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INTRODUCTION
Over the Counter (OTC) Permit Application Process

The over-the-counter (OTC) permit application process is a briefer version of our traditional application
process. Please note that although many projects may be considered for OTC permits, there are some
that will still require the traditional approach. We have attempted to streamline the process as much as
possible, but each project is individual and must be reviewed prior to our making the final determination
that an OTC permit may be issued.

Our current process requires an in-person submittal meeting for all permit applications with plans and
documents then being forwarded to appropriate departments. Recognizing that in many cases all
requirements can be met with a one-time, over-the-counter exchange of information, the city is now
issuing permits on the spot when appropriate. The estimated time for an OTC appointment is one hour.

Among the permits not suited to the OTC process are those for shoreline properties, sensitive areas,
properties with septic systems and those properties that require geotechnical due to steep slopes,
unstable soils.

Types of Permits Eligible

«» Addition (less than or equal to 500 sf) < Remodel (non-structural interior SFR)
+» Damage assessment ++» Revision to active building permit
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Seismic retrofits
Sheds-exceeding 200 sf
Sign/awning (commercial)
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Hot tub (w/deck or 5000 gal.)
Mechanical/Plumbing
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Pools Tree removal (3 or less)
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Porch (covered) Trellis

o
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Registered plan application for specific Window/door —enlarge opening

lot
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Streamlined Service Features
All OTC permits are received by Permit Technicians in the Permit Center located at the City of
Sammamish City Hall, 801 228" Ave SE. The application process has been streamlined so that:
v' Submittal appointment includes:
%+ Verification that application meets OTC criteria.
*»*» Complete review by Plans Examiner and Planner.
*¢* When required, application will be forwarded to Public Works for Engineer’s review.
v Application forms are available online.
v" Fees may be paid by cash or check.

General OTC Permitting Requirements
v/ OTC Permit Application Form (complete per Instructions)
v/ OTC Permit Application-Required Documents matrix (circle/highlight applicable project)
v Applicant’s OTC Submittal checklist (Check Yes or No for all applicable items. Leave blank
those items that do not apply.)

Electrical Permits
The City of Sammamish does not issue electrical permits. Please contact the State of Washington

Department of Labor & Industries at (425) 990-1400.

Application Forms
Application forms are available online at www.ci.sammamish.wa.us/buildingpermits.aspx .

Questions?
If you have any questions about OTC permits contact the Permit Center at 425-295-0500.

City of
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INSTRUCTIONS

The City of Sammamish is simplifying the OTC permit application. This application form incorporates all
forms required for the Type of Permits Eligible included in the “Introduction to Over the Counter
Permit Application Process.” The following documents are included in this packet.

1. OTC Permit Application-Required Documents: Review this matrix to ensure that all necessary
documents or approvals are submitted with your application.

2. Over-the-Counter Permit Application:
e All OTC permit applications require page 1 (Permit Application form).
e Beginning on page 2, take note of the header, i.e. “Additions &Mechanical/Plumbing—Page
2". Only complete and submit pages 2, etc. that apply to your permit type as designated in
the header. If you have any questions please feel free to contact the Permit Center for
clarifications.
Following are the application pages required for each type of permit;

Permit Type Pages
required
Addition (<=500 sf) 1-3
Damage assessment
Deck
Demo

[y

Fence

Foundation repair/replacement

Gazebo

Hot tub

Pool/Spa

Porch

Registered plan (application for specific lot)

Remodel

Revision

RockeryRetain. wall (> 4 ft. in height from base of footing)

Roof Repair/Reroof

Seismic retrofits
Shed (>200 sf)
Sign/Awning (commercial)

Sunroom

Trellis

e L L e L L e e L o e e T o o

Window/door

**In most cases Mechanical/Plumbing and Tree Removal permit applications may be
processed OTC. Please visit MyBuildingPermit.com to apply for Mechanical/Plumbing
Permits that do not include heat pumps, A/Cs or generators.

3. Applicant’s OTC Submittal Checklist: Review and complete to ensure that all necessary
documents and items are completed for a successful OTC Permit submittal.
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OTC Permit Application--Required Documents

Instructions: Circle/highlight project type.

Addition (<= 500 sf) X X X X X X X X X X X
Damage assessment X X X X X

Deck X X X X X X X

Demo X X X

Fence (over 6ft in ht.) X X X X X X X

Foundation

Repair/Replacement X X X X

Gazebo X X X X X X X X

Hot Tub (w/deck or 5000

gal.) X X X X X X X X

Pool X X X X X X X X X
Porch (covered) X X X X X X X X X X
Registerd plan (applictn for

specific lot) X X

Remodel (non-structural

interior-SFR) X X

Revision (to active bldg.

permit) X X X X

Rockery/Retain. Wall (>4ftin

ht. from base of ftg.) X X X X X

Roof Repair/Reroof X X X X

Seismic retrofits X X X X

Shed (> 200 sf.) X X X

Sign/awning (comm'l) X X X

Sunroom X X X X

Trellis X X X X X X

Window/Door (enlarge

opening) X X X

3/14/2008/Page 1
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Note: Items listed below are cross referenced with item numbers used in the document “How to Obtain a Building
Permit for New Construction, Additions and Remodels.”
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APPLICANT’S
OTC Submittal Checklist
(Answer all items Yes or No)

Is the property Upland (not shoreline)?

Reduced Site plan (Item F): Are the following provided?

Is the site outside an Erosion Hazard near Sensitive Water Body (EHNSWB) area?
Plan prepared to Engineering Scale (preference is 17 =20’).

North arrow depicted on plans.

Provide street address and/or tax account number.

(also include subdivision name with lot number, if applicable)

Depict lot area (in square feet) and current zoning designation.

Show site access and identify adjacent public rights-of-way (for corner lots, show
both cross streets, road centerlines and sight-distance triangle). If site is served by
private road, indicate where additional lots are located that access off the private
road.

Standards notes, including subdivision conditions and/or restrictions on lot.
Location and dimensions of all property lines and easements, including sensitive
area tracts, buffers and/or associated setbacks, Native Growth Protection Areas
(NGPA) and/or Easements (NGPA/E) and building setback lines.

Location and dimensions of all existing and proposed buildings and/or structures
(including porches, decks, retaining walls), their uses, and distance to property
lines (identify existing buildings to be removed/relocated).

Show proposed building footprint and roof overhangs.

Show location of on-site parking and driveway length (minimum 20’).

Floor and grade elevations (Average Finished Grade) calculations on plans.

Are floor and grade elevations logical? Are the elevation & site plans consistent?
Provide impervious surface coverage in square feet and percentage of lot.

(For additions, provide existing coverage and proposed coverage with a total in
square feet and percentage of lot area.)

Provide contours (maximum 5°) and depict all slopes in excess of 15%.

Slopes on site are less than 40%.

Slopes on site are less than 15%.

Critical areas are not being impacted on site (streams and/or wetlands).

Provide grading quantities estimated with construction (cut and fill).

Show clearing and grading limits on site plan with scope of work.

Proposed rockeries are required to be shown with top of wall and bottom of base
rock elevation points noted.

Orientation: does the site plan agree with the building foundation & floor plans?
Orientation: does it agree with found. & floor plans?

C:\Documents and Settings\ddonovan\Local Settings\Temporary Internet FilesS\OLKD\OTC submittal check list-
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Note: Items listed below are cross referenced with item numbers used in the document “How to Obtain a Building
Permit for New Construction, Additions and Remodels.”

(Answer all items Yes or No)

YES NO

X3

8

[ [

B3

[]

[

(Construction Documents, item H)

Engineering (lateral, vertical): (leave blank if not applicable)
Design Criteria: Does it reference 2006 IBC/ACE 7-05?

] Does one set have original wet-stamp and signature?
] Are there key plans for both lateral and vertical calculations?
] Do plans agree with engineering?

] Is soil bearing shown as 1500 psf.
Note: Beam/Gravity calcs may be provided by designer on current computer program
that specifies design criteria.

Retaining Walls/Structures (site): (leave blank if not applicable)

] Does site plan show retaining structures in excess of 4’ in height (measured from
bottom of footing/base rock to top of wall)?
[] Are engineering calculations and applicable construction details provided for

Retaining structures over 4’ in height?

Note: The City of Sammamish Rockery Design is acceptable for rockeries not exceeding 6 ft. in

5

A

OO O dodo oo o

height.

Plan set (include the following information only as it pertains to the project scope of work):

] Coversheet: (1) Is there sufficient space for City stamps and approval (6”x12”
min)? (2) Is the address, lot number, plat name (development) and model umber
provided? (3) Is a plan sheet index given?

Foundation: (1) Do fireplace foundations and floor framing agree with what is
Proposed on site plan (standard or cantilevered)? (2) Are crawl space ventilation
calcs provided? (3) Is soil bearing shown as “assumed 1500 psf?”

Life safety/health: Are safety glass, egress windows, smoke detectors, ventilation
fans (cfm sizes), furnace/heating max. BTUs, labeled?

Roof: Are bearing walls labeled in addition to any details that may be required?
Is attic access provided along with attic ventilation calcs?

Elevation plans: (1) Do grade elevation points (ABCD...) agree with site plan?

(2) Is height above AFG (upland) shown?

Details: Required for all load-bearing connections. Are they properly referenced
on plans?

Are all plan sheets (including details) legible—no type lost in left margin where
stapled?

Multiple sets are to be identical.

Provide square footage for each floor, including decks and all areas shown.

OO O o dodo o

If the above items are not provided, or the criteria not met, the permit application may not be
acceptable as a OTC permit application. Refer to City of Sammamish document: HOW TO
OBTAIN A BUILDING PERMIT FOR NEW CONSTRUCTION ADDITIONS AND REMODELS
(http://www.ci.sammamish.wa.us/pdfs/building/How%ZOto%200btain%2OSFR%20Permit.pdf )-

C:\Documents and Settings\ddonovan\Local Settings\Temporary Internet FilesS\OLKD\OTC submittal check list-
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Additions—Page 3 / Pool/Spa—Page 2

MINIMUM SITE PLAN REQUIREMENTS FOR A MECHANICAL PERMIT

When Installing an Air Conditioning (A/C) Unit or Heat Pump Outside the Structure

Required Information:

1.

2
3.
4,
5

Tax Parcel Number.

Street Address.

Approximate location of existing buildings.

Location of a/c unit or heat pump that is being installed.

Approximate location and dimensions of property lines to the a/c unit.

Applicant is required to provide a site plan specific to the parcel.
The following depiction is a graphical example only.
This will not be accepted for your project.

Street Mame £ Address

NORTH

Dtive

House / Building

20 ft.
O >

Distance from
property lines

Air conditioning units, heat pumps or generators may not be installed within the
interior setback without recorded agreement from adjacent property owner prior to

permit issuance.

S
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POOL/SPA REQUIREMENT CHECKLIST

THE FOLLOWING ITEMS MUST BE PROVIDED TO PROCESS YOUR POOL/SPA PERMIT.
Incomplete applications will not be accepted.

[[] Completed application for pool/spa permit:

Owner name, address, and phone number
Address of job

Contractor's name, address, and phone number
Contact person’s name and phone

Description of job

Property tax parcel number (10 digits)

HiNEnE

[] Site Plan (Showing all structures existing and proposed)
[ ] Pool/Spa
[ ] Pool/Spa enclosure/barrier (see Construction Guidelines #7).
[ ] Mechanical/pump room
Mechanical equipment, including filter and disinfection (e.g., chlorination) equipment
[ ] Location of Backflow Prevention Device(s)

[[] Plan Set (Review stamped & approved by Water District) (3 sets)

[] Method of filling (initially and on continuing basis)
[] Auto fill device —includes Reduced Pressure Backflow Assembly (RPBA) or air gap (AG)
[ ] Permanent connection through the domestic water supply onsite — includes RPBA or AG

[] Other (specify):

[[] Method of drainage
[] Tieinto side sewer
[] Separate connection to building sewer downstream of all other connections
[] Separate connection to sewer main

[

Engineering
[] Engineering plans, with original wet-stamp and signature
[ ] All engineering details are to be incorporated into the plan sheets

Safety Vacuum Release System (SVRS): to conform to ASME A112.19.17

Underwater Suction Drain Fittings: to conform to ANSI/ASME A112.19.8.M

If townhomes or condominiums, a letter of authorization from the Homeowner’s
Association is required prior to issuance.

O O 0O 0O

This checklist is signed.

Signature of Owner/Agent Date

City of
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ROOF REPAIR/REROOF REQUIREMENT CHECKLIST

THE FOLLOWING ITEMS MUST BE PROVIDED TO PROCESS A ROOF REPAIR/REROOF APPLICATION.
Incomplete applications will not be accepted.

[0 Completed application for reroofing permit:

Owner name, address, and phone number

Address of job

Contractor's name, address, and phone number

Contact person’s name and phone

Description of job and tenant name

Lender/bonding information (when project cost is over $5,000.00)
Property tax account number

Loodgon

[

Copy of roofing contract.

[

Copy of U.L. listed roofing assembly.
(in order to determine required roof class, please see Table 3-A to determine occupancy group
and then refer to Table 15-A)

[0 Existing roofing must be completely removed unless one of the following applies:
[] There is not more than one existing roof covering,
[ ] Analysis by Structural Engineer demonstrates that structures is sufficient to sustain the
weight of additional dead load of the roof covering.

[] Plans must be submitted for review if any of the following apply:
[] Roof pitch is to be changed
[] Height of roof or parapet is increased
[] Rooftop mechanical units are added or relocated in conjunction with this project
[] Adding or replacing foam insulation on roof

[J Contractor’'s UBI number and a copy of contractor’s license are required prior to
issuance of permit.

[ Iftownhomes, or condominiums, a letter of authorization from the Homeowner’s
Association is required prior to issuance.

[] This checklist is signed.

Signature of Owner/Agent Date

ﬁﬂkéi;zzsbﬂ |
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ROOF REPAIR/REROOF SPECIFICATION CHECKLIST

Construction to comply with IRC (one & two family dwellings & multiple single family dwellings
[townhouses]; or IBC for condominiums.

Item

Specification

Code

Rafter Span

[]16"0C []24"0C
[] Other:

(circle applicable fastener)

e Wood Structural inch Refer to IRC Sec. R803.
Panel Thickness: and Table R503.2.1.1(1)
o Fasteners used: nail / staple Fastener Schedule for

Structural Members, IRC
Table R602.3(1)
Alternate Attachments,
IRC Table R602.3(2)

Roof Covering:

Is the roofing
material the same
as previously
installed?

(manufacturer / type)

[JYes []No

Please take note of IRC
Code Sections R902.1,
R904.4, R907.3

Total Dead Load:
(Maximum of 10
PSF for over the
counter)
(Roof/Ceiling DL 15
max.)

psf

IRC Code Sections
R301.2.2.2, R301.4

Inspections Required

1. Nailing (Plywood or OSB)

2. Final

web links:

o American Wood Preservers Assoc. (AWPA) (www.awpa.com )
o APA-The Engineered Wood Assaociation (www.apawood.org )
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SIGN PERMIT REQUIREMENTS
Per chapter 21A.45 (Signs) of the Sammamish Municipal Code (SMC)

THE FOLLOWING ITEMS MUST BE PROVIDED TO PROCESS A SIGN PERMIT.
Incomplete applications will not be accepted.

TYPE OF SIGN
» Real Estate
[] On-site Commercial
[] On site Residential
[] Off-site Directional Subdivision name:

» Commercial Office

Wall/Awning**
Projecting/Awning * **
Free Standing
Community Bulletin Board
Community Event

Other

OoOodgn

* All projecting signs must maintain a clearance of eight (8) feet above sidewalks and walkways, and
not project more than six (6) feet perpendicular from the supporting building facade.

** Maximum height must not exceed above highest exterior wall/structure upon which the sign is
located.

SIGN INFORMATIONAL QUESTIONS

> Does any other land use permit (associated with this sight) regulate signage? [ ]Yes [ ]No
» How many freestanding signs are on the subject site?

» What is the total square footage of any existing signage on the wall proposed for signage?

> Will the sign be illuminated? [ ]Yes []No
> Will the sign be a direction sign?[_] Yes []No If Yes, then [] On-site [] Off-site
» If yes, how many directional signs are proposed for the development?
» How many directional signs are associated with the development?
» What is the distance between each off-site directional sign?

(Provide site plan with location of each sign and distance dimensioned between each.)
> What is the total value of the proposed sign? $

SMC 21A.45.120 Signs or displays of limited duration.(4) Real Estate Signs. (e) Off-site directional signs for
residential developments shall be limited to six signs. Each sign shall not exceed 16 square feet in area, and shall include only the
name of and directions to the residential development. The sign(s) shall be placed a maximum of two road miles from the nearest
residential development entrance. No two signs for one residential development shall be located closer than 500 feet from one
another on the same street. A single building permit is required for all signs and shall be issued for a one-year period. The permit
number and the permit expiration date must be clearly displayed on the face of each sign. The permit is renewable for one-year
increments up to a maximum of three years, provided that extensions will only be granted if the sign permit applicant has complied
with the applicable regulations.

(see page 4 for Sign Calculator)
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SIGN SUBMITTAL REQUIREMENTS CHECKLIST

In order to better serve our customers, the following list serves to describe the minimum
documentation which must be provided in order for a Sign permit application to be accepted by
the Permit Center. Incomplete plans will be rejected and any fees paid will be forfeited.

[] Fees: based on the valuation of the signs

[] Four (4) site plans (to an engineering scale*) showing:

Oo0ooogon

Placement of all signs
Building facades
Setbacks
Streets
Distance of all real estate signs from residential development entrance
Distance of all signs from one another
Measure of street frontage
*Note: All site plans must be to an engineering scale (i.e. 1" = 20’)

[ Four (4) structural plans (to an architectural scale**) showing:

O

O

Sign design (including place holder for permit number on off-site directional sign for real
estate)
Construction drawings (structural plans) to include:

POST MOUNTED

(I
O

O00ao

Dimensions of all sign elements including posts height/ width, etc. to scale

Type of material and sizes for posts including wood type and grade. Note: Wood in contact
with earth shall be pressure treated

Depth of post embedment into soil (capable of withstanding wind loads)
Size of post hole and concrete placement around embedded post
Sign board dimensions, material and thickness

Method for attaching the sign to the post (capable of withstanding wind loads) including screw
types, sizes, and spacing. Note: metal in contact with pressure treated material must be
specified to be hot dipped galvanized coated.

WALL MOUNTED

|
O

(I

Dimensions of all signs to scale (smallest rectangle that encompasses entire sign)

Type of materials for wall sign and/or individual letters including electrical components where
applicable

Weight of individual letters

Method for attaching the sign to the wall (capable of withstanding withdrawal based on sign
weight and supporting framing) including screw types, sizes, and spacing. Note: metal in
contact with pressure treated material must be specified to be hot dipped galvanized coated

Show method for sealing penetrations made in existing walls during mounting and installation
of sign.

Provide building facade dimensions and square footage of facade.
*Note: All structural plans must be to an architectural scale (i.e. ¥a" = 1’)

The Sammamish Municipal Code (SMC) Chapter 16.20.255 requires that construction drawings be of
sufficient clarity to indicate the location, nature and extent of the work proposed and show in detail that it
will conform to the provisions of Chapter 16.05 & 16.20 SMC and relevant laws, ordinances, rules and
regulations, as determined by the building official. SMC Section 16.20.220 states:

“The building division shall examine or cause to be examined applications for building permits
and amendments thereto within a reasonable time after filing. If the application or the construction
documents do not conform to the requirements of pertinent laws, the building division shall reject
such application in writing, stating the reasons therefore.”

ﬁﬂkéi;zzsbﬂ |
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SIGN CALCULATOR - Total Surface Area of Sign

List the total area for each proposed sign and total square footage for the wall proposed for signage. For
letter and symbols, measure from the smallest square or rectangle which will enclose the combined
letters and symbols.

Sign 1: X = wall (sqg. ft.):

height width total surface area (if applicable)
Sign 2: X = wall (sqg. ft.):

height width total surface area (if applicable)
Sign 3: X = wall (sqg. ft.):

height width total surface area (if applicable)
Sign 4: X = wall (sqg. ft.):

height width total surface area (if applicable)
Sign 5: X = wall (sq. ft.):

height width total surface area (if applicable)
Sign 6: X = wall (sq. ft.):

height width total surface area (if applicable)

mrkéi;zzsbﬂ |
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