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BUILDING PERMIT PROCEDURE 
Okanogan County Building Department (509) 422-7110 
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 �  APPROVALS ARE REQUIRED PRIOR TO A BUILDING PERMIT BEING ISSUED! 
   

I. BUILDING DEPARTMENT 
 A. Building Department is a separate department from Planning Department 
  1. Call the building department for building construction issues (509) 422-7110 
  2. Call the planning department for land use issues (509) 422-7160 
 
II. BUILDING PERMIT PROCEDURE 

A. Complete building permit application equals Faster Service 
1. Two sets of building plans – ¼ scale with complete construction details 
2. Provide building site information (flat site or slope with elevations) 
3. All commercial projects must submit a complete site plan 

 B. Fees – Will be figured at the time of Application & Plan Submission 
1. Fees for plan review must be paid before the plan review can be completed 

(An invoice will be sent for applications received in the mail) 
2. Fees for building permit and state fee are due at the time of issuance 
3. SITE ANALYSIS FEE MUST BE SENT SEPARATELY TO THE PLANNING 

DEPARTMENT   
 C. Planning Department Approval 
  1. Located at 123 5th North, Suite #130 (509) 422-7160 
  2. Site analysis application with site plan 

3. Physical address  
 D. Public Health Approval 
  1. Septic approval, requires Health District signature on the back of the application 
  2. Water adequacy approval, same requirement as above 
  3. Public Health telephone numbers (509) 422-7140 
III. BUILDING PERMIT ISSUANCE 
 A. Procedure 

1. Staff will call the applicant when the permit is ready to be issued 
Permits may be picked up or mailed (NOTE: PRE-PAYMENT OF PRIORITY POSTAGE 
FEES MAY BE REQUIRED PRIOR TO PERMIT BEING SENT OUT)  

B. Any changes or revisions to plans after permit is issued requires prior approval before 
construction can continue 

IV INSPECTIONS 
 A. Why are inspections required? 

1. Assure fire, life safety requirements are being met 
2. Ensure structural integrity is being met 

 B. Call for required inspections 24 hours in advance 
  1. Give permit number, name and phone number 
  2. State type of inspection, date for inspection and site location 

  (Note:  Although every effort will be made to accommodate your inspection needs,  
please try to request inspections for the day the inspector will be in your area.) 

3. Have permit and approved set of plans on the job site 
4. Give clear and complete directions to the site, post site with physical address or marker to 

assist the inspector in finding the site 
5. Provide appropriate access to the job site 
6. NOTE:  Final Inspection must be completed prior to occupancy 

 
V.  EXEMPT BUILDINGS 

A. Please call the building department for verification of types of buildings exempt 



Permit Application Process #

Okanogan County, Washington Rec'vd By

123 North 5th - #115,  Okanogan, WA  98840
Phone:  (509) 422-7110  -  Fax:  (509) 422-7220

YES NO N.O.V. #
Property Owner Information
Name: Name:

Address:
Mailing Address:

Phone: Cell:
Phone:
E-Mail: Lic # Exp. Date:

OWNER/BUILDER INFORMATION
I certify that I, as owner/builder, am exempt from the requirements of the state contractor's registration 
law, under RCW 18.27.090.  I have read, understand and will comply with the terms 
of this Building Permit. Property Owner Signature:_______________________________________
PROPERTY ADDRESS

Parcel #

Physical Address:___________________________________________City/State/Zip___________________________

BUILDING INFORMATION Contractor's Bid
Valuation of Structure   $ $

[    ] Remodel     [    ] Repair     [    ] Move/Relocation
  [    ] Other (specify)_______________________________________________________________________________

PROJECT INFORMATION IS THIS CONSTRUCTION REPLACING
A FORMER BUILDING?       YES            NO

Type of Structure          [   ] Log   [   ] Stick   [   ] Pole   [   ] Straw
                         [   ] Masonery    [   ] Other____________________________________

# of Bedrooms______________     Building Height_______________     # of Stories_____________

Heat Source
Building Dimensions of all new construction ( All floors including basement): Furnace
__________X__________=__________ SQ Ft Basement Electric
__________X__________=__________ SQ Ft 1st Floor Heat Pump
__________X__________=__________ SQ Ft 2nd Floor Propane 
__________X__________=__________ SQ Ft Gar/Carport Wood 
__________X__________=__________ SQ Ft Other Other

Total SQ Feet __________________

I herby apply for a Plan Review and Building Permit.  I have read all application materials and submitted two sets of 
Complete Plans.  The above information is true and correct to the best of my knowledge.

Owner's Signature: Print Name: Date:

Applicant/Agent Signature: Print Name: Date:

FOR OFFICE USE ONLY

[    ] House     [    ] Garage     [    ] Carport    [    ] Storage     [    ] Deck     [    ] Addition     [    ] Shop     [    ] Barn

Property Use                              Residential   [    ]                    Non-Residential  [    ]  

Type of Construction

Licensed Contractor Information

"Notice of Violation"?

OKANOGAN COUNTY BUILDING DEPARTMENT

Was this Application submitted due to a

PLEASE PRINT CLEARLY
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Septic NO   [   ] YES   [   ] Reviewed By__________________________ Occupancy Classification:

Water NO   [   ] YES   [   ] Plans Taken in By_____________________ Type of Construction:

Plans NO   [   ] YES   [   ] Fees Figured By_______________________ Maximum Occupancy:

YES NO

By: Title: Date:

Date:
Comments/Conditions to be added to Building Permit:

Date:

YES NO Date:

YES NO Date: Health Sheet Enclosed

Comments/Conditions to be added to Building Permit: YES NO

Approved Via Phone Call by : Date: Initials:

Date:

Road Approach Approved? YES NO Date:

Comments/Conditions to be added to Building Permit:  Primitive Road? Yes No N/A

DATE:______________

CHECK #___________

LESS PAYMENT RECEIVED - 

CHECK #__________

DATE:_____________RECEIPT #

OTHER

TOTAL FEES

$

$

$

TOTAL FEES DUE AT ISSUE

Building Department:

Health District:

PLEASE NOTE THAT PLAN REVIEW FEES MUST BE PAID PRIOR TO REVIEW BEING COMPLETED.

$

PERMIT FEE

Septic Site Approved? # of Bedrooms:

$

$

STATE FEE ($4.50)

INVESTIGATION FEE

FEES INVOICE

$

$

NAME OF CITY/TOWN: PERMIT APPROVED? 

***THIS SIDE FOR OFFICE USE ONLY***

RECEIPT #

Water Approved?

Public Works:

PLAN REVIEW

APPROVAL OF THE BUILDING PERMIT MUST BE OBTAINED FROM THE LOCAL JURISDICTION, IF THE PROJECT SITE IS 
LOCATED WITHIN THE COPORATE LIMITS OF A CITY OR TOWN.

INCORPORATED CITY OR TOWN USE ONLY

BUILDING DEPARTMENT AND REQUIRED APPROVALS
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HOW TO GET TO THE BUILDING SITE 
 
Directions to the site:_________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
____________________________________________________________________________ 
Use the space below to provide a detailed drawing showing the location of your building 
project.  Show all roads and road names leading to the project.  Show mileage.  Start 
from closest town. 
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Name On 
Project: 

 THIS FORM MUST BE FILLED OUT AND 
ACCOMPANY PERMIT APPLICATION AT 

TIME OF SUBMISSION 
Permit #  
Intake Person Initials: 

 
 

PLAN REQUIREMENT CHECK LIST 
     

 ****INCOMPLETE PLANS WILL NOT BE ACCEPTED**** 
PLANS MUST BE DRAWN TO SCALE AND LEGIBLE   (1/4”  = 1’) 

 
FOUNDATIONS 

[      ] FOOTINGS DEPTH/ WIDTH/ REBAR [      ] FRAMING 
ANCHORS SIZE/ PLACEMENT 

[      ] WALLS WIDTH/ HEIGHT/ 
REBAR 

[      ] CRAWLSPACE VENTILATION/ ACCESS 

[      ] SLABS RESIDENTIAL/ RADON 
REQUIREMENTS 

[      ] GROUND COVER 6 MIL BLACK PLASTIC 
REQ’D  

[      ] PIERS DEPTH/ WIDTH/ 
HEIGHT/ REBAR 

[      ] 
PRESSURE 
TREATED SILL 
PLATE 

SIZE 

[      ] ANCHOR 
BOLT PLACEMENT/ SIZE [      ] CROSS SECTION DETAILS 

FRAMING 

[      ] DETAILS SHOW CROSS 
SECTIONS DETAILS 

   

 FLOORS 1ST & 2ND   WALLS - 1ST & 2ND FLOORS 

[      ] SUPPORT 
BEAM 

SIZE/ SPACING/ 
SPANS/ GRADE & 
SPECIES 

[      ] STUDS SIZE/ SPACING/ HEIGHT/ 
SPECIES/ GRADE 

[      ] PONY WALLS HEIGHT/ SIZE/ 
SPACING 

[      ] SHEARWALLS LOCATION/ NAILING 

[      ] JOISTS 
SIZE/ SPACING/ 
SPANS/ SPECIES/ 
GRADE 

[      ] EXTERIOR 
SHEATHING SIZE/ MATERIAL 

   [      ] HOUSE WRAP TYPE 

[      ] FLOOR 
SHEATHING SIZE/ MATERIAL [      ] SIDING TYPE 

   [      ] WALL BRACING DETAILS/ NAILING 
   [      ] DOOR/ WINDOW HEADERS/ SIZE/ SPAN 
 LOAD BEARING POINTS    

[      ] ATTACHMENT CONNECTIONS [      ] 
GLULANMS/ 
HEAVY BEAMS 
LOGS 

SIZE/ SPACING/ SPAN/ 
GRADE/ SPECIES/ 
GRADE 

[      ] HANGERS NAILING/ TYPE [      ] CROSS SECTIONS DETAILS 
[      ] BRACKETS TYPES    
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FLOOR PLANS 

[      ] DOOR/ 
WINDOW PLACEMENT/ SIZE [      ] ROOMS 

SIZE/ TYPE (KITCHEN, 
BEDROOM, LIVING 
ROOM, ETC) 

[      ] BEDROOMS SMOKE ALARMS/ 
EGRESS WINDOWS 

[      ] ROOM CEILING 
HEIGHTS 

MIN 7 FT/ MIN 6’ 8” 
ABOVE BATHROOM 
FIXTURES 

[      ] SAFETY 
GLASS 

WITHIN 24” OF DOORS/ 
CHECK ALL OTHER 
LOCATIONS 

[      ] LOCATIONS OF  

WOOD STOVES/ 
PROPANE STOVES/ 
HVAC/ WH/ APPLIANCES/ 
PLUMBING FIXTURES 

[      ] GARAGE 
SEPARTATIONS 

DOOR THICKNESS/ MIN 
1- 3/8”/ ½ “ SHEETROCK 

[      ] CEILING ACCESS 

[      ] 
LIVING SPACE 
ABOVE 
GARAGE 

5/8 TYPE X  
SEPARATION 

[      ] STAIRS 

LOCATION/ CROSS 
SECTION/ RISE/ RUN/ 
HEADROOM/ WIDTH/ 
HANDRAILS/ GUARD 
RAILS/ HEIGHT/ 
SPACING 

      

ROOFS 

[      ] CEILING JOIST SIZE/ SPACING/ 
SPANS/ 

[      ] SHEATHING  SIZE/ MATERIAL 

[      ] RAFTERS 
DETAIL/ SPACING/ 
TRUSSES/ STICK 
FRAME 

[      ] ATTIC VENTILATION 

[      ] BEARING LOCATIONS/ POINTS [      ] RIDGE/ VALLEY/ 
HIP BOARD SIZE/ BEAM 

[      ] SLOPES PITCH [      ] ROOFING TYPE 
      

WSEC REQUIREMENTS 

[      ] SLAB/ FOUND 
WALLS 

R- VALUE  
EXTERIOR  R-10 
INTERIOR    R-21 

[      ] WHOLE HOUSE 
VENTILATION 

FRESHAIR/ EXHAUST 
FANS/ WHOLE HOUSE 
FAN/ FURNACE/ FRESH 
AIR TO RETURN SIDE 

[      ] FLOOR R-30 [      ] VAPOR BARRIERS 

MIN 4 MIL CLEAR 
PLASTIC – 0R – PVA 
PRIMER  
KRAFT FACED/ FACE 
STAPLED 

[      ] WALL R-21 [      ] CAULK 
ALL PENETRATIONS 
INTO UNCONDITIONED 
SPACES 

[      ] CEILINGS R-30 / VAULT 
R-38 / FLAT CEILING 

[      ] PROVIDE MIN 1” AIRSPACE ABOVE 
ROOF INSULATION 

[      ] WINDOW U- VALUES [      ] ALL PLUMBING 

WATER LINES 
INSULATED IN 
UNCONDITIONED 
SPACES 

[      ] HEATSOURCE     
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ELEVATIONS OF STRUCTURE – NORTH/SOUTH/EAST WEST 

[      ] WINDOWS/ DOORS [      ] SLOPE/  ROOF PITCH 
[      ] FINAL GRADE [      ] DECKS/ PATIO/ PORCHES 
[      ] FIREPLACES  [      ] SKYLITES  

      

ENGINEERED AND ARCHITECT PLANS 

[      ] ENGINEERED [      ] ARCHITECTURAL EACH PAGE STAMPED 
AND SIGNED 

  

PROVIDE 
CALCULATIONS/ EACH 
PAGE STAMPED AND 
SIGNED    

REMODELS 

[      ] SHOW EXISTING STRUCTURAL DETAILS 
FOUNDATION DETAILS [      ] FRAMING/ 

ROOFING ON REMODELS/ ADDITIONS 

[      ] FLOOR PLAN WINDOW/ DOORS/ 
ROOMS 

[      ] DISTINGUISH NEW  FROM  EXISTING 

      

  
ALL CHANGES OR REVISIONS TO 

APPOVED PLANS MUST BE APPROVED 
PRIOR TO CONSTRUCTION 
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IMPORTANT INFORMATION – PLEASE READ 
 

PERMIT ISSUANCE/INSPECTIONS/OCCUPANCY 
2003 INTERNATIONAL BUILDING AND INTERNATIONAL RESIDENTIAL CODE 

 
The application, plans, specification, computations and other data filed by an applicant for a permit shall be reviewed by 
the building official.  Such plans may be reviewed by other departments of this jurisdiction to verify compliance with any 
applicable laws under their jurisdiction.  If the building official finds that the work described in an application for a permit 
and the plans, specifications and other data filed therewith conform to the requirements of this code and other pertinent 
laws and ordinances, and that the fees specified have been paid, the building official shall issue a permit therefore to the 
applicant. 
 
When the building official issues the permit where plans are required, the building official shall endorse in writing or 
stamp the plans, and specifications APPROVED.  Such approved plans and specifications shall not be changed, 
modified or altered without authorizations from the building official, and all work regulated by this code shall be done in 
accordance with the approved plans. 
 

It shall be the duty of the person doing the work authorized by a permit to notify the building 
department that such work is ready for inspection. 

 
The building department requires that every inspection be requested at least 24 hours before such inspection is desired. 
 
It shall be the duty of the person requesting any inspection to provide access to and means for inspection of such work. 
 
No work is to be done on any part of the building or structure beyond the point indicated in each successive inspections 
without first obtaining the approval of the building inspector.  Such approval will be given only after an inspection has 
been made of each successive step in the construction. 
 
Changes in the character or use of a building shall not be made without approval by the building official. 
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IMPORTANT INFORMATION – PLEASE READ 
 

PERMIT EXPIRATION 
2003 INTERNATIONAL BUILDING AND INTERNATIONAL RESIDENTIAL CODE 

 
109.6  Approval Required.  Work shall not be done beyond the point indicated in each successive inspection without 
first obtaining the approval of the building official.  The building official, upon notification, shall make the requested 
inspections and shall either indicate that portion of the construction is satisfactory as completed, or shall notify the 
permit holder or an agent of the permit holder wherein the same fails to comply with this code.  Any portions, which do 
not comply, shall be corrected and such portion shall not be covered or concealed until authorized by the building 
official. 
 
There shall be a final inspection and approval of all buildings and structures when completed and ready for occupancy 
and use. 
 
Permit Renewals (Effective 3/4/97 by motion of Okanogan County Commissioners): 
The Okanogan County Building Department will allow a permit to stay active for one year after issuance with one six-
month extension.  If the project can not be finished in 18 months the applicant must apply in writing for another six 
month extension for a fee of $100, if the project is still not complete within that six month extension the applicant must 
renew the permit by applying in writing for a one year extension and 1/2 the original permit fee will be due, after those 
initial extensions have expired the permit will expire and a new permit will be required.  This will give the applicant three 
years to complete the project.  If the project can not be completed within three years, a new completed permit 
application and fees must be submitted. 
 
New volumes of the INTERNATIONAL BUILDING CODES are published every three years.  The most current IBC will 
be used when a new permit is required. 
 
108.6  Fee Refunds: 

The building official may authorize refunding of any fee paid hereunder, which was erroneously paid or 
collected. 
 
The building official may authorize refunding of not more than 80 percent of the permit fee paid when no 
work has been done under a permit issued in accordance with this code. 
 
The building official may authorize refunding of not more than 80 percent of the plan review fee paid 
when an application fee paid when an application for a permit for which a plan review fee has been paid 
is with drawn or canceled before any plan reviewing is done. 
 
The building official shall not authorize refunding of any fee paid except on written application filed by the 
original permittee not later than 180 days after the date of fee payment. 

 
 
 
 


