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SITE WORK PERMIT GUIDELINES 
 
Once your Site Plans are approved, you may apply for a Sitework Permit through iMS. When 
your application has passed the completeness check, staff will reach out to schedule a Pre-
Sitework Meeting.  

NOTE NEW PROCESS: THERE ARE NO LONGER TWO SEPARATE APPLICATIONS FOR THE 
SITE WORK PERMIT AND THE PRE-SITEWORK MEETING, YOU WILL NOW ONLY APPLY FOR 
THE SITEWORK PERMIT.  

PRE-SITEWORK MEETING 
The Pre-sitework Meeting serves as an opportunity for City Staff, owners, engineers, inspectors, 
contractors, and utility company representatives to discuss project expectations, coordination, 
contacts, work schedule, inspections, reviews, iMS documentation and other special activities such 
as resource protection, erosion control, MOT, Dewatering, testing, submittals, etc. 

Holding this meeting does not mean your site work permit has been issued. You will be notified by 
email when your site work permit has been issued. NO CLEARING, GRADING, TREE REMOVAL, 
OR CONSTRUCTION SHALL BEGIN UNTIL THE SITE WORK PERMIT HAS BEEN ISSUED! 
VIOLATION COULD RESULT IN DELAY OF WORK AND/ OR FINES! 

Required Documents: 
All associated fees, bonds, etc. must be paid prior to the Pre-Sitework Meeting. In addition, the 
following documents are required: 
• Upload stamped and approved site plan and survey 
• Notarized owner Letter of Authorization 
• Finalized Address Assignment Request Form, must submit approved site plans to Brevard 

County Address Assignment 
• Schedule of work 
• Approved and Executed Utilities Agreement, recorded with County 
• Name and contact for all contractors working on the project entered into iMS   
• Cost estimate for both on- and off-site improvements signed and sealed from the Engineer 

of Record. The estimate is to include cost information for all site development work  
• Environmental assessment, refer to Chapter 179 
• Copies of all outside agency permits including Notices of Commencement (NOC), Copy of 

FDEP NPDES notice of intent (NOI), SWPPP, and Inspector Certification 

 
 
 
 

 

https://www.palmbayflorida.org/home/showpublisheddocument/1310/637299845894330000
https://codelibrary.amlegal.com/codes/palmbay/latest/palmbay_fl/0-0-0-72752#JD_CHAPTER179
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Meeting Agenda: 
1. Welcome 
2. Introductions and Contact Information 

a. Palm Bay Development Team 
b. Construction Team 

3. Project Description (Applicant) 
4. Inspections, Reports, Testing Requirements 

a. Land Development – Permit Issuance and Certificate of Completion (CCR) Processes 
b. Melbourne Tillman Water Control District (MTWCD) -  
c. Utilities – water, sewer, notification, testing, coordination 
d. Public Works Engineering & NPDES – ROW, Traffic, Bonds, fees, SWPPP, Erosion 

Control  
5. Questions 
6. Conclusion 

 

SITEWORK PERMIT ISSUANCE 
Following the Pre-Sitework Meeting, the contractor has permission to install erosion control, the 
construction entrance, and tree protection barricades.  

NOTE NEW PROCESS: ONCE THESE ITEMS ARE IN PLACE, YOU WILL NEED TO REQUEST 
INSPECTIONS IN IMS, BY UPLOADING SEPARATE PDFS OF YOUR REQUESTS FOR BOTH 
THE “SWPPP” AND “TREE BARRIER” INSPECTIONS UNDER THE “REQUESTED FILES” 
TILE. STAFF WILL SCHEDULE THESE INSPECTIONS, AND YOU WILL RECEIVE NOTICE OF 
THE INSPECTION DATE THROUGH IMS. 

Once the SWPP and Tree Barrier inspections are passed, the Site Work Permit will be issued, and 
you will receive email notification. Only then can land clearing and grading activities commence. 

Important Reminders: 

• Assurance must be made so that the project will not negatively impact the surrounding on-
site and off-site areas. The owner and contractor are directly responsible for work zone 
traffic, MOT plan, control devises, workers, material, equipment and safety. (Traffic Safety 
Maintenance Certification Required from Florida Department of Transportation). 

• The Contractor is required to have copies of all permits available on project site. 

• The City Inspectors shall have the authority to immediately stop work on a project to 
prioritize remediation due to egregious or repeated violations of public health, safety, or 
environmental requirements, or other violations until the issue is satisfactorily remedied per 
the agency of jurisdiction and/or the appropriate City Department. 

• Any violation of codes and ordinances in the process of the construction will be reported to 
Code Enforcement/the Building Official if not immediately remedied. A stop-work order 
and/or other remedy may be issued for egregious or repeated offenses per code 
specification. Egregious offenses impact public health and safety.   

• Please refer to the City’s Noise Ordinance for permissible sound levels for time periods 
based on the receiving land use. 

• Hurricane Season begins on June 1st and lasts through November 30th each year. Should 
your work occur within this period, please refer to the Hurricane Season Site Preparation 
Guide for a site checklist and emergency contacts. 

 

https://codelibrary.amlegal.com/codes/palmbay/latest/palmbay_fl/0-0-0-60954
https://www.palmbayfl.gov/home/showdocument?id=28137&t=638882656474635785
https://www.palmbayfl.gov/home/showdocument?id=28137&t=638882656474635785
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Work Days and Times 
Per Section 92.07, No person shall operate or permit the operation of any tool or equipment in 
construction, drilling or demolition work between the hours of 9:00 p.m. and 7:00 a.m. 
Work outside of these hours 

• Work outside of these hours and/or on Saturdays requires approval by City Engineer, 
requests must be made no later than the preceding Wednesday.   

• Sunday and Holiday Work requires approval from the City Manager, or designee, requests 
must be made no later than the preceding Wednesday. 

 
Construction Changes 

• All site work and development shall be in accordance with the approved site plan and the 
conditions and requirements of applicable permits. 

• Request to changes from the approved plans must be submitted in writing and require 
Engineer of Record approval. 

• The project’s assigned planner must also be notified of the requested changes to determine 
if a “Revision to Approved Plans” (RTAP) application is required. 

• All changes shall be approved by the city prior to the construction and shall be included in 
the final as-builts for the project 

On-Site and Off-Site Testing: 
All reports must be signed and sealed with locations and submitted directly to the respective 
departments AND uploaded into iMS. 

Utilities:  
Water Line: 

Pressure 
Density 
Bacteriological 

Sanitary Line 
Force Main:  

Pressure 
Density 

Gravity: (video & written report)  
Low Pressure or Infiltration 
Exfiltration 
Smoke Test 
Density Reports for Areas above the Gravity Sewer Lines  
Lamping  
Manhole Inspection 

 
Utility Conflicts 
Florida Power & Light, Cable, Natural Gas, etc. Provide appropriate notification and locates 
required 48 hours prior to start of work. 

Driveway Permit 
Provide 48 hours notification prior to the installation of the driveway culvert pipe for the 
inspection of the culvert pipe as well as the driveway pre-pour inspection prior to the installation 
of final driveway surface. Requests for inspection can be made by calling your Engineering 
Inspector. 

Public Works:  
Concrete (Cylinder Test) 

Asphalt (Test Results) 
Compaction (Compaction Test) 

Subbase 
Base  
Densities 

 

https://codelibrary.amlegal.com/codes/palmbay/latest/palmbay_fl/0-0-0-60957
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Right-of-Way Permit 
Provide the following: 

• Provide 48-hour inspection notification prior to the installation of sidewalks, storm drainage 
structures and any utilities within the right-of-way. Requests for inspection can be made by 
calling (321)952-3403 or your Engineering Inspector. 

• Copy of ROW permit must be signed and dated by the permittee in the completion and 
restoration section and be returned to the Public Works Department upon completion of the 
project to initiate final inspection and final certificate of completion or occupancy. 

• Provide as-built plans of modifications within the rights-of-way prior to the request for 
certificate of completion or occupancy.  

• Work in the Right-of-way will require an MOT plan to be site specific.  MOT certification will 
be required. For the person in charge of MOT a copy of certification will need to be provided. 
Additionally, any time work is proposed near the road shoulder on City right-of-way an MOT 
plan may also be required.  

Stormwater Pollution & Prevention Plan (SWPPP) NPDES, CGP, & De-Watering 

• Contractor shall retain the services of NPDES certified inspector onsite to keep and 
maintain reports onsite in the permit job box and update the SWPPP as required by NPDES 
CGP after every revision proposed by the contractor. Inspection reports are due on a 
weekly basis and after a major storm event equal to or greater than 0.5 in (even on 
weekends) for FDEP and City inspection Reports shall be required for CC/CO. 

• The NPDES certified inspector and EOR shall approve all revisions to the SWPPP and 
notify City inspector.   

• Dewatering activities- Plan indicating the location and proposed system, i.e., length of 
points, size of headers, points of discharge along with proposed siltation protection, pump 
GPMs to be used shall be submitted to the Public Works Department for approval prior to 
installation. No dewatering well points shall be placed within five (5) feet of the edge of 
pavement, except in the case of a permitted road cut.  

• Overnight dewatering requires Public Works approval- must provide method of Reducing 
Noise and Emergency Contact. 

• Restoration of well pointing holes and voids shall be accomplished by hydraulic backfilling 
with clean sand and done in conjunction with the removal of the well points. 

• City inspector shall be notified immediately by contractor of all revisions to approved 
SWPPP and dewatering and shall inspect for NPDES compliance. 

 
CERTIFICATE OF COMPLETION 

• Once the as-built plans, signed off by the EOR, have been submitted into iMS and all 
required inspections/ reports are completed, you may submit your Certificate of Completion 
Request (CCR) through iMS. 

• At final inspection for CCR, the Land Development Inspector will be reviewing general site 
plan compliance, landscaping/ irrigation installation, and architectural elements.  

• Issuance of the CC will close the Site Work Permit. 
 
CERTIFICATE OF OCCUPANCY 

• No land or building, or part thereof, hereafter erected or altered in its use or structure shall 
be used until the Building Official shall have issued a certificate of occupancy 

• All requests for certification of occupancy are submitted and initiated through the Building 
Department. The Building Department will route information to each City Department 


