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Why is a permit necessary?

Liability to the owner and any future 
owner of the property

State law requires it

Can help avoid unnecessary costs for 
future repairs due to installations or work 
done that is not code compliant

Building Departments are simply referees 
in a game called construction

– Code officials monitor the work that is done to 
make sure all players are following the rules.



OBEJECTIVE & GOALS

Objective:

– To familiarize you with the procedure for the complete 

submission of a construction permit.

Goals:
– Explain the organizational staff of the building department

– Discuss when a permit is needed

– Review the various components of a construction permit

– What is necessary for the plans that are submitted

– Explain the application process for a construction permit

– Understand licensed contractors verses homeowners doing the work

– Explain the inspection process

– Explain the final steps once all work is completed.



Where can You find this information?

 Visit the Town’s web site @ 

http://www.phillipsburgnj.org/our-

town/departments/inspections/

– At the Building Department page there are various bits 

of information

– COMING in the future:  SDL Portal for public access 

and use

http://www.phillipsburgnj.org/our-town/departments/inspections/


DEFINITIONS AND TERMS

 Permit – An application for some type of construction 

(Properly termed a “Construction Permit”)

– A Construction Permit will contain at least one or more of the 

following technical applications:

• Building technical application/s

• Fire technical application/s

• Electrical technical application/s

• Plumbing technical application/s

• Mechanical technical application/s

• Elevator technical application

 Prior Approvals – An agency that has various requirements 

that the building department must verify are approved before 

the Construction Permit can be released

– N.J.A.C. 5:23-2.15(a)5. & N.J.A.C. 5:23-1.4.

http://www.state.nj.us/dca/divisions/codes/codreg/pdf_regs/njac_5_23_2.pdf
http://www.state.nj.us/dca/divisions/codes/codreg/pdf_regs/njac_5_23_1.pdf
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When is a Construction Permit Needed

 Visit the State DCA Website @ 

http://www.state.nj.us/dca/divisions/codes/official/

– Within homepage there is a “Code Official Information” 

which leads to a listing of links

– Click on “Municipal Procedures Manual;

– Ordinary Maintenance does NOT require a construction 

permit (N.J.A.C. 5:23-2.7)

– All other work WILL require a construction permit

 If you are unsure whether a construction permit is 

necessary, speak to the subcode official that most 

closely represents the work that is to be done.

http://www.state.nj.us/dca/divisions/codes/official/
http://www.state.nj.us/dca/divisions/codes/publications/pdf_muni_proc_man/MuniProcMan_2016_Pt_1.pdf
http://www.state.nj.us/dca/divisions/codes/codreg/pdf_regs/njac_5_23_2.pdf


ORDINARY MAINTENANCE

 Some examples of ordinary maintenance:

 Replacing windows with exactly the same type and size (no framing changes 

made)

 Exterior or Interior painting

 Replacement of rain gutters or leaders

 Repairing leaks in plumbing piping

 Replacing a plumbing fixture with the same type of fixture as long as no piping 

changes are involved

 Replacement of a dishwasher

 Replacement of a Kitchen Range Hood in residential homes

 Repair or replacement of HVAC duct work

 Repair or replacement of motors, pumps or fans of the same capacity

 Replacement of an existing smoke, carbon monoxide or heat detectors with a like 

device

 Replacement of an existing electrical receptacles or switches with a rating less 

than 150 volts and less than 20 amps

 Repair of replacement of a portion of a stoop (not supporting anything over the 

stoop)

 Roof or siding covering materials (not to include any sheathing replacement).



Examples of what is NOT Ordinary 

Maintenance

 Replacement of a fire alarm control panel

 Replacement of a fire alarm horn/strobe device with a device 

NOT of the same rating

 Repair or replacement of any structural component of a 

building

 Removal or addition of a storage tank

 Removal of any wall or portion thereof

 Addition, alteration or replacement of a water supply, sewer, 

drainage, gas, soil, waste or vent piping system

 The repair or replacement of electrical wiring

 Replacement of sheetrock within a commercial use/business

– Note that this is NOT a complete list!



What is a Construction Permit?
 What is needed to submit a complete construction permit

– F-100 Folder properly signed 

– Applicable technical applications properly and neatly completed

– Any required prior approvals (seems to be an issue frequently)

• Zoning Permit Issued

• Land Use Board approval (as necessary)

• Upper Delaware Conservation District approval

• Engineering approval (VanCleef Engineering)

• Phillipsburg Sewer (via Remington Vernick Engineers)

• Aqua Water

• State of NJ approvals (examples)

– Wetlands

– DEP

– DOT

• NOT AN ALL INCLUSIVE LIST

– 2 sets of plans

– 2 sets of manufacturer specifications/installation manuals

– Copy of contractor licenses or certificates

 All areas of the forms/folder need to be checked to verify 

they are properly and completely filled out!

















This form is printed by the office staff once your new structure is complete and ready for 

a C of O



What is needed for the “Plans”
 Always submit 2 copies of the plans and any other supporting 

documentation (not an all inclusive list)

 Architectural Plans (to scale)

– Foundation plan

– Floor plans

– Truss layout plan

– Elevations

– Details and Cross Sections

 MEP’s (Mechanical plans)(to scale)

– Electrical plan (device wiring and wiring riser plan needed)

– HVAC plan (with Manual S, J and D for residential NEW installation)

– Plumbing plan (with hot/cold water and waste pipe riser diagrams)

– Fire Protection System plan/s

 Supporting Documentation (as necessary)

– Manufacturer’s information in form of submittals and /or manuals

– Energy calculations (ie: ResCheck/ComCheck)

– Engineered Lumber or Truss information/calculations

– Association letter indicating approval for scope of work .



Tips for Homeowner Plans
 Use graph paper to draw the floor plan (1/4” = 1 foot)

 Create a floor plan of the as is condition with dimensions

 Draw the basic layout with walls & doors shown 

 Copy this plan several times and use it to draw the architectural 

changes, electrical, plumbing, mechanical, or fire protection plans as 

needed

 See the following as an example of an electrical plan.



The Construction Permit Process
 Submit a properly completed application to the building 

department

– Certain applications need to go to Zoning FIRST!

 Once application verified as complete, it is entered into the 

construction computer system & the subcode officials review

– All reviews should be completed within 20 business days from the 

completed permit submission

 If the application meets the code compliance requirements for 

each reviewer, it is given to the clerical staff to process the 

necessary paperwork and send the permit for the construction 

official’s signature

– If any subcode denies the application, a denial letter is sent out to the 

applicant and/or contractor identifying the deficiencies.

– A resubmittal is necessary to be submitted by the applicant

– Once resubmittal received, the subcode reviews application again

 Application deemed released and moves to Clerical Staff.



The Perfect Permit Application Process

DOCUMENTATION OF PRIOR APPROVALS VERIFIED

Final certificate released to applicant

Work completed & Final inspections requested

Inspections requested

Works begins

Applicant notified permit is ready

Construction Official reviews and releases application

Clerical Staff check permit ready for release

Application deemed reviewed and ready for release

Subcode/s begin review process

Clerical Staff enter application into computer sytem

Fully Completed Permit Application Submitted



Prior Approvals (as required)

Zoning

Health, etc.

Final certificate released to applicant

Work completed & Final inspections requested

Inspections requested

Works begins

Applicant notified permit is ready

Construction Official reviews and releases application

Clerical Staff readies application for CO signature

Application deemed reviewed and readied for release

Subcode reviews resubmitted application

Applicant resubmits in response to denial/s

One or more Subcode denies application

Subcode Officials begin review process

Clerical staff enter application into computer sytem

Fully Completed Permit Application Submitted

The Typical Permit Application Process



Licensed Contractors Verses Homeowner Work

 What is a licensed contractor?

– Home Improvement Contractor License

• As of 1-1-2006 ALL home improvement contractors were 
required to be licensed by the State of NJ to do ANY work at a 
home (This includes landscaping, irrigation, etc.)

– Licensed Electrical Contractor

– Licensed Plumbing Contractor

– Certified Fire Protection Contractor

• As of 7-2003 all fire protection contractors were required to be 
certified by the State of NJ to work on any fire protection 
equipment

• Fire alarm work may be done by a licensed electrician, licensed 
fire alarm contractor or certified fire protection contractor

– Single/2-Family homeowners are allowed to do work on a 
home that they own (If they do not live there the plans must 
be drawn by a NJ licensed design professional)

• The homeowner needs to be familiar with and able to perform the 
work that is be undertaken.



The Inspection Process

 When is an inspection necessary or required?

– See required inspection code section N.J.A.C 5:23-2.18(b)

• http://www.state.nj.us/dca/divisions/codes/codreg/pdf_regs/njac_5_23_2.pdf

– You must request the inspection (it’s not an automatic thing)

• The caller needs to know their permit number and the inspection being 

requesting

• You need to be familiar with the types of inspections so you can ask 

the correct question
– NO “ROUGH” BUILDING INSPECTION; IT IS CALLED A FRAME INSPECTION

– NO FRAME INSPECTION UNTIL ALL OTHER ROUGHS APPROVED 1ST!

• Requests will be scheduled for the next available inspection date (This 

may be several days later in some cases)

• Know that some work may need to stop until an approved inspection is 

obtained for that specific scope of work.

http://www.state.nj.us/dca/divisions/codes/codreg/pdf_regs/njac_5_23_2.pdf


Final Acceptance of the Work

 Once all of the necessary final inspections are 
approved, a request for a certificate of occupancy 
is needed (if applicable as not all projects require A CO)

– You should request the application form be printed 
from the WHEN the final inspections are completed 
and a request has been made

– You will also need to verify that any of the prior 
approvals have submitted their final approval at the 
time that a certificate of occupancy application is made

• Zoning/Planning

• Engineering (via VanCleef Engineering)

• Phillipsburg Fire Chief

• Phillipsburg Sewer (via Remington Vernick Engineers)

• Aqua Water

• Upper Delaware Conservation District

• State of NJ

• Etc.



Tips for Finished Basements
 Install perimeter fire blocking before you frame the walls

 Mark the plans and/or floor as to where the plumbing clean 
outs are located

 Plan for combustion air requirements

 

Existing concrete slab 

Foundation 

Wall 

Existing Floor Joist 

Fireblocking (Sheetrock or other approved material) 

Top Plate 

Treated Bottom Plate 

New Wall Stud 

Air Space 


