
 Development Services Department Contact Us: 
City Of Bartlett 140 W Clark St. (254) 527 - 3219 
 Bartlett, TX 76511 permitclerk@bartlett-tx.us  
 

“Do I Need A Permit?” 
When a permit is required in the City of Bartlett: 

 New Homes or Structures   Water heater 
 Foundations (New and Repairs)  Insulation/ Drywall repair or replacement 
 Decks/Patios/Porches  Swimming pool (inground) 
 Storage/Accessory buildings  Sprinkler irrigation systems  
 Additions  Mechanical/HVAC systems 
 Interior structural remodeling  Electrical systems 
 Exterior structural remodeling  Plumbing/Gas systems 
 Carports/Garages  Water softener 
 Manufactured homes  Roof replacement 
 Prefabricated structures  Fence 
 Demolitions  Solar Panels  
 Driveways/Commercial 

parking/Sidewalks 
 Signage 

 Pergola/Gazebo  Certificate of Occupancy 
 Greenhouse  Animal Stables (conditions apply) 

*Refer to Sect.02 of Ordinance No. 2020-2010-10 for penalty of performing work without permit. 

 

“Why Do I Need A Permit?” 
Obtaining building permits allows legal permission to start construction and allows for the 
enforcement of codes which have been adopted as law by the city in order to protect the public 
health, safety, and welfare of the citizens of Bartlett. In addition, obtaining permits ensures oversight 
and protects the investment you have in your home or business.  

 

An application should be submitted, and a permit obtained prior to the start of any construction. 
Although this list is as comprehensive as possible, it is not intended, and should not be 
considered all inclusive. If you have a question as to whether a permit is required or is not 
required, please call the Development Services Department at (254) 527-3219 or E-mail 
permitclerk@bartlett-tx.us for more information.  

 

 

Next: When a permit is NOT required in the City of Bartlett “Work Exempt from Permit” 

mailto:permitclerk@bartlett-tx.us
mailto:permitclerk@bartlett-tx.us


 

 

CITY OF BARTLETT 

Work Exempt from Permit 
GENERAL REPAIR PERMIT 

The following permit exemptions shall only apply to existing single family, two family or duplex 
residential structures or for existing accessory structures for such properties and without regard to 
cost 

• Non-structural re-roofing repairs excluding truss repairs or shingle replacement provided 
that upon replacement no more than three layers of shingles remain 

• Repair or replacement of bath cabinets or countertops not involving relocation of electric outlets or 
appliances or plumbing fixtures 

• Repair or replacement of interior doors 
• Repair or replacement of drywall on ceilings or walls not to exceed three sheets 
• Repair or replacement of floor or wall coverings such as carpet, tile, hardwood, paneling, wallpaper, 

etc., 
• Interior or exterior painting 
• Repair or replacement of gutters 
• Non-structural porch or deck repairs 
• Repair or replacement of siding 

HVAC/MECHANICAL PERMIT 
The following permit exemptions shall only apply to existing single family, two family or duplex 
residential structures or for existing accessory structures for such properties. 

• Repair or replacement of existing air conditioner condensers 
• Repair of existing furnaces and equipment 
• Replacement of grills and diffusers on existing duct work 

PLUMBING PERMIT 
The following permit exemptions shall only apply to existing single family, two family or duplex 
residential structures or for existing accessory structures for such properties 

• Repair or replacement of existing kitchen fixtures (sinks) 
• Repair or replacement of existing bathroom fixtures (sinks, lavatories, bathtubs, showers). 

ELECTRICAL PERMIT 
The following permit exemptions shall only apply to existing single family, two family or duplex 
residential structures or for existing accessory structures for such properties: 

• Repair or replacement of existing electrical outlets 
• Repair or replacement of existing electrical fixtures 
• Installation, repair or replacement of low voltage systems such as security alarms, garage door 

openers, phone and cable lines, etc. 

 



Residen�al Building Permit Process 
Building a more beautiful and safer Bartlett 

Submit Applica�on and 
Suppor�ng Documents 

APPLICANT 

Correct/Revise Applica�on 

Pay Outstanding Fees 

Submit Revisions 

Request Inspec�ons          
During Construc�on 

Project 
Complete 

Is Applica�on Complete?               
(1-2 Days Administra�ve Review) 

NO YES 

STAFF 

Technical Review                               
(Up to 14 Business Days) 

NO YES 

Fees Paid 

Approved Revisions 
Requested 

Correc�ons Made/Pay Fee for 
Re-Inspec�on 

Final Inspec�on 
Passed 

Inspec�ons 

Permit Issued 

Passed Failed 



Development Services Department   Building Permit Fees  
Phone: (254)527-3219             See Appendix Sec.A3.001-002 

E-Mail: permitclerk@bartlett-tx.us  Permit Number: ______-_______ 

________________________________/___/_______      ________________________________________ 
Signature of Applicant                  Date           Printed name of Applicant  

For Official Use: 
 __________________________/___/_______  
 Site Verified                          Date 

 ____________________________________________  
Approved by City Administrator, Mayra Cantu

BUILDING PERMIT APPLICATION 

➢ It is the responsibility of each applicant to become familiar with the requirements of the Codes, as amended and adopted by the City of
Bartlett and all other applicable ordinances of the City of Bartlett, Texas.

2018 International Building Code (IBC) 2018 International Mechanical Code (IMC)

2018 International Plumbing Code (IPC) 2018 International Fuel Gas Code (IFGC)

2018 International Residential Code (IRC) 2018 Energy Conservation Code (IECC)

2020 National Electric Code (NEC) 2018 International Fire Code (IFC) 

➢ Three complete sets must be attached to all NEW COMMERCIAL applications.
➢ A SITE PLAN drawn to scale must be attached to your application showing all existing or proposed structures on property (eg. fire hydrant,

gas, water, electric meters, electric poles, sewer line, cleanout, etc.), and the distances of any new construction from each property line.
➢ The City of Bartlett does not enforce deed restrictions. It is the applicant’s responsibility to check their respective deed restrictions.

SCOPE/DESCRIPTION OF PROJECT: 

ADDRESS: 

COUNTY:  BELL    or    WILLIAMSON  CIRCLE ONE:   RESIDENTIAL     or     COMMERCIAL  

CIRCLE ALL THAT APPLY:  NEW CONSTRUCTION        NEW ADDITION  REMODEL (M.E.P.)      ACCESSORY STRUCTURE 

   PLUMBING        ELECTRICAL MECHANICAL      POUR CONCRETE 

          OTHER: ________________________________________ 

For renovation or demolition of a public or commercial building, was an Asbestos Survey completed?     CIRLCE ONE:  YES    or    NO 
Required by 

TOTAL SQUARE FOOTAGE OF SITE: 

TOTAL SQUARE FOOTAGE UNDER ROOF: COST OF CONSTRUCTION: $ 

LEGAL DESCRIPTION NAME OF ADDITION/SUBDIVISION 

PROPERTY ID:       BLOCK #:   LOT #: 

CURRENT ZONING: 

OCCUPANCY CLASSIFICATION: 

Reference: CHAPTER 3 USE AND OCCUPANCY CLASSIFICATION, 2018 International Building Code (IBC) | ICC Digital Codes (iccsafe.org) 

PROPERTY OWNER NAME: 

CELL: FAX: E-MAIL:

MAILING ADDRESS: 

HOME ADDRESS (if different): 

CONTRACTOR NAME AND COMPANY: (also complete Contractor Registration form) 

MAILING/BILLING ADDRESS:  

PHONE:             FAX: EMAIL: 

mailto:permitclerk@bartlett-tx.us
https://codes.iccsafe.org/content/IBC2012/chapter-3-use-and-occupancy-classification?site_type=public


Plan Review Submittal Info 

Before you submit your application, please prepare detailed drawings with the appropriate scaling of all 

your plans. Here are a few things that should be included: 

• State intended use of building/remodel

• Will it be for the purposes of "Residential" or "Commercial" use

Each page should have: 

• Consistent terminology (e.g. 'Residential' use should have consistent supporting concepts)

• Address of building being worked on

• Author (name of designer- could be yourself or contractor)

• Date of final draft creation

• Sheet/ Page number

• Scaled to appropriate dimensions (e.g. ¼ in. = 1 ft. OR grid paper= 1 ft/ grid.) including how far

existing and proposed structures are from property lines

• Legend/ Key to show different piping, wiring, outlets, switches, etc.

(use the industry standard pipe color coding)

o Yellow - Gas

o Black - Sewe

• If not described in Legend or Key, Label with pull-out excerpts from specified location with all

dimensions and details of materials

For new builds/additions/remodels, specific drawings will need to be included: (See Plan Review 

Submittal with more details) 

• Energy compliance such as insulation and ventilation (see attached Information sheet)

• Electrical wiring details

• Framing plans for replacement/new addition/new construction

• Foundation design for repair/replacement/new build/new addition

• Any plumbing and/or gas line details

City Of Bartlett 

Contact: (254} 527-3219 

Development Services Department 

E-Mail: permitclerk@bartlett-tx.us





CITY OF BARTLETT 
Ad9pted Building Codes 

International Code Council 

City of Bartlett has adopted the following Codes: 

2018 International Building Code (IBC) 

2018 International Mechanical Code (IMC) 

2018 International Plumbing Code (IPC) 

2018 International Fuel Gas Code (IFGC) 

2018 International Residential Code (IRC) 

2018 Energy Conservation Code (IECC) 

2020 National Electric Code (NEC) 

2018 International Fire Code (IFC) 

City of Bartlett Development Services Department 

Phone: (254) 527-3219 

E-Mail: permitclerk@bartlett-tx.us
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CHECKLIST FOR RESIDENTIAL BUILDING PERMIT APPLICATION  
 

All plans must be accompanied by a completed Permit Application with a person’s 

name legibly printed, signed, and dated by the applicant and a written Scope of 

Work narrative.  

 
 
 
 
 
 
 
 
 
 

This checklist is designed to help ensure accurate and correct information is 

submitted for review. Please review the currently adopted codes and amendments 

in the jurisdiction in which you are applying for a permit.  
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

PERMITS (as applicable)  

 Projects meeting the design requirements by a state licensed Architect 

must be sealed and dated.  

 Projects meeting the design requirements by a state licensed Professional 

Engineer must be sealed and dated.  

 

 

PLANS & DOCUMENTS (as applicable) 

 Completed application form, with a person’s name legibly printed, signed, 

and dated on the application.  

 Full set of final issued Construction Plans in compliance with applicable 

sections of the International Building Code, Energy Conservation, Fuel 

Gas, Mechanical, Plumbing Codes, and National Electrical Code currently 

adopted and amended in the jurisdiction in which you are applying.  

 Construction Cost – total cost of construction only.  

 Prior to approval of building plan, the Correction items noted on the Plan 

Review Comment report must be responded to in writing, and revised 

documents must be submitted for review. Payment of all fees to all 

agencies is required to obtain plan and permit approval.  

 When resubmitting plans for re-review, please provide a complete set of 

updated plans and a comment response letter detailing how each 

comment was addressed. Provide all documents in digital formats only 

and address responses to the attention of the plan reviewer. If plans are 

multiple sheets, please combine into one (1) digital plan file. Send 

complete plan sets. Do not divide.  
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SITE PLAN: Full sets must be drawn to scale with the following details:  

 Utility Easements 

 Street Right of Way  

 Setbacks 

 Dimensions locating proposed structures. 

 Vehicular street accesses (Driveways) 

 Surveyed grade elevation of highest point (Note as Benchmark Elevation 

100’) 

 First Floor Elevation (Relative to Benchmark) 

 Slope of grades showing General Drainage  

 

BUILDING PLANS: Full sets must be drawn to scale with the following details:  

 Front, Rear and Side Elevations 

 Exterior finish  

 Roof layout with all hips, valleys and ridges shown and pitches labeled.  

 Layout of each floor with all rooms labeled. 

 Location of all plumbing fixtures, including future fixtures and water 

heater. 

 Location of condensing unit(s) 

 Door sizes and swing are shown. 

 Window sizes and type are shown (identify safety glazing where required 

by Code – sizes must match REScheck report). 

 Hearth, fireplace, and chimney shown. Dimension chimney height in 

accordance with IRC. 

 Attic access size and location  

 Wall section with insulation shown for roof, walls, and floor as applicable 

– must match REScheck report.  

FLOODPLAIN / FLOODWAY & REPORT, if required  

 Boundaries of all FEMA designated flood plains affecting the project. 

 Indicate FIRM Base Flood Elevation and finished floor elevation (BFE + 2’ 

freeboard) for each structure and utility, if applicable.  

 Indicate whether structures and utilities will be elevated, or flood proofed, 

if applicable.  

 Initial Elevation Certificate based on construction drawings sealed, signed 

and dated by a registered land surveyor, if applicable.  
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STRUCTURAL PLANS: Full sets must be drawn to scale with the following 

details:  

 Foundation Plan designed by a registered professional engineer. 

 Roof and ceiling framing layouts and details (lumber size, species, and 

grade) showing all locations. 

 Floor and Roof design (trusses) must be available at time of inspection.  

 Wind Brace Plan 

ENERGY COMPLIANCE DETAILS  

 Submit a passing energy compliance report prepared in accordance with 

the City’s current adopted IECC, like REScheck or IC3.  

 Manual J & S & D with ACCA approved software required for new homes 

and some major remodels.  

o Manual J report calculating all heating and cooling loads for all new 

SF Residences 

o Manual S report sizing all heating and cooling equipment based on 

loads calculated by Manual J 

o Manual D report indicating heating and cooling equipment duct 

sizing is in accordance with the load calculations and equipment 

sized in the Manual J & S.   

ELECTRICAL DETAILS 

  Main Disconnect and Breaker panel location is indicated. 

 All lights, switches, and receptacles shown. 

 GFCI receptacles indicated. 

 Arc-Fault circuit protection indicated.  

 Waterproof / GFCI receptacles shown at exterior. 

 Smoke detectors, Carbon monoxide alarms, and required ventilation 

shown. 

 Ventilation shown for all bathrooms, water closets and other similar 

rooms.  
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PLAN CHECKLIST FOR OTHER PROJECT TYPES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADDITIONS, ALTERATIONS, & REMODELS 

 Demolition Plan where applicable.  

 Architectural Existing Floor Plan and Proposed Floor Plan, Elevation 

drawings and Wall Section details where applicable.  

 Engineered Foundation Plans and Details where applicable.  

 Special Inspections Sheet 

 Framing Plans for Floor, Ceiling, and Roof   

 Code Matrix / Means of Egress / Life Safety Plan 

 Finish Schedule 

 Fire Rated construction details where applicable.  

 MEP Plans, Schedules, and Details 

 REScheck reports where applicable.  

 Heating and Cooling Load calculations where applicable.  
 

POOLS: Plans, Details and Construction Documents must comply with the city 

adopted International Swimming Pool and Spa Code (ISPSC) and the National 

Electric Code (NFPA 70).  

 Permit Application 

 Scope of work, including Pool Classification and Pool Type 

 Site Plan* showing all existing structures and proposed Pool location.  

  Swimming pool, spa, and hot tub construction plan and specifications 

shall include dimensioned plans for all decks, mechanical equipment, and 

fencing. 

 Structural Plan must include:  

o Type of construction (gunite, poured concrete, etc.) 

o Dimensions of pool, including depth and adequate cross-sections 

drawn to scale.  

o Pool layout with all sizes shown and material to be used.  

o Location of the main outlet, surface simmers, and inlets.  

o Pool edge details, indicate if any pool walls are 4’ or greater from 

the bottom of the footing to the top of the wall.  

 Mechanical Plans must indicate:  

o The volume, system flow rate in gallons per minute, and turnover in 

hours. 

o The type and size of filtration.  

o The type and size of pool / spa heater. 

o The pool / spa layout with all sizes shown and types of materials to 

be used, location of main outlet, surface skimmers, and inlets.  

o The size and length from source to heater and routing of gas line, if 

applicable.  

 Pool Barrier details 

 Deck plans and details, as applicable.  
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MANUFACTURED HOME – HUD** OR  TDLR IHB***  

 Site Plan* showing all existing structures and proposed Manufactured 

Home.  

 HUD or TDLR IHB Data Plate paper graphite rubbing or picture.  

 Manufactured Home Anchorage and Foundation Plans and Details by a 

state licensed Structural Engineer.  

 Identify the Electric Source (Underground or Overhead Electric), location 

of the Meter Base and Main Disconnect 

 Identify if Natural Gas is used. A Gas Test is required.  

 Trenches (Underground Electric, Water, Sewer and/or Gas) must remain 

open for inspection.  

 Metal frame must be bonded to the electrical system. 

 Permanent address posted visible from the street. Must comply with Fire 

and EMS requirement.  

MOVING A HOME INTO A CITY  

 Site Plan* showing all existing structures and proposed Home. 

 Verification from Third-party Inspection service that the Home complies 

with the city adopted IRC and IECC. 

 Foundation Plans and Details by state licensed Structural Engineer.  

 

SOLAR ARRAY 

 Site Plan* showing all existing structures and proposed Solar Array for 

ground mounted systems.  

 Panel layout showing the proposed panels in relation to all hips, valleys, 

ridges, and eaves for rooftop systems.  

 Solar Array Plans and Specs, including Grounding system. 

 Identify if Grid-Tied or Standalone system. 

 Modules conform to and are listed under UL 1703. 

 Mounting System in compliance with UL 2703. 

 Analysis by Structural Engineer certifying the solar panels, components 

and their loading on existing and new roofs.  

BACKUP GENERATORS 

 Site Plan* showing all existing structures and proposed Generator 

location. 

 Foundation Plan and Details 

 Electrical Plans including ATS, Grounding, Riser Diagram and Panel 

Schedule 

 Gas Piping Demand Calculations and Gas Plans where applicable 
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ACCESSORY STRUCTURES: Sheds, ADUs, Gyms, Auxiliary Office Space  

 Provide a Scope of Work indicating the proposed use of the structure. Design 

must meet or exceed the minimum city adopted codes. A code review does 

not take the place of a Zoning review. Zoning must be approved by the city 

prior to the code review. 

 Site plan, with North arrow, scaled and dimensioned, showing all existing 

and proposed structures, easements, setbacks, and property lines. 

 Foundation plan: Slab or Pier and Beam with material specifications, 

dimensions and reinforcement schedule OR anchorage via tie down system, 

and anchor system with spacing shown where applicable.    

 Front, Rear and Side Elevations with exterior covering(s) labeled. Flashing 

details are required for Door and Window openings, and Wall/ Roof and 

Roof/ Roof intersections. 

 Roof plan with Roof covering material labeled. 

o Layout showing pitch and all hips, valleys, and ridges (if site built). 

 Ceiling and roof framing layouts (if site built). Material species of lumber, 

grade, on-center spacing, and span must be shown. Engineered framing 

materials (wood I-joists) must have the manufacturer's literature attached. 

 Scaled and dimensioned Floor Plan indicating each floor with all rooms 

labeled, ceiling height(s), windows and doors, attic access, and stairway 

construction, where applicable.  

 Fire-resistance rated construction UL Listing and details where required. 

 Door sizes and swing are shown with header height, opening width and 

height, and operability shown.  

 Window sizes and type are shown (identify Emergency Escape and Rescue 

openings and safety glazing where required by Code – sizes must match 

REScheck report). 

 The insulation shown for the roof, walls, and floor where applicable – must 

match REScheck report.  

 Braced Wall Plan (engineered or prescriptive). 

 Electrical Power and Lighting Plans, where applicable, ampere rating of 

panelboard or subpanel, and a riser diagram indicating the method 

(underground or overhead) of running electricity to the new building. If 

adding 500sf or more to the existing building load, a load calculation sheet 

is required. 

 Plumbing Plans, where applicable. All Plumbing Fixtures must be shown 

appropriately spaced. 

 Mechanical Plans, where applicable. Manual J/ D/ S reports must be 

included.  

 PEMB (Pre-Engineered Metal Building) requires engineered plans.  

 REScheck report using the city adopted code as the Basis of Design. 
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*Site Plan must be scaled and dimensioned, indicate all setbacks and easements. 

For Swimming Pools, Electric Utility Power Poles, Underground and Overhead 

Electrical must be shown on the Site Plan.  

 

**HUD-CODE manufactured home is a structure constructed on or after June 15, 

1976, according to the rule of the United States Department of Housing and Urban 

Development, transportable in one or more sections, which, in the traveling mode, 

is 8 body feet or more in width or 40 body feet or more in length, or, when erected 

on site, is 320 or more square feet, and which is built on a permanent chassis and 

designed to be used as a dwelling with or without a permanent foundation when 

connected to the required utilities, and includes the plumbing, heating, air 

conditioning, and electrical systems. The term “HUD-CODE manufactured home” 

does not include a recreational vehicle as that term is defined by 24 CFR 3282.8(g).  

 

***Industrialized Housing is a residential structure that is designated for the use 

and occupancy of one or more families, that is constructed in one or more modules 

or constructed using one or more modular components built at a location other than 

the permanent residential site, and that is designated to be used as permanent 

residential structure when the modules or modular components are transported to 

the permanent residential site and are erected or installed on a permanent 

foundation system. The term includes the plumbing, heating, air conditioning, and 

electrical system. The term “industrialized housing” does not include any residential 

structure that is more than three stories or 59 feet in height as measured from the 

finished grade elevation at the building entrance to the peak of the roof. The term 

“industrialized housing” does not mean nor apply to: A. Housing constructed of 

sectional or panelized systems not utilizing modular components; or B. Any ready-

built home which is constructed so that the entire living are is contained in a single 

unit or section at a temporary location for the purpose of selling it and moving it to 

another location.  
 




