Building Permit Process

(Does not apply to new construction and commercial construction, which
may require additional steps (see New Construction Section for More
Details))

Below are listed the seven (7) steps of the permit process. Please
remember that this process should be planned out and included in your
project timeline. While the Town makes every effort to expedite the permit
process, delays do occur, and most delays can be avoided with careful
planning, and providing detailed information with your permit application.

Step 1 — Town of Cicero Building Department Permit Staff

A visit or telephone call to the Town of Cicero Building Department will
provide you with the information necessary to make your project progress
smoothly and to avoid potential problems which could cost you time and
money.

Be prepared to discuss your project with permit staff who will ask you
questions such as “What are you planning to do?” and “Where are you
planning to do it?” The permit staff will discuss the specific process for your
project with you.

Step 2 — Permit Application

A completed permit application is required prior to beginning the
administrative review process. You may pick up a permit application at the
Town of Cicero Building Department. While the permit application may
seem easy to complete, many do so incompletely. The town recommends
answering several questions when completing your application.

1. “who” will perform the work and
2. “what” “where” and “how” the work will be completed.

Drawings, plans or other documentation of the proposed work may be
required (consult with permit staff prior to visiting Town Hall to avoid
multiple trips). Please remember that delays can be avoided, by
completing your application in full, and with as much detail as possible.
Also, please remember to include contact telephone information so staff



can contact you if needed, and to schedule any required inspections.
Some important documents that may be required include but are not limited
to:

= Plat of Survey
= Signed Contract for work to be performed
= Zoning Clearance

When at the Building Department Counter, you should also ask if you or
your contractor has outstanding debt to the town.

Step 3 — The Review Process

Once your completed permit application has been received, the review
process begins. During the review process, your permit application will be
reviewed by multiple people. Town staff will determine if your project is in
compliance with the building code(s), the zoning ordinances, and other
town ordinances. The length of the review process will depend on the type
and complexity of the project. Many small residential applications can be
processed in one day. Please keep in mind that you may be contacted for
more information if needed. During the review process, Town Building
Inspectors may need to perform pre-inspections to ensure compliance with
all applicable codes and ordinances. You will be contacted as soon as this
requirement has been determined.

Also during the review period, The Town investigates several items:

= |s your contractor licensed and bonded to work in the Town of
Cicero?

= Does your contractor have a debt to the Town?

= Do you have a debt to the Town?

All contractors performing work, must be licensed and bonded to work in
the Town, if not, they will NOT be issued a permit. Also NO permits will be
the Town, if not; they will NOT be issued a permit. Also NO permits will be
issued if either you or your contractor has outstanding debt to the Town. All
debt must be paid prior to the issuance of a building permit.

Step 4 — Permit Approval



When compliance with the code, zoning ordinances and other applicable
statutes are determined, the permit application is approved by the Building
Commissioner, and written up by the permit staff. You will be contacted
when your permit is ready. Once all final permit fees are paid, the permit is
issued.

If the permit application is not approved or a review has failed, your permit
application (as submitted) will be denied. When a permit application is
denied, you must make the necessary corrections and resubmit the
application (if you wish to continue your project). You will be contacted if
your permit has been denied, and the reasons of said denial.

Step 5 — Construction

During the entire construction phase, the permit must be placed in a
window or other prominent place at the project site and a copy approved
building plan (if applicable) and related documents must be maintained at
the site ready for inspection.

Step 6 — Inspections

Each major phase of construction must be inspected by a Town of Cicero
Building Inspector to make certain the work conforms to the code, the
permit as issued, and the approved plans.

It is up to the homeowner and/or contractor to ensure all applicable permit
inspections are performed. Please refer to your permit for information
regarding which inspections are needed. For example, for cement work,
the town requires pre-pour inspections, and final inspections. Normally, the
response is one business day after the request is made. Please work
inspections into your project timeline, and call the town before 4:00 PM to
schedule your inspection for the next available business day.

FAILURE TO COMPLY WITH REQUIRED INSPECTIONS WILL RESULT
IN YOU REMOVING THE IMPROVEMENTS MADE, SO APPROPRIATE
INSPECTIONS CAN BE PROCESSED. VIOLATION NOTICES AND/OR
TICKETS MAY ALSO BE ISSUED.



If an inspector finds that work does not conform to the approved plans, the
inspector will fail the inspection and provide comments. Corrections will
need to be made, and another inspection will be necessary before work is
resumed.

Step 7 — Project Completion

When the project is completed and code compliance is determined, the
inspector issues a final inspection. The final inspection marks the
completion of your project and grants permission to occupy a building with
the knowledge that it has met the minimum safety standards as required by
code.



