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INTRODUCTION 

 
The City of Tulsa is committed to economic development and to being a helpful and enthusiastic partner with 
the construction industry and the citizens of Tulsa involved in the development of residential properties. 
Generally a building permit must be obtained from the Building Official before beginning construction or 
tenant improvements.  The information in this pamphlet is to assist you in preparing for and obtaining your 
permit.  We are here to serve the public and construction industry in a timely, courteous, and a professional 
manner.  For more information about obtaining a permit, or whether one is required, contact the Building 
Permit Center at (918) 596-9601 or visit us at 175 E 2nd St., Suite 455. 
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PART I. 

DESCRIPTION OF MINIMUM STANDARDS FOR 

DOCUMENT SUBMITTAL 



 

   

 

 

GENERAL INFORMATION 
 

COMMUNICATION OBJECTIVES FOR DEVELOPMENT SERVICES:  As stated in the introduction to this pamphlet, our primary 
responsibility is to serve the needs of the public, while not compromising the regulations we are charged to administer.  
One way of accomplishing this objective is to ensure an open line of communications with the public.  Some ways we do 
this are: 

 Special pamphlets and brochures 

 Consulting services provided to walk-in customers and by phones 

 Fax 
We will appreciate your suggestions for improving our service to you, our customer. 
 
BASIC DESIGNS REQUIREMENTS:  All plans should include all of the items in this information pamphlet that apply to your 
particular project.  Plans must be clear and legible, reproductions of the original, on substantial paper.  Blueprints, 
photocopies, or ink drawings are acceptable.  Pencil drawings are not acceptable.  The plan must be drawn to scale.  The 
recommended scale for the plans other than site plans is ¼” = 1’.  For the site plan, the recommended scale is 1” = 20’, but 
any other scale can be used that will adequately show the lot and buildings on it.  Where the plans involve additions to 
existing structures, label all existing construction as “existing” and all proposed construction as “new.”  The plans must be 
complete and clearly show the extent and type of work.  Compliance with the ICC International Residential Building Code 
For One And Two-Family Dwellings, 2009 edition, and other relevant statutes must be shown on the plans.  In addition, 
once the project is completed, the department will maintain microfilm copies of the plans.  Therefore, we request that the 
plans be drawn clear enough for microfilming. The plans must be separated into two sets, except for the extra site plans.  
The Permit Center will accept plans drawn on any size paper; however, we recommend that the plans be drawn on 18” x 
24” or larger paper because many stamps and approvals must be placed on the plans. 
 
RETAIN YOUR PAPER WORK:  Copies of your permits, receipts, and approved plans are important documents.  When your 
construction is complete, we recommend that you keep these filed with your property’s deed for future reference. 
 
DECLARED AND ACTUAL VALUATION: These two values could be the same or vary significantly, depending on how the 
declared valuation was determined.  The declared valuation is the applicant’s estimate of the construction cost and is used 
only to determine the plans review fee. 
The actual construction valuation is determined by the building plans examiner and is the value on which the permit fee is 
based. 
 
TIME LIMITATION OF APPLICATION:  An application for a permit for any proposed work shall be deemed to have been 
abandoned 180 days after the date of filing, unless such application has been pursued in good faith or a permit has been 
issued; except that the building official is authorized to grant one or more extensions of time for additional periods not 
exceeding 180 days each.  The extension shall be requested in writing and justifiable cause demonstrated. 
 
EXPIRATION:  Every permit issued shall become invalid unless the work authorized by such permit is started within 180 days 
after its issuance, or if the work authorized by such permit is suspended or abandoned for a period of 180 days after the 
time the work is commenced.  The work is considered to be suspended or abandoned if inspections are not called within 
the specified time limit.  The building official is authorized to grant, in writing, one or more extensions of time, for periods 
not more than 180 days each.  The extension shall be requested in writing and justifiable cause demonstrated. 
 
ADDENDUMS, RESUBMITTED OR REVISED PLANS:  All addendums or plans required to be resubmitted or revised will be 
assessed an additional fee of Fifty-five Dollars ($55.00) per submittal.  
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REQUIRED FORMS AND DRAWINGS: 
In addition to the permit application, the following items must be supplied when the plans are submitted.  Additional 
items may be required in certain circumstances before the permit is issued.  Be sure to see the information in Part II of 
this pamphlet covering those projects for specific requirements. 
 

 

APPLICATION FOR RESIDENTIAL BUILDING AND ZONING CLEARANCE PERMIT:   
The owner, contractor, architect or authorized agent of the owner can file an application for a building permit. 

 

BUILDING PERMIT CERTIFICATION & AFFIDAVIT AS TO EASEMENTS, DEDICATIONS AND RIGHTS-OF-WAY:   
The top portion of the document (the permit certification) is required to be completed for all building permit 
applications.  It certifies that the applicant is authorized to act on behalf of the property owner concerning the 
proposed work, and must be signed in front of the City building official or his designee.  If the application is sent through 
the mail, or delivered by a person other than the owner or authorized agent, it shall be accompanied by an affidavit of 
the owner.  The second part of this document is required to be completed for any new construction that would alter the 
existing site; i.e., a new residence, room addition, swimming pool, covered patios, etc.  Its purpose is to prevent 
buildings and structures from being built on easements and rights-of-way.  Doing so could create problems for the 
homeowner and the City of Tulsa.   

 

TEMPORARY USE /OCCUPANCY PERMIT: 
It is illegal to use or occupy any residence until all required final inspections have been made except as authorized by a 
Temporary Use/Occupancy Permit.  The purpose of this permit is to allow partial or total occupancy before completion 
of the work permitted, under certain circumstances provided the area to be occupied has met the minimum standards 
for safety.  The Permit Holder must provide the following information when requesting the Temporary Use/Occupancy 
permit: 

1.  Address of the building or structure. 
2. Number of the approved building permit. 
3. Description of restrictions, and limitations (whole building, first floor, etc.) 
4. Time period for which the Temporary Use/Occupancy Permit is being requested.  Each Temporary 

Use/Occupancy Permit will be limited to a period not to exceed thirty (30) calendar days.  Not more than two (2) 
Temporary Permits will be granted for each building or structure, unless written approval for just cause is 
submitted to and approved by the building official. 

5. Description of work to be completed and reason why the work cannot be completed prior to occupancy. 
6. A statement by the permit holder attesting to the validity of the information contained on the request and 

acknowledging that all final inspections shall be obtained prior to the expiration of this permit. 
7. A statement signed by the proposed occupant that he/she is aware that the required final inspections have not 

been completed on the building or structure and that he/she is aware of the limitations and restrictions imposed 
by this permit. Further that the occupant shall not alter, remove, repair, or change anything covered by the 
building code and acknowledges that the required final inspections shall be obtained prior to the expiration of 
this permit. 

 

ARCHITECT’S OR ENGINEER’S SEAL:  
The plans must be sealed by a registered engineer or licensed architect for buildings or portions of building not 
complying with wood frame conventional construction provisions, or exceeding two stories and basement in height.  
Also, engineering calculations must be provided upon request. 
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SITE PLANS (SEE EXHIBIT #2)   
This plan shows a general layout of the lot.  It must show: 

1. Legal description of the property as recorded on the deed. 
2. Boundaries and dimensions of property. 
3. Names of bordering streets. 
4. Location, dimensions and identification of existing and proposed buildings, structures, and driveways. 
5. Distances from the two closest property lines to the proposed building or structure, and the distance from      

the proposed work to the centerline of the street(s). 
6. Any easements and public rights-of-way. 
7. All architectural projections; i.e., stairs, porches, balconies, fireplaces, etc. 
8. Location of all utility service lines and meters. 
9. Drainage flow paths. 
10. North arrow.   

NOTE:  FOR PROPERTY SERVED WITH A SEPTIC SYSTEM, SEE EXHIBIT #1. 

 

 

WALL CROSS SECTIONS (SEE EXHIBIT #3)   
This plan must show the following: 

1. Footing, stemwall, and slab detail. 
2. Interior and exterior wall finishes. 
3. Size, spacing, and type of framing materials used, including floor system. 
4. R-value, type, and location of insulation. 
5. Connection details. 
6. Roof framing details. 
7. Sill Plate Anchors 

 
FOUNDATION PLANS: 
Provide dimensions and details of foundations including continuous footings, grade beams, and pier footings. (See 
Exhibits 3A-3D for typical footing details.)  Show footing dimensions, thickness of concrete slabs, reinforcing steel, 
access holes, foundation vents when applicable, L Bar for slab to footing, post-tension plans access opening and the 
North arrow. 

 

DETAIL SHEETS (WHEN APPLICABLE)  
Show details of all fireplaces, stairs, girders, beams and headers, with size and type of framing materials to be used. 
Structures using engineered products such as I Joist, Glulam beams, floor and roof trusses, require layout plan. 

 

FLOOR PLANS:  Floor plans must show the following: 
1.  Exterior and interior dimensions. 
2. Use of all rooms. 
3. Size and type of all windows and doors. 
4. Plumbing and gas fixture locations; water heater & electrical equipment locations. 
5. Location of heating and air-conditioning facilities. 
6. Locations and types of smoke detectors and carbon monoxide detectors,  when applicable. 
7. Areas to be remodeled, usually add-ons apply 
8. The North arrow. 
9. The scale. 
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ROOF PLANS AND DETAILS: 
This plan must show the following: 

1.  Roof pitch. 
2. Size of hips, valleys, rafters, and ridges. 
3. Direction and span of rafters, trusses, beams, and headers. 
4. Any special framing at roof area. 
5. Complete roofing specifications. 
6. Lumber sizes, spacings, species and grades. 
7. The North arrow. 

NOTE:  If trusses, beams, girders, or columns not listed in the code tables are used, the plans must have the seal of an engineer licensed 
in the State of Oklahoma. 

 

ELEVATIONS: 
This is a drawing of the new exterior walls showing the following: 

1.  Doors, windows, and other openings. 
2. Exterior finishes. 
3. Height of structure and projections above the ground. 
4. Indicate North, South, East or West elevation. 
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PART II. 

MINIMUM STANDARDS FOR DOCUMENT 

SUBMITTAL 



 

 
           

 

 

                                                              

 

PART II.  MINIMUM STANDARDS FOR DOCUMENT SUBMITTAL 

 

The following information is a summary of the minimum requirements for a residential building permit 

application.  Part I and Part III of this pamphlet describe the forms and plans listed.  If the information for 

your specific type of construction is not listed, or if you need further information, please call (918) 596-9601.   

 

 APPLICATION FEES 

DECLARED VALUATION FEES  

$0 TO $15,000 ....................................................................................................................................................... $45.00 

$15,001 TO $100,000 ............................................................................................................................................. $75.00 

ABOVE $100,000 ................................................................................................................ $0.80 PER $1000 OF VALUE 

For valuation in excess of one hundred thousand dollars ($100,000), the application fee shall be calculated in 

one thousand dollars ($1,000) increments to the closest one thousand dollars ($1,000). 

Note:  The application fee is a portion of the building permit fee and is due at the time of application.  It will be 

deducted from the total Building Permit fee which will be due at the time of permit issuance. 
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NEW RESIDENCE 

 

CITY FORMS SUBMITTAL REQUIREMENTS: 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 

 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE:  These plans must be combined into sets of two with the extra site plan separate. 

1. Two copies of the proposed site plan with a complete legal description as recorded on the property deed, shown 

on each plan, are required.  (NOTE: If the property is served with a septic system, two additional site plans are required.  See 

Exhibit #1). 

2. Two copies of the wall cross-section.   

3. Two copies of the foundation plans.   

4. Two copies of the detail sheets for fireplaces, stairs, girders, beams and/or headers,  engineered products such as 

I Joist, Glulam beams, floor and roof trusses, if applicable.              

5. Two copies of the proposed floor plans.   

6. Two copies of the roof plan and details.   

7. Two copies of the elevation plans.   

 

ZONING CLEARANCE ONLY PERMITS 

The purpose of this permit is to ensure that the property you are planning to develop can meet the zoning requirements. 

This permit is for planning.  It does not allow occupancy, construction or expansion.  

 

CITY FORMS SUBMITTAL REQUIREMENTS: 

An application for Zoning Clearance Only Permit. 

 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE: These plans must be combined into two separate sets with the extra site plan separate. 

1. Two copies of the proposed site plan with a complete legal description as recorded on the property deed, shown 

on each plan, are required.  

2. Two copies of the floor plan. 

Note: Other plans may be required by the zoning official before final determination. 

 

INTERIOR REMODELS 

 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 

 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE:  These plans must be combined into sets of two with the extra site plan separate. 

1. Two copies of the floor plan (showing existing and proposed construction). 

2. Two copies of the detail sheets for fireplaces, stairs, girders, beams and/or headers, engineered products such as I 

Joist, Glulam beams, floor and roof trusses, if applicable.   

   

 

 

2.3 



 

2.4 

ACCESSORY BUILDINGS OR ENLARGEMENT OF AN EXISTING BUILDING 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 

 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE:  These plans must be combined into sets of two with the extra site plan separate. 

1. Two copies of the proposed site plan with a complete legal description as recorded on the property deed, shown 

on each plan, are required.  (Note:  If the property is served with a septic system, two additional site plans are required.  See 

Exhibit #1.)   

2. Two copies of the wall cross-section.   

3. *Two copies of the foundation plans.  

4. Two copies of the detail sheets for girders, beams and/or headers if applicable.   

5. Two copies of the proposed floor plan.   

6. Two copies of the roof plan and details. 

7. Two copies of the elevation plans.   
*1.  A footing or Building Permit is not required for a one-story detached accessory structure provided the floor area 

does not exceed two hundred square feet and is separated from other structures by a minimum distance of five (5) 

feet including projections; however, a zoning clearance permit is required.   

*Label all areas to be remodeled. 

 

REPAIR NO-EXPANSION (Fire, deterioration, etc.) 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights of Way. 

 

NOTE:  If damage is extensive or structural, construction plans will be required. 

  

SWIMMING POOLS, SPAS, ETC. 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 

 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE:  These plans must be combined into sets of two with the extra site plan separate. 

1. Two copies of the proposed site plan with a complete legal description as recorded on the property deed, shown 

on each plan, are required. (Note:  If the property is served with a septic system, two additional site plans are required.  See 

Exhibit #1.)   

2. Two copies of the pool wall cross section.   

3. Indicate type of pool construction; i.e. Gunite, fiberglass, steel wall with drop in liner and above-ground pool. 

4. Indicate distance from edge of pool to any structures. 

5. Drain type. 
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STORM SHELTERS 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 
 

PLANS SUBMITTAL REQUIREMENTS: 

1. Site Plan 

2. Dimensions of structure 

3. Submittal to include Design Standard: ICC-500, FEMA 320 or engineered equivalent system. 

 

BUILDING PERMITS FOR MOVED-IN BUILDINGS 

Two types of permits are required for buildings and structures moved into or within the City of Tulsa.  The building and/or 

structure shall not be used or occupied in whole or in part until the Building Permit has had final approval.  A building and 

zoning clearance permit must be obtained for the proposed location for the foundation and the remodel of the moved-in 

structure.  A moving permit must be obtained by a licensed moving contractor to transport the building to the new 

location. If building is to be moved from a location outside the city limits, an additional fee will be charged for the 

inspection of that building at the time of the application. 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights of Way. 

 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE:  These plans must be combined into sets of two with the extra site plan separate. 

1. Two copies of the proposed site plan with a complete legal description as recorded on the property deed, shown 

on each plan, are required. (Note:  If the property is served with a septic system, two additional site plans are required.  See 

Exhibit #1.)   

2. Two copies of the foundation/remodel plans.   

 

CARPORTS, COVERED PATIOS, DECKS AND/OR PORCHES 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 

PLANS SUBMITTAL REQUIREMENTS: 

NOTE:  These plans must be combined into sets of two with the extra site plan separate. 

1. Two copies of the proposed site plan with a complete legal descriptions recorded on the property deed, shown 

on each plan, are required.  (Note:  If the property is served with a septic system, two additional site plans are required.  See 

Exhibit #1.)   

2. Two copies of the structural cross-section.   

3. Two copies of the foundation plans.   

4. Two copies of the elevation plans.   

 

TEMPORARY USE/OCCUPANCY PERMIT 

Note:  Occupancy of a building is not allowed until all inspections have been conducted and approved, unless a Temporary 

Use/Occupancy Permit has been obtained. (See more information on page 1.3.) 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Temporary Use Permit Application 

2. A copy of the original residential building permit. 
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MOBILE HOME 

(On a private lot, not in a mobile home park) 

CITY FORMS SUBMITTAL REQUIREMENTS 

1. A Residential Building and Zoning Clearance Permit application. 

2. A Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-Way. 

 

PLANS SUBMITTAL REQUIREMENTS: 

1. Two copies of the proposed site plan with a complete legal description as recorded on the property deed, shown 
on each plan, are required. (NOTE:  If the property is served with a septic system, two additional site plans are required.  See 

Exhibit #1.) 
2. Two copies of the foundation plans and anchoring system 
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REQUIREMENTS FOR A PRIVATE SEWAGE DISPOSAL SYSTEM WHEN THE 

PROPERTY IS NOT SERVED WITH SANITARY SEWER 

 

Permits for septic tank installations are issued through the Oklahoma Department of Environmental Quality 

(DEQ).  A soil percolation test must be performed and be on file at DEQ.  This test can be performed by DEQ, a 

Professional Engineer, or a Registered Professional Land Surveyor.  DEQ will furnish you a design layout of your 

sewage system.  A new residence, structure or addition must be staked out prior to the DEQ final field 

inspection.  The following information needs to be included on the site plans. 

 

1. Plumbing stub out, leading from the house to the septic tank. 

2. Directional slope of the lot. 

3. Structural landscaping, i.e., large trees, retaining walls, etc. 

4. Any structures such as swimming pools, tennis courts, gazebos, driveways, and patios. 

5. Number of proposed and/or existing bedrooms in the residence. 

6. Automatic lawn irrigation systems. 

7. Indicate if any part of the lot is in a flood sensitive area. 

8. Street address and legal description of the construction site. 

9. The builder's name, mailing address, and telephone number. 

 

The following information must be included with the application. 

1. A copy of result of the percolation test. 

2. A copy of the final inspection on current systems.  

These two items must be obtained from DEQ and brought to the Permit Center at the time of application.  

These may be obtained at their office at 3105 E Skelly Dr, Suite 200, Tulsa, OK 74105-6370, between the hours 

of 8:00 am and 4:30 pm (the inspectors are in the offices only from 8:00 am and 9:00 am).  Any questions to 

DEQ can be directed to (918) 293-1600 during the hours above. 
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Helpful Numbers 

DEVELOPMENT SERVICES SECTION 

PERMIT & LICENSE CENTER 

PERMIT & LICENSE CENTER MANAGER ...................................................................................................................................................... 596-9603 

PERMITS FOR SUB-CONTRACTORS............................................................................................................................................................. 596-9656 

PLAN REVIEW APPLICATIONS ................................................................................................................................................................... 596-9601 

TRADE LICENSES  .................................................................................................................................................................................... 596-9601 

BOND & INSURANCE ............................................................................................................................................................................... 596-9601 

ACCOUNTING .........................................................................................................................................................................................596-9449 

FAX ....................................................................................................................................................................................................... 699-3500 

INSPECTION REQUEST LINE ....................................................................................................................................................................... 596-1720 

BUILDING PLANS REVIEW ................................................................................................................................................................................. 596-9456 

DEVELOPMENT PLANS REVIEW (IDP) ......................................................................................................................................................... 596-2514 

WATER SERVICES .................................................................................................................................................................................... 596-9865 

SEWER SERVICES .................................................................................................................................................................................... 596-9455 

INSPECTION SERVICES SECTION 

INSPECTIONS SERVICES MANAGER ............................................................................................................................................................. 596-1612 

CHIEF BUILDING INSPECTOR ..................................................................................................................................................................... 596-9667 

CHIEF ELECTRICAL INSPECTOR .................................................................................................................................................................. 596-9659 

CHIEF MECHANICAL INSPECTOR ................................................................................................................................................................ 596-9679 

CHIEF PLUMBING INSPECTOR ................................................................................................................................................................... 596-9687 

ENGINEERING SERVICES 

STORMWATER ....................................................................................................................................................................................... 596-9490 

WATER .................................................................................................................................................................................................. 596-9566 

SEWER .................................................................................................................................................................................................. 596-9564 

CUSTOMER CARE  CENTER...........................................................................................................................................................................596-2100 

CITY/COUNTY HEALTH DEPARTMENT .................................................................................................................................................................. 744-1000 

INCOG/TMAPC ............................................................................................................................................................................................. 584-7526 

Note:   ELECTRICAL, MECHANICAL, AND PLUMBING PERMITS MAY BE OBTAINED BY LICENSED CONTRACTORS ONLY.  

3.9 



 




