


INSTRUCTIONS FOR DRAWING A SITE PLAN/FLOOR PLAN 
FOR SINGLE FAMILY, 1-STORY ROOM ADDITION (MAX.SIZE. 66.SF) 

Please provide a PDF of a plan with the following information that should be on the 
plan: 

1. Owner’s name, home address, (if different from the address of the project
site), telephone number, date, and signature

2. All the property lines and easements. Do not use the edge of the paper to
illustrate property lines

3. North Arrow

4. Street(s) names

5. All existing buildings, structures, and their addresses, if applicable

6. Distance between adjacent buildings and structures

7. Distance between adjacent buildings and adjacent property lines

8. Indicate:
a. Room use
b. Room size
c. Window sizes and locations
d. Door sizes
e. Adjacent rooms and/or adjacent structures within 6 feet

9. Indicate location of all garages, carports, and/or open parking spaces on the
property

10. Submit the plans to Planning Division for review prior to starting a permit
application 

11. After receiving Planning approval, apply for a Building Permit
electronically and attach the plans 
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