
HOW TO COMPLETE A CONSTRUCTION PERMIT JACKET 
 
 

 

Construction Permit Application (F100) 

1. Fill in block and lot - you can find this on your tax or water bill or look it up by using this link (click here). 
[enter the "Search by Location" box and click "Submit Search."] Keep this as you will need it for other sections of 
the application process. 

 
2. Street address of property where the work will occur. 

 
3. The property owner's name (Owner in Fee), mailing address (if different than the work site address), telephone 

number and email address go here. 
 

4. If owner is doing the work and the property is owner occupied, write "Owner." You do not need to rewrite your 
contact information. 

 
If contractor is doing the work, fill in Contractor's business name, street address, telephone, email address, 
license or registration number and expiration date, and Federal Employment ID Number. 

 
5. Architect or Engineer's contact information, if applicable. 

 
6. Check off applicable box(es), fill in each's cost of work in the space provided, and total. 

 
7. Section VI is to be filled in only for additions and new construction. 

 
8. Description of Building Use – for residential properties, enter "R5" in box 1 and enter "VB" on line D. 
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https://webportal.municipal-software.com/lookup/MineHill


HOW TO COMPLETE A CONSTRUCTION PERMIT JACKET 
9. Inside cover of permit jacket (Certification in Lieu of Oath): 

 
Only one party signs: Top section ("Owner Section") is signed by the owner IF the owner is doing the work and the 

property is owner-occupied. Owner checks off the applicable boxes, signs and dates. 

If a contractor is doing the work and applying for the permit, the contractor fills in and signs the bottom section ("Agent 
Section"). 
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