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APPLICATIONS MUST BE COMPLETED ENTIRELY AT TIME OF SUBMITTAL.  
REFER TO THE CHECKLIST BELOW TO ENSURE ALL DETAILS ARE INCLUDED 
FOR EACH APPLICATION. 

 
1. Completed Application.  It is the owner’s responsibility to obtain a permit by 

completing an application which must be signed by the owner or owner’s 
authorized agent.  The application shall be submitted along with the site 
plans, building plans and specifications.   

 Project Description:  Assisted Living Home/Residential Care Setting Facility  

 Project Location:  State the actual address of the project and the current 
 Assessor’s Parcel Number. 

2. Completed Contractor/Contact Supplemental form REQUIRED  

 Applicants must provide the primary contact information for the project. 

*NOTE: A City of Surprise business license is required to issue all permits. If 
applying, please allow two weeks to obtain a license. Some uses may require 
additional time for outside agency review Contact the Finance Department for 
licensing requirements at 623-222-1856. 

3. Lot reservation application from Planning and Zoning division to verify 
buffering requirements.   

 A $55 lot reservation fee is required until permit submittal.(all fees are non-
refundable) 

4. Construction Plans:  All documents shall be of sufficient clarity to indicate 
the location, nature and extent of the work proposed and show in detail that 
it will conform to the provisions of the codes, relevant laws, ordinances, 
rules and regulations, as determined by the Building Official. 

 All work shall comply with the following adopted codes and ordinances, as 
 amended: 

2012 International Building Code  2012 International Fire Code 
2012 International Mechanical Code  2012 International Plumbing Code 
2012 International Fuel Gas Code  2011 National Electrical Code 

 2012 International Energy Conservation Code 
 Ordinance 14-04A (Local Code Amendments) 

 Two complete sets of plans (24”x36”) drawn to scale  

a. Floor Plan(s) with legend, existing and proposed (scale ¼” = 1’) 
 Provide a complete floor plan layout, including dimensions. 
 Show rooms/areas of use, with residents’ sleeping rooms clearly 

identified. 
 Show ADA accessible route(s).  
 Identify door hardware for accessible route(s). 
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Continued 
 Identify all exits. 
 Identify locations of all windows and doors. 
 Show all fixture and equipment locations. 
 Show locations of grab bars for bath and toilet facilities. 
 Location of 2A/10BC fire extinguisher. 
 Indicate smoke alarm connection to flow switch. 

b. Details (scale ¼” = 1’) 

 Provide all dimensions for grab bar installations. 
 Provide dimensioned cross sections of ramps and landings. 
 Identify all elements of construction, if adding walls. 

c. Mechanical (scale ¼” – 1’) 

 Provide a complete mechanical floor plan from existing system to 
include locations, types, and sizes of duct work and diffusers, if adding 
walls. 

d. Electrical Plans (scale ¼” = 1’) 

 Show locations and specify all emergency means of egress illumination. 
 Show locations of all smoke detectors (interconnected). 
 Show location of interior 75db horn. 
 Provide a lighting floor plan with switching, if adding walls. 
 Provide a power floor plan showing receptacles and connected loads, if 

adding walls. 

e. Fire Protection Site Plan – (scale ¼” = 1’) 

 NFPA modified 13D Sprinkler system. 
 Prepared by a minimum NICET Level lll certified individual or FPE.  
 Electronic horn/strobe. 
 Provide NFPA 25 maintenance instructions. 
 Provide a minimum 1” meter and supply line. 
 Provide flow and tamper switches. 
 Provide a note on the plans:  

 “Provide a wrench and two replacement sprinkler heads per 
type.” 

f. Provide a UL listed device to transmit sprinkler flow/tamper alarms 

 Systems shall be monitored. 
 Indicate locations of equipment and devices. 
 Manufacturers’ equipment information. 
 Battery calculations 
 A/C power should be provided by a circuit controlled at the Main 

Electrical Panel. 
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5. Recorded Deed/Proof of Ownership 

 All permit applications for commercial, tenant improvement, demolition; custom 
home and residential factory built buildings shall include a recorded deed or 
suitable evidence of ownership if ownership has changed within the last six (6) 
months.  For tenant improvements, either a deed or copy of the lease 
agreement is required. 

6. Fees 

 Administrative processing fee of $140 will be required at time of submittal and 
are non-refundable. 

 Plan review fees are based on valuation. Refer to 
http://www.surpriseaz.gov/DocumentView.aspx?DID=3031 for the most 
current fee schedule. 

Note: If solar technology is being used, that portion of permit and plan review fees shall 
be waived.  Please provide a cost estimate or breakdown of the valuation of the project to 
ensure the calculation is done properly.  

7. A floodplain use permit may be required for properties located within a 
floodplain.  Please contact Maricopa County Flood Control District for more 
information. The following forms may be required for construction within a 
floodplain. 

 Contractor Architect Civil Engineer Improvement – Repair Affidavit 
 Owner Improvement – Repair Affidavit 
 Substantial Improvement Determination 
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AGENCY CONTACT INFORMATION 
 
 
 
 
City of Surprise Departments: 
 
 
Planning and Zoning Information   Building Inspections   Fire Inspections 
(623) 222-3011   (623) 222-3012    (623) 222-3012 
 
Building Safety/Development Services  Code Enforcement   Public Works – Utilities 
(623) 222-3000    (623) 222-3013    (623) 222-7000  
 
Public Works – Transportation-Engineering Division     Business License 
(623) 222-6150        (623) 222-1856 
 
 
 
 
Miscellaneous Departments: 
 
 
Registrar of Contractors   Flood Control District of Maricopa County Blue Stake 
(602) 542-1502    (602) 506-2419     (602) 263-1100 
 
Maricopa County Assessor  EPCOR      Maricopa County 
(602) 506-3406    (800) 383-0834     Environmental Services 
           Asbestos Coordinator 
           (602) 506-6708 
 
State of Arizona    City of El Mirage    Maricopa County 
Office of Manufactured Housing  Water Services     Health Dept. 
(602) 364-1003    (623) 933-1228     (602) 506-6900 
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Permit/Plan Review Application 

Request: 

Description of Request:   

  

  

  

Project Valuation:   

Property Information: 

Property Address (if known):   

Business Name:   

Property Location:   

Parcel Number:      Lot Number:   

Subdivision Name:    MCR:   

Property Owner Information: 

Name:     

Address:   

City:   State:   ZIP:   

Phone:   Alternate:   E-mail:   

Check here if proposed construction will be owner/builder  
(Residential projects only) 

Property Owner and Applicant Authorization: 

The owner or authorized agent for the owner of the subject lot or parcel guarantees the 
information and plans provided are correct to the best of their knowledge including 
recorded lot dimensions and structure locations. 

    
Owner/Agent Printed Name Date Owner/Agent Signature Date 

 Internal Use Only 

Received By:   Date:   

Permit Number(s):   
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Contractor/Contact Supplemental  

General Contractor: 

Company Name:   

Address:  

City:   State:   Zip Code:  

ROC License Number:   Business License Number:   

Contact:   Title:   

Phone:   Email:   

Project Valuation:   

Subcontractor(s): 

Company Name:   

ROC License Number:   Business License Number:   

Company Name:   

ROC License Number:   Business License Number:   

Company Name:   

ROC License Number:   Business License Number:   

Falsification of information on this document for the purpose of evading State Licensing 
Laws is a Class ll Misdemeanor per State Law. 

Primary Contact: 

Company Name:   

Address:  

City:   State:   Zip Code:  

Primary Contact:   Title:   

Phone:   Email:   

Alternate Contact:   Title:   

Only the primary contact(s) listed above will be notified of permit status. 

 

Internal Use Only 

Received By:   Date:   

Permit Number(s):   
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DEVELOPMENT SERVICES FEE QUOTE REQUEST 
 
 
The following information (when applicable) must be provided in order to process a fee 
calculation request: 

 Project name 
 Assessor Parcel Number 
 Project address or major cross streets 
 Site acreage (gross) 
 Occupancy and construction types with square footage  
 Number of stories and square footage of each 
 Square footage of canopies / patio covers 
 Water meter size, type, and quantity 
 Number of buildings and / or units 
 Landscape Cost Estimate 
 Valuation of project (Labor and materials) 

New build  Tenant improvement   

Are there any structural deferrals proposed?  Yes      No   

If yes, please indicate the type   

Will this be a Self-Certified Permit? Yes      No  

Contact Name:   Company:   

Address:   

Phone   E-Mail:   

Alternate Phone:   Fax:   

Department Use Only 

Date Requested:   Received By:   

Date Completed:   Completed By:   
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TENANT IMPROVEMENT CERTIFICATE GUIDELINES  

 
A Certificate of Occupancy is issued for all occupied commercial buildings and tenant 
improvements. This shows all work has been completed and the code requirements have been met. 
This allows the building or portion thereof to be open for business to the public.  

A Temporary Certificate of Occupancy is for commercial buildings and tenant improvements. 
This is available for stocking of merchandise, training of employees, and related uses as approved 
by the Building Official.  

Prior to issuance of any certificate the following requirements must be met:  

 Submit electronic plan set on CD.  Files shall contain all civil, architectural, structural, 
mechanical, plumbing, electrical, and fire plans. 

 Formatting requirements: 

 TIFF, Group 4 Compressed Bitmap  
 Aerials (8-bit grayscale) 
 Proper orientation 
 Legible and fully represent the approved set of drawings. 
 Files shall be named accordingly, as specified per sheet index. 
 Projects containing multiple buildings shall be separated by building type. 
 Include all used blocks, fonts, xref’s, etc. 

 A completed application for a city business license must be submitted to the Finance 
Department. Contact 623-222-1836 for further information.   

 All required approvals obtained.  

Prior to any certificate being issued all required disciplines will need to be approved.  For tenant 
improvements, field inspections are performed by Building Safety and Fire Prevention.  

Fire Safety (623-222-3012)  
Notice Required: 24-Hour Notice Inspection Type: Final C of O (760), Temp C of O (761) 
When: This inspection is required when all Fire requirements have been met.  The Fire 
inspectors will verify fire extinguishers, fire alarm systems, fire protection systems, exiting 
systems, premises address, etc.   Frequency: Multiple inspections required during 
construction. 
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Building Safety (623-222-3012)  
Notice Required: 24-Hour Notice (all inspections request must be called in for prior to 4:00 
p.m.) Inspection Type: Final C of O (690), Temp C of O (689) When: This inspection is 
required when all Building Safety requirements have been met. The Building Inspector will 
verify the diaphragms, walls and cover, above grid, electrical, plumbing, mechanical, etc.  
Frequency: Multiple inspections required during construction. 

 
Development Services (623-222-3000)  

Notice Required: N/A Inspection Type: N/A When: After final Fire and Building inspections 
have been approved, an electronic notification will be sent to staff to begin processing your 
certificate.  Development Services will complete the administrative processing.  Which 
includes: verifying a business license has been applied for, all outstanding fees have been 
paid, and approvals obtained from all required departments.  The applicant will be notified 
when the certificate is available for pick up.  

 



Owner 
IMPROVEMENT/REPAIR AFFIDAVIT 

 
Building Permit #: _________________________ 
 
Contractor/Architect/Civil Engineer Name: __________________________________________ 
 
License#: _________________ 
 
Owner Name: __________________________________________________________________ 
Address: _____________________________________  Phone: __________________________ 
 
I hereby attest to the fact that the construction plans and documents submitted by my 
Contractor/Architect/Civil Engineer for the Substantial Improvement/Damage Evaluation are 
all of the improvements/repairs that will be done to the existing building and that all additions, 
improvements, or repairs on the subject building are included in the construction plans and 
documents herewith.  No other repairs or reconstruction or additions or remodeling have 
been made to the subject building that are not included in the attached construction plans 
and documents. 
 
I understand that I am subject to enforcement action and/or fines if inspection of the property 
reveals that I have made improvements or repairs not included in the attached construction 
plans and documents or that I have included non-conforming or illegal structures/additions, to 
the existing structure without having presented construction plans for such additions.  I 
understand that any permit issued by {Community} pursuant to this affidavit does not authorize 
the reconstruction, repair or maintenance of any illegal additions, fences, sheds or non-
conforming uses or structures on the subject property. 
 
STATE OF ARIZONA 
COUNTY OF _______________________________ 
 
Before me this day personally appeared _____________________________________________ 
Who, being duly sworn deposes and says that he has read, understands, and agrees to comply 
with all the aforementioned conditions. 
 
 
_________________________________  ____________________________________ 
Signature Owner     Co-Owner 
 
Sworn to and subscribed before me this _______________ day of ________________________ 
A.D., 20_____. 
 
       ____________________________________ 
       Notary Public State of Arizona 
 
My commission expires __________________________________________________________ 



CONTRACTOR/ARCHITECT/CIVIL ENGINEER 
IMPROVEMENT/REPAIR AFFIDAVIT 

 
Building Permit #: _________________________ 
 
Contractor/Architect/Civil Engineer Name: __________________________________________ 
 
License#: _________________ 
 
Owner Name: __________________________________________________________________ 
Address: _____________________________________  Phone: __________________________ 
 
I hereby attest to the fact that the I, or a member of my staff, personally inspected the above 
mentioned property and produced the attached construction plans and documents for all of the 
improvements, repairs, reconstruction and/or remodeling which are hereby submitted for a 
Substantial Improvement/Damage Evaluation.  These improvements/repairs are all of the 
improvements/repairs to this structure, and that all additions, improvements, or repairs 
proposed on the subject building are included in the construction plans and documents herewith. 
 
I understand that I am subject to enforcement action and/or fines if the inspection of the property 
reveals that I have made improvements or repairs not included in the attached construction 
plans and documents to the existing structure without having presented plans for such 
additions.  I understand that any permit issued by {Community} pursuant to this affidavit does 
not authorize the reconstruction, repair or maintenance of any illegal additions, fences, sheds or 
non-conforming uses or structures on the subject property. 
 
STATE OF ARIZONA 
COUNTY OF _______________________________ 
 
Before me this day personally appeared _____________________________________________ 
Who, being duly sworn deposes and says that he has read, understands, and agrees to comply 
with all the aforementioned conditions. 
 
 
_________________________________  ____________________________________ 
Signature Contractor/Architect/Engineer  Date 
 
Sworn to and subscribed before me this _______________ day of ________________________ 
A.D., 20_____. 
 
       ____________________________________ 
       Notary Public State of Arizona 
 
My commission expires __________________________________________________________ 



  

DETERMINATION OF  
SUBSTANTIAL IMPROVEMENT 

 OR SUBSTANTIAL DAMAGE 
 

(This form must be permanently retained for local, state, and federal review) 
 
DATE OF DETERMINATION:    PERMIT NUMBER(S): 
 
 
 
ADDRESS OF STRUCTURE: PARCEL NUMBER:  
  
 
 
 
 
 
PROJECT NAME: 
 
 
 
NAME OF OWNER:     OTHER CONTACT(S):  
 
 
 
PHONE NUMBER(S):     PHONE NUMBER(S): 
 
 
 
 
MAILING ADDRESS:      MAILING ADDRESS: 
 
 
 
 
 
 
 
 

 SUBSTANTIAL IMPROVEMENT OR DAMAGE: 
 (Based upon attached computations) 

 
 (Circle one) 
 

                                        YES                 NO       ________ % 



  

TYPE OF STRUCTURE(S) INVOLVED:  (Circle all that apply) 
 
Residential Structure Nonresidential Structure Attached Garage  Detached Garage  

Accessory Building Shade Structure Other  ___________________________ 

 
 
TYPE OF WORK BEING DONE:  (Circle all that apply) 
 
Rehabilitation Addition Reconstruction  Repair Damage 

Modification Demolition Other  ___________________________ 

 
 
DATE OF CONSTRUCTION OF EXISTING STRUCTURE:  _________________________  
 
Is the structure   Pre-FIRM   or   Post-FIRM ?   
 
CURRENT PERMIT VALUE:  ___________________________________________________ 
Note: Labor performed by owner or volunteers must be computed based upon construction industry 
standards, and the same applies to donated material. Do not include non-structure improvements such as 
land value, fences, pools, landscaping, etc.  Attach copies of how value was determined. 
 
PRIOR PERMIT VALUE(S): 
_______________________________________________________________________________
_______________________________________________________________________________ 
Note: Not applicable if community does not track improvement/damages on a cumulative basis 
 
MARKET VALUE OF STRUCTURE AND METHOD USED: 
_______________________________________________________________________________
_______________________________________________________________________________ 
Note: To establish the “market value” take the replacement cost less depreciation of the structure.  
Acceptable estimates of market value can be determined by using a standard established by the community, 
independent appraisal, adjusted assessed value, or NFIP claims data.  See publication FEMA-213, 
“Answers to Questions About Substantially Damaged Buildings”, for additional information.  Attach 
copies of information documenting how the value was determined. 
 
SUBSTANTIAL IMPROVEMENT OR DAMAGE COMPUTATION:  
(Current permit value + prior permit values / (value of structure less depreciation)) 
 
 
_______________________________________________________________________________ 
Note: If equal to or greater than 50%, than it is considered a substantially improved structure and must be 
brought into compliance with local, state, and federal regulations, ARS 48-3609.H and Chapter 44 of the 
Code of Federal Regulations (CFR) 59.1 and 60.3. 
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