
 

HOW TO APPLY FOR A BUILDING PERMIT FOR AN ACCESSORY DWELLING UNIT (ADU) OR 

JUNIOR ACCESSORY DWELLING UNIT (JADU) 
 

11/6/2023 

STEP 1 – Pick Up and Fill Out Building Permit Application 
 
STEP 2 – Submit Three Paper Sets of Plans, One Digital Set Of Plans In PDF Format, Completed 

Building Permit Application, and Property Deed to the Town 
 
PLAN REQUIREMENTS 
(Hand drawn plans are acceptable if the plans are clear, drawn to scale, and include 
dimensions.)  
 
Three sets of plans in ledger size (11” x 17”) – or larger size (24” x 36”) and one digital version 
in PDF format: 
 

• Existing Site Plan (Show separately from proposed site plan) 

• Show the property boundaries with the lot dimensions.  

• Include existing topography.  

• Show the foundation of all existing structures (include garages, sheds, etc.). 

• Proposed Site Plan (Show separately from existing site plan) 

• Show the property boundaries with the lot dimensions.  

• Include proposed topography. If topography is changing show changes ballooned on 
the proposed site plan. 

• Show the foundation of all proposed structures on the parcel (include garages, 
sheds, etc.). 

• Identify setbacks for the proposed ADU or JADU. 
 

• Floor Plans for All Existing and Proposed Structures on the Project Site 

• If an existing structure is proposed to be modified to create an ADU or JADU and it 
has multiple levels, show the existing and proposed levels on the same page (e.g., 
proposed first floor on the same sheet as the existing first floor). 

• Draw a balloon around areas that are being changed to create the unit. 

• Indicate the dimensioned square footage and use of all areas of the existing and 
proposed structure(s), include window and door locations.  

• Identify kitchen improvements (kitchen sink, cooking appliance(s), food preparation 
counter, and food storage cabinets); bathroom with fixture locations; and, sleeping 
area(s). 

• Kitchens are required to include 15 square feet of food preparation counters and 30 
square feet of shelf space, which needs to be shown on the floor plan. 

• Call out room dimensions. 

• If a new structure or addition is proposed, call out the exterior dimensions.  

• Call out the building height.  

• Show access path from street to front door of unit on proposed site plan. 

• Include electrical and plumbing plans. 
 
Send digital plans to: kspencer@townoffairfax.org 
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STEP 3 – Apply for a Plan Review from the Ross Valley Fire Department (RVFD) 
 

• All plan reviews must be submitted digitally to the RVFD. Paper plans/applications will 
not be accepted.  

• To submit digitally to the RVFD go to https://rossvalleyfire.org/prevention and follow the 
directions. 

 
STEP 4 – Submit RVFD Approved Plans and Conditions of Project Approval to Town 
 

• After the plans are reviewed by RVFD, the project applicant is required to submit 
approved plans and conditions of approval to the Town. 

• Approvals/conditions of project approval can be sent to: kspencer@townoffairfax.org 
 
STEP 5 – Fill Out, Notarize, and Record Deed Restriction  
 
If the permit application is deemed complete and approved by the RVFD, planning staff fills out 
a Deed Restriction form and provides the applicant with the completed document. The 
applicant is then required to perform the following steps: 
 
1. Every property owner listed on the property deed will be included on the Deed Restriction 

form and must sign and date the Deed Restriction in the presence of a notary public. 
2. After the Deed Restriction is notarized by a notary public, the applicant must take the Deed 

Restriction to the Marin County Recorder’s Office (3501 Civic Center Drive, Suite 232, San 
Rafael, CA) to have the Deed Restriction officially recorded. 

3. The applicant must submit a copy of the recorded “Deed Restriction” to the Town so the 
building permit can be issued for the ADU or JADU. 

 
STEP 5 – PAY FINAL FEES AND PICK UP BUILDING PERMIT 
When all actions are complete, the Building Permit will be issued. The Town will call the 
applicant to pick up the Building Permit. The applicant is required to pay final fees when the 
Building Permit is picked up. 
 
Please note:    Staff may require other informative materials for the project as deemed 
necessary.   
 

https://rossvalleyfire.org/prevention

