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CHECKLIST FOR APPLYING FOR A COMMERCIAL BUILDING PERMIT 
 

 Completed commercial building permit application.  Applications can be obtained from our department, 

Planning and Community Development located at 1048 Carriage Oaks Drive, Carthage, NC 28327, or 

online at www.moorecountync.gov, Department Planning & Zoning, Applications.  If you would like to 

speak with someone regarding the application our phone number 910-947-5010 or 910-947-2221. 

 

 For a new septic system, an improvement permit issued by the Moore County Environmental Health 

Department for the proposed use.  The Environmental Health Department is located at 1042 Carriage 

Oaks Drive, Carthage, NC 28327.  Their phone  number is 910-947-6283.   

 

 Existing septic systems: A septic system recertification permit is required by the County of Moore Heath 

Department, Environmental Health Division for the following:  

 Additions extending outside the existing foundation.  

 Interior renovations that result in an increased number of occupants. 

 Change of use that would effect the amount and/or type of waste water generated.   

 

 Commercial Site Plan and evidence that the zoning decision sign (only applicable to properties located in 

Moore County’s zoning jurisdiction) is ready to be installed. See the following page for a checklist of items 

and further details. 

 

 Three(3) full sets & (1) electronic set on disk or flash drive of Construction Drawings/Building Plans including 

site plan and utilities plan are required to be submitted with the commercial permit application. Please ask 

for assistance to determine if your drawings need to be sealed by a design professional in accordance 

with section 204.3.5 of the NC Administrative Code. The Building Inspections Department and Fire Marshall 

will each review the plans to ensure compliance with the North Carolina Building and Fire Prevention 

Codes.  Once the review is complete one (1) set of plans will be returned to the applicant to display at the 

job site.  

 

 A completed Building Code Summary (Appendix B) must be submitted with the commercial permit 

application. 

 

 One copy of the designated lien agents contact information per NC §44A-11.1 See www.liensnc.com for 

further details and registration of your project. 

 

 A copy of recorded deed may be required to verify ownership.  A survey may also be required if lot 

configuration does not reflect the current records of the county.   

 

 Depending on the type and scope of your project we may also need approvals from any or any 

combination of the following state departments. The follow list is not all inclusive and your project may 

require approvals from some other authority not listed. 

 NC Dept. of Environment & Natural Resources (Erosion control permits, etc..) 

 NC Dept. of Transportation (Driveway permits) 

 NC Dept. of Fish & Wildlife (Endangered species protection, etc..) 

 NC Dept. of Environmental Health (Septic & Restaurants, etc..) 

 NC Dept. of Labor (Elevators, boilers, etc..) 

 

 

 A municipal zoning permit may be required if the subject property is located within one of the following 

municipalities or their ETJ. 

 Cameron: 910-245-3212  Taylor Town: 910-295-4010 

 Carthage: 910-947-2331  Vass: 910-245-4676 

 Foxfire: 910-295-5107   Whispering Pines: 910-949-3141 

https://www.moorecountync.gov
htp://www.liensnc.com


 

Revised 2/21/2018  2 

COMMERCIAL SITE PLAN CHECKLIST 

All commercial permit applications will be subject to Site Plan Review by the Moore County Planning 

Department prior to the issuance of a development permit. The Site Plan shall consist of three (3) sets of plans 

drawn to scale, one (1) of which shall be returned to the applicant upon approval. The Site Plan shall contain 

the following: 

 Name, address of owner and applicant. 

 Name, signature, license number, seal and address of engineer, land surveyor, architect, planner, 

and/or landscape architect, as applicable, involved in the preparation of the plan. 

 Dimension of property (front, side, and rear property lines) 

 Dimensions and locations of any existing or proposed buildings and signs 

 Existing and proposed uses of building(s) and/or land 

 Non-residential floor plans  

 Existing and proposed street right-of-ways and/or easements 

 Current and /or proposed setbacks from property lines, easements, and ROWs 

 Dimensions and locations of driveway, parking lots, and parking spaces 

 Dimensions and location of loading and unloading areas 

 Existing and proposed utilities  

 Non-residential screening plan 

 Significant natural features including floodplain, wetlands, lakes, streams, etc.  

 Existing and proposed impervious surface percentages 

 Location of any stormwater control devices, any stormwater control plans, and the name of the 

certifying engineer 

 Phasing plans 

 Any other information which the Zoning Administrator deems necessary as required per local, state, or 

federal law. 

ZONING DECISION SIGN 

Purpose. The zoning decision sign gives constructive notice, providing due process, to third parties that a deci-

sion has been made concerning the property upon which the sign is posted. Refer to NCGS 153A-345(b) and 

the Unified Development Ordinance - Section 4.4 for more information. 

 

Step 1. Please bring evidence that a zoning decision sign is built and ready to be installed when ready to re-

ceive your zoning permit. After the zoning permit is issued you will need to install the zoning decision sign. 

“Zoning Decision” font shall be a minimum of 6 inches tall. See the below illustration for reference.   
 

Step 2. The zoning decision sign must be installed on the site within 10 days of receiving zoning approval so it is 

visible to neighbors. It is recommended to put out more than one sign for visibility by neighbors.  
 

Step 3. Take a picture of the signs the day they are installed and email the pictures to the Planning Depart-

ment.  Theresa Thompson, tthompson3@moorecountync.gov or Darya Cowick, dcowick@moorecountync.gov 

 

Step 4. After the 10th day take another picture and email the Planning Department the picture before you 

take the sign down. After the 10th day of the sign may be removed.  

 
* ANY REQUIREMENT NOT MET SHALL NULL AND VOID THE ZONING PERMIT.   

 

Zoning Decision 
For more information contact: 

Moore County Planning Department 

910-947-5010 

“Zoning Decision” letters 

needs to be minimum 6 

inch high font. 

Other letters and num-

bers can be smaller 

than 6 inches. 



 

Revised 2/21/2018              *NOTE: The General Contractor must fill out and sign page 4 of this application.                          3 

Application Date 

Description of Proposed Work: __________________________________________________________________________________________ 

______________________________________________________________________________________________________________________ 

Applicant: Phone: 

Owner: Phone: 

Owner Address: Zip: St: City 

Location/Address of Property: 

Area (sqft)    Total :                            Finished Heated:                                                          Unfinished:                     

Bldg Height: Total Project Cost:  $ # Stories Length: Width: 

Utilities:                                                                                               AND  Private Well  Public Water  Private Septic System  Public Sewer 

Electrical:   

Mechanical: 

Plumbing: 

# of Amps: ____________________  Temporary Pole  Generator 

# of Systems: ______________  Fuel Gas Piping  Boilers   #:_____________ 

 Hood System(s) #: _________  Chiller(s): #: _____________  Refrigeration  #:_______ 

# of Baths  _________________ # of Spas ______________ # Water Heaters _________ # Clothes Washers  _______ 

# Additional Sinks __________ # Dishwashers  _________  Irrigation System    Fire Sprinkler System 

I hereby certify that all information in this application is correct and all work will comply with the State Building Code and other ap-

plicable State and local laws, ordinances and regulations.  The Inspection Department will be notified of any changes in the approved 

plans and specifications for the project permitted herein.  By signing below I attest that I have obtained all subcontractors permission 

to obtain these permits. 

Owner/Agent Signature: _____________________________________________________________   Date: ___________________________ 

Commercial Building Permit Application 

NC Dept. Environmental Health:  NC Dept. of Labor:  YES  NO  N/A 

NCDENR: NCDOT: NC Fish & Wildlife:  YES  NO  N/A 

Fire Prevention:   Fire Alarm  Sprinkler System  Ansil Hood System 

General Contractor:  License:  Phone: 

Address: City St Zip 

Plumbing Contractor:  License:  Phone: 

Address: City St Zip 

Mechanical Contractor:  License:  Phone: 

Address: City St Zip 

Electrical Contractor:  License:  Phone: 

Address: City St Zip 

Fuel Gas Contractor:  License:  Phone: 

Address: City St Zip 

Insulation Contractor:  License:  Phone: 

Address: City St Zip 

 YES  NO  N/A 

 YES  NO  N/A 

 Elevator  Boiler 

 YES  NO  N/A 
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AFFIDAVIT FOR WORKER’S COMPENSATION N.C.G.S. 87-14 
 

 

The undersigned applicant being the: 

_____General Contractor 

_____Owner 

_____Officer/Agent of the Contractor or Owner 

 

Do hereby confirm under penalties of perjury that the person(s), firm(s), or corporation(s) performing the work 

set forth in the permit 

 

 

_____Has three (3) or more employees and has obtained workers compensation insurance to cover them. 

 

_____Has one (1) or more subcontractor(s) and has obtained workers compensation insurance to cover them. 

 

_____Has one (1) or more subcontractor(s) who have their own policy of  workers compensation insurance to 

         cover themselves. 

 

_____Has no more than two (2) employees and no subcontractors. 

 

While working on the project for which this permit is sought it is understood that the Central Permitting Depart-

ment issuing the permit may require certificates of coverage of workers compensation insurance prior to issu-

ance of the permit and at any time during the permitted work from any person, firm or corporation carrying 

out the work. 

 

 

____________________________________________________________________________________ 

Company or Owners Name 

 

________________________________________________   ___________________ 

Owner / Agent Signature      Date 


