
CITY OF TOLEDO – ONE STOP SHOP 
 One Government Center, Suite 1600, Toledo, OH  43604     419-245-1220   Fax 419-245-1329 

 
NEW CONSTRUCTION/ADDITION PROCEDURE 

 
1. Contact Engineering Services at 419-245-1339 for Address assigned to the structure.  Legal description can be obtained from Lucas County Auditor at 419-

213-4420.  Notify all subcontractors to use this address for permits. 
 
2. If the structure is in a designated historical district, contact the Toledo/Lucas County Plan Commission at 419-245-1200.  A Certificate of Appropriateness is 

required before a Permit can be issued. 
 
3. Complete a 1)  Building Permit Application Form, 2)  Commercial Plan Review Form, and 3)  Occupancy request Form.  Submit with items 4 through 9 

below to the One Stop Shop.  Please fill out completely to avoid delays.  If the Contractor is not known at time of application, this information must be 
provided before the permit can be issued.  

 
4. Fees:  

a) Building Permit Application:  Base Fee of $60, plus $0.17 per gross square foot up to 3,500 sq ft., plus $.0.15 per gross square foot over 3,500 sq ft., 
plus 3% state surcharge 

b) Plan Review Fee:   $100 or $200 if 50,000 sf or greater   plus 3% state surcharge 
c) Final Occupancy Fee:  $65   Temporary Occupancy Fee:  $50 

 
5. Two (2) sets of construction plans sealed and signed by an Architect or Engineer licensed in the state of Ohio which include: 

a) Site Plan 
b) Construction drawings based on Ohio Building Code to include 

1. Total floor plan layout. 
2. Wall sections and elevations. 
3. Foundation plans & framing details. 
4. Heating plans 
5. Plumbing plans 
6. Electrical plans 
7. Utility Plans 

 
6. Provide additional 8 sets of detailed site/utility plans sealed and signed by an Engineer licensed in Ohio to distribute for review and approval by Engineering 

Services and Transportation Departments.  These should include sanitary, storm, water & transportation (parking, curb cuts, etc). 
 

7. Provide three sets of landscape plans at time of application.  Bond amount to be set by the Toledo/Lucas County Plan Commission and submitted at time of 
permit issuance (419-245-1200). 

 
8. Complete a Water tap application and pay required fee: 1” = $675, 1-1/2” = $870, 2” = $1300.  For larger taps the fees will increase and inspection fee will 

be incurred for length of service. 
 

9. Over the Curb Bond is required (bond form provided by One Stop Shop).  $18 fee at time of application. 
 
 
10. Complete Sidewalk/Apron permit application and pay fee at One Stop Shop. 

Fee:   $5 <40SF, $10 40 to 100SF, $15 >100SF  
 

11. Complete Curb Cut permit application and pay fee at One Stop Shop. 
Fee:  up to 20ft   $2.00/ft; each foot over 20ft   $3.00/ft 

 
12. Permits for heating, air conditioning, pressure piping, plumbing, and electrical must be secured by a contractor licensed in the State of Ohio and registered in 

the City of Toledo.   Sewer permits (sanitary and storm) need to be applied for by the licensed contractor doing that work.   
 
13.  Permits cannot be issued for construction work in Toledo without an established City of Toledo Income Tax Account in good standing (Certificate of Tax 

Compliance) for the contractor performing the work.  This is not your Federal ID#.  To get your Certificate of Compliance,  call 419-245-1662.  The 
Certificate must be submitted to the One Stop Shop before a permit can be issued.  

 
14.  The Toledo Lucas County Health Department must review plans for all food service operations. Contact them at 419-213-4100 (Consumer Health) if there 

is any food prepared and/or sold on site (groceries, snacks, sit down, carryout).  A permit cannot be issued for food service operations without their approval. 
 

15.  If an existing building needs to be demolished or removed from the property, please obtain Demolition Permit Procedure. 
 

16.  You are required to display your Building Permit Placard and keep your approved plans on site until a Final Certificate of Occupancy has been issued.  
Inspections cannot be performed if approved plans are not on site.  Building, Electrical, Mechanical, Refrigeration and Fire Inspectors must give 
approval before the occupancy can be granted.   

 
17. Do Not Occupy the structure until all final inspections (Building, electrical, mechanical, refrigeration and fire inspection) are approved and a Certificate of 

Occupancy has been issued.   
 
 
 
Forms Needed: 
 Building Permit Application 
 Commercial Review Form 
 Procedure for obtaining a Certificate of Occupancy 
 City of Toledo Tax ID form 
 Performance Bond 
 Over the Curb Bond Form 
 Food Facility Planning Guide 
 

Monitor Your PENDING Application by visiting our online permit web site at:  
 
www.velocityhall.com/toledo
Click on Check/Research Permits on the right side of screen 
Under Look up Permits/Projects: click on either By Address or Permit Number and fill in 
information. 
Click on Status under the Detail bar.  You will see the required agencies and they will show 
either approved or not approved.  After all agencies appear as Approved, you may pick up your 
permit.  You will need to pay any additional fees due at time permit is picked up.  You can also 
monitor your inspection results at this location.

P/Inspection/Instructions:Commercial New Construction Procedure  (revised Feb 15, 2006) 
 

http://www.velocityhall.com/toledo


Zoning  
District . . . . . . . . . . . . . . . . . . . . . .  
 

I have received the card file maintained by the Division of Inspection 
and have determined that this application for a building permit  

 does,  does not (check one) require Historic District Commission 
review. 
                              _____________________________________ 
                               (Title) 

 

(Do not write in these spaces) 
 

Appeal Case No. . . . . . . . . . . . .  
 
Date  . . . . . . . . . . . . , 20 . . . . . .  
 
Approved . . . . . . . . . . . . . . . . . . 
 
Disapproved  . . . . . . . . . . . . . . 

 
CITY OF TOLEDO 

DIVISION OF BUILDING INSPECTION 
BUILDING PERMIT  

 
 
Log No.  . . . . . . . . . . . . . . . .   Tr. No. . . . . . . . . . . . . . . . . 

 

THIS PERMIT IS NOT VALID UNLESS THIS BOX BEARS SIGNATURE 

 4 Family/Commercial 
 1,2,3, Family 

General Information 
Comm. Initial . . . . . . . . . . . .  (All entries must be made by the applicant, and in ink or indelible pencil.) 
Location, ownership and detail must be correct, complete and legible.  A separate application is required for each building.  Three (3) sets of plans and Specifications must be filed with each application.  
One Permit set is filed with Division of Inspection and one Permit set must be kept continually on job.  All sets of plans and Specifications must bear the name of  architect or engineer.  Set of plans shall 
consist of drawings to scale (such as 1/8” or ¼” equal one foot) of plat plan, basement and foundation plan, first floor plan, second floor plan, etc., elevations and scale section, either print or original 
drawing.  Complete floor plans drawn to scale must be submitted for all change of occupancy whether Permit is required or not.  Valuation is total cost of general contract including material and labor.  
Exclude cost of mechanical and electrical which are separate permits. 

This permit does not authorize installation of any electrical or mechanical systems.  Separate permits are required. 
                
Job Address 
Number & Street         Unit No.     Location on the                  side 

Addition 
Legal Description of Property                Division 
 
Owner                Ph.      

Street Address  City  State  Zip 
 
Contractor               Ph.    

Street Address  City  State  Zip 
 
Contractor License Number               
 
Architect or Engineer             Ph.    
     Supervision       Yes No Street Address  City  State  Zip 
Architect or Engineer’s Email Address:  
                
               Single 
Type of Building     Specific Occupancy        Family   Type of Construction     
 
Class of Work – New    Addition       Alteration      Repair    Demo    
 
Description of Work                
 
Method of Disposal of Construction Waste Material             
 
Other Installation – Electrical Service     Plumbing    Heat Type    Fuel Type   Air Cond    
                

  
LOT SIZE: 

 
Width Front . . . . . . ft.  . . . . . in. 

 
Depth . . . . . . . .. . . ft.  . . . . . in. 

 
Area . . . . . . . . . . . . . . . .  sq. ft. 

 

 
BUILDING SIZE 

 
Width  . . . .  . . .   ft.  . . . .  in. 

 
Depth . . . . . . . .   ft.  . . . .  in. 

 
Area  . . . . . . . . . . . .   sq. ft. 

 
Number of Stories . . . . . . . 

 
Height  . . . . .    ft.  . . . .  in. 

 
Volume  . . . . . . . . . .  cu. Ft. 
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Valuation . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Permit Fee $ . . . . . . . . . . . . . . . . . . . . . . . . 

3% State Surcharge  . . . . . . . . . .  . . . . . . . 

Permit Total . . . . . . . . . . .  . . . . . . . . . . . . 

 
Water/Sewer Killed . . . . . . . . . . . . . . . . . . . . . . . . . 

Water Permit Number . . . . . . . . . . . . . . . . . . . . . . . 
 
Over the Curb 
Permit Number . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

 
Approved by . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
 
Date . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

WARNING The approval of plans procured by misrepresentation of facts or conditions, misstatements in application or through mistakes or improper action by any officer or 
employee of this department, does not legalize any illegal construction or agreement. 
IN CONSIDERATION OF THE GRANTING OF THIS PERMIT, I,  or we, agree to save the City of Toledo, harmless from any and all damages.  I, or we, do hereby covenant 
and agree to construct said work in all respects in compliance with the provisions of the Statutes of the State of Ohio and the Ordinances of the City of Toledo, and that all 
statements as made are correct and true, and that all orders of Division of Building Inspection will be complied with. 
 
                
  Signature of Owner       Signature of Contractor or Authorized Agent 
 

         (VOID unless receipted)             
          City Tax I.D. Number 



 



 
 
 
 
 
 



 

 
 
 



 
 



City of Toledo - Division of Building Inspection   419-245-1220  Fax 419-245-1329 
Commercial Plan Review Information 

 
Project Address:         Space/Suite #      Log #    
Estimated Project Cost:  Building      Site Work      Total      
Type of work:           New Building  Addition  Interior Alteration      Exterior Alteration 

 Other         
 
Existing Use Group: (OBBC 302.1) 

  A-1    A-2   A-3   A-4   A-5     B    E    F-1     F-2      H     I-1     I-2     I-3    M 
  R-1    R-2    R-3    R-4    R-5    S-1      U     N/A 

 
New Use Group: (OBC 302.1) 

  A-1    A-2   A-3   A-4   A-5     B     E    F-1     F-2      H     H-1     H-2     H-3    
 H-4   I-1    I-2   I-3    I-4      M     R-1    R-2     R-3     R-4     S-1    S-2     U    

 
Mixed Use and Occupancy: (OBC 302.3) 

 Non-separated     Separated   Separate Building       N/A 
 
Is food to be served or sold in this tenant space?              Yes   No 
 
Existing Construction Classification: (OBBC 602.1) 

 1-A   1-B    2-A   2-B   2-C   3-A    3-B      4      5-A      5-B      N/A  
 
New Construction Classification: (OBC 602.1) 

 1-A   1-B    2-A   2-B    3-A    3-B      4      5-A      5-B      N/A  
 
Total gross floor area:      Proposed or altered                                                    sq. ft.      (OBC 503.1) 
 
Existing building area:            Sq. Ft.      # of Stories ________ Height (OBC 503.1) 
 
Area limitations:   General limitations          Unlimited area building   (OBC 503.3) 
 
Open perimeter increase       Total              Partial ________% 
  
Existing building fire suppression system:     Total  Partial     (Section of building with sprinklers) 
 
             None  N/A  (OBBC 903.1) 
 
New building fire suppression system  Total  Partial    None  N/A  (OBC 903.1) 
 
Fire alarm system      Yes         No 
 
Is building handicap accessible?      Yes              No          (OBC 1101.1) 
 
Occupant load: S.F. Method         Actual/Proposed              (OBC 1003.2.2) 
 
# of employees         # of customers      
 
Contact Person:            Phone:     
 
Signature:                             E-mail: __________________________ 

P/Inspection/Forms:Commercial Review Form updated 1-27-05 



 



 



 
CITY OF TOLEDO 

 
PROCEDURE FOR OBTAINING A CERTIFICATE OF OCCUPANCY 

 
A NEW OR ALTERED STRUCTURE MAY NOT BE OCCUPIED UNTIL A 

CERTIFICATE OF OCCUPANCY HAS BEEN ISSUED 
 
About one week prior to expected occupancy of the structure, please call 245-1226 and inform the clerk that 
you are near completion of this project and your target date for occupancy.  Please be prepared with your job 
location, all permit numbers and subcontractor names.  The clerk will initiate paperwork to help expedite your 
occupancy. 
 
Don’t forget to schedule your final inspection at 245-1220.  Before you call for your final inspection, check 
your approved plans and verify that all required work has been performed.  After the building inspector has 
notified the clerk of approval, she will notify Fire Prevention to inspect the job.  (NOTE:  Fire Prevention does 
not inspect new residential structures with individual exits.  Do not call Fire Prevention to schedule any fire 
inspection. 
 
Stay in touch with your subcontractors and be sure that they have scheduled their inspections.  Occupancy 
cannot be issued until approval has been granted by the Building Inspector, Electrical and Mechanical 
Inspectors and Fire Inspector.   
 
If minor work remains to be completed, you may request a temporary certificate of occupancy.  A temporary 
certificate of occupancy will not be issued if any fire and/or safety issues remain.   
 
You have already paid for your Certificate of Occupancy.  However, if for any reason you are issued a 
temporary occupancy, you will be required to pay an additional occupancy fee for any subsequent temporary 
occupancy and the final occupancy.   
 
OTHER WAYS TO ENSURE THAT YOU WILL NOT EXPERIENCE DELAY IN OCCUPANCY: 
 

• Have your building card available at the job site and verify that inspectors 
have signed it. 
 

• Have your approved plans available at the job site.  An inspection cannot be performed if approved 
plans are not on site. 

 
• Ask that your subcontractors use the same address and to specify on their permit applications the 

Location ofWork in multi-tenant or large structures to coincide with how you have identified the job (i.e. 
Judy’s Jewelry-Suite 200 or 3rd floor, west wing, Toledo Hospital). 

 

P/Inspection/Instructions:Certificate of Occupancy Procedure 



REQUEST FOR CERTIFICATE OF OCCUPANCY AND COMPLIANCE 
 

This form must be filled out completely and returned to the Division of Inspection,  
One Government Center, Suite 1600, Toledo, OH  43604.  To avoid any delay of occupancy, 
please submit it at least 7 work days prior to expected occupancy date. 
 

YOU  CANNOT  OCCUPY  YOUR  BUILDING  UNTIL  A  CERTIFICATE  OF  OCCUPANCY  IS  ISSUED. 
 
All inspections must be completed and approved for all trades prior to the issuance of the certificate. Each 
individual trade contractor must call for his own final inspection.   
 
Date of application        Date of expected occupancy     
 
Building Address              
 
Tenant Name and Space No.            
 
Owner Name               
 
Owner Address              Zip Code    
 
Builder Name              
 
Builder Address            Zip Code    
 
Contact person in case of problems or questions: 
 
Name       ______  Phone Number      _ 
 
Use of Building (church, retail, etc.)    ________________ Height of Bldg. (in stories)      
 
Type of Construction        Occupancy Load (only in assembly use)       
 
YOU MUST FILL IN SUBCONTRACTOR NAMES AND / OR PERMIT NUMBERS 
TRADE   PERMIT     #     CONTRACTOR     DATE APPROVED 
 
Building        
 
Electrical       
 
Plumbing        
 
Heating        
 
Air Conditioning       
 
Refrigeration       
 
Pressure Piping        
 
Boiler       
      
     FIRE  
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NOTE:  Upon receipt of this request, we contact Fire Prevention and inform them of your expected 
            Occupancy date.  They will not make a final inspection until notified to do so by us. 
 
Date you would like final structural and fire inspections: _____________________________________ 
If this is not known at this time, you must call the office to schedule the finals. 
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