City of Charles Town

Department of Community Development
Division of Building Inspection & Code Compliance

101 East Washington Street, P.O. Box 14, Charles Town, WV 25414
Phone: (304) 724-3248 ¢ Fax: (304) 725-1014 ¢ Web: www.charlestownwy.us

2018 International Building Code or 2018 International Residential Code with
Adopted West Virginia Amendments.

TO OBTAIN A BUILDING PERMIT, THE FOLLOWING ITEMS ARE NEEDED:

All Commercial projects are required to have approved plan(s) submission through the State Fire Marshal’s
Office PRIOR to submitting plans to the City of Charles Town. An approval letter from the State Fire Marshal
must accompany all such building permit applications to the City.

1. Completed application. : : :
2. Two (2) sets of detailed construction drawings; designed to current code standards: Would you like to apply for a permit online?
a. Plumbing plans, riser diagrams !
b. Mechanical plans, manual J Go to wva.mygovprnmgntoplme.org
c. Electrical plans with load calculations and panel schedules ~ Click on Permits & Licensing
d. Truss drawings, if used. First time users will need to create an account.
3. Sizes and U values of windows and doors.
4. R values of insulation in ceilings, walls & floors.
5. House location survey with setbacks delineated and labeled, metes and bounds, all easements, parking and driveway areas, scale,

north arrow, date, tax map and parcel number, deed book and page, record plat application number (where applicable), lot size, lot
width, lot coverage percentage, house and all accessory structure dimensions and distances from property lines, adjoining street
name(s), and a WV Licensed Engineer or Surveyor’s seal and signature.

6. Signed owner affidavit (If applicant is not the owner).

7. All fees paid. (See fee schedule).

REQUIRED INSPECTIONS:

Footers, before placement of concrete;

Foundation, a Wall Check survey is required to be approved by zoning prior to framing schedule.
Damp proofing/drain tile (Prior to backfill);

Slabs, before placement of concrete (Radon for habitable spaces);

Framing, rough plumbing, mechanical and electrical

Insulation (before drywall);

Final
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Inspectors may make unscheduled visits at any time during normal business hours.
A Use and Occupancy Permit will be issued after all final inspections have been successfully completed and documented.

SCHEDULING INSPECTIONS:

To schedule an inspection, please call: 304-724-3249 or submit an online request through the MyGovernmentOnline portal.
Be prepared to provide the following information:

Permit Number;

Address of Job Site;

Type of Inspection;

Requested inspection date;

Name of person requesting inspection.
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NOTE: All inspection requests for the next working day must be called in no later than 3:00 pm. This office reserves the right to
change the time deadline for next-day inspections. All inspections will be completed within 48 hours. No appointments will be made.

CERTIFICATION: By signing below, the applicant acknowledges that all property restriction and easement information has
been submitted to the City, and that all information is accurate.

| HAVE READ AND UNDERSTAND THE ABOVE INFORMATION:

(Print Name) (Signature) (Date)
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City of Charles Town

Department of Community Development
Division of Building Inspection and Code Compliance

101 East Washington Street, P.O. Box 14, Charles Town, WV 25414
Phone: (304) 724-3248 ¢ Fax: (304) 725-1014 ¢ Web: www.charlestownwv.us

OWNER AFFIDAVIT

I, , hereby authorize

(Owner Name- Print) (Applicant Name)
to act as my agent in regards to obtaining necessary permits required to construct

on my property known as

(Type of Structure) (Physical Address)

in Charles Town, West Virginia.

Owner's Signature: Date:
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