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[bookmark: _NEW_COMMERCIAL_&][bookmark: _Toc17725159]New Commercial & Commercial Additions
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· New Commercial and Commercial Addition 
Application Packet. Items must be submitted in two separate PDF files. 
[image: ]Naming Convention:
· Construction Drawings. Name the construction drawing file: “Submittal (Date stated in title block)”. Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Date stated in title block). 
· Misc. Documents. Name file containing the AR Health approval, development letter and any other documents: “Misc. Docs (Current Date)”. Example: Misc. Docs 7-23-19.
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.
Required Submittal Documents for New Commercial:
1. [bookmark: _Ref69471607]Construction Drawings.
· Complete set of stamped drawings. Must include applicable codes, occupancy load, area modifications used, travel distances, plumbing, electrical, and mechanical plans must also be included.
2. Arkansas State Health approval letter (for inside plumbing). Required prior to permit approval
3. Development Letter (signed). Required prior to permit approval. This is obtained from the Planning Department near the end of the Large-Scale process.


Continued on next page…





Wastewater will require the following for interceptors and separators:
1. Provide on plans…
A. Location of interceptor or separator shown in approved location… 
· Green Space or Non-Vehicular Traffic Area 
· Within 25 yards of vehicle parking for maintenance access
B. Schedule of equipment and fixtures.
C. Isometric drawing showing internal plumbing, dimensions, cleanouts, and vent piping.

Note: All new buildings or strip centers containing sections designated for commercial enterprise that has not designated space for a food service establishment must show for each section a stub out for a separate waste line for a future grease interceptor and must reserve outside space for installation of an interceptor(s).

2. Provide the following…

A. Detail of proposed interceptor or separator
B. Sizing information

Other Wastewater Requirements:

1. Condensate and any generated unmetered water shall be daylighted or tied into the storm drainage system.

2. Hydraulic elevators – Provide either an oil/water separator or oil minder system that will shut off the sump pump but will not affect the operation of the elevator for firefighter use.

3. [bookmark: _Hlk202868272]Swimming Pool Drainage cannot be tied into the sanitary sewer. Exception: Backwash Pump Drainage can be tied into the sanitary sewer – unless the system is placed outside with no protection of stormwater intrusion. No other pool drainage can be tied into the backwash drain.

4. Additional items may need to be addressed as plans are reviewed and evaluated to determine whether any other Pretreatment requirements may apply.

[bookmark: _REMODEL/ALTERATION_AND_TENANT][bookmark: _Toc17725160]Com Remodel/Alteration & Com Tenant In-fill
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.

· Commercial Remodel/Alteration and Tenant In-Fill 
Application Packet. Items must be submitted in two separate PDF files. 
(Commercial Tenant In-fill permits are only applicable if the suite/area has never been previously occupied. If the space has been previously occupied apply for a Commercial Alteration Permit.)
[image: ]Naming Convention:
· Construction Drawings. Name the construction drawing file: Submittal (Date stated in title block). Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Date stated in title block). 
· Misc. Documents. Name file containing the AR Health approval, development letter and any other documents: “Misc. Docs (Current Date)”. Example: Misc. Docs 7-23-19.
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.
Required Submittal Documents:
1. Construction Drawings.
· Complete set of stamped drawings (if applicable and required for all projects over $250,000). Must include applicable codes, occupancy load, area modifications used, travel distances, plumbing, electrical, and mechanical plans must also be included.
2. Arkansas State Health approval (if applicable). Required prior to permit approval
3. Shell Footprint. Drawing of shell footprint indicating location of suite, if multiple occupancy building
**A permit will not be issued until a Business Registry is obtained. Please submit the Business Registry application via eTrakit. eTRAKiT (bentonvillear.com)
[bookmark: _Toc17725161]
[bookmark: _MULTI-FAMILY_BUILDINGS_&]Multi-Family Buildings & Townhouses
(3 units OR MORE)
Application Submittal Checklist & Naming Convention
All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.

· New Multi-Family and Townhouses 
[image: ]Application Packet. Items must be submitted in two separate PDF files. 
· Construction Drawings. Name the construction drawing file: Submittal (Date stated in title block). Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Date stated in title block). 
· Misc. Documents. Name file containing the AR Health approval, development letter and any other documents: “Misc. Docs (Current Date)”. Example: Misc. Docs 7-23-19.
· Additional submittals should also include a list of changes made with a reference to plan page numbers as appropriate. Name the file: Resubmittal Change List (current date) Example: Resubmittal Change List 7-18-19.

Required Submittal Documents:
1. Construction Drawings.
· Complete set of stamped drawings. Must include applicable codes, occupancy load, area modifications used, travel distances, plumbing, electrical, and mechanical plans must also be included.
2. Arkansas State Health approval letter for inside plumbing. Required prior to permit approval.
3. Development Letter (signed). Required prior to permit approval. This is obtained from the Planning Department near the end of the Large-Scale process.





[bookmark: _FIRE_ALARM_PERMITS]Fire Alarm Permits
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Fire Alarm Permits
Application Packet. Items must be submitted in two separate PDF files. 
Naming Convention:
· Drawings. Name the file: “Alarm Drawings (Current Date)”. 
Example: Alarm Drawings 6-6-19. Any subsequent re-submittals should be named using the same format, Alarm Drawings (Current Date.). 
· Alarm Documents. Name file containing the calculations, cut sheets, etc.: “Alarm Docs (Current Date)”. Example: Alarm Docs 6-6-19. Any subsequent re-submittals should be named using the same format, Alarm Docs (Current Date.). 

Required Submittal Documents:
4. Drawings. Files must be in landscape orientation. Drawings shall be limited to one story per page. All symbology shall comply the NFPA 170. 
Drawings must include: 1. Address of protected premises.  2. Owner of the protected premises, 3. Authority having jurisdiction, 4. Applicable codes, standards, and other design criteria to which the system is required to comply, 5. Type of building construction occupancy, 6. Fire department response point(s) and annunciator location(s), 7. Type of fire alarm to be provided, 8. Calculations (e.g., secondary supply and voltage drop calculations), 9. Type of fire alarm initiating devices, supervisory alarm initiating devices and evacuation notification appliances to be provided, 10. Intended area(s) of coverage, 11. Complete list of detection, evacuation signaling, and annunciator zones, 12. Complete list of emergency control functions, 13. Complete sequence of operations detailing all inputs and outputs. 
5. Calculations and Cut Sheets. 
Closeout documents will be required before building finals can be scheduled and include:
· As-Built Plans-Stamped “As-Built” in a conspicuous location on the plan
· System Record of Completion Form (NFPA72)
[bookmark: _FIRE_SPRINKLER_PERMITS]Fire Sprinkler Permits
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.

· Fire Sprinkler Permits 
Application Packet. Items must be submitted in two separate PDF files. 
Naming Convention:
· Drawings. Name the file: “Sprinkler Overhead (or Underground) Drawings (Current Date)”. Example: Sprinkler Overhead (or Underground) Drawings 6-6-19. Any subsequent re-submittals should be named using the same format, Sprinkler Overhead (or Underground) Drawings (Current Date.)

· Sprinkler Documents. Name file containing the calculations, cut sheets, etc.: “Sprinkler Overhead (or Underground) Docs (Current Date)”. Example: Sprinkler Overhead (or Underground) Docs 6-6-19. Any subsequent re-submittals should be named using the same format, Sprinkler Overhead (or Underground) Docs (Current Date.)

Required Submittal Documents:
1. Drawings. Plans shall be submitted in accordance with the requirements of Chapter 23 of NFPA 13 2016 edition. Files must be in landscape orientation. Drawings shall be limited to one story per page. All symbology shall comply the NFPA 170.
2. Sprinkler Documents. A signed copy of the owner’s certificate, hydraulic calculation sheets, manufacturer product sheets, and a summary sheet.

Closeout documents will be required before building finals can be scheduled and include:
· As-Built Plans-Stamped “As-Built” in a conspicuous location on the plan
· System Record of Completion Form (NFPA 13)



[bookmark: _KITCHEN_HOOD_&]Kitchen Hood & Duct Suppression
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.

· Fire Kitchen Hood & Duct Suppression
Application Packet. Items must be submitted in two separate PDF files. 

Naming Convention:
· Drawings. Name the file: “Kitchen Hood Drawings” (Current Date)”. 
Example: Kitchen Hood Drawings 6-6-19. Any subsequent re-submittals should be named using the same format, Kitchen Hood Drawings (Current Date.)

· Scope of Work. Name file: “Scope of Work” (Current Date)”. Example: Scope of Work 6-6-19. Any subsequent re-submittals should be named using the same format, Scope of Work (Current Date.)

Required Submittal Documents:
1. Drawings. Design drawings provided from Mechanical Designer or Installer, if drawings were not included with the building permit. Files must be in landscape orientation. Drawings shall be limited to one story per page. All symbology shall comply the NFPA 170.
2. Scope of Work.

Closeout documents will be required before building finals can be scheduled and include:
· As-Built Plans-Stamped “As-Built” in a conspicuous location on the plan





[bookmark: _COMMERCIAL_SIGNS][bookmark: _Toc17725162]Commercial Signs
Application Submittal Checklist & Naming Convention
   
All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.

· Commercial Sign Permit
Application Packet. Items must be submitted in one PDF file. 
Naming Convention:
· Name the file: “Submittal (Current Date)”. Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Current Date). 

Required Submittal Documents for Signs:
1. Scaled Drawings.
· A scaled drawing of the sign showing the design and dimensions of the sign height, area, design, content and dimensions of any measures used to support the sign or used to affix the sign to a wall, window or the ground.
2. Scaled Site Plan. 
· A scaled site plan showing the location of the sign on the property or building and showing street right-of-way and property lines. For wall signs, provide dimension of walls.
3. Materials List. 
· A list of materials used to construct the sign, including all supporting materials. 
4. Business Registry.
a. A sign permit will not be issued until a Business Registry Certificate is obtained (approx. approval time 2+ days after received). Submit your Business Registry on eTrakit. 
5. Public Utility Location.
a. Public utility locations must be shown and verified by a certified survey or as-built drawing. Provide a copy of the survey or as-built drawing. For freestanding signs only.
6. Landscape Plan. 
· For freestanding signs only.
[bookmark: _TEMPORARY_SIGNS][bookmark: _Toc17725163]
[bookmark: _TEMPORARY_SIGNS_1]Temporary Signs
       Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Temporary Sign Permit (Banners)

Application Packet. Items must be submitted in one PDF file. 
Naming Convention:
· Name the file: “Submittal (Current Date)”. Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Current Date). 

Required Submittal Documents for Signs:
1. Scaled Drawings.
· A scaled drawing of the sign showing the design and dimensions of the sign height, area, design, content and dimensions of any measures used to support the sign or used to affix the sign to a wall, window or the ground.
2. Scaled Site Plan. 
· A scaled site plan showing the location of the sign on the property or building and showing street right-of-way and property lines. For wall signs, provide dimension of walls.








[bookmark: _COMMERCIAL_POOLS][bookmark: _Toc17725164]          Commercial Pools
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Commercial Pool Permit
Application Packet. Items must be submitted in one PDF file. 
Naming Convention:
· Name the file: “Submittal (Current Date)”. Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Current Date). 

Required Submittal Documents for Pool:
1. Scaled Site Plan. 
· A scaled site plan showing the location of the pool on the property. Must match location specified on approved large-scale development or approved by the Planning Department.
· Measurements to all structures, setbacks, and property lines. 
· Retaining walls must be drawn on the site plan. A separate permit is required if over 4 feet tall
· Location of existing fence and gates or location of proposed fence and gates as required for egress.
· Show proximity of all pool shell/deck/parameter bonding connections per NFPA 70.
· Indicate pool shell conductivity.
· Property access point must be clearly labeled.



Swimming Pool Drainage cannot be tied into the sanitary sewer.
Exception: Backwash Pump Drainage can be tied into the sanitary sewer – unless the system is placed outside with no protection of stormwater intrusion. No other pool drainage can be tied into the backwash drain.









[bookmark: _STRUCTURAL_MOVING_PERMIT][bookmark: _Toc17725165]Structural Moving Permit
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Commercial Moving Permit
Application Packet. Items must be submitted in one PDF file. 
Naming Convention:
· Name the file: “Submittal (Current Date)”. Example: Submittal 6-6-19. Any subsequent re-submittals should be named using the same format, Submittal (Current Date). 

Required Submittal Documents for Moving Permit:
1. Certificate of Insurance.
· Certificate of Liability Insurance. $100,000 for bodily injury to any one (1) person per occurrence. $200,000 for bodily injury to more than one (1) person per occurrence. $250,000 for damage to property per occurrence. 
2. Detailed Route
· Detailed description of route through Bentonville. Provide primary and secondary route options.









[bookmark: _Demolition_Permit][bookmark: _COMMERCIAL_DEMOLITION_PERMIT]Commercial Demolition Permit
Application Submittal Checklist & Naming Convention
[bookmark: _Hlk202857513]
A demolition permit is required to be issued at least 5 days prior to the desired demo date. 

· Demolition Permit
Application Packet. All items must be submitted in one PDF file in the order listed below.
Naming Convention:
· Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
Required Submittal Documents:
· Stormwater Pollution Prevention Plan (SWPPP). Contact Engineering for more information, 271-3168.
· **Submittal documents are only required for a demo site that is one acre or more. If under one acre, answering the application questions on eTrakit is sufficient. 
Required Inspections:
· A pre-demolition inspection will be conducted prior to permit issuance to ensure utilities are disconnected and lines capped. Demolition work that commences before permit issuance may be subject to penalties.
· Once the structure is demolished and the site cleared, call the inspection office at 271-3108 to schedule a final inspection.






[bookmark: _Hlk202868220]Continued on next page…




Instructions to Close, Disconnect and Remove Utilities:
· To close a billing account the customer must call the Utility Billing Department at 479-271-3100 and choose the option for Utility Billing Customer Service. They have a next business day service for a fee you can have the account closed the same day they are contacted. The office is located at 1000 SW 14th St. Accounts must be closed before moving to the steps below.
· The Electric Department does not automatically remove or disconnect utilities when a demolition or moving permit is issued. Please call 479-271-3135, option 2 to schedule disconnect/removal. There is a minimum of 72-hour (3 business days) advance notice required. DO NOT START any portion of the demo until you see the wire to the structure and meter gone.
· The Water Utilities Department will automatically remove all water meters associated with the demo address according to the demo date provided on the permit. BWU will send an email with information describing the actions the contractor needs to take to protect the Water and Sewer main lines. For water and sewer services call 379-271-3140, option 4 or email watersewer@bentonvillear.com
· [bookmark: _Residential_Alteration/Remodel]To disconnect any other utility services- Contact the respective provider. 









[bookmark: _Solar_Power_System]		Solar Power System
Application Submittal Checklist & Naming Convention

All items must be uploaded AT TIME OF SUBMITTAL. If not, the permit will be DENIED. We process permits in the order they are received. If your permit is returned you will go to the bottom of the queue.
· Solar Power System
· Application Packet. All items must be submitted in two PDF files in the order listed below.
· On eTrakit, apply for a Commercial Alteration Permit, with a subtype of Solar Panels 

Naming Convention:
· The first file should include submittal items 1-6. Name the file: Submittal (current date). Example: Submittal 7-18-19. Any subsequent re-submittals should be named using the same format, Submittal (current date).
· The second file should include the completed BEUD Agreement. Name the file: BEUD Agreement (current date). Example: BEUD Agreement 7-18-19. Any subsequent re-submittals should be named using the same format, BEUD Agreement (current date).
Required Submittal Documents:

1. The location of the solar panel system shall be indicated on the plans, including site plan, roof plan, and elevation and mounting details for panel installation. (Roof or ground mounted solar systems).

2. Electrical plan (riser diagram) showing how the solar system is wired and connected to the building electrical system. Include wire size and type, grounding, over current protection rating and disconnects. 

3. Plumbing plan for solar hot water system including pipe size and type, location of exchange tank, existing/backup water heater, and pump. Indicate if heat exchanger coil is in direct contact with potable water. 

4. Include adequate fire department access, pathways, and ventilation opportunities.
Continued on next page…
Solar Power Systems
Application Submittal Checklist & Naming Convention


5. Note on plan that PV equipment shall be installed in accordance with NFPA 70-690 and posted with applicable warnings, signage and plaques per NFPA 70-705-10, 690-17 and 690-64(b)(5).

6. Completed BEUD Net Metering Requirements Interconnection Agreement. BEUD Net Metering Requirements and Agreement.

CODE REFERENCE:
For Commercial structures see Chapter 6 OF Arkansas Fire Prevention Code, Vol. 1- Building and Services and Systems, Section 605.11 Solar Photovoltaic Power Systems, and if applicable, 608 Stationary Storage Battery Systems of the “FIRE”.
2012 Arkansas Fire Prevention Code, Volume I - Fire - CHAPTER 6 (iccsafe.org)
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