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Business is interested in removing a single step to create a step-free entrance.   

Works with Architect from One Step Packet. 

Zoning 

Public Works 

A business owner must submit: 

- Two (2) sets of sealed construction drawings prepared by 

a state-licensed architect or engineer 

- A surveyor’s plot plan  

- A Building Permit Application (BPA-1)   

- A Plan Submittal Checklist (PSC-1) that the chosen 

design  

- $25 Zoning Filing Fee is waived by Bill No. 2011-1967 

 

Bureau of Building Inspection 

Zoning Counter staff approval. 

The Zoning Administrator shows the application to the 

Planning Commission within 14 days of the date he 

received it. 

Planning Commission approval. 

After final approval by the Zoning Administrator, a plot plan 

goes to the BBI, which checks to see whether it meets the 

latest International  Building Code and ICC/ANSI A117.1 

Code standards.  

Step-free entry design must be in accordance with the 

latest versions of the International Building Code and 

ICC/ANSI A117.1 Code. 

If the BBI finds that it can approve the application, it 

will issue a building permit. 

Permit fee is $78 for a permit that covers up to $1000 

worth of work and $13 for each additional $1000. 

New businesses pursuing commercial permits will pay an 

$82 minimum fee and $0.43 to the BBI for each additional 

square foot of construction . 

A small business may use funding and grants from the city 

to cover the costs of its renovations; however, the 

owner(s) would have to pay twice the amount of fees listed 

above. 

The Zoning Administrator may make a recommendation to 

the applicant. 

If step removal could affect public rights-of-way, a new 

or existing business wishing to participate in the One Step 

Project must also complete a DPW Encroachment 

application  

After the DPW has approved the application, it will go to 

City Council for additional review and approval in 

legislative form. 

City Council approval. 

The applicant submits proof of insurance in amounts and 

coverage approved by the DPW Director, along with an 

insurance certificate that lists the City under “Additional 

Insured Party”. 

Fee for ramp construction ($5/square foot of space for 

businesses) is waived by Bill No. 2011-1968. 

 

Historic Review Commission 

If a building is in an historic district, it must apply for a 

Certificate of Appropriateness.  The following documents 

are required: 

-Architectural Drawings 

-Photographs of current site entrance and façade 

-Renderings 

-Site Plan 

-Detailed Description of Proposed Work 

-Possible Materials Samples 

Either a Staff or HRC Review will be held 

The business may be required to pay Historic Review 

Rehabilitation/Renovation Fees. 

Staff Review Fee: $5/lft (min. $25) 

HRC Review Fee: $10/lft (min. $150) 

Certificate of Appropriateness is awarded 

The application is available from the City’s Department of 

Public Work and can be obtained after a business 

completes a letter of request asking for this application 

- A third set of sealed construction drawings prepared by a 

state-licensed architect or engineer 

-Pictures of the original site and of the public right of way 

-A petition with signatures of the applicant and any nearby 

property owners who might be affected 

-$150 Encroachment Fee is waived by Bill No. 2011-1968 
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