
Submit the plans to Community & Neighborhood Services with the enclosed building 
permit application completed. Plan review may take as long as two weeks. However, small 
projects and complete plans may be reviewed sooner. We will contact you when your 
permit is ready.

If you have any quesions about this information, please feel free to contact us.

Provide the following information on the
floor plan:
•	 The sizes of the rooms and indicate what 

they will be used for.
•	 The actual ceiling height. If different 

areas have different heights, write them 
all on the plan.

•	 The height from the floor to any 
protrusions like beams, ducts, pipes, or 
other items.

•	 The ceiling height of the stairwell (from 
the nosing of the steps to the ceiling).

•	 Show details of the egress windows.

B A S E M E N T  F I N I S H E S

H O W  T O  G E T  A  P E R M I T
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I  H AV E  P L A N S .  N O W  W H AT ?

Licensed contractors may obtain permits for 
any property. Home-owners may obtain  
permits for their own property. 

W H O  C A N  G E T  A  P E R M I T ?

•	 Take some measurements in your 
basement and make a floor plan of 
your basement as it is now and as you 
want it to look when you are done.

•	 Photos may be added to the drawings.

•	 Two sample drawings are attached to 
help you get started.

W H AT  D O  I  N E E D  T O  G E T  A  P E R M I T ?

Anytime you are creating or adding any living 
space. A permit is also required to install a 
basement window, drywall or any other ceil-
ing or wall covering.

W H E N  D O  I  N E E D  T O
G E T  A  P E R M I T ?
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H o w  T o  G e t  A  P e r m i t :
B a s e m e n t  F i n i s h e s

down

Front of House

New Bedroom
Ceiling Height

Hardwired
Smoke

Detector

Furnace

Water
Heater

New 2x4 Framed Walls Center Bearing Beam
Above Finished Floor

Window Wells

Sliding Egress
Window with 2
2"x10" Header

Sliding Egress
Window with 2
2"x10" Header

New Family Room
Ceiling Height

Ceiling Height
in Staircase

down

Ceiling Height under Ducts
Must be at least 6'-4" or Higher

Ceiling Height under
Structural Beam

Hardwired
Smoke and

Carbon
Monoxide
Detector

See Pg. 3

A

A

Exterior Walls: 2 x 4 wood stud
wall with fiberglass insulation

(R13) with drywall finish

Front of House

New, Hardwired 
Smoke

Detector

New, Hardwired 
Smoke Detector & 
Carbon Monoxide 

Detector

New Bedroom 
Cei l ing Height

New Family 
Room

Cei l ing Height

Window Wel ls

Cei l ing Height
in Staircase

Sl iding Egress 
Window with 2

2” x 10” Header

Sl iding Egress 
Window with 2
2” x 10” Header

Furnace

Water
Heater

New 2x4 Framed Wal ls Center Bear ing Beam
Above Finished Floor

DOWN

See Pg 4 for Detai ls on 
Window Wel ls

Exter ior Wal ls:
2x4 Wood Stud Wal l 
with Fiberglass 
Insulat ion (R13) with 
Drywal l  F inish

Cei l ing Height Under 
Structural  Beam

Cei l ing Height Under 
Ducts Must Be At Least 

6’-4” or Higher

A

A

24’

18’

8’

9’
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S A M P L E  B A S E M E N T  F I N I S H  P L A N
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H o w  T o  G e t  A  P e r m i t :
B a s e m e n t  F i n i s h e s

Graspable handrail @ 34"
to 38" above nosing of

treads

6'-8"

6'-8"

6'-4"

6'-8"
Floor Joist

Minimum Ceiling
Height in Basement

Minimum Ceiling Height
of 6'-4" for obstructions
like beams and duct work

CROSS SECTION A-A

Minimum Ceiling
Height in Stairway

Floor Joist

6’-8”
Minimum

Cei l ing Height

Graspable handrai l  at 34” to 
38” above nosing of treads

CROSS SECTION A-A

6’-8”

6’-8”

6’-4”
Minimum

Cei l ing Height

Minimum cei l ing height of
6’-4” for obstruct ions l ike
beams and duct work
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B A S E M E N T  R E Q U I R E M E N T S  F O R  S TA I R W AY S
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H o w  T o  G e t  A  P e r m i t :
B a s e m e n t  F i n i s h e s

The net clear opening....

Window wells that are more than
44" deep...

The floor of the window well must
be...

The sill may not be more than...

•	 Minimum Ceiling Height: 6’-8”
•	 Minimum Height to Protrusions: 6’-4”
•	 Minimum Height Above Stairway to Ceiling: 6’-8”
•	 The sample drawing below for the egress 

windows contains all the minimum dimensions.
•	 At least one egress window is required in each 

bedroom, and may be required in other rooms.

•	 Hardwired, battery backup, 
interconnected smoke detectors are 
required in the new area. Installation 
requires an electrical permit.

The si l l  may not be more than
44’ above the f loor inside the 

room. 

The net clear opening must 
have a minimum of 5.7 square 
feet. The opening shal l  have 
a minimum of 24” in height 
and 20” in width. An egress 
window shal l  be openable from 
the inside of the room without 
the use of keys or tools.

The f loor of the window wel l  must be at 
least 3’ by 3’. Ladders or steps are per-
mitted to encroach 6” into the required 
f loor area.

Window wel ls that are more 
than 44” deep must have a 
permanently aff ixed ladder or 
steps that are usable when 
the window is open. Ladders 
must be at least 12” wide. 
Ladder rungs must project at 
least 3” from the wal l  of the 
window wel l  and spaced not 
more than 18” on center for 
the ful l  height of the wel l .

EGRESS WINDOW & WINDOW WELL REQUIREMENTS

Window wel l  covers are permitted provided that they 
can be easi ly opened from the inside without the use 
of keys, tools, or special  knowledge. The opening 
must also be a minimum of 5.7 square feet.

4

W H AT  A R E  T H E  M I N I M U M  R E Q U I R E M E N T S ?


