
Building Permit Details Checklist 

Line 3 of the building permit application calls for a detailed project description. The list below is meant 

to serve as a guide to assist the applicant in providing such a description. This list is not all inclusive. 

Detailed description for a building permit application must Include, as a minimum, the following: 

1. Diagram which includes outlines and dimensions of lot, structure, and proposed addition.

2. Diagram and dimensions of the addition, or if project is a renovation and not an addition,

sketches of the existing conditions and proposed work. -Sketches must include all items listed in

items 3 - 9 below.

3. Footer/foundation details.

4. Drainage details.

5. Framing details-walls, joists, truss/rafters, ties, etc.

6. Insulation and related energy code details.

7. Window and door details.

8. Electrical details - to Include lights, switches, outlets, smoke and CO detectors.

9. Heating/ventilation details.

10. Plumbing details.

11. Roof assembly details.

Building codes may be viewed for free onllne at the following link: 

https://codes.iccsafe.org/public/collections/NY 

Chris McClatchie

Code Enforcement Officer 

Village of Saranac Lake 

ceo@saranaclakeny.gov 

518-891-4150 ext 233

mailto:ceo@saranaclakeny.gov
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- Building Permit Application
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Contractor Name: 

Address: 

City: J State: I Zipcode: 

Phone: I Email: 

Does this project involve any electrical work? J Yes: I No:
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Design Professional: 

Address: 

City: I State: I Zipcode; 

Phone: I Email: 

Overan value of construction: 

--

D The project is the interior alteration/renovation of less than 25% of the building floor area to an existing structure and which will not result In any changes 
to the use, occupancy, building footprint, bulk, height or exterior appearance (if checked, this table does not need to be completed}. 

Land Use Confomiance Zoning Conformance

Zoning District: Lot Area (sq. ft.} 

Yes No Front Setback 

In Historic District? Rear Setback 

In Regulatory Floodplain? Side Setback 

Current Proposecl· SideSe1back 

Land Use: Lake or Pond Setback 

Occupancy Classifica1ion: Railroad Setback 

Total Project Square Footage: % of lot coverage by major buUdings 

% of lot coverage by appurtenant structures 

Liability (Select One): D Liability Certificate D Homeowner Exemption 

Workers' Compensation (Select One): D NYS Insurance Fund (Form U-26.3} D Private (Form C-105.2} 

D Exemption Certificate (Form CE-200) D Homeowner Exemption (Form BP-1) 
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Info submitted with application (Check all that apply): .., Notes/Explanation: 

Application Form D 

Liability Insurance Documentation D 

Workers' Compensation/Disability Documentation D 

Sketch/Site Plan D 

Plans/Schematics D 

Specifications D 
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- Building Permit Applicatiol1

Building Pennit Application Instructions 

Please take time to fil out the building pennil application completely. Failure to 
provide au necessary information wil result in a delay in the processing lie 
application. If you have any questions, please contact the VIII� of Saranac 
Lake Code Enforcement Offrcerat (518) 891-4150 or ceo@saranaclak8nygoy. 
1. Projlct Information
Tax Map IP#: This can be found on the property tax bll or by using the online 
GIS applications provided by the county real property tax service departments for 
Franklin fhttp:/fw+w,spatialwebhost.com/franklinwebmap/!nrJex.htmO or Essex 
Chttp://rpts-web.co.essex.ny us/rntsfwebsile/EssexCoumyGISpubfic.l) Counties. 
Project Addntss: The street address as It appears on the tax bill for the property. 
Project Description: A one-line description of the proposed project (e.g. 
residential roof replacement; commercial kitchen renovation; construction of a 
new single-family home). 
Type of Work: lndcate whether the project is new construction and/or addition, 
allerationlrenovallon, or change ot use. 
2. Owner Application lnfonnallon
Property Owner: The name, maling address and contact information for the 
cunent owner of the subject propeity. 
�: The name, maiing address and contact information of the applicant if it 
is different than the property owner. 
2+Hour Con!act: The name ll1<I phone number for someone who can be 
contacted in case or an emergency related to the property. 
3.  Detailed Project Description
A detaied description of the project Any information that is not or ca,not be 
shown in submitted plans and specifications that helps verify that the proposed 
project plan will comply with the Uniform Code should be inwded in the project 
description. Attached additional sheets if necessary.
4.  ContractorlDNlgn Profenlonal lnfonnatlon
Contraetor N.ne: The name, malling address and contact information for the 
general contractot for the project. This Information is required unless the project 
wiH be oornpleled by the OINll8I' of the property.
5, Project Lmd Use & Zoning Conformance
This table must be completed unless the project is an interior
alteration/renovation.
 
 
6. lnsuranc:e Information
A building permit cannot be issued unless proof of liability and workers' 
compensation insurance is on file. Al insurance documenlation can be submHted 
with the application, faxed to (518) 891-1324 or emailed to 
ceo@saranaclakeny.gov. 
� Select 'Liability Certificate' if the project involves a contractor or select 
'Homeowner Exemption' if the homeowner is undertaking the project at his/her 
own home, The Liability Certificate must have the ViUage of Saranac Lake, 39 
Main Street, Saranac Lake, NY 12983, listed as a certificate holder. 

For more information 1alk to the contractor's insurance carrier or visit 
http�twww.wcl;>,ny.gov/contentlonlinefonns/ob)ajnC1Q5,jsp. Please note that the 
VIiiage does not accept ACCORD forms as documentation for workers' 
compensation coverage. 3. If the contraclor is a sQle proprietor with no 
employees select "Exemption Certificate' submit a Certificate of Attestation of 
Exemption, Form CE-200 issued to the contractor by the NYS Workers' 
Compensation Board. Con1raclolB � a Fonn CE-200 for every project. 
The form can be completed by the contraclcr and printed immediately using a 
web-based appication available at 
htto://www.wcb.ny.gov/con1enl/ebiz/wc db exemptionslrequestExemotionOver 
view.jsp or it can be completed and submltled by mail lo the Wolkers' Coations 
mpensatioo Board for processing and the certilicate will be mailed to the 
contractor. Because this process can fake up t> 4 weeks for completion the 
Village strongly advises contractors to cmiplete the certiicate on-line. 4. If the 
project wiU be undertaken 17t the owner of a III owner-occupied 1, 2, 3, or 4 
family residential building Select 'Homeowner Exemption' and submit a 
completed Form BP-1 Affidavit of Exemption to Show Specific Proof of Workeis' 
Compensation Insurance Coverage for a 1. 2, 3 or 4 Fanily, Owner-occupied 
Residence. The form is aviilable at 
http;/lwww,wcb,nv,govtcontent/majn,Ygrms/bp-1,D<ff. 
7. Application Submlulons
Please indicate all documentation that wil be submitted wtil lhe permit 
application. Required documenlation varies wilh each project. Failure to submn 
required documentation win resuH in a delay in !he processing of the application.
Liabiffy fnsurance Documentation: See #6 above. The appica1ion packag� must 
include proper liability insu1111ce documentation unless the apj:kant 1s an 
owner undertaking the project on his/her own home. 
Worker's Compensation fnsuranca Documentation. See #6 above. The 
application package must include one of the four types cl worlcers' compensation 
insurance documentation described above. 
SketchlSlte Plan: If 1he project indudes new construction er an ad<fltion a 
sketch/site plan must be submitted. The drawing must be to scale and show the 
proposed improvement In relationship to all property fmes. 
Pjans/Schematics: For new construction, additions and major renovations 
building plans must be submitted with the application. Pmst project& require plans 
prepared and stamped by a NYS licensed professional. For more Information 
visit hUp:/lwww.aianys.org/v,hafs legal whats notpdf 
Specjfjca!jons: Specification sheets, lnstalation manuals and other meierials 
should be submitted as necessary. This is especially important for installations of 
equipment such as wood stoves, heating systems, and commercial kitchen hoods 

8. FH calculation
Most fees are calculated for each 1,000 sq. ft. of construction, addition or
alteration or fraction thereof. For example, the fee for a 900 sq. ft. addition to a
single famUy home is $100 while the fee for a 1,100 sq. ft. addition to a single
family home is $200.
9. Certification
The certification must be signed by the a.vner or the property or an authorized
representative. hi unsigned application will not be processed,
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Workers' Compensation: One of the folkM<ing four types of documentation must 
be selected. 1. If the contraclor is insured by the NYS Stae Insurance Fund 
select 'NYS l naurance Fllld'' and submil Form U-26.3. 2. If the contraclor is 
insured by a private carrier select 'Private' and submit Ferm C-105.2. Both 
forms are provided by the contractor's insurMCe agent 
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