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PROCEDURES FOR OBTAINING RESIDENTIAL BUILDING PERMITS FOR ALTERATIONS 

 

1. Permit application filled out, and appropriate fee paid. 

 

2.  We need your survey showing where your home is placed on property.  Please draw in 
approximate location of the new construction. 
 

3.  Setbacks must be met as required by the zoning of the property.  Anything closer to the 
property lines are in violation of the Town of Clay Zoning Ordinance.  You cannot build any 
structure on an easement (Width of easements take precedence over normal setbacks.) 
For properties that are designated in a floodplain, additional requirements of Chapter 112 
must be met. 
 

4. 2 Sets of plans or drawings showing what you are building, materials that you are using 
and how it will be constructed.  Stamped and signed architectural prints may be required. 
 

5. Contractors must submit Certificate of Liability and Certificate of Compensations and 
Disability Benefits insurance coverage.  
 

6. Permit will be mailed to you or can be picked up at our office.  Office hours are 8:30 to 
4:30.  Permits will be accepted until 4:00pm.  Applications are taken on a first come first 
served basis.  Permits will be issued usually withing 5 business days depending on the 
number of applications at any given time and once all information has been approved.  
 

7. Upon issuance of your building permit, please contact the authorized official for the 
necessary inspections to be made during the course of construction.  Inspections require 
a 48 hour (business day) notice.  

 

 






