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Community Development Department 

1600 First St., P.O. Box 660 
Napa, CA 94559-0660 

 
  
     
 

 
 

Building Permit 
PLAN SUBMITTAL CHECKLIST 

 

Applicant:____________________________  Address:______________________  Date: ______________                 
 
IMPORTANT NOTE: All documents being submitted for plan check shall be complete and meet the minimum 
requirements listed below. Before a formal plan check will commence, city plan check staff will first review submitted 
documents for conformance with the minimum requirements on this form. If the documents submitted do not substantially 
meet the requirements listed below, documents will be deemed incomplete and will be returned to the applicant with this 
list attached. A complete plan check will be attempted after plans are resubmitted to the Building Division meeting the 
requirements as listed below. Please return this form to the Building Division when submitting complete plans and 
documents for plan check.  
 
Plans and documents shall be clear and legible. Illegible plans can not be reviewed for code conformance. Plans and 
specifications shall be drawn to scale and shall be of sufficient clarity to indicate the location, nature, and extent of work 
proposed and show in detail that it will conform to the provisions of the UBC, laws, and regulations. Hand drawn sketches 
will not be accepted. Plans should be drawn with a minimum scale of ¼  = 1'; however, If smaller scales are used it is 
imperative that plans are clear and legible. UBC 106.3.3  

Submit 4 sets of plans and 2 sets of back-up documentation (8 1/2 x 11 sets including calculations, etc.). For civil plans 
see Engineering Division checklist on page 3. Plan cover shall clearly show scope of work and plan sets shall include all 
necessary documents for proposed construction.  

The following documents are required:  

 

 
 Site Plan/Civil Plan (Grading and Utilities)  Structural Specifications 

 
 Floor Plan  Structural Details 

 
 Floor Framing Plan  Structural Calculations 

 
 Foundation Plan  Electrical Plan  

 
 Building Elevations /Sections  Plumbing Plan 

 
 Roof Framing Plan  Mechanical Plan 

 
 California Title 24 Energy   California Title 24 Accessibility 

DETAILED MINIMUM REQUIREMENTS FOR EACH DOCUMENT ARE LISTED ON THE REVERSE SIDE OF THIS 
FORM.  

    Planning Division 
Phone: (707) 257-9530 

Napa Fire Department 
    Fire Prevention Division 
      Phone: (707) 257-9590 

           Building Division 
       Phone: (707) 257-9540 
   Inspections: (707) 257-1063 

 Engineering Division 
Phone:  (707) 257-9530 

Facsimile: (707) 257-9522
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Site Plan, Civil Plan and Floor Plan: 
Site Plan shall be drawn to scale and include all necessary dimensions and set-backs from property lines. Show all easements and 
utilities and includes a north arrow. Show driveways and adjacent streets and include all adjacent existing structures. Civil Plans to 
show some as Site Plans in addition to connections to public utilities (storm, ss, water) also surface grading and drainage. Floor Plans 
shall include sufficient dimensions for reviewing appropriate code sections. Dimensions shall be provided for (but not limited to) 
reviewing area calculations, critical widths and clearances, heights, stair dimensions, etc. Floor plan shall clearly show uses for each 
room and include occupancy separation wall detailing and locations. Plans must be submitted clearly distinguishing between existing 
and proposed construction.  

Building Elevations / Sections:  
Plans shall be drawn to scale and include sufficient dimensions for reviewing appropriate code sections. Building elevations shall be 
provided for all four sides. Building cross sections shall be provided for each substantial change in framing condition. Dimensions shall 
be provided for but not limited to building heights, plate heights, ceiling heights, roof slopes, roof over-hang dimensions, typical building 
construction, etc.  

Electrical Plan, Plumbing Plan, and Mechanical Plan:  
Plans shall be submitted showing size and location(s) of panels and sub-panels, receptacles, switches, light fixtures, and GFCl  
locations. Plans shall include plumbing fixture locations and pipe sizing. Water heater, HVAC equipment, gas dryer, etc. shall be 
located on plans with required combustion air and venting detailing.  

Title 24 Energy Documents, California Title 24 Accessibility. California Building Code Chapter 11 A and 11 B. 
Title 24 Energy documents must be signed as required. Plan sets shall include completed CF-1R and MF-1R forms.  

Roof Framing Plan, Floor Framing Plan, Foundation Plan, and Structural Details:  
Plans must either conform with the 1997 UBC Conventional Light-Frame Construction Provisions -Section 2320 or plans shall be 
prepared by a California licensed engineer or architect.  

Conventional Construction: If building conforms with Conventional Construction, plans must show conformance with those detailed 
requirements. Plans shall show UBC 2320 code conformance with respect to roof and floor materials, sizes and spacing of roof and 
floor framing members, wall framing, anchor bolt sizes and spacing, braced wall panel construction and locations, hold-down sizes and 
locations, foundation details, etc.  

Engineered Plans: If plans are required to be prepared by a licensed engineer or architect, all documents with structural information 
shall be stamped and wet signed by the engineer or architect of record who is responsible for the structural building design (individual 
who prepared calculations). It is important to note that a plan check will not commence and plans will be returned to applicant if all 
required documents are not stamped and wet signed as required by the California State Boards. Clear and complete structural details 
and information shall be provided for each unique framing condition on plans including but not limited to roof and floor framing to walls 
and beams, beam to beam and beam to post connections, post and walls to foundations, ledger connections, hanger call-outs, 
foundation details, etc. Framing and foundation plans shall include all shear transfer and collector member detailing. Shear transfer 
details shall be provided along each designed shear wall line and clearly detailed such that there will be a continuous load path from 
shear walls above to shear walls or foundation below. A complete load path for transferring gravity loads from roof framing to foundation 
shall be provided with necessary connection details. All structural details must be clearly keyed on framing and foundation plans for 
each unique condition that are required to be designed or detailed. If project includes trusses, submit wet stamped truss drawings. If 
trusses are to be deferred, specify on plans that the building engineer of record shall review and approve truss drawings for 
conformance prior to submitting to the Building Division for approval.  

Structural Specification:  
Provide material specifications on the plans that include but not limited to grade and species of framing lumber, pressure treated sill 
plates, glu-lam beam specifications, concrete strength, grade of reinforcing steel and structural steel, welding, grade of masonry units, 
manufacturer of each specified hardware, etc.  

Structural Calculations: Structural calculations shall be stamped and wet signed by a California licensed engineer or architect. 
Structural calculations shall be based on seismic zone 4 and wind speed of 80 mph, Exposure "C" (Unless exposure is determined 
different by engineer). Calculations shall include all building material weights and include (but not limited to) design of roof and floor 
framing members, headers, beams, posts, columns, and foundations, shear-walls, chords, top plate splicing, collector members, hold-
downs, etc. In addition, structural calculations shall be provided for all major structural connections requiring design. Provide framing 
key plan(s) in the structural calculations which will clearly coordinate where designed elements can be located on the structural plans.  


