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[bookmark: _New_Residential_Permit][bookmark: _New_Residential_Permit_1]New Residential Permit Type Descriptions

On eTrakit you will have five New Residential subtypes to choose from. Please review the definitions below to choose the correct subtype. 
Please reference the next page (3) of this document for Single Family Detached, Attached and Duplex submittal requirements and naming conventions.
For Multi-family Dwellings submittals reference the eTrakit “Commercial Submittals and Naming Convention” document on our website.
 
· Single Family Detached- A detached residence or detached house is a free-standing residential building. One structure on one lot. 

· Single Family Attached- A structure that contains two dwelling units that share a common fire wall separating the units from ground to roof and addressed individually. The structure is designed or used for residence by not more than one family per dwelling unit. 

· Duplex- A housing structure divided into two residential dwelling units. Each unit has a separate entrance and is metered for its own utilities. Both units are located on one lot with a shared address. 

· Townhome- A single family dwelling unit constructed in a group of three or more attached units in which each unit extends from foundation through the roof and with a yard or public way on at least two sides. Each townhome unit is separated from other townhome units by a two-hour fire wall. An approved large-scale development plan is required.

· Multi-Family 3 or More- A housing structure divided into three or more apartment units that share common walls. Designed with no more than one family per dwelling unit. They are typically referred to as multi-family apartment buildings. On eTrakit, apply for a New Residential Permit, with a subtype of Multi-Family. See Commercial Submittal and Naming Convention document for structures with a retail or podium space below. 


[bookmark: _New_Single_Family]


[bookmark: _New_Single_Family_1]New Single Family, Duplex & Townhomes
Application Submittal Checklist & Naming Convention
All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· New Single Family, Duplex & Townhome Permits
· Application Packet. All items must be submitted in one PDF file in the order listed below.
Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date). 
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.
Required Submittal Documents for New Single Family & Duplex Permits:
1. Site Plan. A site plan is a detailed drawing which depicts the proposed structure on a parcel of land. 
*Any site plan submitted not meeting all these requirements will be returned. Please reference our GIS map on our website at http://geo.bentonvillear.com/. This will give you access to most of the site plan requirements. You may also reach out to the Planning Department to verify setbacks, zoning, and other land use questions. 
· Site Plan Requirements:
· Must be drawn to Engineer scale. 
· Must include the following:
· Subdivision Name, Phase Number, Lot Number, Block Number
· ALL Building Setbacks distances of proposed structure
· ALL Easements and Right of Way dimensions stated and labeled
· ALL property lines and their dimensions stated and labeled
· Proposed and/or existing Sidewalk(s) and Driveway drawn and labeled
· Proposed retaining walls with dimensions
· Utility line locations and connections. (Electric, water, sewer and gas)
· Tree locations
· Name(s) of adjacent streets
· North Arrow
· Scale at which the site plan is drawn. 1” = 20’
· Grading plans for the lot 
· Ditch location and run off 
New Single Family, Duplex & Townhomes Continued

Optional: You may submit for a fence permit with your residential permit. You must show the location of your fence on the site plan and answer the questions on eTrakit. (No additional fee will be charged, BUT the fence must be completed at the time of the final inspection, or a separate permit will be required. Fences that are not complete at the time of final inspection will result in a failed inspection and no Certificate of Occupancy will be issued.                              

2. Construction Drawings.	
· Required Documents:
· [bookmark: _Hlk202792252]Floorplan, all floors. Plans may not include bonus or flex space
· Plans must include plumbing, mechanical, and electrical drawings
· Plans must include code analysis and a breakdown of heated and unheated square footage per unit and totals
· Elevations (Indicating height of building and lowest eave on highest roof line dimensions.)
· Plans must be drawn to scale

3. Rainfall Mitigation Worksheet.	
· All permits not linked to a Large-Scale Development will require the rainfall mitigation worksheet for any work that adds new impervious area to the lot, regardless of size.
i. Examples include:
1. Addition of roof area
2. Swimming pools
3. Sidewalk, parking pads, driveways
Additional Notes:
· In some areas a residential fire sprinkler is required. Please see the Fire Sprinkler Submittal Requirements on page 17 for more information. 


*Refer to “Commercial Submittals and Naming Conventions” for Multi-Family Dwellings. On eTrakit, apply for a New Residential Permit, with a subtype of multi-family.


	



Residential Additions
Application Submittal Checklist & Naming Convention
An addition is an extension of the heated area, height or overall footprint of an existing one– or two-family dwelling). Please see Residential Alterations for covered porches or deck extensions. 

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
Residential Additions
· Application Packet. All items must be submitted in one PDF file in the order listed below.
Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.
Required Submittal Documents for New Room Additions, Attached Garages and Sunrooms, attached garage enclosures to be used for living area, etc.:
1. Site Plan. A site plan is a detailed drawing which depicts the current and proposed structures on a parcel of land. A site plan is required for any permit request consisting of adding to the footprint of the current structure.

· Site Plan Requirements: 
*A site plan submitted not meeting all these requirements will be returned.
· Must be drawn to scale. (1”= 10, 20, 30, etc.)
· Must include the following:
· Subdivision Name, Phase Number, Lot Number, Block Number
· ALL Building Setbacks distances of proposed structure
· ALL Easements and Right of Way dimensions stated and labeled
· ALL property lines and their dimensions stated and labeled
· Proposed and/or existing Sidewalk(s) and Driveway drawn and labeled
· Proposed retaining walls with dimensions
· Utility line locations and connections. (Electric, water, sewer and gas)
· Tree locations
· Name(s) of adjacent streets

Continued on next page…

Residential Additions Continued



· North Arrow
· Scale at which the site plan is drawn. 1” = 20’
· Grading plans for the lot 
· Ditch location and run off 

2. Floorplan(s)- must be drawn to scale
· Floorplan, all floors. Plans may not include bonus or flex space
· Plans must include plumbing, mechanical, and electrical drawings
· Plans must include code analysis and a breakdown of heated and unheated square footage.

3. Elevations (Indicating height of building and lowest eave on highest roof line dimensions.) 

4. Rainfall Mitigation Worksheet.	
· All permits not linked to a Large-Scale Development will require the rainfall mitigation worksheet for any work that adds new impervious area to the lot, regardless of size.
i. Examples include:
1. Addition of roof area
2. Swimming pools
3. Sidewalk, parking pads, driveways




[bookmark: _Carport,_Patio_Cover,][bookmark: _ACCESSORY_STRUCTURES][bookmark: _Toc17796808][bookmark: _Toc17796967]




Accessory Structure
Application Submittal Checklist & Naming Convention
Residential Accessory Buildings are new buildings detached from the residence and structures accessory to and associated with a primary single-family structure. If the structure is attached, please see the alteration permit.                  
All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Accessory Structures:
Some examples include new Accessory Dwelling Units (ADU’s), Carports, Patio Covers, Pergolas, Garage and Storage Buildings, new deck or addition to existing deck, Pool House, Exterior/Interior Storm Shelter (see page 7 for interior storm shelter requirements), Outdoor Fireplaces, or any detached structure (over 200 sq. ft.)                                                                                                                              

· Application Packet. All items must be submitted in one PDF file.
	Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.
Required Submittal Documents: 
1. Site Plan. A site plan is a detailed drawing which depicts the current and proposed structures on a parcel of land. 
· Site Plan Requirements:
· Must be drawn to Engineer scale. 
· Must include the following:
· Subdivision Name, Phase Number, Lot Number, Block Number
· ALL Building Setbacks distances of proposed structure
· ALL Easements and Right of Way dimensions stated and labeled
· ALL property lines and their dimensions stated and labeled
· Proposed and/or existing Sidewalk(s) and Driveway drawn and labeled
· Proposed retaining walls with dimensions
· Utility line locations and connections. (Electric, water, sewer and gas)
· Tree locations
· Name(s) of adjacent streets
Continued on next page…


Accessory Structure Continued


· North Arrow
· Scale at which the site plan is drawn. 1” = 20’
· Grading plans for the lot 
· Ditch location and run off 

2. Engineered plans/drawings of prefabricated structures may be required

3. Rainfall Mitigation Worksheet.	
· All permits not linked to a Large-Scale Development will require the rainfall mitigation worksheet for any work that adds new impervious area to the lot, regardless of size.
i. Examples include:
1. Addition of roof area
2. Swimming pools
3. Sidewalk, parking pads, driveways


[bookmark: _Toc17796807][bookmark: _Toc17796966]Accessory Structure/Interior Storm Shelter
Application Submittal Checklist & Naming Convention
All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Interior Storm Shelter
· Application Packet. All items must be submitted in one PDF file.
	Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
Required Submittal Documents for Additions,
1. Floor plan(s). Indicate where the storm shelter will be located

[bookmark: _Interior_Storm_Shelter][bookmark: _Structural_Moving_Permit_1][bookmark: _Toc17796809][bookmark: _Toc17796968]Structural Moving Permit
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Structural Moving Permit
· Application Packet. All items must be submitted in one PDF file in the order listed below.
Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
Required Submittal Documents:
[bookmark: _Structural_Moving_Permit]		Detailed Route. Detailed description of proposed route.
		Map. Detailed drawing of proposed map.
Certificate of Liability Insurance. $100,000 for bodily injury to any one person per occurrence. $200,000 for bodily injury to more than one person per occurrence. $250,000 for damage to property per occurrence. 










[bookmark: _Solar_Systems]
[bookmark: _Solar_Power_System]Solar Power System
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Solar Power System
· Application Packet. All items must be submitted in two PDF files in the order listed below.
· On eTrakit, apply for a Residential Alteration Permit, with a subtype of Solar Panels

Naming Convention:
· The first file should include submittal items 1-6. Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
· The second file should include the completed BEUD Agreement. Name the file: BEUD Agreement (current date). Example: BEUD Agreement 7-18-19. Any subsequent re-submittals should be named using the same format, BEUD Agreement (current date).
Required Submittal Documents:
1. The location of the solar panel system shall be indicated on the plans, including site plan, roof plan, and elevation and mounting details for panel installation. (Roof or ground mounted solar systems).

2. Electrical plan (riser diagram) showing how the solar system is wired and connected to the building electrical system. Include wire size and type, grounding, over current protection rating and disconnects. 

3. Plumbing plan for solar hot water system including pipe size and type, location of exchange tank, existing/backup water heater, and pump. Indicate if heat exchanger coil is in direct contact with potable water. 

4. Include adequate fire department access, pathways, and ventilation opportunities.

5. Note on plan that PV equipment shall be installed in accordance with NFPA 70-690 and posted with applicable warnings, signage and plaques per NFPA 70-705-10, 690-17 and 690-64(b)(5).

6. Completed BEUD Net Metering Requirements Interconnection Agreement. BEUD Net Metering Requirements and Agreement.
[bookmark: _Demolition_Permit]Demolition Permit
Application Submittal Checklist & Naming Convention

All utility accounts must be closed before the demolition permit can be issued. See page 12 for details. 

· Demolition Permit
[bookmark: _Hlk202857513]* A demolition permit is required to be issued at least 5 days prior to the desired demo date. 
Application Packet. All items must be submitted in one PDF file in the order listed below.
Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
Required Submittal Documents:
· For one acre or more-Storm water Pollution Prevention Plan (SWPPP). Contact Engineering for more information, 271-3168. This is not required if the area of disturbance is under 1 acre. 
[bookmark: _Hlk202857548]Required Inspections:
· A pre-demolition inspection will be conducted prior to permit issuance to ensure utilities are disconnected and lines capped. Demolition work that commences before permit issuance may be subject to penalties.
· Once the structure is demolished and the site cleared, call the inspection office at 271-3108 to schedule a final inspection.








Continued on next page…

Demolition Permit Continued





[bookmark: _Hlk202857562]Instructions to Close, Disconnect and Remove Utilities:
· To close a billing account the customer must call the Utility Billing Department at 479-271-3100 and choose the option for Utility Billing Customer Service. They have a next business day service for a fee you can have the account closed the same day they are contacted. The office is located at 1000 SW 14th St. Accounts must be closed before moving to the steps below.
· The Electric Department does not automatically remove or disconnect utilities when a demolition or moving permit is issued. Please call 479-271-3135, option 2 to schedule disconnect/removal. There is a minimum of 72-hour (3 business days) advance notice required. DO NOT START any portion of the demo until you see the wire to the structure and meter gone.
· The Water Utilities Department will automatically remove all water meters associated with the demo address according to the demo date provided on the permit. BWU will send an email with information describing the actions the contractor needs to take to protect the Water and Sewer main lines. For water and sewer services call 379-271-3140, option 4 or email watersewer@bentonvillear.com. 
· [bookmark: _Residential_Alteration/Remodel]To disconnect any other utility services- Contact the respective provider. 










Residential Alteration/Remodel
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue. 

· Residential Remodel/Alteration

· This permit includes interior, exterior, interior and exterior remodels, repairs, solar power systems – (see page 9-10 for solar power submittal requirements.), window replacement (when size is altered,) some roof replacements (call first), etc. If adding to the footprint of the existing structure go to page 5- Residential Additions.
· Application Packet. Items must be submitted in one PDF file.
Naming Convention:
· Construction Drawings. Name the construction drawing file: Submittal (Date stated in title block). Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (current date). 
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.

Required Submittal Documents:
1. Construction Drawings.
· To scale drawings showing existing conditions
· To scale drawing showing proposed changes

2. Rainfall Mitigation Worksheet
· All permits not linked to a Large-Scale Development will require the rainfall mitigation worksheet for any work that adds new impervious area to the lot, regardless of size.
ii. Examples include:
1. Addition of roof area
2. Swimming pools
3. Sidewalk, parking pads, driveways


Swimming Pool & Spa Permits
    Application Submittal Checklist & Naming Convention
[bookmark: _Swimming_Pool_&_1]All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
Application Packet. All items must be submitted in one PDF file.
	Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.
Required Submittal Documents: 
1. Site Plan. A site plan is a detailed drawing which depicts the current and proposed structures on a parcel of land. 
· Site Plan Requirements: 
*A site plan submitted not meeting these requirements will be returned.
· Property access point must be clearly labeled on site plan. 
· Must be drawn to scale. (1”= 10, 20, 30, etc.)
· Must include the following:
· Subdivision Name, Phase Number, Lot Number, Block Number.
· Measurements to all structures, setbacks, and property lines. 
· Location, and dimensions of all existing structures.
· Building setback distances of pool to all property lines.
· Show all easement(s) types and dimensions.
· Retaining walls must be drawn on the site plan. A separate permit is required if over 4 feet tall
· Location of existing fence and gates or location of proposed fence. See fence regulations on page 16.
· Show proximity of all pool shell/deck/parameter bonding connections per NFPA 70.
· Indicate pool shell conductivity.


Continued on next page…

Swimming Pool & Spa Permits Continued
2. Rainfall Mitigation Worksheet.
All permits not linked to a Large-Scale Development will require the rainfall mitigation worksheet for any work that adds new impervious area to the lot, regardless of size.
i. Examples include:
1. Addition of roof area
2. Swimming pools
3. Sidewalk, parking pads, driveways
[bookmark: _Fence_Permits]
Fence Permits
Application Submittal Checklist & Naming Convention
See page 16 for fence regulations

Fence permits are not currently being taken online. Please download and print out the fence application and submit it to our office, with payment. Miscellaneous Applications | Fence Permit
Required Submittal Documents: 
1. Completed application form.
2. Permit fee of $30.00, check or money order.
3. Site Plan. A site plan is a detailed drawing which depicts the current and proposed structures on a parcel of land. 

· Site Plan Requirements: 
*A site plan submitted not meeting all these requirements will be returned.
· Must be drawn to scale. (1”=10, 20, 30, etc.)
· Must include the following:
· Address, Subdivision Name, Phase Number, Lot Number, Block Number.
· All property lines and their dimensions. 
· Location of and dimensions of all existing structures.
· Location of existing fencing on or adjacent to the property that is to remain. 
· Portions of existing fence that will be replaced. 
· Location of new fencing.
· Location of gates.
· Show all easement(s) types (utility, drainage, etc.) and dimensions
Fence Regulations


FENCE REGULATIONS:
1.	Fences must be located on private property built with the consent of the property owner.
2.	Fencing in front yard cannot exceed 48 inches (4 feet) in height.
3.	Fences must be located at least 5 feet from the street or public right-of-way.
4.	No fence may be located within a sight triangle. (Determined on a case-by-case basis)
5.	Fences may be located in a utility easement; however, they must have a gate installed on each end, the width of the easement.
6.	Fences may not be located in a platted drainage easement.
7.	Fence height cannot exceed six (6) feet above grade.
8.	Finished surfaces must face outward from the property (where fronting public right-of-way).
9.	Fences for pools and spas. Outdoor pools, spas and hot tubs shall be protected by an enclosure designed to restrict access by children. If a fence is intended to serve as the required enclosure, it shall meet the following requirements in addition to those that apply to a fence or wall. 
		
Height. The minimum height of the fence enclosure shall be at least forty-eight (48) inches. The maximum clearance between the bottom of the fence and the ground shall be two (2) inches. 

Gates. Gates in the enclosing fence shall swing away from the pool/spa area and be designed to be self-closing and self-latching. If the latch or latch release hardware is on the outside of the fence, it shall be at least fifty-four (54) inches above the ground. If the latch hardware is on the inside of the fence, it must be at least three (3) inches below the top of the fence and there shall not be any openings more than a half inch in width within eighteen (18) inches of the latch. Gates more than five (5) feet in width and designed for equipment access to the fence area are not required to be self-closing or self-latching provided they are locked at all times except when needed for equipment access. 

Design. The fence shall be designed so that there are no openings large enough to allow the passage of a four-inch diameter sphere and so that no "ladder effect" is created on the outside. If a chain link fence material is used, the maximum size of the openings (i.e., the distance between parallel wires) shall not exceed one and a quarter (1) inch.
Residential Fire Sprinkler Permits
Application Submittal Checklist & Naming Convention


All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.

· Fire Sprinkler Permits 
Application Packet. Items must be submitted in two separate PDF files. 
Naming Convention:
· Drawings. Name the file: “Sprinkler Overhead (or Underground) Drawings (Current Date)”. Example: Sprinkler Overhead (or Underground) Drawings 6-6-19. Any subsequent re-submittals should be named using the same format, Sprinkler Overhead (or Underground) Drawings (Current Date.)

· Sprinkler Documents. Name file containing the calculations, cut sheets, etc.: “Sprinkler Overhead (or Underground) Docs (Current Date)”. Example: Sprinkler Overhead (or Underground) Docs 6-6-19. Any subsequent re-submittals should be named using the same format, Sprinkler Overhead (or Underground) Docs (Current Date.)

Required Submittal Documents:
1. Drawings. Plans shall be submitted in accordance with the requirements of Chapter 23 of NFPA 13 2016 edition. Files must be in landscape orientation. Drawings shall be limited to one story per page. All symbology shall comply the NFPA 170.
2. Sprinkler Documents. A signed copy of the owner’s certificate, hydraulic calculation sheets, manufacturer product sheets, and a summary sheet.



Plumbers installing fire system components will need to provide proof of UPONOR certification.
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