
Commercial Tenant ImprovementCommercial Tenant Improvement
Building Plans Submittal Building Plans Submittal 

and Review Processand Review Process

March 8, 2007 and March 9, 2007
Amy Cheng, Shelly Songer and Rick Wilburg

Clark County Department of Clark County Department of 
Development ServicesDevelopment Services



Clark County Development Services
Vision-

Clark County Development Services will be 
the leader in providing state-of-the-art 
services to enhance the built environment.

Mission-
We will provide timely, progressive and 
effective plan review, permitting and 
inspection of construction to ensure 
compatible and safe development for 
citizens and visitors of Clark County.



Agenda:  
Introduction

Zoning Plans Submittal and Review
Building Plans Submittal and Review 

Permit Issuance
Special Services and Program

Resources and Tools
Contacts
Questions



Introduction - Seminar Goals

• Improve understanding of plan 
submittal requirements and the 
review process

• Improve completeness of plan 
submittals

• Improve plan review turnaround 
time

• Inform applicants about our special 
services and programs



Introduction – Scope of Seminar 

This seminar covers the 
plans submittal and review 
process for commercial 
tenant improvement
projects.  
It does not include:

• New Commercial 
Buildings/Construction

• Building 
Expansions/Additions

• Residential (One and 
Two-Family Dwellings 
or Townhouses not 
Exceeding 3 stories)



Introduction - Submittals: Where?

Development Services
Permit Application Center
Russell Road Office
4701 West Russell Road
Las Vegas, NV 89118



• Russell Office Building:
Monday through Friday                                           
7:00 am - 5:00 pm

• Zoning / Building Plans Examination Counters:
7:00 am -5:00 pm  

• PAC (Permit Application Center):
7:00 am – 4:00 pm  

• Permit Issuance:
7:00 am -4:00 pm 

• Building Inspection opens:
o 6:30 am – 4:30 pm (winter hours)
o 6:00 am – 4:00 pm (summer hours)

Introduction – Business Hours



General Process
APPLICATION

ZONING REVIEW

BUILDING REVIEW

FEE WORK UP

INSPECTION

CERTIFICATE OF OCCUPANCY

Southern 
Nevada Health 

District

Clark County 
Water 

Reclamation 
District

PERMIT ISSUE



Plans Submittals and Review Process
Building Permit Applications

•Complete a Building 
Permit Application, 
available at the 
Permit Application 
Center or online at:
www.accessclarkcounty.                 
com/development_services

Ensure Scope of Work 
is Complete



Plans Submittals and Review Process
Building Permit Applications cont . . .

• Proceed to the Application Set-Up Desk in the Permit 
Application Center to obtain an application number -
commonly referred to as the PAC number, HTE 
number, or permit number for the project. 

• A minimum of two complete sets                                  
of drawings (3 if zoning action is                              
required) are required for                                      
commercial tenant improvement                                   
plans submittal and review.

• If mechanical, plumbing and                                
electrical permits are required, complete plans for the 
mechanical, plumbing and electrical  work shall be 
included with the building plans.

• An appropriate plan review fee will be collected.



Plans Submittals and Review Process-
Zoning Plans Examination Reviews

Once you have been assigned an 
application number, you will be directed 
to the Zoning Plans Examination Counter 
for a zoning walk-through review. 
Typical zoning walk-through permits 
include:
− Interior build outs of shell buildings.
− Interior remodels of commercial/industrial 

buildings.
− Interior space redesign within hotel/casinos.



• Zoning Plans Exam:
o Verifies existing structure is permitted.
o Verifies address given (we don’t track suite 

numbers).
o Verifies all spaces within structure are labeled 

as to use.

• Zoning walk-through review requires that 
the use be compatible with the zoning 
(Title 30) and that no commission action is 
required.

Plans Submittals and Review Process-
Zoning Plans Examination Reviews



• What may not be a walk-through:
o Complete changes to the façade of the 

structure.
o Conversions from any residential use of 

property to a commercial use.
o Adding drive-thru windows.
o Other work to the property not contained 

within the original shell.

Plans Submittals and Review Process-
Zoning Plans Examination Reviews



• These are examples of uses that will 
require commission action:
o Live Entertainment
o Massage parlors
o Hazardous materials (as determined by Fire 

Dept/Bldg Division)
o Consult the Use Table provided for various 

other uses
• Shortcut – ask the owner or agent if a   

Business License has been submitted           
with pre-approval by the Department of 
Comprehensive Planning’s Current 
Planning Division.

Plans Submittals and Review Process-
Zoning Plans Examination Reviews



Plans Submittals and Review Process
Zoning Plans Examination Reviews (Cont.)

•Apply for a special use permit 
from the Department of 
Comprehensive Planning, 
Current Planning Division.

o Location:  500 S. Grand 
Central Pkwy, 1st floor.

o Phone:  (702) 455-4314
Option 2, then Option 1

•This process takes 4 – 6 weeks. 
Plans may be turned into 
Commercial Plan Submittal (3 
sets) so review process may 
commence.



Plans Submittals and Review Process
Building Plans Exam – Major Disciplines

• Go to the Building Plans Examination 
Counter once your plans are approved 
at the Zoning Plans Examination Counter.  
Building plan reviews consist of following 
major disciplines:
o Architectural
o Structural
o Mechanical
o Plumbing 
o Electrical



Plans Submittals and Review Process
Building Plans Exam - Codes

• Following are currently adopted codes***: 
o 2000 International Building Code (IBC)
o 2000 Uniform Mechanical Code (UMC)
o 2000 Uniform Plumbing Code (UPC)
o 2003 International Energy Conservation Code (IECC)
o 2003 Swimming Pool Code
o 2002 National Electrical Code (NEC)
o 2005 Clark County Fire Code
o 1998 ICC/ANSI A117.1
o Southern Nevada Code Amendments
o Nevada State Fire Marshal Regulations

***New codes were adopted by the Board of County 
Commissioners on January 16, 2007 – see next slide!



Plans Submittals and Review Process
Building Plans Exam - Codes

• 2006 construction codes were adopted on January 
16, 2007 and are required for new submittals as of 
May 1, 2007:

o 2006 International Building Code (IBC)
o 2006 Uniform Mechanical Code (UMC)
o 2006 Uniform Plumbing Code (UPC)
o 2006 International Energy Conservation Code (IECC)
o 2006 Swimming Pool Code
o 2005 National Electrical Code (NEC)
o 2005 Clark County Fire Code
o 2003 ICC/ANSI A117.1
o Southern Nevada Code Amendments
o Nevada State Fire Marshal Regulations



Plans Submittals and Review Process
Building Plans Exam – Plans Submittal Completeness

• To ensure your application is processed in a timely manner, 
plans shall be complete and include the following 
information when applicable: 
o Architectural plans including key/site plans, code analysis, exit 

plans, sheet index, accessibility details, etc.
o Structural plans and calculations. 
o Mechanical plans including isometric/schematic drawings 

and calculations, etc.
o Plumbing plans including isometric/schematic drawings and 

calculations.  
o Electrical plans including single line diagram, panel schedules, 

load calculations, etc.
o IECC (International Energy Conservation Code) including 

building envelope, mechanical, electrical calculations and 
compliance reports. All information and compliance reports 
shall be shown on the plans.

o Clark County Fire Department Permit Survey Form.
o TI Fire Protection Report for all tenant improvements in large 

and complex facilities, such as high-rises, malls, atria, hospitals, 
etc. (or buildings that have smoke control systems).



Plans Submittals and Review Process
Building Plans Exam – Plans Preparation Requirement

Building Plans Preparation Requirements:

• Construction design plans and documents must 
be signed and stamped by a Nevada-registered 
architect or professional engineer (as applicable 
for the discipline).

• The cover sheets of each discipline must be “wet-
stamped” with an original signature of the design 
professional. 

• A licensed contractor may prepare and submit 
his/her own plans in accordance with Nevada 
Revised Statutes (NRS 623 and 624).



Plans Submittals and Review Process
Building Plans Exam – Review Process

• Building Plans Review will be conducted through 
one of following processes depending on the 
scope and extent of the work of the tenant 
improvement project:

o Walk-through Review 
o Over-the-Counter (OTC) Review
o Commercial Short Log
o Commercial Log

• Walk-through and Over-the-Counter reviews 
shall have no current planning, civil engineering 
issues to be addressed. 



Plans Submittals and Review Process
Building Plans Examination - Review Turnaround

Building plans review turn around time:

• Walk-through Review   - Immediately

• Over-the-Counter Review - Same day or up to
three (3) working days

• Short log - 14 working days                                   
(target turnaround)

• Commercial log - 28 working days                
(target turnaround)



• Clark County Building Plans Examination will provide Over-
The-Counter (OTC) technical code reviews of minor
commercial tenant improvement projects.

• The general contractor must submit the permit application 
and construction documents in person and must be 
available during the review.

• In general, only 1 minor commercial tenant improvement 
project may be submitted by each general contractor per 
day due to staffing limitations.

• Scope of work cannot include any modifications or 
alterations to the existing primary structural elements, the 
existing exterior walls or roof, or the existing passive fire-
protection elements of the building.

• Reviews will be performed on a first-come, first-served basis 
between 7 a.m. & 4 p.m., Monday – Friday.

Plans Submittals and Review Process 
OTC Review



• A completeness review will be performed prior to 
the technical code review to ensure all required 
construction documents have been provided 
and that the project qualifies as an OTC 
technical code review.

• To qualify for OTC service, the following criteria 
must be met:
o Scope of work is limited to minor interior re-modeling 

only. There shall not be any additional area or height.
o The valuation of the proposed work does not exceed 

$250,000.
o Plans have been pre-approved by zoning plans exam.
o The existing space must be classified as:

Business (B)
Mercantile (M)
Storage (S)

Plans Submittals and Review Process
OTC Review



• If the plans are prepared by a contractor, the 
contractor’s signature and license information 
shall be provided.

• Ensure plans are complete and all required 
documents are provided.

• Provide a complete list of codes and also a fully 
dimensioned site plan drawn to scale.

• All subdivided buildings will require a Reciprocal 
Easement Agreement as required by Nevada 
Revised Statute 278.325.

• Ensure to include the redline plans that contain 
the plans examiner’s comments when re-
submitting corrected plans.

Plans Submittals and Review Process 
OTC Review



•Expect to be treated with respect
•Expect to be provided with excellent 

customer service
•Expect a delay if all drawings are not 

returned

Plans Submittals and Review Process
OTC Review –What to Expect



Plans Submittals and Review Process
Building Plans Examination – Corrected Plans

• What are corrected plans? – revised 
plans in response to a plans examiner’s 
correction letter. 

• Submit the corrected plans directly to the  
Building Plans Examination Counter – no 
new application number is required.

• In order to ensure that your corrected 
plans are processed in a timely manner, 
please bring the project’s PAC number 
and the plans examiner’s correction letter 
with you when submitting corrected 
plans. 



Plans Submittals and Review Process
Building Plans Examination – Revision Plans

• What is a revision plan? –
changes made to the plans 
after the plans have already 
been approved and a 
building/construction permit 
has been issued. 

• Revision plans will need a new 
application (PAC) number for 
tracking purposes; however, no 
new permit is required.

• The scope of work must remain 
the same as the original 
building permit when submitting 
the revision plans.

• Minor revision plans may be 
reviewed over the counter.



Plans Submittals and Review Process
Building Plans Examination – Supplemental Permit

• When is a supplemental permit needed ?  
- when changes are made to the plans 
after a building/construction permit has 
been issued and there are changes to the 
scope of work under the original building 
permit.

• The difference between revision plans 
and a supplemental permit is the 
additional scope of work:
o Revision – Scope of work remains unchanged.
o Supplemental Permit – Scope of work has 

changed.



Permit Issue
In order to obtain a building permit, the following
conditions must be met:
• All zoning & building plan review disciplines must 

be completed and approved.  QAA agreements 
must also be signed (if applicable).  

• In addition, the following agency approvals may 
be required (if applicable):

o Sanitation (sewer) verification: A receipt/approval from 
the Clark County Water Reclamation District  is 
required if property is on sewer.

o Sanitation (septic) verification: A receipt or stamped 
and approved plans from the Southern Nevada Health 
District if the property is on septic.

o Southern Nevada Health District Food Establishment 
approval is required for food related establishments.



Permit Issue

• Once your plans are approved and fees 
are paid, the permit and inspection 
record form (job card) will be issued. 

• One set of approved plans will be 
returned to the permittee, and the 
Department of Development Services will 
retain the other set of plans for permanent 
record. 

• The permit, job card, and approved plans 
must be kept on-site for convenient 
access by inspection staff.



Special Services and Processes

• Express Plans Review (if unable to 
do an OTC Review)

• Engineering Counter Support
• Pre-submittal Meeting



Special Services and Processes
Express Plan Review -General
• For projects not qualifying for OTC Review, 

Express Plan Review is available.
• This program is intended to provide an 

alternative service delivery level to meet 
customer needs, which are driven by financial 
commitments and time constraints.

• The express plan review service encompasses 
only building and zoning plan reviews and does 
not include other Clark County division reviews 
and/or approvals. 

• Eligible projects – include complex commercial 
TI (commercial log) if no commission action or 
special use permit is needed.

• Express plans review fees are four times the 
normal plan review fee for the project.



Special Services and Processes
Express Plan Review – Program Procedures

• Applicant first 
completes the Express 
Plan Review Pre-
Submittal Check List 
form and submits it to 
Building Plans 
Examination Division.



Special Services and Processes
Express Plan Review – Program Procedures
• Building and Zoning Plans Examination staff will 

verify the project’s eligibility and coordinate with 
plans examiners. 

• The applicant must attend an express               
pre-submittal meeting with the county                  
staff;  county staff will conduct a                      
preliminary completeness review of                     
the plans.

• Upon acceptance, an express plan                    
review schedule will be completed                   
and signed by both applicant and department 
representatives. 



Special Services and Processes
Engineering Counter Support

• Answer general engineering code questions
• Answer questions on specific QAA agreements
• Review very minor structural revisions
• Review NCR (Non-Compliance Report) 

corrections
• Provide technical assistance to the front counter 

pertaining to counter walk-through reviews and 
applications



Special Services and Processes
Pre-submittal Meetings

• In general, pre-submittal meetings are not 
mandated - except for express reviews or large, 
complex commercial projects. 

• Customers may request pre-submittal meetings 
for any project if they would like Clark County 
staff input pertaining to code related or review 
process issues prior to submitting the permit 
application.

• There may be fees for this service, dependent 
upon the size and complexity of the project.



Resources and Tools – Web site Guide

www.accessclarkcounty.com/development_services



Resources and Tools - Tips, Do’s & Don’ts

•Draw plans to a recognizable 
architectural or engineering scale.  

• Stamp, date, and sign all sheets of the plan.
• Always have the project’s PAC number ready 

when calling or checking online for status of 
plans review. 

• Always have the project’s PAC number ready 
when submitting revision plans or a 
supplemental permit.

• Always fill in the Clark County Fire Department 
Permit Survey Form.

• Use the correct codes and amendments and 
provide a code analysis. 

• Provide contact information.



• Submit an incomplete package – include 
plumbing, mechanical and/or electrical plans. 

• Forget to provide a site plan (key plan) and properly 
identify adjacent occupancy conditions and locations 
on the overall location plans.

• Submit illegible plans or tenant drawings that are not fully 
or clearly dimensioned.

• Submit plans with cut and pasted details or that are 
altered after the design profession has stamped and 
signed the drawings.

• Submit plans marked “Preliminary”, “Not for 
Construction”, or “Bid Set Only.”

• Submit plans in color or use colors as codes.

Resources and Tools - Tips, Do’s & Don’ts



Contacts:

• Building Inspection: 455-8040
• Building Plans Exam: 455-8012
• Civil Engineering: 455-4600
• Current Planning: 455-4314 
• Permit Issue: 455-8986
• Plans Submittal: 455-8974 
• Zoning Plans Exam: 455-8968





Rick Wilburg 
Shelly Songer
Amy Cheng
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