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Driveway Checklist 

 
The following guideline shall be followed when submitting for a new driveway permit or an improved 
driveway permit. Helpful Town Codes are as follows: Town Code Sec. 67-33 Drainage, required; 
swales; construction of driveways and Town Code Sec. 64-45 Driveway access. Please see the 
Town’s Code of Ordinances and Florida Building Code for any additional code requirements.    
 
____One (1) Building Permit Application signed and notarized by both the property owner and the     
        qualifier of the company permitting the work. 
 
____One (1) copy of the signed Construction Site Management Handbook. 
 
____Two (2) copies of the contract or proposal detailing the work proposed. 
 
____Payment for Building Permit Fee due upon submittal of permit. (cash or check only) 
 
____Two (2) copies of the recorded Notice of Commencement (if value of the work is 2500+). 
 
____Three (3) copies of the FDOT permit (if applicable). 
 
____Three (3) sets of the Driveway Swale Agreement signed by both the property owner and the 
        qualifier of the company permitting the work. 
 
____Three (3) sets of the Survey (that is less than 6 months old) or three (3) sets of the 

proposed Site Plan showing proposed work, Palm Beach County Health Department stamped 
approval (for a new driveway or where the footprint of the existing driveway has changed), 
swales, trench drains, setbacks, along with demonstrating that improvements will not adversely 
impact adjacent lots.   

 
 
 
 
 
 

 

Please Note: After the building permit has been accepted by the Building Clerk, the 
Building, Zoning, and Engineering Departments will then review. The review process could 
take approximately 4 weeks. Any comments received from these departments will be 
forwarded to the Point of Contact on the permit application.  
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