
 

 

Building Permit Application Checklist 

When are building permits required? 

Town of Naples Land Use Ordinance Section 202 Permits Required: No building, sign or 

other structure shall be erected, altered, moved or demolished without building permits 

issued by the Code Enforcement Officer.  As defined in the Land Use Ordinance ( Section 

400 Definitions). 

If no substantial start, as defined in the Land Use Ordinance (Section 400 Definitions), is 

made in construction or in use of the property within one year from the date of issuance 

of a building permit, then that building permit shall lapse and become void. 

Inspections can only be scheduled once a permit has been paid for. 

 

                    The following information is required for a building permit: 

 

New Home/Shed Building/Renovation of a Building/Shed  

 If a new build and in Shoreland Zone a survey and pictures of what is currently 

on the property for structures is needed.  If the property is just land than the 

survey is needed no pictures.  

 Each developable property shall have vehicular and utility access from abutting 

town ways, public easements, or private roads.  

 Signed copy of HHE-200, Application of Subsurface Waste Disposal from a 

licensed site evaluator, with correct design flow for the amount of bedrooms. 

 Internal Plumbing Permit-Inspection done before closing in walls (during framing 

rough-in), and again at the occupancy inspection. 

 Proof of ownership of legal lot (current/recorded deed) or other legal right to build 

at proposed location. 

 A full set of construction plans including:  

▪ Elevations  

▪ Framing cross section  

▪ Foundation plan 

▪ Floor plan (each room labeled) 

 Plot Plan- Lot size and accurate locations of all existing or proposed structure 

locations with setbacks, signed and dated. Measurements from the property 

lines, not the edge of the road.  

 Address Application is required for all properties according to the State of Maine 

and the Town of Napes Addressing Ordinance.  



 

 Driveway/Entrance Permit is required for public roadway not needed for private 

roadway. You need to submit a MDOT Driveway/Entrance Permit for State 

Roadways.  A permit is not required for paving, sealing, or repairs unless the 

driveway is relocated. 

 Completed building permit, with map/lot number and signature on the form of the 

applicant. 

 FEMA elevation certificate by licensed surveyor for construction in flood hazard 

areas.   

 

Additions/Renovations 

 Floor plans showing existing structure and proposed changes with all bedrooms 

labeled 

 Framing plan (showing pier location and dimensions) 

 Framing cross sections 

 Plot plan: lost size and accurate locations of all existing and proposed structure 

locations with setbacks, signed and dated. 

 Completed building permit, with map and lot numbers  

 A copy of HHE-200 (if additional bedrooms) to show the present system will 

support expansion. 

 

Accessory Dwelling Units 

 A building permit (either new structure or renovation)  

 HHE-200 to support the new unit (must have a minimum design flow of 180 

gallons per day.) 

 Accessory Dwelling Unit Registration (Needs to be signed in front of a notary) 

 

Shoreland Zoning (250’ of High-Water Line) 

 An additional shoreland zoning permit must be taken out with a building 

permit if there will be work done within 250 feet of the high-water mark 

completed with all current and proposed impervious surface. Shoreland 

zoning permits must include as survey showing 25’ increments from the high-

water mark, existing and proposed structures, height of and photos as 

outlined in the application.  

 If in the Floodplain, a Floodplain Hazard Development Permit and a Flood 

Elevation Certificate from a licensed surveyor. 

 Tree Removal Application for any vegetation or tree removal 

 MDEP Permit by Rule (NRPA) may be necessary for work done within 75’ of 

the HWL 



 

 

 

Commercial  

 Please be aware that all the above applies for commercial buildings  

 Planning Board Approval   

 Sign application 

 Engineered or architecturally stamped building plans to ADA standards 

 Applicable State permits and other outside agency review may be necessary 

as well. 

 

Permits should be given to the Assistant to Code Enforcement during office hours, or 

emailed to codeoffice@townofnaples.org. They can also be mailed to P.O. Box 1757, 

Naples, ME 04055. We will review your permit and contact you with the fee once 

approved. Call for inspections at least 24 hours prior (207) 693-6364 x 105. 

 

For Land Use or Shoreland Zoning information regarding minimum lot size standards, 
setbacks, allowable uses etc. please visit our website at www.townofnaples.org to 

review our Land Use Ordinance or Shoreland Zoning Ordinance.  
 

Code Office Hours: 
Monday – Thursday 
7:30 am – 4:30 pm 

Inspections - Includes the following, but not limited to: 

Subsurface Wastewater 

• Bottom of 
Bed/scarification of 
soil 

• Before system is 
back-filled- Top of 
pipes/chambers 

 
Underslab 

• In-slab plumbing prior 
to pouring concrete 

 
 

     Rough-In Inspection 

• Internal Plumbing - 
water or air test must 
be ready while on site 

• Framing prior to 
insulation- layout must 
be to plan provided 

 
Final/COO 

• House numbers 

• IP- Check for leaks, 
hot water, fixtures 
secured, proper 

ventilation, shut-offs in 
place where required 

• Smoke alarms 

• Guard rails/stairs 

• Electrical breakers 
labeled, all outlets 
working or capped, 
outlet(s) on kitchen 
island 

• Egress windows 

• Vent Pipe(s)  

• Mechanical systems

 

mailto:codeoffice@townofnaples.org
http://www.townofnaples.org/

