
DEVELOPMENT  SERVICES • BUILDING ADMINISTRATION 
200  NW  2nd  AVENUE  • BOCA  RATON,  FL  33432 

PHONE:  (561)  393-7930 
(FOR HEARING  IMPAIRED)  TDD:  (561)  367-7043 

www.myboca.us 

MULTI-FAMILY & COMMERCIAL PERMIT SUBMITTAL CHECKLIST

NEW 3  OR  4  UNIT  (NOT TOWNHOUSE) 

REQUIRED  FORMS 

� Submittal 
Form  

� Main  Building 
Application  

� Electrical  
Application 

� Plumbing 
Application  

� Mechanical  
Application  

� Engineering 
Application  

� Environmental 
Application  

� Temp  For  
Test Form  

� Roof  
Supplemental  
Package  

� Water Sewer  
Form  

� Authorized  
Agent Form  

� Zoning 
Application  

� Roof  
Application 

� Fire Alarm  
Application  

� L/V Fire  
Alarm  
Application  

� Fire Building  
Application  

� Fire Sprinkler 
Application  

� CAB  
Application  

� Fire Gas  
Application  

� Existing use 
Credit  Form  

� Fuel Gas  
Application  

� Low Voltage  
Phone Data  

� Access Control  
Application  

� Plumbing 
Gas 
Application  

� Mechanical  
Refrigeration  
Application  

� Limited Energy  
Application  

� Irrigation  
Application  � � � 

Contrator Registration 

• All Contractors must  be registered 
and up-to-date  to pull  permits.  

Inital Deposit 

• 1% of the   contract  value  is due  
upfront  with a minimum  of  
$100.00 for  the  first $500 of  the  
contract.  Remaining  balance  is due 
upon issuance. 

Sub Trade Applications 

• All subcontractor  applications  are 
due  prior to permit  issuance. 

CONTRACTOR REQUIRED DOCUMENTS 

�  Contract �  Product Approvals 
&/or NOA’s 

� Truss 
Drawings 

� Mechanical 
Load Calcs 

� Energy 
Calcs 

�  Building Plans �  Survey/Site Plan �  Drainage 
Plan 

� PWR 
Approval 

� Tree 
Survey 

�  Landscape Plan �  Architect/Engineer 
Seal 

� Electrical 
Load Calcs 

Notice of Commencement  (NOC)  
A certified NOC  is  required on Building permits  with a value  
greater  than $2,500 and Mechanical  AC Changeout  Permits greater  
than $7,500.  

EARLY START  
REQUIREMENTS  

� Pre-Permit 
Construction  
Agreement 
(PPCA)  

Applying Online? 
o Applicant User Guide
o Naming Convention Submit Application 
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City of Boca Raton
This is a coversheet that must accompany EACH submittal including corrects and revisions. This form will keep us up to date with your most recent contact information. 

City of Boca Raton
Corporations are verified through sunbiz.org, and homeownership through the Palm Beach County Property Appraisers office. If you recently purchased your home the county may not have published this online yet, in this case please submit a copy of the Recorded Warranty Deed or Unrecorded Warranty Deed and Settlement Statement with your permit application. If the contractor is signing for the owner you will need an Authorized Agent Form as well. 

City of Boca Raton
The Application for Existing Use Credit is needed to calculate Impact Fees of the proposed new living area.  This information will determine the owner’s PBC Impact Fees for Parks, Public Buildings & Schools.  The City of Boca Raton Parks & Recreation Impact Fee is also calculated.

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
This application is only required if it is within your scope of work. 

City of Boca Raton
The contract should have the job address, job description, contract total, and signatures of both parties i.e., Owner and General Contractor. Contractor should have their job address and companies name located on the contract.

City of Boca Raton
Florida Product Approvals are set by the State for all construction trades.  They are products that the State approves for use in all areas of Florida, including the Hurricane Zones.  To assure that the products being used are approved for the State of Florida.  You can also look them up by going to their website  HYPERLINK "http://www.floridabuilding.org/" www.floridabuilding.org. 

City of Boca Raton
Truss drawings are required because typically roof framing systems are designed by Specialty Professional Designers, so those drawings are not included in the set of plans provided by the Architect of Record, however truss drawings must be reviewed and accepted by the Architect of Record.   

City of Boca Raton
Heating…. Cooling…. equipment sizing shall be calculated as per Section 		R403.6. Energy Conservation Code 

City of Boca Raton
Energy calculations requirements can be found in chap 4 of the Florida Energy Conservation  Code .

City of Boca Raton
Please refer to city of Boca Raton Code of Ordinances SEC.19-113 minimum plan review criteria.

City of Boca Raton
is a required document to determine the exact form, boundaries, position, elevation of a tract of land and to determine the location of all man made infrastructure existing/proposed on a property.

City of Boca Raton
 A drainage plan is a proposed method for containing rainwater on your property, so that it doesn’t pool up at your foundation, or run off onto your neighbors property, perhaps even causing flooding. Many counties require drainage plans to control any increase in the amount of rainwater which runs off each piece of property as a result of the development of that property. The proposed development does not meet the above criteria (e.g., the soils are not sufficiently permeable) or if you would prefer not to use drywells, you may propose an alternative drainage plan. Alternatives may include (but are not limited to) the following:Detention PondsUnderground Storage TanksInfiltration Trenches Retention BermsA letter of certification from a licensed civil engineer which states the soil permeability and topography of the site will prevent any increase in stormwater runoff. To use an alternate method, the proposed development must be evaluated for its effect on stormwater runoff. The drainage system must be inspected by the Building Division prior to certifying the structure for occupancy.

City of Boca Raton
All plans for the building which are required to be signed and sealed by the architect or engineer of record contain a statement that, to the best of the architect’s or engineer’s knowledge, the plans and specifications comply with the applicable minimum building codes and the applicable fire safety standards as determined by the local authority in accordance with this chapter and chapter 633.

City of Boca Raton
Electrical Load Calcs -Article 220 of the National Electrical Code lays out the primary requirements for performing load calculations that are necessary 	for determining the size of a residential service. The calculations are 	based on the expected loads present in a dwelling unit, along with 	appropriate demand factors that are used to account for the diversity of 	electrical use by occupants.

City of Boca Raton
The purpose of recording a Notice of Commencement is to prepare the owner and/or the owner’s agent (the contractor) to deal with possible liens placed on the property being improved. This document is required to be recorded at the Palm Beach County Courthouse.
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