PLANNING & DEVELOPMENT

64 East Walnut Street Westerville, Ohio 43081

Guide To Single Family Dwelling Permits

This guide outlines the process for obtaining a new single family dwelling permit,
necessary precautions for earthwork and grading, and a schedule of permit fees,
including a 1% State of Ohio Fee on several permits collected after issuance. It details
both paper and online application procedures, including required plan components like
Plot Plans and Structural Plans, and notes that the Building, Planning and Zoning, and
Engineering Divisions will review applications within ten business days. The document
also addresses time limitations for construction commencement and suspension,
provides contact information for specific zoning, building, and engineering questions,
and lists a comprehensive sequence of required inspections from sewer and foundation
to final occupancy.

For properties within the Architectural Review District (ARD), which has the same
boundaries as the Uptown District, all work affecting building or site exteriors requires a
Certificate of Appropriateness prior to beginning construction. Some work that does not
change the exterior appearance may be approved administratively through the building
permit process, while substantive changes require approval from the Uptown Review
Board prior to submitting for building permit. For more information, contact the Planning
and Zoning Division at (614) 901-6650 or planning@westerville.org.

Please ensure that the proposed earthwork and grading changes do not negatively
impact any adjacent properties.

Fees

Building Permit $75.00 plus $15.00 per 100 square feet (or fraction thereof).

Zoning Permit $40.00

Electrical Permit | $75.00 plus $10.00 per 100 square feet (or fraction thereof)

Hvac Permit $75.00 plus $3.00 per 100 square feet (or fraction thereof)

Plumbing Permit | $60.00 plus $15.00 per fixture or device
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The Building, Electrical, HVAC and Plumbing Permits will all require a 1%
State of Ohio Fee.

These fees are collected after a building permit has been issued and are not
required at the time of the application.

Application Requirements

If submitting a paper application, please provide:

Completion of an application form furnished by the Building Division.

Two (2) sets of plans of sufficient clarity to indicate how the proposed new
single family dwelling will be constructed (see plan requirements).

Two (2) survey based plot plans/site plans showing the location of the
proposed dwelling and any accessory structures, and the distances from
the property lines.

If submitting online:

The project will be submitted online using the ePlan portal with each sheet
labeled appropriately for review. The ePlan portal can be accessed at
planreview.westeryville.org.

Applicants will utilize this portal to upload all required documentation
related to the permit application and all plan reviews will be completed
electronically. The first time you access the ePlan portal, the applicant will
be required to create an account.

Once accessing the portal, a new project will be created and a new Building
review type should be used.

Action on the Application

The Building Division, Planning and Zoning Division, and the Engineering
Division will examine the application and plans of the proposed new single
family dwelling within ten (10) business days.

If the application and plans of the new single family dwelling conform to the
applicable City Codes, the applicant is notified and:

o If paper plans are submitted, the applicant shall pick up one set of
the approved plans and pay the permit fees prior to the start of
construction.

o If plans were submitted electronically, the approved plan set will be
uploaded in the applicant’s ePlan portal and permit fees can be paid
online, prior to the start of construction.

If the application and plans of the new single family dwelling do not
conform to the City Codes and Requirements, the applicant is notified and
the reasons for the disapproval will be given in writing (if it is submitted in
paper) or uploaded in the ePlan portal (if submitted electronically).


http://planreview.westerville.org

Time Limitations

Work shall commence within twelve (12) months of the approval date of the
residential permit. One extension can be granted for an additional twelve month
period if requested by the owner at least ten days in advance of the expiration of
the approval and upon payment of a fee not to exceed one hundred dollars
($100.00). If in the course of construction, if work is delayed or suspended for a
time period of six (6) months, the approval of said permit or drawings will become
invalid. Two extensions can be granted for six months each, if requested by the
owner at least ten days in advance of the expiration of the approval and upon
payment of a fee for each extension.

Have Questions or Need Help?

If you have any zoning questions such as setback distances from property
lines, lot coverage, landscaping requirements, or structure height, please
contact City Planner Tom Lodge at 614.901.6661 or by email at
planning@westerville.org.

If you have Building questions, such as plan requirements pertaining to the
foundation, or structural members and drawings, please call 614.901.6650
and ask to speak with a Building Inspector.

If you have questions regarding water service, sanitary sewers, stormwater,
public sidewalks, residential approach and grading, please contact the
Engineering Division at 614-901-6650 or by email at
permits@westerville.org.

Plan Requirements

Plot Plan - Please provide a scalable Plot Plan that includes the following details:

Property lines, setbacks and easements

Location of the proposed structure/dwelling, decks, and patios

Driveway (including slope) and driveway approach

Public and private sidewalks

Water service and sanitary sewer service/lateral

Existing and proposed ground/surface elevations (contours and/or spot
elevations)

Proposed dwelling Finished Floor Elevation (FFE)

Distances from the structure/dwelling to all property lines.

All elevation shall be (North American Vertical Datum (NAVD).

The submitted Plot plan must accurately show property lines and all above
information, preferably stamped and signed by a Professional Surveyor registered



Floor Plan — Floor plans shall be included for each level including partial or full
basements. Floor plans shall show all relevant information, including the proposed
use for each room, door swings, and windows. The floor plan shall be sufficiently
dimensioned to describe all room or space sizes.

Structural Plans — Structural plans shall show the size of footings, thickened
slabs, columns and column pads, beams, and type of foundation (including
engineers design). Floor joist size, spacing, and direction of span. The plans shall
show the type of roof framing members, size, and direction of span. Door and
window header sizes. The plans shall indicate how “point loads” are transmitted to
the supporting elements and/or foundation.

Building Elevations — The plans shall include (N,S,E,W) elevations to completely
describe the exterior of the new dwelling, including, but not limited to, materials,
dimensions, and colors. Building height shall be indicated as well.

Cross Sections/Wall Sections — Sections are required to describe the general
building construction including footing, foundation, wall, insulation, ceiling, floor,
and roofing materials.

Stair Details — The plans shall show a typical stair detail, including riser height and
tread depth, guardrail and handrail details.

General Notes — The plans shall include some general notes for items that cannot
be described very well in pictorial form.

Truss Drawings — Roof or floor truss drawings, if these pre-engineered products
are being used.

Energy Compliance Worksheets - The plans shall include (2) copies of a
performance based energy analysis demonstrating compliance with the
International Energy Conservation Code (if applicable).

System Descriptions — Descriptions or drawings of the Plumbing, Electrical, and
Hvac systems. This will include materials, location and type of fixtures and
equipment; materials, and sizes of all ductwork; location and type of heating,
ventilation, air conditioning and other mechanical equipment, and all lighting and
power equipment.

Inspections
e Sewer — The sanitary sewer lateral shall follow City of Columbus Standard
Drawing AA-S160. For work within the Right of Way, the inspection shall occur

before any digging and or saw cutting. For work outside the Right of Way, the
inspection shall occur after the excavation of the trench and the installation of
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the sanitary sewer pipe has been bedded in place, and the dirt dam area has
been designated, but before covering the sanitary sewer lateral.

Footing — Inspection shall occur after the excavation, with the form work and
any required reinforcing steel in place and secured to chairs. This inspection
occurs prior to the placement of concrete. Note: Winter pours will require
protection from freezing.

Foundation (poured concrete) Pre-pour — Inspection shall occur after the wall
forms are secured in place and any required vertical & horizontal steel
reinforcing has been placed and secured, and window openings and beam
pocket forms are in place. This inspection occurs prior to the placement of
concrete. Note: Winter pours will require protection from freezing.

Foundation (poured concrete) Post-pour — Inspection shall occur after the
concrete walls have been poured, all walls have been braced on the interior
side, waterproofing has been applied on the exterior, and before backfill. After
the Foundation (concrete walls or block) is completed, submit a scalable
Foundation Certificate to the Engineering Division for review and approval prior
to scheduling the Foundation Inspection. Email the Foundation Certificate to
the Engineering Division at permits@westerville.org. The Foundation Certificate
is similar to the Plot Plan and shall contain the following information:

o Property Lines, dwelling/structure outline, distances from the
dwelling/structure to the property lines, building setbacks lines,
easements lines and the Surveyed/As-Built Top of Block/foundation
elevation (North American Vertical Datum (NAVD), the designed Top of
Block/foundation elevation and designed Finished Floor Elevation.

o The submitted Plot Plan must be stamped and signed by a Professional
Surveyor registered in the State of Ohio.

Foundation (cement masonry unit) — A survey showing the foundation height
shall be submitted to the Engineering Department prior to scheduling this
inspection. After the required steel reinforcing has been grouted in place
(visible at top of walls); the top course cores are mortared solid; all anchor
bolts have been grouted in place; three eights (3/8) inch Portland Cement has
been applied to the exterior sides; a waterproofing coating has been applied
from the footing to finished grade; all walls have been braced on the interior
sides, and before backfill placement. Winter construction will require protection
of all materials from freezing.

Underground Plumbing — Inspection shall occur after the plumbing piping has
been bedded in place but not covered, with a pressure test applied.

Basement Slab Prep — Inspection shall occur after the four inch stone base
has been placed, covered with six (6) mil visqueen, grade stakes placed, chalk
lines on walls showing proposed concrete thickness, and prior to pouring
concrete.

Water Service Piping — Inspection shall occur after the waterline has been
installed, connected to the curb stop, and sleeved and sealed through the
foundation. Prior to backfill.



Rough Plumbing - Inspection shall occur prior to the concealment of work,
after all drain, waste, and vent lines and water lines have been installed and
pressure tests have been applied.

Electrical Service — Inspection shall occur prior to energization by the
Westerville Electric Division. Note: The electrical service will not be energized
without an approved account with the Utility Billing Department
(614.901.6430).

Rough Electrical — Inspection shall occur prior to the concealment of work,
after all wiring (including low voltage) has been run, boxes are set, and splices
are complete.

Fireplace (masonry) — Inspection shall occur after the first flue is set, steel
damper is in place, exterior air opening is in place, ash dump is in place, and
the hearth steel reinforcement is in place, prior to pouring hearth concrete.
Rough Hvac - Inspection shall occur prior to concealment of work, after all
ductwork is complete and joints are sealed. This inspection is performed in
conjunction with the framing inspection.

Framing - Inspection shall occur after the approvals of the rough plumbing and
electrical inspections, before the installation of insulation, and before the
stocking of drywall.

Insulation — Inspection shall occur after the approval of the framing inspection,
and prior to the installation of drywall.

Final Plumbing - Inspection shall occur prior to the occupancy inspection,
after all the fixtures are set and all plumbing work is complete.

Final Electrical — Inspection shall occur prior to the occupancy inspection, after
all the devices and fixtures are set, and all electrical work is complete.

Final Gas Piping — Inspection shall occur after all gas lines have been run to
each appliance, and are complete with a pressure test applied.
Sidewalk/Approach — All sidewalks and or Approach within the Public Right of
Way shall be inspected by the Engineering Division and follow the City's
Standard Drawings (Standard Drawings that are available on the City's website,
under the Engineering Division page). Two inspections are required, a
formwork inspection and concrete placement inspection. In no case may
concrete be placed without approval on the formwork by the City Inspector.
Finished Grade - Inspection shall occur after the entire lot/parcel is
fine-graded per the approved Plot Plan and before grass seed or sod is
installed. The Engineering Division will inspect the lot/parcel to review the
grading and verify that it meets the

Site Utilities — Inspection shall occur after grass seed and or sod has been laid
and all public utility structures (manholes, water service curb boxes, water
valves, fire hydrants, catch basins, etc.) have been adjusted to grade and all
water valves and curb boxes are plumb, clean and free of debris.

Final Hvac - Inspection shall occur after all HVAC work is complete, this
inspection is performed in conjunction with the occupancy inspection.



e Occupancy - Inspection shall occur after the approvals of the final plumbing
and electrical inspections, and after the completion of all interior and exterior
work.



	 

