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Date: Applicant Name:    

Email: Contact #    

Project Address: Zone:   

Total Square Feet: Height: Length: Width:    Project valuation:                              

 

Plumbing :    

Electrical :     

Mechanical :    

Project Manager:  Address:   

Email:  Phone #:                                                                                    

General Contractor:  Address:    

Email: Phone #:    

  Building Permit Application#_____________ 
Application Received:____________ 

 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

             This is a residential structure.  What kind?             This is a commercial structure.  What kind? 

 New Single-Family Residence   New  Apartments  School            

 Existing Multi-Family Residence   Existing Office  Warehouse    

 Other     Retail              Other    
 

                     

 

 

 

 

 

 

 

               
 

Applicant Signature    Date  
 

 

*OFFICE USE ONLY*   Permit Fee $___________ 

FLOOD PLAIN    FLOODPLAIN MANAGER ___________________ 

        APPROVED _____ DATE: ___________20_____. REJECTED: _____ DATE: ___________20_____   

        REASON REJECTED: _______________________________________________________________  

Scope of Project Scope of work details: 

  Accessory Building   Fire Sprinklers 
  Drawings and Plat/Survey noting setbacks are required for  

New Construction, Additions, and Remodels  
 

 
 

 
 
 
 

 
 

 
 
 
 

 
 

 

 
 

 
  
 
 

 Addition   Foundation Repair

  Carport   New Construction

 Certificate of Occupancy     Remodel 

 Culvert/Driveway   Roof Replace

 Demolition*Have you 

conducted an asbestos survey? Y/N  Other___________

NOTICE: Permit expires if the work authorized has not begun within 180 days from the date of the permit or if the work is suspended or 

abandoned for a period of 180 days. After 180 days a new permit must be obtained. The fee shall be one-half the amount of a new permit 

fee. PERMITS ARE VALID FOR ONE YEAR FROM THE DATE OF ISSUANCE 
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Annual Contractor Registration Application 
 

 

 

 

Contractor Type: 
 

  New $55    Renew $30 

 
Date:   

 

Attach a color copy of State Contractor License, Valid Driver’s License, and a Copy of Liability Insurance 
 

 

Backflow Tester (Attach a copy of 
calibration certification for the gauges)  HVAC Contractor (no fee) 

 Concrete Contractor  Irrigation Contractor 

 Electrical Contractor Journeyman (no fee)  Plumbing Contractor (no fee) 

 Electrical Contractor Master (no fee)  Pool Contractor 

 Fence Contractor  Propane Contractor 

 Fire Alarm Contractor  Roofing Contractor 

 Fire Sprinkler Contractor  Sign Contractor 

 General Contractor  Utility Contractor 

 Grease/Sludge Pumping and Transport   Other_________________________________ 
 

Company Name:    

Owner/Officer/License Holder Name: Title:    

 
 

Officer of the company is the President, Vice President or CEO. License Holder is the person who holds the Texas State 

Plumbing, Mechanical or Electrical License. This person will be held responsible for seeing that all work being 

performed under this registration is completed and in compliance with the City codes and ordinances. If a license holder 

exists, that person’s information must be use. 

 

 
Address:  City State Zip    

Office Number: Fax  Cell     

Email:         

Website:___________________________________________________________________________________________________ 

 

Personnel authorized to obtain a permit under this company name: (use company letterhead for additional names): 

 
 

 
 

 

 

 

 
 

Original Signature of Owner, Officer or License Holder Printed name of Owner, Officer or License Holder 

All contractor registrations shall expire one year from the date of issuance.  Renewal can be enacted at any time 

prior to expiration for the discounted renewal fee. 

P.O. Box 1270     Leonard, Texas 75452  (903) 587-3334  utilitybilling@cityofleonard.net 
    

 





 

 

 

 

Commercial Permit Submittal Requirements 
 

CONSTRUCTION DOCUMENT SUBMITTALS: Two (2) copies of the completed set of 
construction documents are required for plan review. Construction documents must be 
submitted along with completed permit application form and information sheet. 
 

 An additional set of plans will be required for fire sprinklered buildings 

 An additional set of plans will be required for projects which require a health 
review 

 
Note: Drawings containing a label such as "not for construction" or "for pricing only" will not be 
accepted for permit application. 
 
PROFESSIONAL LICENSE: Each drawing and document shall be sealed, signed, dated and 
designed by a State of Texas Registered Architect, Registered Engineer, Registered Interior 
Designer, where applicable as required by the State of Texas Engineering and Architect 
Practice Act. 
 
REQUIRED DRAWINGS AND DOCUMENTS:  (City Building Inspection Department may 
request additional information if necessary).  
 
Drawings must be drawn to scale, dimensioned and of sufficient clarity. 
 

1. Site plan {a} 
2. Floor plans and roof plans 
3. Exterior elevation 
4. Door schedules, window schedules, hardware schedules 
5. Construction details; interior elevations and interior finish schedules 
6. Structural plans must include: foundation plans, roof and floor framing plans, wall 

sections and details 
7. Mechanical, electrical and plumbing site plans and schedules 
8. Plumbing plans (including riser diagram) 
9. Mechanical plans 
10. Electrical plans (including riser diagrams) 
11. Certified Energy Compliance Report/ ComCheck  
12. Asbestos Survey (for renovation or demolition permits){b} 
13. Texas Department of Licensing and Regulation architectural barriers project 

registration information, if project is over $50,000 this is for Acessibility{c}  
 
NOTE: 
a. The Plat must be approved and the Site plan must be released by the Planning/Engineering 

Department before a permit will be issued. 
b. Texas Department of Health, Asbestos Program Branch [1-512-834-6600, 

www.tdh.state.tx.us/beh/asbestos/default.htm] 

c. Texas Department of Licensing and Regulation [1-800-803-9202, www.license.state.tx.us] 
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SECTION 38. BUILDING PERMITS AND CERTIFICATES OF OCCUPANCY 

§ 38.1. General Requirements. 

No permanent structure, including any and all improvements and appurtenances connected 
or attached thereto, may be constructed or otherwise located within the city limits prior to 
issuance of a Building Permit by the Building Inspector. No permanent structure constructed 
or otherwise located within the city limits may be occupied prior to issuance of a Certificate 
of Occupancy by the Building Inspector. No change in the existing conforming use of a 
permanent structure, or of land to a use of a different classification under this ordinance, 
and no change in the legally conforming use of a permanent structure or of land may take 
place prior to issuance of a Certificate of Occupancy by the Building Inspector. 

(Ordinance 091096 adopted 9/13/16; Ordinance 071222-1(O) adopted 7/12/2022) 

§ 38.2. Procedure for New or Altered Buildings. 

Plans for any permanent structure to be constructed or otherwise located within the city 
limits must be approved by the Building Inspector who, upon approval, shall issue a Building 
Permit. A complete application for a Building Permit shall contain details of foundation, 
including form board survey, and structure sufficient to determine compliance with 
applicable provisions of the Building Code. Upon submission of a complete application, the 
Building Inspector shall issue a Building Permit. After issuance of a Building Permit and prior 
to issuance of a Certificate of Occupancy, the Building Inspector shall conduct a form board 
survey, foundation, plumbing, electrical and framing inspection. After such inspection, the 
Building Inspector shall issue a Certificate of Occupancy if the plans and the results of the 
inspection comply with the provisions of all applicable ordinances and regulations. 

(Ordinance 091096 adopted 9/13/16; Ordinance 041222-2(O) adopted 4/12/2022) 

§ 38.3. Procedure for Vacant Land or a Change in Use. 

Written application for a Certificate of Occupancy for the use of vacant land, or for a change 
in the use of land or a building, or for a change in a nonconforming use, as herein provided, 
shall be made to said Building Inspector. If the proposed use is in conformity with the 
provisions of this ordinance, the Certificate of Occupancy therefor shall be issued with ten 
(10) days after the application for same has been made. 

(Ordinance 091096 adopted 9/13/16) 

§ 38.4. Contents of Certificate of Occupancy. 

Every Certificate of Occupancy shall state that the building or the proposed use of a building 
or land complies with all provisions of the building and fire laws and ordinances. A record of 

https://ecode360.com/print/LE6386?guid=39127732#39127732
https://ecode360.com/print/LE6386?guid=39127732#39127733
https://ecode360.com/print/LE6386?guid=39127732#39127734
https://ecode360.com/print/LE6386?guid=39127732#39127735
https://ecode360.com/print/LE6386?guid=39127732#39127736


all Certificates of Occupancy shall be kept on file in the Office of the Building Inspector or 
his agent and copies shall be furnished on request to any person having proprietary or 
tenancy interest in the building or land affected. 

(Ordinance 091096 adopted 9/13/16) 

§ 38.5. Temporary Certificate. 

Pending the issuance of a regular certificate, a temporary Certificate of Occupancy may be 
issued by the Building Inspector for a period not exceeding six (6) months during the 
completion of alterations or during partial occupancy of a building pending its completion. 
Issuance of a temporary certificate shall not be construed to alter the respective rights, 
duties, or obligations of the owner or of the City relating to the use [or] occupancy of the 
premises or any other matter covered by this ordinance. 

(Ordinance 091096 adopted 9/13/16) 

§ 38.6. Certificates for Nonconforming Uses. 

A Certificate of Occupancy shall be required for all lawful nonconforming uses of land or 
buildings created by adoption of this ordinance. Application for such Certificate of 
Occupancy for a nonconforming use shall be filed with the Building Inspector by the owner 
or lessee of the building or land occupied by such nonconforming use within one (1) year of 
the effective date of this ordinance. It shall be the duty of the Building Inspector to issue a 
Certificate of Occupancy for a lawful nonconforming use, but failure to apply for such 
Certificate of Occupancy for a nonconforming use shall be evidence that said 
nonconforming use was either illegal or did not lawfully exist at the effective date of this 
ordinance. 

(Ordinance 091096 adopted 9/13/16) 

§ 38.7. Required. 

A permit shall be obtained from the city before commencing any construction including, but 
not limited to, grading, paving, utility installation, foundation work, or vertical construction. 
Requirements for permits related to buildings and structures are further defined in 
Chapter 3 of the Code of Ordinances. Permits may be issued in phases or groups depending 
on the applicant's development needs. All public improvements required by this chapter 
must be installed and accepted prior to filing a plat for record, unless otherwise specified in 
an approved facilities agreement or waived by approval of a variance. 

 

 

https://ecode360.com/print/LE6386?guid=39127732#39127737
https://ecode360.com/print/LE6386?guid=39127732#39127738
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Permit Types 

1.  Building permit. This permit allows for the installation of all proposed improvements, 
including, but not limited to grading, utility installation, paving, and vertical construction. 
This permit is further referenced in Chapter 3 of the Code of Ordinances. This permit is 
often the final permit to be issued in the development process. 

2.  Development permit. This permit allows for the installation of on-site and off-site public 
improvements. This permit is typically issued after a grading and erosion control permit and 
before a utility, paving, and/or foundation permit. This permit is typically issued to allow for 
the construction of required public improvements. 

3.  Grading and erosion control permit. This permit allows the applicant to install erosion 
control measures and begin the earth-disturbing activities associated with the development 
of the subject property. This permit is often the first permit to be issued in the development 
process. 

4.  Utility, paving, and/or foundation permit. This permit allows for the installation of on-site 
utilities, paving, and building foundations. This permit may be issued as a single permit or 
may be issued individually depending on the applicant's development needs. 

5.  Expiration. All permits referenced herein shall expire one year after issuance. If 
construction has not been completed within the allotted time period, another permit shall 
be required, and the required fees associated therewith shall be paid. If this provision 
conflicts with an expiration provision contained in another chapter, the more restrictive 
provision shall apply. 

(Ordinance 071222-1(O) adopted 7/12/2022) 
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