off
	NA_16: 
	undefined_46: Off
	Provided_16: 
	undefined_47: Off
	Staff_16: 
	undefined_48: Off
	NA_17: 
	undefined_49: Off
	Provided_17: 
	undefined_50: Off
	Staff_17: 
	undefined_51: Off
	NA_18: 
	undefined_52: Off
	Provided_18: 
	undefined_53: Off
	Staff_18: 
	undefined_54: Off
	NA_19: 
	undefined_55: Off
	Provided_19: 
	undefined_56: Off
	Staff_19: 
	undefined_57: Off
	NA_20: 
	undefined_58: Off
	Provided_20: 
	undefined_59: Off
	Staff_20: 
	undefined_60: Off
	NA_21: 
	undefined_61: Off
	Provided_21: 
	undefined_62: Off
	Staff_21: 
	undefined_63: Off
	NA_22: 
	undefined_64: Off
	Provided_22: 
	undefined_65: Off
	Staff_22: 
	undefined_66: Off
	NA_23: 
	undefined_67: Off
	Provided_23: 
	undefined_68: Off
	Staff_23: 
	undefined_69: Off
	NA_24: 
	undefined_70: Off
	Provided_24: 
	undefined_71: Off
	Staff_24: 
	undefined_72: Off
	NA_25: 
	undefined_73: Off
	Provided_25: 
	undefined_74: Off
	Staff_25: 
	undefined_75: Off
	NA_26: 
	undefined_76: Off
	Provided_26: 
	undefined_77: Off
	Staff_26: 
	undefined_78: Off
	NA_27: 
	undefined_79: Off
	Provided_27: 
	undefined_80: Off
	Staff_27: 
	undefined_81: Off
	NA_28: 
	undefined_82: Off
	Provided_28: 
	undefined_83: Off
	Staff_28: 
	undefined_84: Off
	NA_29: 
	undefined_85: Off
	Provided_29: 
	undefined_86: Off
	Staff_29: 
	undefined_87: Off
	NA_30: 
	undefined_88: Off
	Provided_30: 
	undefined_89: Off
	Staff_30: 
	undefined_90: Off
	NA_31: 
	undefined_91: Off
	Provided_31: 
	undefined_92: Off
	Staff_31: 
	undefined_93: Off
	NA_32: 
	undefined_94: Off
	Provided_32: 
	undefined_95: Off
	Staff_32: 
	undefined_96: Off
	NA_33: 
	undefined_97: Off
	Provided_33: 
	undefined_98: Off
	Staff_33: 
	undefined_99: Off
	NA_34: 
	undefined_100: Off
	Provided_34: 
	undefined_101: Off
	Staff_34: 
	undefined_102: Off
	NA_35: 
	undefined_103: Off
	Provided_35: 
	undefined_104: Off
	Staff_35: 
	undefined_105: Off
	NA_36: 
	undefined_106: Off
	Provided_36: 
	undefined_107: Off
	Staff_36: 
	undefined_108: Off
	NA_37: 
	undefined_109: Off
	Provided_37: 
	undefined_110: Off
	Staff_37: 
	undefined_111: Off
	NA_38: 
	undefined_112: Off
	Provided_38: 
	undefined_113: Off
	Staff_38: 
	undefined_114: Off
	NA_39: 
	undefined_115: Off
	Provided_39: 
	undefined_116: Off
	Staff_39: 
	undefined_117: Off
	NA_40: 
	undefined_118: Off
	Provided_40: 
	undefined_119: Off
	Staff_40: 
	undefined_120: Off
	NA_41: 
	undefined_121: Off
	Provided_41: 
	undefined_122: Off
	Staff_41: 
	undefined_123: Off
	NA_42: 
	undefined_124: Off
	Provided_42: 
	undefined_125: Off
	Staff_42: 
	undefined_126: Off
	NA_43: 
	undefined_127: Off
	Provided_43: 
	undefined_128: Off
	Staff_43: 
	undefined_129: Off
	NA_44: 
	undefined_130: Off
	Provided_44: 
	undefined_131: Off
	Staff_44: 
	undefined_132: Off
	NA_45: 
	undefined_133: Off
	Provided_45: 
	undefined_134: Off
	Staff_45: 
	undefined_135: Off
	NA_46: 
	undefined_136: Off
	Provided_46: 
	undefined_137: Off
	Staff_46: 
	undefined_138: Off
	NA_47: 
	undefined_139: Off
	Provided_47: 
	undefined_140: Off
	Staff_47: 
	undefined_141: Off
	NA_48: 
	undefined_142: Off
	Provided_48: 
	undefined_143: Off
	Staff_48: 
	undefined_144: Off
	NA_49: 
	undefined_145: Off
	Provided_49: 
	undefined_146: Off
	Staff_49: 
	undefined_147: Off
	NA_50: 
	undefined_148: Off
	Provided_50: 
	undefined_149: Off
	Staff_50: 
	undefined_150: Off
	NA_51: 
	undefined_151: Off
	Provided_51: 
	undefined_152: Off
	Staff_51: 
	undefined_153: Off
	NA_52: 
	undefined_154: Off
	Provided_52: 
	undefined_155: Off
	Staff_52: 
	undefined_156: Off
	NA_53: 
	undefined_157: Off
	Provided_53: 
	undefined_158: Off
	Staff_53: 
	undefined_159: Off
	NA_54: 
	undefined_160: Off
	Provided_54: 
	undefined_161: Off
	Staff_54: 
	undefined_162: Off
	NA_55: 
	undefined_163: Off
	Provided_55: 
	undefined_164: Off
	Staff_55: 
	undefined_165: Off
	NA_56: 
	undefined_166: Off
	Provided_56: 
	undefined_167: Off
	Staff_56: 
	undefined_168: Off
	NA_57: 
	undefined_169: Off
	Provided_57: 
	undefined_170: Off
	Staff_57: 
	undefined_171: Off
	NA_58: 
	undefined_172: Off
	Provided_58: 
	undefined_173: Off
	Staff_58: 
	undefined_174: Off
	NA_59: 
	undefined_175: Off
	Provided_59: 
	undefined_176: Off
	Staff_59: 
	undefined_177: Off
	NA_60: 
	undefined_178: Off
	Provided_60: 
	undefined_179: Off
	Staff_60: 
	undefined_180: Off
	NA_61: 
	undefined_181: Off
	Provided_61: 
	undefined_182: Off
	Staff_61: 
	undefined_183: Off
	NA_62: 
	undefined_184: Off
	Provided_62: 
	undefined_185: Off
	Staff_62: 
	undefined_186: Off
	NA_63: 
	undefined_187: Off
	Provided_63: 
	undefined_188: Off
	Staff_63: 
	undefined_189: Off
	NA_64: 
	undefined_190: Off
	Provided_64: 
	undefined_191: Off
	Staff_64: 
	undefined_192: Off
	NA_65: 
	undefined_193: Off
	Provided_65: 
	undefined_194: Off
	Staff_65: 
	undefined_195: Off
	NA_66: 
	undefined_196: Off
	Provided_66: 
	undefined_197: Off
	Staff_66: 
	undefined_198: Off
	Signature of Applicant: 
	Date: 


