
P/Inspection/Instructions:New 1,2,3 Family  Procedure (revised 6/5/07) 
 

CITY OF TOLEDO – ONE STOP SHOP 
 One Government Center, Suite 1600, Toledo, OH  43604 

419-245-1220 
 

NEW RESIDENTIAL 1, 2 AND 3 FAMILY DWELLINGS PROCEDURE 
 

1. Contact Engineering Services at 419-245-1339 for Address assigned to the dwelling.  Legal 
description can be obtained from Lucas County Auditor at 419-213-4420. 

 
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. 
 
1. Complete a Building Permit application form, a Mechanical Systems Description Form, and an 

occupancy request form.  Submit with required fees and plans as shown below.  Please fill out 
completely to avoid delays. 

 
2. Fees:  

a) Building Permit Application:  Base Fee of $50.00, plus $0.15 per gross square foot  
b) Final Occupancy Fee:  $50 .00      Temporary Occupancy Fee (if needed):  $35.00 
c) Plan Review  $35.00 

 
3. Two (2) sets of building plans which include: 

a) Site Plan 
b) Construction drawings 

• Total floor plan layout. 
• Wall sections and elevations. 
• Foundation plans & framing details. 

 
4. Complete a Water tap application and pay required fee: 1” = $675, 1-1/2” = $870, 2” = $1300. 

 
5. Over the Curb Bond is required (bond form provided by One Stop Shop).  $12 fee at time of application. 

 
6. Complete Sidewalk/Apron permit application and pay $15 fee. 

 
7. Complete Curb Cut permit application and pay fee: 1’ to 20’ =$2.00/ft, over 20’ = $3.00/ft 

 
8. Permits for heating, air conditioning, plumbing, electrical must be secured by a contractor licensed in 

the State of Ohio and registered in the City of Toledo.  Exception is granted for an owner performing 
own work on a single family home who will reside there.   The above listed permits will not be issued 
without an approved Mechanical Systems Description Form.  Fees vary.   Sewer permits (sanitary 
and storm) need to be applied for by the licensed contractor doing that work-fees of $150 each are paid 
at time of application. 

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

Permit Procedure. 
 

10. Do not occupy the structure until all final inspections are approved and a Certificate of Occupancy has 
been issued. 

 
NOTE:  You are required to display your Building Permit Placard and keep your approved plans on site 
until Final Certificate of Occupancy has been issued.  Building, Electrical and Mechanical Inspectors 
must give approval before occupancy certificate can be issued.  
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