Town of Spring Lake

Plan Review Procedures
The following are procedures and conditions set forth by the Plan Review Committee:

Procedures for submitting Building / Site Plans:

1. Six sets of Building/Site Plans must be submitted with a completed copy of the Town's “Building Plan and Site Plan Submittal Check List”, to the Inspections Department with the appropriate Plan-Review Fees. The plans will be stamped “received” and a date for review will be determined as follows.  If the plans are submitted or before a Tuesday they will be reviewed by the Plan Review Committee on the following Thursday (seven business days from the Tuesday submittal deadline).

a. If the anticipated construction is an addition, renovation, or up-fit, to an existing building or structure fewer sets of Building/Site Plans may be required. The number of complete copies required will be determined by the Director of Inspections.

b. Site Plans may be submitted prior to or at the same time of Building Plan submittal.  Site Plans should be submitted through the Director of Planning.
c. Fire Suppression (Sprinkler) Plans if required must be submitted with the Building Plans.  

d. Fire Alarm Plans may be submitted at a later date but must be reviewed and permits issued prior to the start of installation.

2. The Plan Review Committee reviews the plans and makes recommendations for necessary changes.

3. The Plan Review Committee will make available for pick-up a copy of the reviewed and stamped plans (if found to be code compliant) by the Tuesday following the Thursday review meeting. (Note: Due to holidays falling on Mondays and Fridays, this target date is subject to change).

4. If the plans are determined not to be code compliant a letter will be prepared and provided to the designer and developer/owner identifying the specific building code sections in question.  This letter will be available for pick-up ordinarily by the following Wednesday.  A copy of the letter will be mailed to all concerned parties and if a fax number is provided a copy can be faxed. 

5. After the Designer modifies the plans as applicable according to recommendations of the committee, they should be re-submitted (6 copies of changes only) on or before a Tuesday for final review to insure the necessary modifications of the drawings have occurred.  

6. The Plan Review Committee re-reviews the plans and after being found code compliant the Inspections Department can then issue a building permit.

7. No construction may start or building permit issued until reviewed plans have been received by the developer/owner and all associated permit fees are paid.

8. An approved copy of all State and/or Federal Permits required for construction or land disturbance must be submitted with the Building Permit Application.  Examples of these permits are encroachment permits for driveway construction along a NCDOT highway, water and sewer extension permits or erosion control permits. 
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PLANS SUBMITTED WITH APPROPRIATE REVIEW FEES
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SEE INSPECTION PROCESS FLOW CHART 











REDRAWN PLANS RECEIVED





6 COMPLETE SETS OF CONSTRUCTION DRAWINGS SUBMITTED





NOTIFY DESIGNER, DEVELOPER, OWNER OF REVIEW DATE AND TIME





COPIE(S) OF EXTERNAL APPROVALS RECEIVED





PROVIDE GUIDANCE TO CONTRACTOR FOR INSPECTION(S) PROCESS





RECEIVE PERMIT APPLICATION COLLECT APPLICABLE FEE(S) ISSUE PERMIT





NOTIFY ALL CONCERNED THAT THE PROJECT IS READY FOR PERMITTING





NO





YES





ARE THERE OUTSTANDING EXTERNAL APPROVALS STATE, FEDERAL OR LOCAL REQUIRED PRIOR TO ISSUING BUILDING PERMIT(S)





PREPARE LETTER INFORMING ALL CONCERNED THAT THE PLANS HAVE BEEN REVIEWED AND FOUND TO BE CODE COMPLIANT AND IDENTIFY IN THE LETTER AND OUTSTANDING ISSUES WHICH PROHIBIT ISSUEING BUILDING PERMIT.





LOG PLANS IN, DATE STAMP, PREPARE NOTIFICATION LETTER FOR COMMITTEE AND SCHEDULE A REVIEW





CONFIRM WITH ZONING PLANNING, STREET, WATER, WASTEWATER & STORMWATER DEPARTMENTS THAT ALL NECESSARY CONSTRUCTIONS PERMITS HAVE BEEN APPROVED





PREPARE RESPONSE FAX, MAIL, AND NOTIFY DESIGNER THAT LETTER HAS BEEN PREPARED





YES





NO





PLANS CODE COMPLIANT





ASSEMBLE COMMENTS FROM COMMITTEE MEMBERS AND PREPARE A FORMAL RESPONSE





ACCEPT DRAWINGS AND COLLECT APPROPRIATE REVIEW FEE





DO NOT ACCEPT DRAWINGS, EXPLAIN REQUIREMENTS TO INDIVIDUAL SUBMITTING THE PLANS








6 COPIES














YES








NO
















































































SEE SITE PLAN REVIEW FLOW CHART











