SUBMITTAL CHECKLIST FOR NEW COMMERCIAL, INDUSTRIAL AND 
MULTI-FAMILY RESIDENTIAL PROJECTS

_____    Building Permit Application (completed and signed).
_____   Land Disturbance Permit Application (completed and signed).
_____   Three sets of Plans and specifications (in accordance with the State Board of Architecture and
               Engineering rules 1800.5800).

_____    Three copies of site plan or survey verifying all items listed below. 
· Plat of lot
· Lot/Block designation
· Easements-dimensioned and drawn to scale
· Pin number and tax I.D. number
· Fire Department access roads
· Location of fire hydrants 
· Building setbacks (all sides) to property lines and adjacent structures
· Building must be identified and show dimensions
· Proposed elevations of top of block or foundation wall
· Top of curb elevation (in front of lot and corner)
· Drainage information (spot elevations and drainage arrows)
· Sediment and erosion control measures (silt fence, bio rolls, etc.)
· Location of rock entrance (6 inch depth and required length up to 50ft)

_____      Two copies of Energy Code Compliance (MN Rules Chapter 1323).
_____      One copy of the signed Special Inspection and Testing Summary (when special inspections are
                 required by the State Building Code)

_____     Copy of soils investigation report (when required by designer or Building Official)

_____     Contact list with names, addresses and phone numbers for all design professionals, contractor/
	  sub-contractors and building owner(s).

Separate plan approvals and permits are required for plumbing, HVAC, fire suppression systems, fire alarm systems and electrical work. Plumbing plans must be approved by the Department of Labor and Industry and all other plans must be submitted to the City of Sartell. 
Once all items have been checked off, the completed submittal documents can be delivered to the Sartell City Office located at 125 Pinecone Road North. Do not send any checks or money with the application and submittal documents. Plan review time will vary depending on the size of project or nature of the work. Incomplete submittals will delay the approval time of the application or may cause the submittal documents to be returned. Upon completion and approval of the plans and specifications by the City of Sartell the applicant will be notified that the permit is ready to be picked up and paid for. No work can be commenced or inspections scheduled until the permit has been approved and obtained from the City. A SITE INSPECTION IS REQUIRED BEFORE ANY EXCAVATION WORK BEGINS. Completed applications will expire if they are not picked up at the City within 180 days from the approval date (MN. Rules 1300.0120 subp. 9).
