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CONTENTS OF PACKET & DESCRIPTION OF EACH FORM 
 
 

Page 1:  Pole Building Application Checklist.   This document is to assist you in providing all the required 
information and approvals in order for our department to issue a building permit. 
 
Page 2: Health Department Form.  This form is required to be completed and submitted with your 
building permit application.  This is to ensure that the structure will not encroach the set-back requirement of 
water supply systems and sanitary facilities.  This is required to be completed by the State of Virginia.   
 
Page 3: Universal Application for Permits.   This document is required to be completed for any permit 
application.   Check each box that pertains to what you are specifically applying for.   For the installation of 
the deck, check “building”.   Be sure that you fill this application out completely. 
 
Page 4: Site Plan for Zoning Permit.  If the home is being constructed outside of any township, this 
zoning form is to be completed.  Fill out this application completely and also draw where the home is to be 
located on the property and show the dimensions from the property lines.  It is also helpful to show the well 
and septic on you site plan as well.  If you are within the town limits of any township, zoning approval from 
that town is required and to be submitted with your permit application. 
 
Page 5: Owners Affidavit.  This document is required to be filled out if you, the owner of the property, are 
conducting any portion of the installation of the deck yourself.   If you are hiring a licensed contractor to 
perform all work, this form is not to be completed. 
 
Page 6: Permit Authorization Affidavit.  This document is to be completed if the permit applicant is any 
person other than the licensed contractor performing the work.   The contractor whom will be performing 
the work is required to complete this form.  If the contractor is applying for the permits themselves, this form 
is not to be completed. 
 
Page 7: Pole Building Design Information Sheet:  This form is to assist the plan review and inspector for 
the structural aspects of your home.  This form is to be completed and “per plan” is not acceptable.  
 

 
 

** Please ask one of our staff members if you have any questions. ** 
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POLE BUILDING PERMIT APPLICATION CHECKLIST  
 

Complete the building permit application 

 Please include the job value for the building, and if any other trade work such as electric, include 
that amount in the job value section. 

 Include a copy of the Virginia State Contractors license and/or the Shenandoah County 
Contractors license for verification. 

 Include a daytime phone number and email address so that we may contact you for any 
additional information or questions pertaining to your application. 

Include two complete sets of construction plans that are clearly legible. 

 Plans must include, but not limited to, the following: 
1. Foundation Plan – Show the footing locations and spacing between footings, diameter 

of the footings, depth of the footings (24” below grade min.). 
2. Post/Beam Plan – Show the post locations, post size, Post height, and how the post will 

be connected to the footing, and how the post and beam connection detail. 
3. Roof System – Provide a roof system layout.  If using conventional framing, show a 

layout of all framing members.  Beam load calculations are to be included showing 
proper load path. 

4. Cross Section – Provide a building cross section of the structure from the footing to the 
roof.   

5. Elevations – Show all exterior elevations to convey how the building is designed. 
6. All drawings must be signed by the individual (not company) responsible for the 

design, and must show the address and contact information. 
Complete the Energy Code Compliance Sheet. (Only if the structure will be conditioned space) 

 This compliance sheet is to be completed and signed by the permit applicant prior to the 
issuance of a building permit. 

 The supporting documents (Manual S or Manual J) must be submitted to the Building Code 
Official (M1401.3). 

 Ducts and air handlers outside the building thermal envelope shall be pressure tested to 
determine air leakage.  The testing results shall be submitted to the Building Code Official 
(N1103.3.3). 

Approval by the Health Department (VDH) for the onsite sewage disposal systems and wells. 

 This is required if you are adding a bedroom, aslo approval to ensure compliance with the 
setbacks from the well and sanitary facilities.   (If hooked to a public utility, this is not required) 

 A walkover request will be sent to VDH from our department. 
Approval from the Zoning Department.  (Must be approved prior to issuance of a building permit) 

 Contact the town in which the structure will be constructed in order to gain approval. 

 If located outside any town limit, Shenandoah County zoning can be applied for at the time of 
permit application.    

 
**All agency approvals are to be submitted prior to the issuance of a building permit. ** 



Owner Name: 

Mailing Address: 	  
(Street or PO Box) 

Contractor/Agent: 	  
(Phone) 	 (e-mail address) 

Mailing Address: 	  
(Street or PO Box) 

     

(City/Town) 

 

(State) 	(Zip Code) 

Property Physical Address: 	  

Subdivision: 	  Sect. / Blk: 	 Lot: 	 

(Phone) 

(City/Town) 

(e-mail address) 

(State) 	(Zip Code) 

Shenandoah County 
Building Inspection / Code Enforcement 

Request for Health Department Review 

Building/Code Enforcement Use Only: 
The Shenandoah County Building and Code Enforcement Department hereby requests that the Virginia Department of 
Health evaluate the onsite sewage system and/or water supply on the property described below to determine whether: 
El The existing onsite sewage disposal system is Safe, Adequate and Proper (SAP) for the proposed use (see §32.1-165 of the Code 

of Virginia). (Includes: additions, renovations, modifications or replacement of an inhabited/occupied structure) 
11 Non-SAP - Proposed construction encroachment upon existing onsite sewage disposal system components and/or water supply. 

Other 	  

Tax Map Parcel: 

 

Related Building Permit #: 	  

 

    

Building/Zoning Official Signature:  
	

Date: 

To Be Completed By Property Owner or Agent: 

Information on Existing Structure: Current Use: 	  # of Bedrooms 	 

Proposed Use (include # of Bedrooms if applicable): 	  
• Proposed construction contains plumbing fixtures: Yes El No 0 	Basement under Addition: Yes El No LI 

• Please attach any recent records of system maintenance (Pump-outs or Operation and Maintenance Reports). 
• Has property been occupied during previous 30-day period : Yes LI  or No Ei 
• The septic tank and distribution box are uncovered for inspection: Yes 0 or No 0 

• Components will be uncovered by 	  
(date) 

(To prevent potential damage to the system VDH recommends homeowners first contact Miss Utility for marking any 
underground utilities. The septic tank and distribution box should be carefully uncovered by hand.) 
• Uncovering the septic tank and distribution box would cause an undue hardship: Yes El or No El 

• Provide reason for hardship. 	  
(Examples of Hardship: system is relatively new, recently pumped, accurate records exist or excavation would likely damage components.) 

PLEASE READ CAREFULLY: 
This report is only intended to address the above referenced request and does not address evaluation procedures for 
sewage systems being sold through real estate transfers, or systems and water supplies being re-used as part of a 
subdivision process. This document specifically addresses VDH's implementation of §32.1-165 of the Code of Virginia 
and is not to be used for any unauthorized use. 
The property boundaries and building locations are clearly marked or identified at the property. I give permission to the 
Virginia Department of Health to enter the property described, if necessary, for the purpose of processing this application. 
An accurate sketch of the property, existing structures, wells, sewage disposal systems, and proposed structure(s) is 
attached. 
Owner or Agent Signature: 	  Date: 	  

For Non-SAP projects, please indicate additional details regarding Proposed Construction: 
El Construction of a Free Standing Structure. (garage, workshop, etc) 

• Describe: 	  
• Will the Structure have Plumbing Fixtures? Yes El 	No El 

El Construction of a Swimming Pool. Above Ground:0 	In-ground: D 	Size: 	ft x 	ft 

Please take Completed Form to Local Health Department (See reverse for Site Sketch & contact information) 

Footprint: 	ft x 	ft 
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