Submittal Guide
City of

Fort Collins commercial Remodel/Tenant Finish
/"&/\

Authorized Contractor License:
Structural: A, B, C,
Non-structural: E

Use this Guide for:

Remodel or alteration within an existing
m - ||- m [e? building for:

1. New tenant or function
2. Improvements for an existing space

Landlord provided work such as:
}. a white box, vanilla shell, preliminary

finish work, demising walls etc.

First tenant to occupy a vacant space
in a new commercial building

Documents Needed Other submittal options:

Submittal checklist (Included)
Permit Process Guide

For commercial additions, use the

) ) ) New Commercial Submittal Guide
Electronic Submittal Instructions

Building Permit Application
Owner Authorization Form

ok wN e

Construction Waste Management

A Development review process may be required prior to submitting for permit

drcoord@fcgov.com 970-221-6689

Change of Use (function) of a commercial space or exterior modifications (i.e.: facade,

parking, landscaping, or other changes visible to the public).



: Planning, Development & Transportation Services
C'ty of Community Development & Nei%hborhood Services

Fort ‘ Ollins 81 North College Avenue
Fort Collins, CO 80524
/wm 970.416.2740

Building Permit Submittal Checklist: Commercial Remodel/Tenant Finish

Incomplete or deferred submittals will not be accepted Revised 8/6/2020

Required at the time of permit submittal - Electronic submittal required.

Drawings depicting the scope of work Building Permit Application

Plans must reflect current adopted codes and standards: Construction Waste Management Plan Form

o (Required for a scope of work over 2,500 sf.)
www.fcgov.com/building/codes.php

Plan Check Fee (Payment by Check only) Owner Authorization Form

Required Drawings Additional Requirements

NA=Not Applicable NIS=Not in scope (may require a separate submittal)

A Fully Stamped Set is required for any of the following (4) conditions: Larimer County Health Department
1. Scope of work greater than 5,000 square feet 1525 Blue Spruce / (970)-498-6785
2. First Tenant to occupy a space https://www.larimer.org/health

Required for food or drink service, preparation, or processing;

3. Change of Occupancy (see additional handout) daycares; schools; and healthcare

4. New 3 phase service or service change greater than 225

. Energy Assessment: 970-221-6818
amps -Only for Electrical Scope.

Existing and Proposed Scaled Drawings to include: assessments@fcgov.com

Floor Plans with room labels and areas

Free assessment by Fort Collins Utilities. Required for alterations

Accessibility details as required of $50,000 +, or has not had an assessment within the past 3 years.
Interior Elevations including restrooms Poudre Fire Authority: 102 Remington /(970)-416-2891
Structural Drawings (stamped by a State of Colorado licensed https://www.poudre-fire.org/online-services

Structural Engineer or qualified Architect) A separate submittal is required through the Poudre Fire Authority

website for most tenant finish projects. Fire suppression system

Exterior Elevations (see Zoning requirements) S ; . - ;
modification will also require a separate additional submittal.

Wall types, sections and details.

Mechanical Drawings Zoning: 281 N College / (970) 416-2745
Drawings to show supply, Return, Exhaust, Hoods, and other zoning@fcgov.com
special equipment. Change of Use or Exterior modifications (i.e.: fagade, parking,

landscaping, or other changes visible to the public), may require a

Electrical Drawing minor amendment

Outlets, lighting plan, panel, one-line, equipment. Are you building in a Floodplain?

https://www.fcgov.com/utilities/what-we-
do/stormwater/flooding/floodplain-maps-documents

Plumbing Drawings

Waste and Vent Isometric, Supply, Equipment. Historic Preservation Review
ComCheck or Lighting Wattage Worksheet www.fcgov.com/historicpreservation
Required for Lighting alterations more than 50%. Alterations to, or Demolitions of buildings more than 50 years old

will be reviewed for Historic Eligibility

Applicant Name: Job Site Address:

Phone: Email (Required):




Fg?to&:ollins Building Permit Process

(Only complete submittals are accepted).

a. Submit electronic PDF plans using submittal instructions attached.
2. Submit for Permit b. We accept hand drafted plans scanned into an electronic PDF format.
c. Submit separately to Poudre Fire Authority and Larimer County Health Dept.

Use the appropriate submittal guide and checklist for your project to determine what
1. Prepare information you will need to submit for permit.

) ) a. The project is reviewed by many City Departments to ensure compliance with
3. The Project is building codes, land use code, and project specific requirements.
Reviewed for b. This review process reduces costly re-construction by reviewing for compliance
prior to construction.
c. Check the status of your permit: https://amos.fcgov.com/CitizenAccess/

] Once all departments have signed off, all fees have been paid, and all contractors are
4. Permit Issuance locally licensed and insured, the permit is issued.

b. Build to the approved set of plans.

5. Construction c. Pay attention to Red-Lines/mark-ups on the approved set of plans that have been
added by reviewers.

If the design changes during construction, submit the revised set of drawings or
additional letters for review prior to proceeding with the changes.

compliance.

Begins d

Schedule inspections in this order as applicable per project (additional options are
6. Inspections available for commercial projects)https://www.fcgov.com/building/inspections.php

Inspection Guide

Setback and Footing
S L - QT o
g g Foundation S E
O -5 | Underground Electric (commercial only) E ©
O
20 @ | sewer Line Inspection a g
v o - - v ¥
'8 & | Water Service Inspection 2 2
c
D ~ | Underground Plumbing (Inside building) 8 E
Pre-siding/sheer inspection (schedule as rough frame)
Gas line air test
Q Plumbing top out and water test E g
£ O | Electric energize 3 5
o0 ; U o
3 9 | Rough mechanical < £
o ¢ - ]
e 2 | Rough electrical v &
0
£ | Fireplace (if applicable) c s
C
Rough Frame (fire blocking and air sealing also) O ©
Insulation
Finals | Final Inspections: Plumbing, Electric, Mechanical, Final Building

] Check your permit status, and submit any final documents requested prior to
7. Project Closeout receiving a letter of completion (LOC) or Certificate of Occupancy (CO).
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Electronic Document Submittal Guide for building permits

The following are instructions for completing an Electronic Document Submittal:

Step 1: Prepare required documents. Building permit process and submittal checklist guides are
available at: https://www.fcgov.com/building/application.php.

Step 2: Organize and format files as follows:

[] a. Group and name each file according to the Electronic Document Naming Instructions below.

[] b. PDF “Plans” must be combined into a single PDF file (Arch + Structural + Commercial MEP,
etc).

[] c. PDF plans and site plans must be generated to scale (e.g. 1/4" = 1’; 1/8” = 1’; 1:10; etc).

[] d. PDF plans must be legible when printed to scale (Font size on plans shall not be smaller than
size 8)

[] e. PDFdocuments/files cannot be locked, or password protected, and shall have permissions
set to allow annotations, form fill, and signing by City staff.

[1f Plans prepared by design professionals shall contain an information block with name, license
number, signature and contact information.

[]g. Ifrequired for your project type, each sheet of the plans must be sealed and signed by the
designer of record. The signature may be applied to the drawing electronically in accordance
with Colorado architectural and engineering standards in a flattened, non-working format.

[]h. PDF plans must be oriented so that north is always at the top of the monitor and oriented
either landscape or portrait view so that the top of the page is always at the top of the
monitor. Pages cannot be rotated in different directions/orientations).

[ ]i. Plans cannot have any working, active, or living comments (must be a clean, flattened set).

[]i. Maximum size for any file shall be 75MB.

Step 3: Submit all required plans and documents. Name each separate file according to the naming
conventions below. Incomplete submittals will not be accepted or routed for review.

Step 4: Email submittal to BuildingServices@fcgov.com

Step 5: A staff member will contact you for payment.

Revised 08/4/2020 -1-
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. . AN E-MAIL WILL BE SENT TO THE “APPLICANT”
Re-Submittal Instructions NGRS
This means that corrections need to be made prior to permit

) issuance and construction. Re-submittals receive a reduced
permit documents review time, typically less than 2 weeks.

for electronic building

1: Login to your account at the City's Citizen Access portal. You must create an account re-submit plans.

2: Type the building permit number into the “Simple Search” box or click “Search Permits” to see a list of
active permits associated to your account.

3: Select the permit you want to resubmit documents for by clicking on the permit number.
4: On the permit information page, click the arrow next to “Attachments”. This will reveal a list of
documents—THERE MAY BE MULTIPLE PAGES OF ATTACHMENTS. Note: if you do not see this option, make

sure you are logged in.

5: Find the document that needs to be resubmitted by checking the “Document Status” column. The status
will say “Resubmittal Required.”

[ ]6: Make sure your revised document is named according to the Electronic Document Naming Instructions.
[]7: Document must be a complete, full set, without any active or working comments (must be flattened).

8: In the “Actions” column, click on the “RESUBMIT” link for the document you wish to resubmit. If you
don’t see this option, contact revcoord@fcgov.com DO NOT USE THE “UPLOAD” BUTTON.

9: Click “Select Files” and choose the revised document you wish to upload.

10: Click “Continue”.

11: In the “Type of Document” dropdown, select the type of document you are uploading. If you’re not
sure, look at the “Document Type” column for the document type assigned to the original version of the
document you are uploading.

12: Add a brief description of your revision to the “Description” box.

13: Click “Upload”.

14: Repeat these steps for any other requested document files.
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Electronic Document Naming Instructions

Community Development & Neighborhood Services

281 North College Avenue
P.O. Box 580

Fort Collins, CO 80522.0580
970.416.2740
www.fcgov.com

Each file included in a submittal should be named starting with a prefix according to the table below, followed by
Address or the Model Name (for Stock Plans only) or, and then the version number (v1, v2, etc).
*#+To find out what documents are required for your project, please refer to the applicable Submittal Checklist.***

Document Prefix:

Documents to include (as required) combined in a single file named with this prefix:

Apps

Housing Model Affidavit, Submittal Checklist

Building Permit Application, Building Owner Authorization, Homeowner Affidavit, Addendum Form,

Site Plan Site Plan
Plans Architectural Plans, Structural Drawings, MEPs, P2904 Fire Sprinkler Plans
Mech Docs Residential Mechanical System Design Form, HVAC Load Calculations.

Energy Docs

Comcheck Reports

Energy Code Compliance form (residential or commercial), Required Energy Reports, Lighting

Env Docs Waste Management Plan, State Demolition Approval Notice, Asbestos Assessment, Asbestos
Awareness Form

Eng Docs Engineer’s stamped supporting documents such as: structural letters, reports, sketches.

Grading Grading Plan

Soils Soil Prep Certification

Letters Comment Responses, Approved Variances, Emails, other letters

FF Plans Footing & Foundation Plans including relevant underground MEP pages

Util Plans City of Fort Collins Approved Utility Site Plan showing underground utilities and line sizes

Examples of proper naming conventions:

INITIAL SUBMITTAL (These documents are version 1):

Document Type — Address or Model Name — Version number
(include street direction and unit number if applicable)

Apps - 1234 Street Name - v1

Plans - 1234 Street Name - v1

Site plan - 1234 Street Name - v1

Energy Docs - 1234 Street Name - v1

Util Plan — 1234 Street Name -v1

FF Plans - 1234 Street Name - v1

Plans - Model Name - v1 (for stock plans)

Plans - 1234 Street Name 100 - v1 (for addresses with unit numbers or letters)
Plans - 1234 Street Name - v1 (for duplexes, use lower address number)

REVISIONS/RESUBMITTALS (re-submitted documents will be version 2, or version 3, etc.):

Document Type - Address or Model Name - Updated Version number
(include street direction and unit number if applicable)

Plans - 1234 Street Name - v2

Site plan - 1234 Street Name - v2

Energy Docs - 1234 Street Name - v2

Mech Docs - 1234 Street Name - v2

Plans - Model Name - v2 (for stock plans)

Plans - 1234 Street Name 100- v3 (for addresses with unit numbers)

Plans - 1234 Street Name - v4 (for duplexes, use lower/smaller address number)

Revised 8/04/2020
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No Approved Plans = No inspection

All approved documents must be located on-site during
construction, and available for all inspections.

1. Use Citizen Access to download all documents titled “Approved”
a. https://accela-aca.fcgov.com/CitizenAccess/Default.aspx

b. See page 2 for steps.

2. The approved documents are the “field set.” Pay attention to mark-up notes
from reviewers during construction as these requirements are part of your

approved plans.

3. Provide all “Approved” documents on-site for all inspections using one of the
following methods:
a. Option 1 - Printed Plans:

i. Print all documents to scale on the PDF size created by the
designer. (i.e. a 24x36 PDF should be a 24x36 paper size. This may
require a plotter or print shop for large sheets.)

ii. Plans that are too small, or not to scale cannot be used.

ili. Plans can be printed in black and white (color is optional)
b. Option 2 — Electronic Screen:
i. Must be a large device (i.e. large tablet or laptop, no phones).
ii. Screen must be mobile.
iii. Screen must be clean, clear and free of cracks.

4. Building Inspectors are authorized to deny inspections that are not ready, or
do not have approved and legible plans on-site.
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How to download Approved Documents:

1. If you do not have an account, “register for an account”
(follow instructions as they appear on the screen):
“Company Name” is a required field. (Property Owner,

User Name:

[ Hint: User name may be e-mail a(i

Password: (Must be 8-21 characters
long)

Engineer Firm, Architect Firm, Contractor). You must be associated | I

With a project team/company to register. After registering, a
confirmation e-mail will be sent. Then, create a username and password.

2. Log In using your username and password:

Remember me on this computer

3. Search permits by permit number, then click the “record info” drop down to access “Attachments”

Planning/Development Review

Building

=

Research Property and Contractor

Search Permits

Schedule an Inspection

Information

Search Projects

Engineering

Search Permits

Search

Schedule an Inspection

Residential New Single Family Detached
Record Status: Routed for Review

Record Info » < I

Permit Details

to expand options for Inspec!

General Search

Note: Enter information in any of the search fields. None of the search fields are required.

The default date range is from the year 2000 to present and is based on application submittal date. Edit 'Start

that the permit will be included in the search results.

m Permit Number:

Start Date:
01/01/2000

Permit Type:

--Select--

End Date
12/19/2019

Permit Status:

--Select--

Project Name (Subdivision):

Workflow Status

Related Records

Attachments I

Inspections - Cutoff
time for scheduling or
canceling next day
inspectionsis 11 pm

4. Scroll through each page (on the bottom of the screen) and locate ALL “APPROVED” documents.
Use the Action drop down to download all approved documents.

File Name

Letter - 700
Remington St 2 -
vl pdf

APPROVED - Letter -
700 Remington St
2.pdf

APPROVED - Plans -
700 Remington 5t 2
.pdf

Plans - 700 Remington

St 2 - v3.pdf

Eng Docs - 700
Remington St 2 -
vl pdf

Permit Type

Residential New
Single Family
Detached

Residential New
Single Family
Detached

Residential New
Single Family
Detached

Residential New
Single Family
Detached

Residential New
Single Family
Detached

Document Type

Letters

Letters

Plans

Plans

Reports/Supplemental
Info

< Prev 1 2

File Size

23.55 MB

2414 MB

48.28 MB

46.51MB

46.27 KB

3 Next >

Document :
Status Status Date Action
Review S Hint: You must log
Eriploka 12/17/2019 Actions v . _
in to view and
Approved 12/17/2019  |Actions download plans.
All text will appear
Approved 12/17/2019  |Actions « in light blue when
- successfully
eview Y T
Compiits 12/17/2019  |Actions w logged in.
Review 12/17/2019
Complete oo breiatalind
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