
 
 
 
 
 
 
 

 
 
 
 
 

BUILDING PERMIT 
PACKAGE 

 
 



INFORMATION REQUIRED TO OBTAIN A COMMERCIAL AND/OR RESIDENTIAL BUILDING PERMIT 
 
Note: All applicants shall go over this list and sign indicating that the plans were prepared in compliance with the City of  
 Willis requirements. 
 
Applicants shall check their plans against this list before submittal, if compliance is not possible, please explain. 

BUILDING INSPECTIONS YES NO INITIAL
PROVIDE 2 SETS OF PAPER PLANS AND ONE SET OF DIGITAL PLANS 
(ON CD)  SHOWING THE FOLLOWING: 

   

1.     Plot plan of Proposed and Existing Structures.    
2.     A minimum horizontal set back distance of 25’ ft. in front, 20’ ft. on the  
        side, and 10’ ft. in the rear, on major thoroughfares for detached 
        residential single ownership dwellings.  All other structures and detached 
        single ownership dwellings on local streets shall have a minimum of 25’  
        ft. in the front, 10’ ft. on the side, and 10’ ft. in the rear. If the property is  
        designated for anything other than development of residential dwellings  
        units and is located directly across the street from residential dwellings or 
        structures with a horizontal set back distance greater than 20’ ft. the non- 
        residential structures shall equal or exceed that of the residential  
        structures. 
        Where underground pipelines carrying flammable products under 
        pressure through properties within a plat boundary or where 
        properties within the plat back or side along a railroad right-of-way, a 
        15’ ft. horizontal set back distance shall be provided adjacent to such  
        pipeline easement or fee strip (or the center of the pipeline facility if no  
        easement is defined) or railroad right-of-way line. 
        Horizontal separation from common property lines or assumed property 
        lines shall be as required in the 2009 International Codes.  

   

3.     Parking requirements         

4.*    Structural and foundation plans certified by a Licensed Engineer or 
        Architect in the State of Texas. 

   

5.     Design of the structures in accordance with the 2009 International  
        Codes. 

   

Engineering    

1.*    Site drainage shall be shown, drainage calculations shall be provided to  
         support any drainage improvements.           

   

2.     Grading of the lot cannot interfere with existing drainage.    

3.     Detention should be provided if increasing the amount of runoff, existing 
        developments may be exempt.  Drainage calculations need to be  
        provided. 

   

4.*    Drainage plan shall be certified by an Engineer.    

5.     Restaurants and certain other establishments must have grease traps.     
        (Will be evaluated on a case by case basis.) 

   

6.     Car washes must have sand/grit chambers and grease traps.    

7.     Sample wells are required downstream of grease traps.    

8.     Clean outs are required every 90 feet on sanitary sewer lines.    

9.     Sanitary sewer manholes shall not be of brick construction.    

 
* NOT APPLICABLE TO SINGLE RESIDENTIAL LOT (UNLESS REQUIRED BY CODE) 



 
ENGINEERING CONTINUED YES NO INITIAL 
10.   Backflow preventers are required on all water lines. 

• Testable double-check backflow preventers are acceptable for low hazard facilities. 
• Reduced pressure zone backflow preventers shall be used for high-hazard facilities.  
• All backflow preventers must be inspected upon installation and once a year 

thereafter, unless otherwise instructed. 
 (They will be evaluated on a case by case basis.) 

            Water meters shall be placed as close to City main as possible. 

   

11.   Easements shown, Existing/Proposed.    

12.    Drainage and utility easements shown with widths and purposes  
         noted. 

   

13.    Public streets, alley, and highway right-of-way lines and widths  
         shown. 

   

14.    A plat or re-plat shall be filed in accordance with the City of Willis  
         Subdivision Ordinance if the lot where the building permit is  
         required is a part of another lot or tract of record.  

   

15.    Before requesting  final inspection of paving, grading and/or         
drainage work, the Engineer of record must provide as built drawings and 
a sealed letter stating that the work was completed in accordance with the 
City Approved Plans. 

   

 
SKETCH OF PROPERTY AND STRUCTURE 

SHOWING DIMENSIONS 
 

                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  
                                  



 
 

INFORMATION TO OWNERS/DEVELOPERS/CONTRACTORS 
TO OBTAIN A COMMERCIAL AND/OR RESIDENTIAL BUILDING PERMIT 

 
 
PLAN REQUIREMENTS: 
 
1. All building permit applications must be accompanied by two sets of paper plans for review and 

approval, a third set of plans must be submitted in electronic PDF format, (CD required ) with the 
attached checklist, completed in full by the Owner, Architect, Engineer, and/or Surveyor, before 
the application can be considered for review.  

 
2. The site plan shall show the location of the proposed building or structures and all existing  
 buildings or structures on the site or lot in relation to the street and lot corners. 
 
3. Drawings shall show the locations of all existing and proposed easements, storm sewers, natural 

drains, water lines, sewer lines and location of water and sewer connections. 
 
4. Boundary line survey if necessary for clarification of lot sizes and boundary lines. 
 
5. If an owner is unsure of what to include in the drawings submitted for review, examples of 

Working Drawings are available from the City upon request. 
 
REQUIREMENTS BEFORE BUILDING PERMITS CAN BE ISSUED: 
 
1. All permit application forms must be completed by appropriate person or persons. 
 
2. All plans and drawings must be approved by the City of Willis, Engineers and Code Enforcement 

Department. 
 
3. Approval of as-built drawing (tie-downs, anchors and foundations) for prefabricated buildings 

must be in accordance with the adopted Building Codes. 
 
4. All applicable fees must be paid in full.  
 

DUE TO THE CITY OF WILLIS’ SOLID WASTE DISPOAL CONTRACT WITH WASTE 
 

MANAGEMENT INC., ALL OWNERS/DEVELOPERS/CONTRACTORS WHO WILL REQUIRE ANY 
 

TYPE OF ROLL-OFF CONTAINER FOR TRASH AND DEBRIS DISPOSAL AT A CONSTRUCTION 
 

SITE SHALL MAKE ARRANGEMENTS WITH THE CITY OF WILLIS AT CITY HALL LOCATED 
 

AT 200 N. BELL STREET FOR THE DELIVERY AND PICKUP OF THOSE CONTAINERS. 
 
 

ALL OWNERS/DEVELOPERS/CONTRACTORS ARE RESPONSIBLE FOR 
 

PROJECT SITE AND ROAD MAINTENANCE.  ROADWAYS ARE TO BE KEPT  
 

FREE OF DIRT AND/OR DEBRIS AS RELATED TO CONSTRUCTION ACTIVITY. 



CITY OF WILLIS 
BUILDING PERMIT 

PROCEDURE 
 
1) Permits shall not be required for the following mechanical work: 
 

A) any portable heating appliance; 
B) any portable ventilation equipment; 
C) any portable cooling unit; 
D) any steam, hot or chilled water piping within any heating or cooling equipment regulated 

by the Standard Mechanical Code; 
E) replacement of any part which does not alter its approval or make it unsafe; 
F) any portable evaporative cooler; 
G) any self-contained refrigeration system containing 10 lb. (4.54 kg) or less of refrigerant 

and actuated by motors of 1 horsepower (746 W) or less;  
 

or for minor repairs provided that such repairs shall not violate any of the any of the technical 
codes. 

 
2) An owner, authorized agent, or contractor who desires to construct, enlarge, alter, repair, 

remove, demolish, or change the occupancy of a building or structure, or to erect, install, 
enlarge, alter, repair, remove, convert, or replace any electrical, gas, mechanical or plumbing 
system, the installation of which is regulated by the technical codes, or to cause any such work 
to be done, shall first make application to the Code Enforcement Department of the City of Willis 
and obtain the required permit for the work. 

 
3) Upon completion of the permit forms the owner, authorized agent, or contractor shall return the 

completed forms to this office along with two sets of drawings drawn to scale with sufficient 
clarity and detail to indicate the nature and the character of the work.   
WORKING DRAWING REQUIREMENTS: 
 
A) Drawings and specifications shall contain information, in the form of notes or      

otherwise as to the quality of materials, where quality is essential to conformity with the 
technical codes.   

B) This information shall be specific, and the technical codes shall not be cited as a whole or 
in part, nor shall the term “legal” or its equivalent be used as a substitute for specific 
information. 

C) All information drawings, specifications and accompanying data shall bear the 
name and signature of the person responsible for the design. 

 
4) Upon receipt of the completed, permit forms and drawings the Code Enforcement Officer shall 

review or cause to have reviewed the plans, drawings, specifications and other information 
accompanying each application for conformance with the requirements of the technical codes, 
and other pertinent laws and ordinances.  ALL COMMERCIAL AND RESIDENTIAL 
APPLICANTS SHALL SUBMIT A PLAN REVIEW FEE EQUAL TO ONE-HALF (½) OF THE 
BASE PERMIT FEE ALONG WITH THEIR APPLICATION.  RESUBMITTAL OF PLANS MAY 
BE SUBJECT TO ADDITIONAL REVIEW FEES.  

 
5) After the permit application documents have been properly reviewed and the Building Official / 

Code Enforcement Officer is satisfied that the work described in the application conforms to the 
requirements of the technical codes, other pertinent laws and ordinances and upon payment of 
all permit fees in accordance with the City of Willis Schedule of Fees, the permits will be issued. 











City of Willis
Building Department
200 North Bell St.
Willis, TX 77378
Phone 936-856-4611 Fax 936-890-1246

C t t R . t tlon rac or egis ra Ion
Company Name:

License Holder:

Mailing Address: Suite:

City: State: Zip:

E-mail Address:

Business Phone: Alternate Phone:

C t t Ton rac or ype: Registration must be renewed annually prior to expiration date (there will be no reminder)
o General * $40.00 o Sign $30.00
o Electrical * $40.00 o Swimming Pool $30.00
o Mechanical * $40.00 o Fire Sprinkler/Fire Alarm $40.00
o Plumbing * EXEMPT o Backflow ** $30.00
o Irrigation $40.00 o Other
* Certificate of General Liability Insurance showing the City of Willis, 200 N. Bell St., Willis, TX 77378 as the certificate holder is
required
** Calibration Certificate is required

Driver's License # State:

TX State License # Expiration Date:

TX State License # Expiration Date:

Please list those who will have authority to apply for permits in your company name:
Name: Driver's License #:

Name: Driver's License #:

Name: Driver's License #:

Name: Driver's License #:

Penaltv- Work performed prior to obtaining the required permits will result in all standard fees beinz doubled.

Applicant Signature: I Date:
Applicant Name (Print)

* All signatures must be original - No copies
* Please provide copy of Driver's License and State License



(936) 856-4611

Building Permit Number: Valuation:

Square Foot:

New Addition Remodel Finishout

Sign Plumbing Mechanical Electrical        Other

Scope of Work:

Name:

Address:

Fax Number: Mobile Number:

Date:

Total Fees:
Issued Date:

       Issued By:

 BV Project # 

Building Permit Fees:

Plan Review Fees:

Electrical Permit Fees:
Mechanical Permit Fees:

City of Willis

Mechanical Contractor

Fax Number

200 N. Bell
Willis, Texas  77378

Commercial Building Permit Application

Owner Information:

         I hereby certify that I have read and examined this application and know the same to be true and correct.  All provisions of laws and ordinances 
governing this type of work will be complied with whether specified or not.  The granting of a permit does not presume to give authority to violate or 

cancel the provisions of any other state or local law regulating construction or the performance of construction.

Phone Number Contractor LIcense Number

Plumbing Permit Fees:

Contact Person

Contact Person

Plumbing Contractor

Phone Number

Contact Person

Fax Number

Project Address:
Project Description:

Architect Contact Person

Electrical Contractor

Phone Number:

Project Name:

Contact Person

Contact Person Contractor LIcense Number

Contact Person:

Phone Number Contractor License NumberGeneral Contractor

Engineer

A permit becomes null and void if work or construction authorized is not commenced within 180 days, or if construction or work is suspended or 
abandoned for a period of 180 days at any time after work is commenced.  All permits require final inspection.  

Approved by:

A certificate of occupancy must be issued before any building is occupied.

Date approved:
OFFICE USE ONLY:
Signature of Applicant:

Phone Number

Phone Number

Phone Number

Contractor License Number



City of Willis (936) 856-4611 200 N. Bell
Willis, Texas  77378

Residential Building Permit Application
Building Permit Number: Valuation:

Project Address:

Lot: Block: Subdivision:

Project Description: NEW SFR SFR REMODEL/ADDITION SPECIFY OTHER:
PLUMBING MECHANICAL ELECTRICAL

FENCE ACCESSORY BUILDING LAWN IRRIGATION SWIMMING POOL

Description of Work:
Area Square Feet: Covered 

Porch:Living: Garage: Total: Number of stories:

Owner Information:

Name: Contact Person:

Address:

Phone Number: Fax Number: Mobile Number:

General Contractor Contact Person Phone Number Contractor License Number

Mechanical Contractor Contact Person Phone Number Contractor LIcense Number

Electrical Contractor Contact Person Phone Number Contractor License Number

Plumber/Irrigator Contact Person Phone Number Contractor LIcense Number

A permit becomes null and void if work or construction authorized is not commenced within 180 days, or if construction or work is suspended or 
abandoned for a period of 180 days at any time after work is commenced.  Separate permits are required for electrical, plumbing, and heating/air 

condition.   All permits require final inspection. 

         I hereby certify that I have read and examined this application and know the same to be true and correct.  All provisions of laws and ordinances 
governing this type of work will be complied with whether specified or not.  The granting of a permit does not presume to give authority to violate or 

cancel the provisions of any other state or local law regulating construction or the performance of construction.

Signature of Applicant: Date:

OFFICE USE ONLY:
Approved by: Date approved:

Building Permit Fees: Total Fees:
Plumbing Permit Fees: Issued Date:
Electrical Permit Fees:        Issued By:

Mechanical Permit Fees:
Plan Review Fees:

BV Project #
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