
                                                      SINGLE FAMILY REVIEW PROCESS              
 
 

 
 
 

Starts Application  Process in Planning Division.  
Submits Plan Sets, Survey, Application. 

APPLICANT 

 
 
Creates computer project, starts Residential Single Family 
Application Request, enters Application and Traffic Impact Fees, 
prints payment slip. Adds project and address reference number 
to application form, returns forms to Applicant. 

PLANNING TECHNICIAN 

 
 
Proceeds to Building Division.  Submits Permit Application, Plan 
Sets, and payment slip to Building Support Specialist.   

APPLICANT 

 
 
 
Creates computer permit, calculates plans 
exam fee.  Verifies application complete. 
Collects application and plans exam fees 
from Applicant.   Routes Plans. 

BUILDING SUPPORT 
SPECIALIST

Routes 1 Plan Set to 
Planning Assistant Route 1 Plan Set to 

Plans Examiner 

Route 1 Plan Set to 
Engineering 

Returns 1 Plan Set to 
Applicant.   

 
 
• Performs Building 

Code Review. 
• Completes checklist 

PLANS EXAMINER 

 
 
• Performs drainage review 
• Determines if Type C 

Permit is required.  
• Starts Stormwater Type-C 

Application Request, 
Reviews, and issues Type 
C Permit if applicable 

• Performs Right-of-Way 
Permit review

 
 
Applicant delivers to Utilities  

 
 
• Assigns/verifies house 

number 
• Verifies project 

information, census tract & 
block, parcel numbers, 
flood zone, TIF district, 
TAZ zoning. 

• Performs concurrency 
review. 

• Adds special reviews if 
applicable (ie: CCCL / 
oceanfront, metes & 
bounds, riverfront, land 
clearing and tree removal, 
upland set-aside, airport 
zoning, noise impact 
zones, setbacks). 

• Checks Impact Fee 
payment  

ENGINEERING 
APPLICANT 

 
 
• Determines if public water 

and/or sewer is available 
• Collects fees (including 

water impact fees) 
• Signs-off on plans 
• Returns plans to applicant 

UTILITIES 

PLANNING ASSISTANT 

 
 
• Verifies zoning & setbacks 
• Completes checklist 

PLANNER OF DAY 

APPLICANT 

If Well and/or Septic If Public Water and Sewer OR

 
 
• Performs Review 
• Verifies Engineering Sign-off 
• Issues Dept. of Health Permit 

DEPT OF HEALTH  
 
• Delivers Utilities 

approved plan set to 
Building Division 

APPLICANT 

 
 
 
• Receives departmental reviews and permits. 
• Routes completed review sets to Plans Examiner. 

BUILDING SUPPORT  
SPECIALIST

 
 
• Authorized Contractor signs 

approved permit.  

CONTRACTOR 

 
 
 
• Collects Permit and State Fees 

BUILDING SUPPORT 
SPECIALIST

 
 
Applicant calls the AIRS 
system or checks on 
Indian River County 
website (e-permitting) for 
permit “ready” status and 
final permit fees. 

APPLICANT 

• If septic permit required: 
Field inspection and 
percolation tests done, 
elevation set 

 
 
 
• Finalizes Review. 
• Verifies approvals from all 

applicable agencies. 
• Approves Permit 

 
 
 
• Finalizes permit  

• Updates calculated square footage. 
• Updates calculated job cost estimate. 
• Adds Departmental Permit numbers to Permit 
• Adds Applicable Permit fees. 
• Loads Concurrency update from Project. 
• Posts permit Ready. 

BUILDING SUPPORT  
SPECIALIST 

PLANS EXAMINER 
 

PERMIT 
READY 

 
 
 

ISSUES PERMIT

BUILDING SUPPORT 
SPECIALIST


