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1  A progress report is a 
statement showing 
progress made on the 
permit. If progress has 
not been made, a one-
time 180 day extension 
could be requested 
stating justifiable cause 
why work could not be 
commenced. 
 
2  As long as work has 
not changed from 
original permit or value 
added from original 
permit. 
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Residential Structural and Mechanical Permits 

Permit 
issued 
within 180 
days? 

Was written request 
for extension 
submitted showing 
justifiable cause why 
permit has not been 
commenced within 
180 days? 

Was 
application 
cancelled 
prior to 
permit 
issuance? 

Was 
extension 
granted? 

Refund will be processed 
(see refund policies).  

Note: A new permit 
application would need to be 
submitted along with 
applicable deposit and permit 
fees. 

Was a refund 
requested prior to 
180 days of fee 
payment (deposit)? 

Did work 
start within 
180 days of 
issuance? 

Have all 
inspections 
been completed 
and Final 
Inspection 
approved? 

Permit 
process is 
complete! 

Was a progress report or 
extension request 
submitted in writing prior to 
180 days of last 
inspection, progress report 
or last extension? 1 
 

Have there been 
inspections within 
180 days of 
permit issuance, 
last inspection, 
progress report or 
extension? 

Permit Expires. 
Has the permit 
been expired for 
more than 180 
days? 
 

Was refund 
granted? 

Was progress 
report approved 
or extension 
granted? 

Was a refund 
requested prior to 
180 days of fee 
payment (permit 
issuance? 

No refund available (see 
refund policies). 

Note: Permit may be 
eligible for renewal. See 
Box “Y” for renewal 
information. 

Has it been within 
180 days since the 
last inspection? 

Refund will be processed (see 
refund policies). 

Note: A permit that is cancelled 
and/or refunded will not be eligible 
for renewal and a new permit 
would need to be applied for. 

Proceed 
with project. 
Refer back 
to Box “F”. 

See Box “M”. 

No refund available (see refund policies).  

Note: Permits that are cancelled will not be eligible for renewal. 

Renewals: An expired permit may be renewed within 2 years of 
expiration of the permit.2   

There will be a $45 administration fee to renew a structural permit. In 
addition to the administration fee there will be a fee of $65 per each 
remaining required inspection or re-inspection to final permit. 

Application 
Expires. Has 
application 
been expired 
for more than 
180 days from 
fee payment? 

No refund 
available (see 
refund 
policies).  

Note: A new 
permit 
application 
would need to 
be submitted 
along with 
applicable 
deposit and 
permit fees. 

Application 
good for 
additional 
180 days. 
Start back at 
Box “D”. 

Was the 
permit 
cancelled? 
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Transferability: 
As long as no changes are made in the original plans, 
specifications and valuation of a permit, the current 
permit holder may request to transfer a permit to another 
permit holder upon submittal of the Permit Transfer 
Request Form and a transfer fee of $45. If there are 
changes to the plans, specifications or valuation for the 
work being done on a permit, a new permit will need to 
be applied for.  

Property Ownership transfers: 
A copy of the deed showing new ownership of property 
needs to be submitted along with the Permit Transfer 
Request Form. 

Contractor transfers: 
The current permit holder needs to provide a statement 
of the work that has been completed by the current 
contractor being removed from the permit along with the 
Permit Transfer Request Form.   

Note: No refunds will be given on permits that have 
been transferred. 

 

Has work been 
commenced on 
your issued 
permit? 

Z 

R 

Plans Retention: 
Plans submitted for un-issued application 
will be retained for 180 days after 
expiration or cancellation; plans will then 
be discarded. If you would like your plans 
back please, notify staff prior to 180 days 
of expiration or cancellation of your un-
issued application. 
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