
Bu ild ing Dep a rt ment

CHE CKLIST FO R WIND O WS AND DO O R PE R M ITS

P r e - A p p r o v a l   r e q u i r e d   b y : 
P l a n n i n g   D e p a r t m e n t ,   i f   i n   H i s t o r i c   D i s t r i c t ,   A r c h i t e c t u r a l   D e s i g n   A r e a   o r   i s   e a s t   o f   S   O c e a n   D r i v e ,   
i n c l u d i n g   p r o p e r t i e s   o n   t h e   O c e a n   D r .   a n d   a l l   c o m m e r c i a l   p r o j e c t s ,   i f   c o n s t r u c t i o n   v a l u e   i s   $ 3 5 , 0 0 0   
o r   m o r e ) 

P ERMIT AP PL ICATION  – T h e followi ng i nform ati on m us t be c om pleted on th e perm i t appli cation:

• For of fice use only - Permit number, pin number and DPCR#, if applicable
• Site address
• Parcel ID
• Owner’s  information, including contact info
• Contractor’s information, including contact info
• Commercial/Residential
• Note door information: Number of doors and type of door
• Window information: Number of windows
• Note if impact or non-impact
• Notarized Contractor/owner builder signature

P L AN S AN D DOC UMEN TS – Provi de 2 copi es .     I f   c o m m e r c i a l   a l s o   p r o v i d e   1   f u l l   c o p y   o f   p e r m i t   p a c k a g e   o n   U S B   o r 
f l a s h   d r i v e : 

• L a y o u t  p l a n ,   s h o w i n g   a l l   o p e n i n g s   ( m a r k   o p e n i n g s   b e i n g   c h a n g e d ) 
• P roduct approval with installation instructions (circle installation methods)
• Original Plans signed and sealed by a Florida licensed Architect/Engineer for any structural alteration (if 

applicable)
• If commercial, site-specific engineering by a Florida licensed Architect/Engineer.
• Window/Door protection form
• Protection of glazed openings form (if using plywood for protection)
• R e c o r d e d N o t i c e  o f C o m m e n c e m e n t f o r w o r k  v a l u e d  a t  $ 2 5 0 0  o r  m o r e .  ( N O C m u s t b e   s u b m i t t e d  t o  

t h e   B u i l d i n g   D e p a r t m e n t   p r i o r t o  s c h e d u l i n g  t h e  f i r s t i n s p e c t i o n . ) 
• * * I f a p p l y i n g  f o r  t h e  p e r m i t  a s  an  o w n e r  b u i l d e r ,  a  c o p y  o f  t h e  r e c o r d e d   w a r r a n t y  d e e d  o r  

p r o p e r t y  c a r d  s h o w i n g  o w n e r s  n a m e  f r o m  t h e  p r o p e r t y   a p p r a i s e r ’ s  w e b s i t e  m u s t  b e  
s u b m i t t e d ,  a l o n g  w i t h an Owner Builder Affidavit.

• Debris Affidavit

NOTE:
• If windows/doors are non-impact, show proof of existing shutters or a separate shutter permit will be 

required, to be issued before the window/door permit may be issued.

• If the structure is located in a special flood hazard area (SFHA), the application is subject to substantial 

damage/improvement review.

• If commercial, review by Fire Department may be required.  If required, the permit packet will 

simultaneously be reviewed by the Fire Department – additional fees will be charged by Fire Department 

and paid directly to the Fire Department.

This c hec k l is t is in t en d ed f or Bu il din g De par tmen t u s e on l y . Add ition al doc u men ts m ay be r eq u es t e d a t any time 

during the permitting process. Any exceptions must be  approved by a Supervisor.  Updated 9/9/21




