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PROCEDURES FOR OBTAINING RESIDENTIAL BUILDING PERMITS 
FOR ADDITIONS, ALTERATOINS, GARAGES, SHEDS AND DECKS 

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

 
2. We need your survey showing where your home is placed on your property.  Please draw the 

approximate location of construction 
 

3. Setbacks must be met as required by the zoning of your 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.                                                                                         
  
Accessory buildings (e.g., storage units, sheds, etc.) for one- or two-family dwellings or townhouses in 
residential districts that are 100 square feet or less in area and less than 12 feet in height do not need a 
building permit or certificate of occupancy from the Town of Clay.  However, these accessory buildings shall 
comply with the following minimum standards: 

a. Only one per lot without permit 
b. Not located within any easement or right-of-way. 
c. Located in the portion of a lot behind a line formed by the front wall of the principal building. 
d. Located in compliance with any applicable corner lot requirements 
e. Meet Chapter 112 Flood Damage Prevention. 
f. Minimum setback of three feet (3’) from any property  

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 print may be required 

 

5. Contractors must submit a Certificate of Liability, Workers Compensation 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 4:30pm. Permits will 
be accepted until 4:00pm.  Permits will be issued usually within 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 notice.  

 






