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COMMERCIAL APPLICATION 
 

BUILDING PERMIT, UTILITY INSTALLATION, INSPECTION & CERTIFICATE OF OCCUPANCY GUIDELINES AND REQUIREMENTS  

 

BUILDING PERMIT GUIDELINES AND REQUIREMENTS 
 
The following is required before your building permit application can be considered for 
approval: 

 
1. Application for Building Permit and Certificate of Zoning Compliance completed in full and 

signed. Follow all instructions on the application and include all requested information. 
2. Designation of Registered Design Professional completed in full and signed. 

3. A detailed site plan of the lot is required.  
4. Architectural, mechanical, plumbing, and electrical plans are required. Drawings for 

structures other than one- and two-family residences and their accessory buildings must be 

prepared, sealed, and signed by a design professional registered in the State of Illinois. The 
City of Waterloo has adopted the 2012 International Building Code with revisions, the 

National Electric Code, the National Fuel Gas Code and NFPA 54, and the Illinois State 
Plumbing Code. Consult Chapter 6, Building Code, of the City of Waterloo Code of 
Ordinances for details.   

5. Email a PDF of all drawings to nkrebel@waterloo.il.us . 
6. Application for Commercial Natural Gas Service completed in full and signed, if service is 

requested. 
7. Application for Electric Service completed in full and signed, if service is requested. 
8. Water Survey completed in full and signed.  

9. Refer to the latest City of Waterloo Construction Details for installation details of all utilities. 
 

All utility connection fees, inspection fees, and building permit fees must be paid before 
the building permit can be issued. 
 

Please be aware that plumbers and roofers who work in Illinois must be licensed by the 
State of Illinois. 

UTILITY INSTALLATION INFORMATION 
 

 For Gas and Electric Installation, call 618.939.8600 ext. 530.  Allow at least  
one (1) week notice. 

 Don’t forget to call JULIE, Illinois’ One-Call System, at 811 or 1.800.892.0123  
before you dig. 

               FIRE SUPPRESSION SYSTEMS INFORMATION 
 

The City of Waterloo requires all utilities to be fully metered, this includes all fire suppression 
systems. It is the Applicant’s responsibility to ensure that the fire suppression system is 

metered. See Waterloo Construction Details Manual for water metering requirements. 

 
 

 

mailto:nkrebel@waterloo.il.us
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Commercial Building Permit Guidelines & Requirements 
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INSPECTION GUIDELINES AND REQUIREMENTS 
 

It is the responsibility of the applicant to notify the appropriate contact when work 
has progressed to a point where an inspection is required. 

 
REQUIRED INSPECTIONS AND CONTACTS: 
 

 SITE – building is staked along with lot lines - City of Waterloo Building Inspector at 
618.939.8600 ext. 212. 

 

 BUILDING* - footings; waterproofing/backfill; frame and electrical; and final occupancy- City 

of Waterloo Building Inspector at 618.939.8600 ext. 212  
(48-hour notice required). 

 

 INTERIOR PLUMBING * – below grade rough-in; above grade rough-in; and final occupancy - 
Plumbing Inspector at 618.410-4908. 

 

 SEWER LATERAL – upon completion of tap-in but prior to covering (Must be installed as shown 

in City of Waterloo Construction Details.) - City of Waterloo at 618.939.8600 ext. 530. (If 
applicant notifies the City by 9:30 am, inspection will be same day.  If applicant notifies the 

City after 9:30 am, inspection will be the next business day.) 
 

 EXTERIOR PLUMBING – upon installation of water service but prior to covering** - City of 
Waterloo at 618.939.8600 ext. 530. (If City is notified by 9:30 am, inspection will be same 

day; if after 9:30 am, inspection will be the next business day.) 
 

*For more detailed requirements, contact the City of Waterloo Building Inspector or the 

Plumbing Inspector. 
** For details of water/fire suppression service installation, see attached “Detail Figure W-6 

thru W-8” or contact the City of Waterloo at 618.939.8600 ext. 530. 
 

CERTIFICATE OF OCCUPANCY 
 

When the Building Official receives confirmation of final inspection approval from the Building 
Inspector and Plumbing Inspector and notification from the Public Works Department that water 
and natural gas have been approved and turned on, a Certificate of Occupancy can be obtained. 

 
It is a violation of the City of Waterloo Ordinance to occupy or utilize any new structure for 

any purpose until the Building Official has issued a Certificate of Occupancy. 

 
I have read and understand the above Building Permit Guidelines and Requirements. 

 

 
 

 
Applicant 
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CITY OFFICES 
100 West Fourth Street 

Waterloo, Illinois  62298 

618.939.8600 
 

Stanley T. Darter, Mayor 

 

APPLICATION FOR COMMERCIAL/INDUSTRIAL BUILDING PERMIT 

AND CERTIFICATE OF ZONING COMPLIANCE 

FOR OFFICE USE ONLY 

 

Permit Number:   Date:  

Permit Issued:   Square Feet of Improvement:  

Permit Fee:     

Permit Denied:    

Cause of Denial:  

 

      

1. Name of Applicant(s):   Date:  

 Address:     

    Phone:  

 Email Address:     

 
2. Property Interest of Applicant:   (  ) Owner     (  ) Contractor     (  ) Contract Purchaser 

                                                (  ) Lessee    (  ) Other 

 
3. Name of Owner (if other than applicant):  

 Address:   Phone:  

      

 Email Address:  

 
4. Location of Proposed Construction 

 Address:   Lot No:  

 Subdivision (include phase of development):  

 
5. Current Zoning District:   

 
6. Existing Use of Property:   (  ) Vacant Lot       (  ) Residential     (  ) Commercial     

                                        (  ) Agricultural     (  ) Industrial       (  ) Other  

 
7. Proposed Use of Property: (  ) Residential       (  ) Commercial    (  ) Agricultural  

 

                                       (  ) Industrial         (  ) Other  
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8. Existing Use of Building (check all that apply)   

 (  ) Single Use 

 (  ) Mixed Use 

 (  ) Assembly - indicate purpose  (  ) Banquet Hall   (  )  Restaurant  

                                                 (  ) Tavern / Bar (  )  Other  

 (  ) Business  - indicate purpose  (  ) Architect        (  )  Attorney        (  ) Dentist  

                                                 (  ) Physician    (  )  Other  

 (  ) Residential - 3 family dwellings or more – number of units    

 (  ) Educational 

 (  ) Factory and Industrial    

 (  ) High Hazard 
 
9. Proposed Use of Building (check all that apply)  

 (  ) Single Use 

 (  ) Mixed Use 

 (  ) Assembly - indicate purpose  (  ) Banquet Hall   (  )  Restaurant  

                                                 (  ) Tavern / Bar (  )  Other  

 (  ) Business  - indicate purpose  (  ) Architect        (  )  Attorney        (  ) Dentist  

                                                 (  ) Physician    (  )  Other  

 (  ) Residential - 3 family dwellings or more – number of units    

 (  ) Educational 

 (  ) Factory and Industrial    

 (  ) High Hazard 
 
10. Type of Commercial / Industrial Construction: (  )Principal Building  (  )Interior Remodel 

 (  ) Addition to Existing Structure   (  ) Accessory Building  

 
11. TOTAL Square Feet of Proposed Construction:    

 
12. Does the site currently have onsite water detention?   (  ) Yes     (  ) No 

 
13. Does the proposed construction lie within any floodplain area?   (  ) Yes     (  ) No 
 

14. Does the proposed construction require fire sprinklers?   (  ) Yes     (  ) No 
 

15. Does the proposed construction require a kitchen hood?  (  ) Yes     (  ) No 
 

16. UTILITIES – does the current property have any of the following: 

    Electric: (  ) Single Phase  (  ) Three Phase – secondary voltage on three phase ________ 

    Gas:  (  ) 275,000 btu  (  ) 415,00 btu  (  ) 1,200,000 btu  (  ) other _____ btu 

    Water (1” meter):  (  ) Yes  (  ) No  (  ) other               Sewer: (  ) Yes  (  ) No 

 

   Lawn Irrigation: (  ) Yes  (  ) No 
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Service Connections Requested: 

    Electric: (  ) Single Phase  (  ) Three Phase – secondary voltage on three phase ________ 

    Gas:  (  ) 275,000 btu  (  ) 415,00 btu  (  ) 1,200,000 btu  (  ) other _____ btu 

    Water (1” meter):  (  ) Yes  (  ) No  (  ) other               Sewer: (  ) Yes  (  ) No 

    Lawn Irrigation: (  ) Yes  (  ) No 

 

17. CONTRACTORS: 

 General (name and business name):  

      Phone:   Email:   

 Electric (name and business name):  

      Phone:          Email:  

      State of Illinois License No:  

 Plumbing (name and business name):  

      Phone:          Email:  

      State of Illinois License No:  

 Roofing (name and business name):  

      Phone:          Email:  

      State of Illinois License No:  

 Kitchen – hood fire suppression: Name:  

  Business name:  

      Phone:          Email:  

 Fire Sprinkler (name and business name):  

      Phone:          Email:  

 

 

 

 

Application is hereby made for a Certificate of Zoning Compliance and Building Permit, as 

required under the Ordinances of the City of Waterloo, Illinois for the erection and use of 

buildings and premises.  In making this application, the applicant represents all of the above 

statements and any attached maps and drawings to be a true and accurate description of the 

proposed new or altered uses and/or buildings.  The applicant agrees that the permit applied 

for, if granted, is issued on the representations made herein and that any permit issued may be 

revoked without notice on any breach of representation or conditions.  It is understood that any 

permit issued on this application will not grant right of privilege to erect any structure or to use 

any premises described for any purpose or in any manner prohibited by the City’s Ordinance. 

 Applicant’s Signature:   

 Owner’s Signature:    
(if other than Applicant)  

 

TEMPORARY CERTIFICATE OF ZONING COMPLIANCE 

Changes in site plans or specifications SHALL NOT be made without written approval of the appropriate 

City Officials.  Failure to comply with the above shall constitute a violation of the provisions of the City of 

Waterloo Zoning Ordinance. 

 

 

 

 

Dated  Zoning Administrator  
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CITY OFFICES 
100 West Fourth Street 

Waterloo, Illinois  62298 

618.939.8600 
 

Stanley T. Darter, Mayor 

 

 

DESIGNATION OF REGISTERED DESIGN PROFESSIONAL 
 

Subject Property Address:  

Owner of Property:  

Description of Project:  

  

Name of Registered Design Professional 

Name:  

Address:  

  

Phone:  Email:  
The above-named registered design professional has been requested to prepare construction 

documents for the above-named project and is hereby designated as the registered design 

professional in responsible charge, including being responsible for reviewing and coordinating submittal 

documents prepared by others, including phased and deferred submittal items, for compatibility with 

the design of the building. All documents and plans are to be submitted to:  

 

City of Waterloo Building Official 

100 West Fourth Street 

Waterloo, Illinois 62298 

618.939.8600 

   
Date  Property Owner 

   
I accept designation as the registered design professional for the above-named project 
(please include stamp): 

   

   
Date  Design Professional 
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CITY OFFICES 

100 West Fourth Street 
Waterloo, Illinois  62298 

618.939.8600 
 

Stanley T. Darter, Mayor 

 

 

APPLICATION FOR COMMERCIAL / INDUSTRIAL  

NATURAL GAS SERVICE 
 

The undersigned hereby requests that the City of Waterloo provide a gas connection at the following 
described property to wit: 
 

Applicant’s Name:  

Connection Address:   

Gas Meters (The following meters will be required at the site): 

     
Meter  Location/Address  BTU Input 

     

     

     

     

     

     

     

     

 
Which have a total BTU Input of _________________. Applicant agrees to make a new 

application for any additional equipment to be added to his/her gas service after this 
application. The addition of equipment with total BTU Input greater than that shown herein, 

without the filing and approval of a new application, shall constitute cause for entire 
discontinuance of natural gas service by the City. 
 

CONNECTION FEE: The City shall charge for non-residential connecting taps and for 
connecting taps larger than ¾” to the gas main, the sum of Seven Hundred Forty-Nine and 

00/100 Dollars ($749.00) plus One Hundred Sixty-Seven and 35/100 Dollars ($167.35) per 
each 100,000 BTUH of connected load or fraction thereof. The City shall charge, and the 
applicant shall pay, the cost to the City for the service line, regulator, meter, stop cock, 

excess flow valve and other parts, materials and items plus the cost to the City for labor, 
equipment use and engineering relating to the installation. The connection charge shall be 

paid at the time of application, and costs for installation shall be paid before gas service is 
commenced. 
 

38-2-8 ALL SERVICE SHALL BE METERED (B) All gas service shall be metered with a meter of 
adequate size to measure the amount of gas consumed. Meters shall be of standard design 

and may be of the diaphragm, rotary or turbine type properly used at the discretion of the 
city's Public Works Director. The measurement pressure base shall be seven inches water 
column. The temperature base shall be 60°F. 
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As an inducement of the City of Waterloo to accept this application, the applicant: 
 

1. Agrees to pay for all gas used on said premises at the rates provided by City Ordinance.  
 

2. Agrees to abide by the rules and regulations of said City, and to further pay the minimum 
rate set by City Ordinance after gas service is available to said premises, but prior to usage 

by the applicant. 
 

3. Agrees that the City assumes no responsibility for the interruption of service and the City 
shall have the right to discontinue service to said property for any of the following reasons: 

 

a. When the safety of the general public is endangered or public convenience and necessity 

requires. 
 

b. Defective gas services and equipment on said premises, 
 

c. City maintenance and construction operations, 
 

d. Violation of the City rules and regulations and/or failure to pay charges for service 

rendered. 
 

All connections to the City Gas Utility Service shall be made by the City. 
Connection charges must be paid in full to the City before the City commences work. In the 

event that additional charges become necessary because of unusual or unexpected 
circumstances, such charges must be paid in full to the City as soon as the work is completed. 
Under no circumstances will gas service be initiated until all connection charges are paid in full. 

Connection charges are non-refundable once work has commenced. 
 

EASEMENT: Applicant, by the execution hereof, grants unto the City the right to install and 

maintain the gas service line on the property to be served by said line and the right to extend 
along and across such property for the making of other service connections from the same gas 
service line. 
 

TIME LIMITATIONS: The City will not install a gas service line more than 60 days prior to its use 
for service. If the gas connection is not installed and complete for service within 90 days from 

the date the application was granted by the City, said application shall be null and void and of 
no further effect. 
 

RATE: Applicant agrees that unless he otherwise makes written request to the City, he will be 
billed under the provisions of Rate “General Service”. 
 

PROPERTY OWNER LIABLE: The property owner is liable, and by the execution hereof, agrees to 

promptly pay any delinquent charges for gas service to his tenant. The City reserves the right, 
and the property owner by the execution hereof, agrees to the discontinuance of gas service to 

said premises until said delinquent charges are paid. 
 

RULES AND REGULATION – PART OF CONTRACT: All the rules and regulations concerning the 
natural gas system as approved by the City Council of the City of Waterloo are incorporated and 

made a part hereof and shall be binding on every gas customer and landlord. 
 

SPECIAL NOTICES AND CONDITIONS: Any special notices and conditions of this application are 

shown below and are incorporated herein. 
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Dated at Waterloo, Illinois, this ______day of _________________________, 20_____. 
 

 
Tenant  Owner 

   

Address  Address 

 

Application accepted by the City of Waterloo, Illinois, this ___day of ______________, 20__. 
 

Receipt of $______________in payment for gas connected hereby acknowledged. 
 
 

 
  Official Personnel  

 

Account Number(s) 

  

   

   

 

SPECIAL NOTICES AND CONDITIONS 
 

Attention of the Applicant, Tennant and Owner is also directed to the following: 
 
A. All piping must be pressure tested in accordance with the latest revision of NFPA 54 to a 

pressure of not less than 20 psig.  Said test shall be held by the Applicant or representative 
of Applicant until witnessed by the City gas employee responsible for initiating or restoring 

service. 
 

B. Flexible connectors may not be used except as provided in the revised Municipal Code at  
38-2-17 (H). 

 

C. Unvented appliances of any type may not be used excepting kitchen ranges, clothes dryers 

and refrigerators as provided in the Revised Municipal Code at 38-2-17 (K). 
 

D. Unless otherwise specially provided, every backfill at building wall or other excavation near 
or under a gas service line (or Main) shall be done with compacted sand to a point at least 

6” above the level of the gas service line (or Main). The lateral extent of the sand backfill on 
each side of the service line shall be equal to the depth of the excavation. That is, for an 

excavation 5 feet deep, the sand backfill must extend 5 feet on each side of the service. 
 
Sand backfill is the preferred method unless special circumstances clearly dictate another 

means. If a request is made to use a special bracket support, manufactured for the purpose, it 
must be done in writing to the Director of Public Works and subsequently approved by him in 

writing. 
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CITY OFFICES 
100 West Fourth Street 

Waterloo, Illinois  62298 

618.939.8600 
 

Stanley T. Darter, Mayor 

 

 

APPLICATION FOR COMMERCIAL/INDUSTRIAL  
ELECTRIC SERVICE 

 
The undersigned hereby requests that the City of Waterloo provide an electrical connection 

to the municipal electric system at the following described property to wit: 
 

CONNECTION ADDRESS: ___________________________________________________ 
 
TYPE OF CONNECTION:   

 

COMMERCIAL/INDUSTRIAL: (  ) NEW SERVICE (  ) EXPANDED SERVICE 
(SINGLE PHASE)    

 
COMMERCIAL/INDUSTRIAL: (  ) NEW SERVICE (  ) EXPANDED SERVICE 
(THREE PHASE) 

 
REQUESTED TRANSFORMER SECONDARY SIDE AMP RATING _____ AMPS, SECONDARY VOLTAGE______ 

 
Connection Fee: Applicant tenders herewith the sum of $____________________ in 
payment of the electric connection fee.  As an inducement of the City of Waterloo to accept 

this application, the applicant: 
 

1. Agrees to pay for all electricity used on said premises at the rates provided by City 
Ordinance. 

2. Agrees to abide by the rules and regulations of said City, and to further pay the 

minimum rate set by City Ordinance after electric service is available to said premises, 
but prior to usage by the applicant. 

3. Agrees that the City assumes no responsibility for the interruption of service and the 
City shall have the right to discontinue service to said property for any of the following 

reasons: 
a. When the safety of the general public is endangered or public convenience and 

necessity requires, 

b. Defective wiring and equipment on said premises, 
c. City maintenance and construction operations, 

d. Violation of the City rules and regulations and/or failure to pay charges for 
service rendered. 

 

All connections to the City Electric Utility Service shall be made by the City. 
 

Connection charges must be paid in full to the City before the City commences work. In the 
event that additional charges become necessary because of unusual or unexpected 
circumstances, such charges must be paid in full to the City as soon as the work is 

completed. Under no circumstances will electric service be initiated until all connection 
charges are paid in full. Connection charges are non-refundable once work has commenced. 
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EASEMENT: Applicant, by the execution hereof, grants unto the City the right to install and 
maintain the electric service line on the property to be served by said line and the right to 

extend along and across such property for the making of other service connections from the 
same electric service line. 
 

LANDSCAPING: The applicant hereby agrees to re-landscape, including seeding or sodding, 
any areas excavated and backfilled by the City and to hold the City harmless for subsidence 

or sinking of any excavated area on the property. 
 
PROPERTY OWNER LIABLE:  The owner(s) of any real estate or improvements thereon, or the 

owner of the beneficial interest of any trust holding title to land or improvements served 
hereunder shall be responsible for any delinquent charges for electric service to such real 

estate and/or improvements. 
 
The applicant hereby agrees that the City is under no obligation, nor can it be held liable for 

any damages for not serving said premises, but it is understood and agreed that the above 
connection fee will be refunded upon applicant’s request is electric service is not available 

within one (1) year from this date. 
 
We, the undersigned, by execution of this agreement, hereby agree to be bound by all the 

terms and conditions set forth herein.  The undersigned further agrees that the installation 
will not be placed in operation until proper inspection has been made by the Electric 

Inspector of the City of Waterloo; or his representative. 
 

Dated at Waterloo, Illinois, this _____ day of __________________________, 20____. 
 
 

Renter  Phone  Property Owner  Phone 

     

 Email 
 
 

  Email 

Renter  Phone  Property Owner  Phone 

  

 Email 
 
 

  Email 

Mailing Address  Mailing Address 

   
 

Application accepted by the City of Waterloo, Illinois, this ___day of ____________, 20___. 
 
Receipt of $_________________ in payment for electric connection is hereby acknowledged. 

 
 

Rate:    

  Office Personnel 

Account Number(s):   
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