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Submit a Plan or Permit Application Online

Submit a Plan or Permit Application Online
Staunton Community Development Department | City Hall, 3rd Floor | 540.332.3862

Step 1: Navigate to Staunton's Civic Access Site

Apply
This tool can be used to apply for a
permit. planor license.

Estimate Fees
Use this tool to quickly estimate the
required fees for a permit or plan.

Step 3: Click "Apply"

Map Fee Estimator

Login or Register
Login to an existing or create a new
account. You can also find help if you
forgot your login information.

o

Search Public Records
This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses,

Fee Estimator

Dashboard ~ Apply MyWork Toda

Calendar ‘0

Request Inspection

Click here torequest an inspection
on an existing record.

L9

Map
Explore the map to see the activity
occurring in your neighborhood.

Fee Estimator Pay | S SearchQ
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Submit a Plan or Permit Application Online

Step 4: Click the "Search Bar" to search for the type of plan or permit you need.

Home  Dashboard [ MyWork  Today'sinspections Map FeeEstimator Paylnvoices SearchQ  Calendar @

Application Assistant

[earch for apy

& Al &0 My History B PERMIT B PAN
> Show Categories Show My Templates
New Driveway Entrance
Category Name: Description:
Driveway Entrance Residential permit for the construction of a new driveway. Required for new residential construction,

Step 5: Or click "Show Categories" to browse the permit and plan categories.

Home  Dashboard MyWork Today'sinspections Map FeeEstimator Payinvoices Search@  Calendar (@

Application Assistant

New Home B

i s s

Show My Templates
NevsDriveway Entrance
Category Name: Description:
Driveway Entrance Residential permit for the construction of a new driveway. Required for new residential construction.

Step 6: Click "All"

Home Dashboard JENISUSE MyWork  Today'sinspections Map  FeeEstimator  Paylnvoices  SearchQ

Application Assistant

New Home B

.. m . - S

New Driveway Entrance Apply
Category Name; Description:
Driveway Entrance Residential permit for the construction of a new driveway. Required for

new resldential construction.

Step 7: Click "Permit" or "Plan"

Home Dashboard [EEUSUN MyWork  Today'sinspections Map  FeeEstimator  Paylmoices SearchQ  Calendar @

Application Assistant

New Home n

n S Tt ki i
¢Hide Categorles Amusement Device

Category Name: Description:

Amusement Device Permit for amusement device.

Building (Commercial) - Addition

Category Name: Description:

Building (Commercial) Building permit for acommercial addition to an existing building.
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Step 8: Click the category you need.

Application Assistant
New Home
@« Al I Trending 2o My History
e Catugories Amusement Device
-All Category Name: Description:
Amusement Device Permit for amusement device.

Step 9: Click "Apply" on the type of permit or plan you are applying for.

[Commercial) €)

Swimming Pool/Spa
[Residential) €

Zoning &

+ PLAN €

- PERMIT €

Building (Commercial) - Addition

Category Name: Description:
Amusement Device €3 Building (Commercial)
Building (CogaeiETtiel, €2
Building (Residential) €33 Building (C cial) - Alterati
Category Name: Description:
Driveway EFg Building {Commercial)

commercial building.
Elortrical I ammerrial) R

Lategory Name: UDescription:

Building (Residential] Building permit for a new duplex or two-family d
Building (R )~ CO/Change in Occupancy
Category Name: Description:

Building [Residential}
occupancy for an existing residential building.

Building (Residential) - Modular Home

Description:
Bullding permit for a new residential modular home.

Category Name:
Building [Residential]

Building (Residential) - New Single Family Dwelling
Category Name: Description:
Building [Residential} Bullding permit for a new residential single family dwelling.

Building (Residential) - New Single Family Dwelling, attached (Townhouse)

Category Name: Description:

Building permit for request of an existing building CO or change in

Submit a Plan or Permit Application Online

@ PLAN

Building permit for acommercial addition to an existing building.

Bullding permit for an interior/exterior alteration of an existing

Apply

Apply

®0 0
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Submit a Plan or Permit Application Online

Step 10: Click the "plus sign" to add the location.

Apply for Permit - Building (Residential) - New Single Family Dwelling ‘REQUIRED

Locations

LOCATIONS
Enter the address of the proper ty where the work is being completed.

REQUIRED

Crste Tl -

Step 11: Click the "Address & Parcel Search" field and type in the address. You can type in partial addresses as
well.

STAUNTON P

hboard  Apply k ions ee Estimator  Payl Q  Calendar @

Step 12: Click the "magnifying glass" to search for the property.

é’Iﬁk NTON ZachHenry~

Apply MyWork Tod: Ma ee Estima y s SearchQ  Calendar /@
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Submit a Plan or Permit Application Online

Step 13: Click the checkbox by your property.

Add AddressAs  Locaion v 4Bac

SEARCH

116 W Beverlay

Select All

Parcel: 4824

1116 WBEVERLEY STA
Parcel: 4824

1116 WBEVERLEYSTB
Parcel: 4824

1116 WBEVERLEYSTC
Parcel; 4824

1116 WBEVERLEYSTD
Parcel: 4824

Add AddressAs  locaion v <Bac

SEARCH

Parcel: 4824

1116 WBEVERLEY STA
Parcel: 4824

1116 WBEVERLEY STB
Parcel: 4824

1116 WBEVERLEY STC
Parcel: 4824

1116 WBEVERLEY STD
Parcel: 4824

Step 15: Click "Next"

Apply for Permit - Building (Residential) - New Single Family Dwelling *REQUIRED

Locations

LOCATIONS
Enter the address of the property where the work is being completed.

Type: Location

116 W BEVERLEY ST
STAUNTON, VA 24401

Main Address

Parcel Number
4744
Main Parcel

Remo

Creste Template Save Draft
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Submit a Plan or Permit Application Online

Step 16: Fill out the fields for Permit Details. Required fields have a red asterisk by them. Then click "Next."

Apply for Permit - Building (Residential) - New Single Family Dwelling *REQUIRED

@ @

Locations Type

PERMIT DETAILS
Enter the scope of the wor k in the description box below. The square footage is only for the area where the work is being completed. The valuation includes materials and
labor cost associated with the project.

* Permit Type auilding (Residentia

* Description Enter Desctiption of Project.
* Square Feet 2500
* Valuation 400000

o\

\

Create Template Save Draft h
"

-~ v

Step 17: Your contact information will be automatically added as the Applicant. If you need to add additional
contacts who are already in the system, click the "plus symbol" to look them up. Once everyone is added.

Click "Next."

Apply for Permit - Building (Residential) - New Single Family Dwelling *REQUIRED

Locations Type Contacts

CONTACTS
Please add all contacts associated with the project. To apply for a permit, the applicant must be the Owner, Contractor or Authorized Agent,

Applicant
5 X
Contact
(You)

City of Staunton l

116 W Beverley St Staunton,
VA, 24401

Create Tomplate Save Draft m
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Submit a Plan or Permit Application Online

Step 18: In the MORE INFO field, enter the information requested. Required fields have a red asterisk by them.

Home Dashboard Apply MyWork  Today's Inspections Map Fee Estimator Pay Invoices SearchQ~ Calendar (3

Apply for Permit - Building (Residential) - New Single Family Dwelling "REQUIRED

Locations Type Contacts More Info
MORE INFO
General Info h,r‘“‘"‘\\ Next Section| Top | Main Menu
= \ ‘
“Virginia Construction Code Year 2021 | | vi
\ 7
) T g

*Current Number of Buildings

Step 19: Once the information is entered, click "Next"

Fire Suppression required: v
Fire Suppression installed: v
P
f" °\'\
Back Croate Tomplate Save Draft {\?
-~ ,»/
S
c ity Devel D

City Hall, 2rd Floor
116 W. Beverlev St. Staunton. VA 24401

Step 20: Click on the "Plus symbol" to add the required documents. Browse to the documents on your PC and
add each required document. Use the “Select Type” dropdown box to add optional attachments. The application
attachment is for internal use only. You do not need to upload an application.

Apply for Permit - Building (Residential) - New Single Family Dwelling “REQUIRED

Locations Type Contacts More info Attachments

Attachments
Building plans must be in pdf form and combined into one document. Ensure that your document is not a locked pdf. Once you have submitted your plans, you cannot
upload any changes until the review has been completed.

Building Plan Site Sketch/Plat

A
Add Attachment £ Alme et

+ +

Supportad: par

Supported: pdf, ipa P0G, PG,
Qi 1, doc, xix,
1en, dwg, 230,

REQUIRED REQUIRED

Create Template Save Draft m
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Submit a Plan or Permit Application Online
Step 21: Click "Next"

Attachments

Bullding plans must be In pdf form and combined into one document. Ensure that your document is not a locked pdf. Once you have submitted your plans, you cannot
upload any changes until the review has been completed.

Add Attachment

Building Plan Site Sketch/Plat
BulldingPlan.pdf SiteSketch.pdf +
Size: 32.53 KB Size: 32.53 KB

Supported: .pd, §pg, Ang,
oif, %, doc,
text, dwa, 21p, .

[
Create Template Save Draft

Step 22: Enter your name to electronically sign the application. You can draw your signature in the signature
box, or click "Enable Type Signature" to type your signature.

SIGNATURE

| hereby submit this application for a Building Permit, and that the plans, spec , and other Information attached hereto, together with the statements
made hereon, are all a part of this application, and acknowiedge that | have read these statements and agree, that when the permit herein applied for is issued, that the
work will be done as stated or as shown on the attached plans and specifications as required by City Ordinances, and State and Federal Laws and Regulations, Failure to
comply withany part or terms of this application shall be sufficient cause to revoke the permit so issued. Any change to the work as shown on the attached plans and
specifications must be re-approved.

| hereby authorize the building inspector or an authorized agent to enter upon my property during normal business hours to inspect the work authorized by this permit. |
understand this permit is not an approval for occupancy and that an occupancy permit must be obtained prior to occupancy for a change In use or new occupancy. {Permit
void if construction not started within six (6) months of permit issuance.)

| affirm that | am familiar with the prerequisites of section 54.1-1111 and 54.1-1101 of the Code of Virginia and | am nat subject to licensure as a contractor or
subcontractor and that | accept the responsibllity for ensuring that all hired | tion with this job are properly licensed, registered or certified with
applicable local, State and Federal agencies,

* Please type your name ign thi

Enable Type Signature 1

March, 10 2026

Step 23: Click "Next"

* Please type your name as consent to e ically sign thi i Enter Name

Enable Type Signature i) [[cover o |

March, 10 2026

Back Create Template Save Draft
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Submit a Plan or Permit Application Online

Step 24: Review the details of your application and then Click "Submit" to complete the application.

Home Dashboard Apply MyWork Today'sinspections Map FeeEstimator Paylnvoices SearchQ  Calendar @

Apply for Permit - Building (Residential) - New Single Family Dwelling "REQUIRED

Locations Type Contacts More Info Attachments. Signature Review an it

Locations

Location 116 W BEVERLEY ST STAUNTON, VA 24401

Parcel Number 4744
Basic Info

Type Building (Residential) - New Single Family Dwelling

Description Enter Project Description,

Sauare Feet 2500

Step 25: If there are fees associated with the application you can pay them online.
Click "Add to Cart"

Home Dashboard Apply MyWork Today's ections 4 Fee Estimator  Pay Invoices earchQ,  Calendar @

@ Your application was successfully submitted!

Your application has been submitted. Once office staff has the of your ication, the plans will be
reviewed. To make any changes to your submittal. please contact the Community Development Department at 540.332.3862.

oo s
Continue to permit

Fees

View Details
Suggested Applications
Plumbing (Residential) - New Construction
Category Name: Description:
Plumbing (Residential) Permit for plumbing in residential new construction.

Step 26: Click "Go To Cart"

Add cart result

1item(s) added to cart

50 To Can
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Step 27: Click "Check out"

Review your cart items Cart summary
Permit: BLDR-2026-0004 | Invoice: INV- $459.00 Subtotal $459.00
00000010 Additions! Bolied st checkout

View details Remove

Find more items to pay

[ Retwrn to cityofstauntonvatest

Step 28: Choose Enter new Credi card to enter your payment details. If you have used the system before you
may choose to use an existing card.

Enter your payment information

How are you going to pay?

(E)) ' Mastercard ...4444

routerzord

@ Enter new Credit card

] Card number

Step 29: Click "Continue"

How are you going to pay? supioal 342900
An addilional fee may be charged based on your
methed &f payment

O @ Mastercard. 4444 W 20

(O Enter new Credit card

(O Emter new eCheck

Thia site is protacted by rECAPTCHA and the Google Prvacy Policy and Terms of Servies apply
Where should we send your receipt?

Email for recsipt*

"@gmail.com

You will not be charged until you review your payment on the next step

= =

~ -4

Submit a Plan or Permit Application Online

10
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Submit a Plan or Permit Application Online

Step 30: Click "Submit payment”

Keview your payment metnoa e gy
account statement.

Mastercard ending in 4444
Expiration date 8/27

Summary of charges
Permit: BLDR-2026-0004 | Invoice: INV-00000010 $459.00
Subtotal $459.00
@  Processing fee $1813

Total $477.13

By clicking Submit payment, you agree to the lollowing privacy policy and temns of use.

Step 31: Click "Return to cityofstaunton"”

Thank you for your payment (] Payment information

Zach Henry
Thank you for your credit card payment. Allow up to 48 hours for

your payment to be reflected on your account statement. Mastercard ending in 4444
An email confirmation was sent 1o zachshenry@gmail.com Confirmation number: 4YVS6LPEYV

Transaction type: Purchase
City of Staunton

116 W Beverly St. Staunton, VA 24401 Thank you for your payment!
540 332-3800

https://www.ci.staunton.va.us/ &] Return tofoityafstauniohvatest

Transaction details N

Date: March 10, 2026 09:37 AM EDT

Permit: BLDR-2026-0004 | invoice: INV-00000010 $459.00

Subtotal $459.00
Processing fee $18.13

Total $477.13

Step 32: To view the status of your application click "My Work"
£\

Dashboard Apply | My W j s Map Fee Estimator Pay Invoices SearchQ

(¢}

Step 33: Click "My Permits"

Home

My Work
MY INVOICES MY MY PLANS MY EXISTING INSPECT REQUEST INSPECTIONS
Sesrch. B Export to Excel
Dipey Ureaid | for|_Allvoices v
] | Invoice Number Amount Due Y Due Y  Status Y CaseNumber Y  Address 2 4
| INv-cooo0002 $3.000.00 03/26/2026 Due LDIS-2026-0004 101 BALDWIN ST STAUNT...

11
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Step 34: Click the permit number of the application you submitted.

Home Dashboard  Apply

My Work

Taday's Inspections  Map

Fee Estimator

PayIr

Submit a Plan or Permit Application Online

Calendar (3

SearchQ,

Permit hafiiber ™,

BLDR-2024-00

[®) Export to Excel

T  State

Attention, Recent, Pending {On

MY PERMITS MY PLANS MY E ING INSPECTIONS EQ NSPECT
v Records pdated ~ In|  Last1Year o
Project Address T Permit Type Y  Status
i Newvi
204 116 WBEVERLEY 5T 5TAU.., < >
Single Family Dveelling

Bullding (Residential] - New

Ol i

Step 35: You will see an overview of your permit or plan application. The hold will remain on the application until
the office has reviewed and processed the payment.

Home

Dashboard  Apply

My Work

Today's Inspections

Map

Fee Estimator

SearchQ

Pay Invoices Calendar (3

Permit Number: BLDR-2026-0004

« Ahold currently exists on this permit.

Permit Details | Tab Elements | Main Menu

Type:

Applied Date:
District:
Square Feet:

Description:

Locations

Progress

Building (Residential) -
New Single Family
Dwelling

03/10/2026

City of Staunton

2,500.00

Enter Project Description.

Status:

Issue Date:
Assigned To:

Valuation:

Attachments Contacts

Fees Inspections
0% O Conf
Completed
O Build
o Completed
In Progress QO Driveway Entra

Submitted - Online

$400,000.00

Sub-Records

Add 1o Cart
~
Project Name:
Expire Date:
Finalized Date:
Holds @ More Info
Available Actions

12



