
NEW SINGLE-FAMILY DWELLING PERMIT SUBMITTAL 
COVER LETTER 

This packet is an effort to expedite the plan review process. Please review and complete the documents 
in this packet to complete the permit submittal process. 

CONTRACTORS:
Please submit for permit through the State of Oregon E-Permitting system prior to submitting 
documents for review.  Once you have applied online for your building permit, please submit the 
following in hard copy to the Building Department located at 270 Montgomery Street, Woodburn, OR 
97071 (don’t forget to include your permit number with your documents): 

o 3 complete sets of construction documents/plans
o 3 copies of site plan
o 2 copies of engineering calculations
o 2 copies of truss packet
o 1 copy of completed New Single Family Dwelling packet

HOME OWNERS:
You can apply online also using these instructions.  Once you have applied online, follow the steps 
outlined above.  Be sure to include the following document in addition to the above listed items: 

o 1 signed copy of Owners Responsibility Acknowledgement

Thank you for helping us provide timely residential plan reviews. Please reach out to our building 
department if you have any questions. We look forward to your permit submittals. 

Sincerely, 

The City of Woodburn Building Division 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us

https://aca-oregon.accela.com/oregon/Default.aspx
https://www.woodburn-or.gov/sites/default/files/fileattachments/community_dev._building/page/16475/how_to_for_homeowners_final_032020.pdf
https://www.woodburn-or.gov/dev-building/page/forms-applications
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CITY OF WOODBURN 
RESIDENTIAL PLAN REVIEW CHECKLIST

Applicant Name & Phone: ____________________________________________________ 

Project Address:  ___________________________________________________________  

Permit Number:   971 -          - 000                    -DWL

Lot #: _______   Block: _______ Subdivision:  ______________________________________ 

THE FOLLOWING INFORMATION IS REQUIRED BEFORE THE APPLICATION WILL BE ACCEPTED FOR 
RESIDENTIAL CONSTRUCTION: 

1. Square-footage Information:

Basement: _________ First Floor: _________ Second Floor: _________    

Garage: _________     Porch: _________   Patio: __________   Deck: _________ 

2. Mechanical Appliance Information: (please provide the following information and check all that apply)

Force Air Furnace: Gas _____ Electric: _____ Water heater: Gas _____ Electric _____ 

Air Conditioning or Heat Pump: _______ Clothes Dryer Exhaust: _______ 

Gas Fireplace / Insert: _____ Gas Piping: _____ Gas BBQ Connection: _____ 

Range Hood / Microwave Hood: ______ Attic / Crawl Space Fan: ______ 

# of Single Duct Exhaust (Bath and/or laundry fan): ________ 

Other mechanical appliance: ____________ 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us
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3. Plan and Document Submittal Checklist:

o 3 Site Plans (See the Residential Site Plan Requirements)

o 3 sets of Construction Plans with the following information:

 Braced Wall Method and calculations - location of braced wall lines, braced panels and hold-
downs

 Energy Conservation Requirements and Additional Measures

 Foundation plan including footing size, wall height, foundation vent locations and cross section
of footing and stem wall with rebar size and location

 Show the types of foundation hold-downs are used and their location - show all eaves for
utilities and block out openings in stem wall

 Floor framing plan for each floor (post and beam; joist with size and spacing; TJI joist layout
from designer)

 Floor plan with room use identified - window, door and header sizes; location of smoke/CO
detectors; location of equipment (fireplace, woodstove, air conditioner or heat pump, etc.)

 Framing and attachment for exterior porches and decks, including support footings

 Ceiling/roof framing plan or truss layout with reactions from truss manufacturer (same scale as
floor framing)

 Building elevations - show siding type, window trim, gable treatments, ceiling height, eve
height, grade, etc.

 Complete building sections - show floor, wall, and ceiling height, radon system, insulation R-
value of floors, walls, and ceilings; show sections through stairs including headroom at stairs;
handrail/guardrail details for stairs/landings/decks

o 2 copies of the following:

 Footing calculations for spread or isolated footings for review

 Beam calculations for review

 TJI Layout for review (if applicable)

 Manufactured roof truss packages for review (if applicable)

Applicant’s Signature _____   Date ______________ 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us



2021 ORSC Prescriptive Energy Requirements 



2021 ORSC Additional Energy Measures 



Updated 8/8/2023 

METHOD of FOUNDATION VERIFICATION 

Permit Number Date 

Address 

I will have string lines installed prior to the requested time of the footing 
inspection (minimum one at the rear of the lot and one side of the lot).  I 
certify that these string lines are the true property boundaries. 

Note: If you choose this option and do not provide the string lines, the 
inspector will not be able to inspect your footing and/or foundation. 

I will provide a certification from a surveyor verifying the buildings location 
on the property at the time of foundation inspection.  

Signature of Applicant 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us



HIGH-EFFICIENCY LIGHTING SYSTEMS 

Site Address: 

Woodburn, OR 97071 

Permit No.:   

Subdivision:  Lot: 

and/or 

Map and Tax Lot: 

By my signature below, I verify that all permanently installed lighting fixtures are high 
efficiency light sources, with an exception of two permanently installed lighting fixtures 
not required to be high-efficiency light sources when controlled by a dimmer or 
automatic control, (ORSC N1107.2)*.   

Signed: Date: 
Owner / General Contractor / Authorized Agent 

Print Name: 

* ORSC Section N1102. High-efficiency light source: Compact fluorescent lamps, T-8 or

smaller diameter linear fluorescent lamps, LED lamps, fixture-integrated illumination devices,

or other lamp types with an efficacy not less than 65 lumens per watt for each lamp or

luminaires with an efficacy not less than 45 lumens per watt for each luminaire.

The building official shall be notified in writing at the final inspection that the permanently 

installed lighting fixtures have met this requirement.  
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CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us
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MOISTURE-SENSITIVE WOOD FRAMING MOISTURE CONTENT 

Permit No.: __________________________Jurisdiction_____________________________ 

Site Address: _______________________________________________________________ 

Subdivision/Lot: _____________________________________________________________ 

and/or  

Map And Tax Lot: ___________________________________________________________ 

By my signature below, I certify that all moisture-sensitive wood framing members used in 
construction of the above mentioned building have been tested and determined to have a 
moisture content of nineteen (19) percent or less of the weight of dry wood framing members. 
(Oregon Residential Specialty Code R318.2)1 

Signed: _________________________________________Date:______________________ 
Owner/General Contractor/Authorized Agent 

Print Name: ________________________________________________________________ 

1 ORSC Section R318.2.  Moisture Control.  Prior to the installation of interior finishes, the building 

official shall be notified in writing by the general contractor that all moisture-sensitive wood framing 

members used in construction have a moisture content of not more than 19 percent of the weight of dry 

wood framing members. 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us
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Rain Screen Acknowledgement Form 

I,   , am the general contractor or the owner-builder at 
the following address: 

Site Address: 

  Woodburn, OR 97071 

Permit No.: __________________________  

Subdivision:  Lot:      and/or 

Map and Tax Lot: 

To conform to the 2021 Oregon Residential Specialty Code (ORSC), Section 703.1.1, I am 
notifying the Building Official that I am aware of the requirement of ORSC Section 703.1.1 
and will take steps to meet this code requirement.  [Section R703.1.1 is provided for 
reference.] 

Section R703.1.1, Exterior Wall Envelope. The exterior wall envelope shall be installed in a 
manner that water that enters the assembly can drain to the exterior. The envelope shall consist 
of an exterior veneer, a water-resistive barrier as required in section R703.2; a space not less 
than 1/8 inch (3mm) space between the water-resistive barrier and the exterior veneer, and 
integrated flashings as required in Section R703.4. The required space shall be formed by the 
use of any noncorrosive furring strip, drainage mat or drainage board.  The envelope shall 
provide proper integration of flashings with the water-resistive barrier, the drainage space 
provided and the exterior veneer or wall covering.  These components combined shall provide a 
means of draining water entering the assembly to the exterior. 

This Form must be completed at “Submittal”. 

Signed:   Date: 
Owner / General Contractor / Authorized Agent 

Print Name: __________________________________ 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us



Required Contractor / Subcontractor List for Certificate of Occupancy 
One- and Two-Family Dwellings 

Permit #:________________   Address: _________________________________________ 

Contractor Performing Work 

Contractor Name Address  /Phone # License 
Number 

Work Performed 

General 
Contractor 

Electrical 
Contractor 

Low Voltage 
Contractor 

Low Voltage 
Contractor 

HVAC 
Contractor 

Plumbing 
Contractor 

Backflow 
Contractor 

I signify that the information contained in this list is true and accurate at the time this list was 
submitted to the City of Woodburn Building Division. 

Signature: ______________________________  Date: ____________ 

Print Name: _____________________________ 

This document is to be maintained in the permanent building file. 

CITY OF WOODBURN 
Building Department 
270 Montgomery St 

Woodburn, Oregon 97071 
(503) 982-5250

building@ci.woodburn.or.us
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City of Woodburn 

Application for Water/Sewer Service 

SERVICE ADDRESS:  _______________________________________ Apt/Unit/Suite _________________ 

SERVICE REQUESTED:  ☐  STANDARD WATER/SEWER   ☐  CONSTRUCTION – WATER ONLY  

SERVICE START DATE REQUESTED: ______________________  Applications submitted and approved after 

3 pm will be connected the next business day.  

APPLICANT’S INFORMATION 

Legal Name: __________________________________________________________________________ 

Mailing Address if different than service address: ____________________________________________ 

Authorized contact, if account is under a business name:_______________________________________ 

Previous Service in Woodburn:  ☐ Y ☐ N  If yes, what address: _________________________________ 

Phone Number: ________________________  E‐mail: ________________________________________ 

☐  CO‐APPLICANT’S INFORMATION   ☐  AUTHORIZED TO RECEIVE ACCOUNT INFORMATION  

Legal Name: __________________________________________________________________________ 

Previously Lived in Woodburn:  ☐ Y ☐N  If yes, what address: __________________________________ 

Phone Number: ________________________  E‐mail: _________________________________________ 

If applicant is not the owner, please complete the following owner’s information: 

PROPERTY OWNER’S INFORMATION 

Name: _______________________________________________________________________________ 

Mailing Address: _______________________________________________________________________ 

Phone Number: ________________________  E‐mail: _________________________________________ 

PROPERTY MANAGEMENT COMPANY INFORMATION (if applicable) 

Name: _______________________________________________________________________________ 

Mailing Address: _______________________________________________________________________ 

Phone Number: ________________________  E‐mail: _________________________________________ 

I hereby agree to pay all bills for such service when due, and abide by all Ordinances regulating the use of City water and sewer 

service and any other rules and regulations which may be adopted by the City Council concerning said services.  A deposit is 

required of owner and renters.  If service is disconnected for non‐payment of the bill, there will be an added charge before 

reconnection can be made.  All delinquent charges must be paid prior to any new applicant receiving water service.  Copies of 

delinquency notices and shut‐off notices sent to renter are provided to property owner.  Customer and/or property owner are 

required to maintain valid contact information and notify the City to schedule termination of service. 

 

Applicant’s Signature ________________________________________  Date _________________ 

Co‐Applicant’s Signature _____________________________________  Date _________________ 
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CITY OF WOODBURN PUBLIC WATER SERVICE APPLICATION 
 
        
Building Permit Number Receipt Number Meter Deposit Number Date 
 
  

ADDRESS WHERE STRUCTURE AND / OR SERVICES ARE TO BE LOCATED 
 

Applicant / Owner    Phone Number     
 

Service Type  Single-Family  Commercial  Industrial 
 

  Multi-Family    (Number of Units)   Other  MFD (In Park)  
 

Type and Size of Water Service Requested  
 

 Domestic Size    Irrigation Size    Fire Sprinkler Size    
 
 

Signature of Applicant   
 

 
 
Sequence #                           Account #                            Meter Reading __________________          
 
Week ____   Route _____                 

 
   

Date Water Meter Installed       
         
  
Domestic  Meter #  ID #    
 
 

Irrigation  Meter #  ID #    
 
 

Fire Sprinkler  Meter #           ID #    
 
 

 
 

 

   
 



CITY OF WOODBURN PUBLIC UTILITY SERVICE APPLICATION 
___________________________________________________________  ___________________________ ____________________     ______________________________________________________________   __________________ _____________________________________ 

Building Permit Number       Receipt Number                   Meter Deposit Number                  Date 

______________________________________________________________________________________________________
ADDRESS WHERE STRUCTURE AND / OR SERVICES ARE TO BE LOCATED 

Applicant/Owner  __________________________________________________ Phone Number  _______________________ 

Service Type   ☐  Single-Family   ☐  Commercial    ☐  Industrial 
☐ Multi-Family  _________________ (Number of Units) ☐ Other ☐ MFD (In Park)

Type and Size of Water Service Requested 
☐ Domestic Size  _______________ ☐ Irrigation Size  _______________       ☐  Fire Sprinkler Size  ______________

The applicant agrees to abide by all rules, regulations, ordinances, policies and specifications of the city relating to sewers, 
traffic, storm, water and parks as now exist and as hereafter are changed or amended. 

Signature of Applicant  ___________________________________________________________________________________ 

OFFICE USE ONLY      Accepted and Approved by  ____________________________________  Date  _____________________ 

☐ Water Service Fee  SDC Based on  _______________  Meter Size
Date Water Meter Installed    _______________________________________  Meter Deposit         $___________ 

       Domestic     Meter #   ____________________    ID #  ____________________  SDC Charge  $___________ 
       Irrigation     Meter #   ____________________    ID #  ____________________        Water Main Tap      $___________ 
       Fire Sprinkler     Meter #   ____________________    ID #  ____________________        Installation Fee       $ ___________ 
       Sequence #  ____________________        Account #  ________________________ 
       Meter Reading   ____________________________         Manufacture Code  _____________________________ 

☐ Sanitary Sewer Service Fee
Residential Type     ☐ per Dwelling Unit       ☐ per Unit ☐ per Bed         SDC Charge              $___________ 
SDC Based on  ________________ Gallons Per Day (Peak Load)

☐ Storm Sewer Service Fee
Roof Area (sq. ft.)                                   ____________________________  SDC Charge               $___________ 
Concrete / Asphalt (sq. ft.)                   ____________________________  Tap Fee      $___________ 
Total Impervious Surface (sq. ft.)        ____________________________

☐ Traffic Impact Fee
$ __________________  per unit, room, or other, multiplied by _____________________   =          $____________ 

     Number of Units         

☐ Parks Fee
      Residential (All Housing Type)  $___________  per unit, multiplied by _______________ units           =          $___________ 
      Non-Residential                     $___________  per employee, multiplied by _________employees    =          $___________ 



The applicant shall abide by all standards, rules, regulations, ordinances, and policies of the City of 
Woodburn relating to public improvements as now exist and as hereafter change or are amended. 
The applicant shall comply with attached Generals Conditions for this application and permit. 

TOTAL FEE AMOUNT: $ ____________________________________________

Permit Number  Date 

APPLICATION & PERMIT TO 
CONSTRUCT A PUBLIC IMPROVEMENT 

SEWER STREET WATER  

OTHER 

DATES DURING WHICH IMPROVEMENT IS TO BE CONSTRUCTED: 

(FEE CALCULATED AS PER ORDINANCE #1795) 

SIGNATURE OF APPLICANT:
ADDRESS: 

Date 

 Receipt No. 

PERMIT APPROVED BY: 

ADDITIONAL CONDITIONS: (FOR CITY USE ONLY)

The undersigned hereby makes application to construct the following additions, alterations, or 
extensions to public facilities (separate applications are required for each type of improvement): 

IMPROVEMENT (Plans must be submitted): 

LOCATION:

CONTRACTOR(S) NAME:

CONTRACTOR(S) CCB LICENSE:

CONTACT PERSON NAME AND PHONE NUMBER:

ESTIMATED VALUE OF IMPROVEMENTS:

TYPE OF IMPROVEMENT:

(FOR CITY USE ONLY)

STORM

DRIVEWAY APPROACH SIDEWALK

Georgeku
Rectangle



                     CITY OF WOODBURN 
PUBLIC WORKS DEPARTMENT 

 
 

GENERAL CONDITIONS 
FOR 

APPLICATION & PERMIT TO CONSTRUCT A PUBLIC IMPROVEMENT 
 
 
Division 1. Generals 
  

     1.  All work under this permit shall comply with the approved plans & special 
provisions, City of Woodburn Standard Specifications & Drawings, and the 
General Conditions for Franchise Utility Permits. 

       2.  Plans are approved in general only and do not relieve the applicant from 
completing the construction improvements to the City's standards and 
specifications. 

       3.  This permit is being issued ONLY for work performed in the Public Right-
of-Way under the jurisdiction of the City of Woodburn and in Public Utility 
Easements under the jurisdiction of the City of Woodburn.  All work 
performed on private property and/or other jurisdictions will require the 
applicant to obtain the appropriate permits and/or approvals required. 

       4.  Only Contractors with a current Construction Contractor’s Board (CCB) 
license in the State of Oregon shall perform work within the Public Right-
of-Way and/or Utility Easements.   

      5.  Notify the City of Woodburn Public Works Department 48-hours prior to 
beginning construction, 503-982-5240. Any work done without the proper 
inspection will be subject to rejection. 

      6. All underground utilities shall be installed with a minimum vertical 
separation of at least 1-ft. from existing water, sewer and storm pipes.   

     7.  Applicant shall install a ‘tracer wire” or other similar conductive marking 
tape or device, if installing any non-conductive, un-locatable underground 
facility, to comply with the Oregon Utility Notification Center, one call 
system (per OAR 952-01-00700). 

 8.  The  the responsibility of the permit holder to understand the limitation of 
the UL markings, and to undertake all necessary precautions and diligence 
to avoid damage and impairment to any private or privately-maintained 
underground facilities. 
 

     9.  The Applicant holder or Applicant’s authorized representative shall be              
responsible for all damages related to work done under this permit, 
including, but not limited to damage to “unlocatable” underground facilities. 
All construction sites are to be restored to their original or better condition 
where affected by construction. 



                     CITY OF WOODBURN 
PUBLIC WORKS DEPARTMENT 

 
 

    10. Provide a traffic control plan and install traffic control devices in accordance 
with the current the guidelines set forth in the current edition of the Manual 
on Uniform Traffic Control Devices (M.U.T.C.D.) and the Oregon 
Temporary Traffic Control Handbook, as it applies to the project. Use as 
many traffic control devices as necessary to make a safe work site for the 
Public and construction crews at all times. 

     11. Leave work area in a clean condition, free from litter and debris, at the end 
of each workday, or more frequently if directed by the City Inspector.   

    12. Any changes to the approved plans shall be approved by Project Engineer 
and City Engineer prior to making the changes in the field. 

     13.  All residents shall have uninterrupted access to their properties and to public 
roads.  All streets, driveways, and sidewalks shall be open to the public at 
the end of each work day.  

    14. Construction work and activity shall be limited to Monday through Friday 
from 7:00 am to7:00 pm, excluding legal holidays. 

  
Division 2. Materials 
  
      1.  The use of materials different from the approved plans, permit specifications, 

or the City Standard Drawings & Specifications is not allowed, unless they 
are submitted and approved by the City Engineer prior to their 
installation/construction. 

  
Division 3. Site work 
  
     1.  All concrete and asphalt to be removed for installation of replacement 

structure shall be saw cut vertically to ensure neat vertical face to adjoin 
new.  All damaged concrete sections shall be saw cut to the next joint and 
the panel replaced in its entirety. 

     2.  Do not trim, cut or in any way disturb any trees, shrubbery, and other 
vegetation without the approval of the City Engineer. 

     3.  Remove and dispose all waste materials of debris in an approved and 
“Permitted” landfill. 

 4.  All underground work in the Public Right-of-Way shall be properly covered 
and/or surrounded with caution tape to protect the Public.  

     5.  The permit holder shall comply with the approved erosion and sediment 
control plan at all times. 

   6. All damaged or removed street signs shall be replaced by the applicant. 
Installation shall be according to the current MUTCD standards and shall be 
completed no later than the end of the work shift. 
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PUBLIC WORKS DEPARTMENT 

 
 

     7.  Street Closures are issued through the Woodburn Public Works Department, 
503-982-5240. 

 8. Existing property pins and survey monuments shall be preserved.  When 
disturbed by construction activities, they shall be replaced/reinstalled by a 
Licensed Professional Land Surveyor. 

     9. “Sidewalk Closed” signs shall be placed at all intersections leading to the 
sidewalk where work is being performed. 

  
Division 4. Streets 
 
       1.  Pavement cutting is allowed only in areas specifically approved by the City 

Engineer or Field Representative. 
      2.  Open cutting of pavement will be allowed in areas approved by the City, 

under the following conditions: 
a) Trench backfill shall be 1”-minus gravel or crushed rock compacted 

in 8” lifts to 95% AASHTO T-180. 
b) The asphaltic concrete replacement shall be full depth thickness, as 

per existing level 3, ½” Dense graded asphaltic concrete mix in 
accordance with the 2015 Oregon Standard Specifications for 
Construction. The edges must be saw cut, properly prepared, and 
sealed upon completion.  The trench shall be temporarily patched 
with cold patch material if the surface repair is not to be immediately 
completed. Surface restoration shall be done in accordance with the 
City of Woodburn “Trench Cap” detail No. 3800-5. 

c) Width of trenches in which pipe is to be laid shall be twenty-four-
inches (24”) greater than the diameter of the pipe, unless permission 
is obtained from the City Engineer.  

d) Open trenching length shall not exceed one-half of the street width.  
e) Before paving, proof of passing compaction tests on the compacted 

rock must be provided to the City Inspector. 
f) No trench shall be left in an open condition overnight. When 

approved, underground work in the area of paved surfaces shall be 
covered by steel plates that are capable of supporting traffic loads, 
with hot or cold mix along all edges, and pinned to prevent 
displacement of the steel plates.  Steel plates shall be daily inspected, 
any necessary repairs completed on a timely basis, and shall not 
remain for over 48-hours without written permission from the City.  
A “SLOW” and “BUMP” sign shall be placed at each side of the 
steel plating.          

       3.  The staging of materials on the Streets is not allowed. This includes but is 
not limited to, rock, backfill materials, spoils, construction supplies, etc. 
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    4.   Existing roadway traffic markings are to be replaced to original or better 
condition where damaged by construction. 

  
Division 5. Water 
  
       1.  Only City staff can operate live water valves and Fire Hydrants.  Notify the 

City of Woodburn prior to the need for the operation of live water valves. 
     2.  The minimum vertical separation between the water line and any conduit 

shall be at least one-foot. 
  
 Division 6. Sanitary Sewer 
 
      1.  The minimum vertical separation between the Sanitary Sewer line and any 

conduit shall be at least one-foot. 
  
Division 7. Storm Sewers 
 
       1.  The minimum vertical separation between the Storm Sewer line and any 

conduit shall be at least one-foot. 
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