Connecticut Standardized Municipal Instructions for Residential Solar Photovoltaic (PV) Permitting Process 
Town of [MUNICIPALITY NAME] Building Department, Town of [TOWN]
[ADDRESS], [TOWN], CT [ZIPCODE]
Phone [XXX-XXX-XXXX] 	Fax [XXX-XXX-XXXX]
[NAME], Building Official
Hours [DAYS] [HOURS]
Permit Review Hours [DAYS][HOURS]
[EMAIL@WEBSITE]
[BUILDING DEPARTMENT WEBSITE]


[CUSTOMIZE ALL TEXT IN RED- Once adapted to your specific municipal process, these instructions should be paired with all application materials and posted on the municipal webpage]

Accessing Application Materials
The Building Permit Application can be found [ONLINE/IN PERSON] at [WEBSITE ADDRESS/ LOCATION]. These materials can also be found as a hardcopy located at the [DEPARTMENT LOCATION]. [LIST WHERE ANY ADDITIONAL REQUIRED PERMIT APPLICATIONS CAN BE ACCESSED]

Application Materials Checklist
Below is a checklist of materials needed for roof, ground and pole-mounted applications to be considered complete. Please note that applications with missing attachments will be delayed.

Roof Mounted:							Ground Mounted:
*Typical processing times are not guaranteed. Per state statute, municipal building departments have 30 days to approve/deny permits
· [TOWN] [BUILDING/ELECTRICAL/SOLAR PV] Permit Application and the following attachments:
· One-line electrical diagram
· One-line site plan
· [INDICATE STRUCTURAL REVIEW POLICY]
· Solar PV module specification sheets
· Inverter specification sheets
· Copy of E-1’s electrical license, insurance, worker’s compensation
· Application fee: [$X per first $1,000, $X per subsequent $1,000] 

The following is required IN ADDITION to the requirements for Roof Mounted Solar PV. Please call the [DEPARTMENT] for assistance
· [ADDITIONAL DEPARTMENT APPLICATIONS E.G. ZONING, WETLANDS, HEALTH] and [$X] fee
· [LIST WHEN CERTAIN PERMITS OR REVIEWS ARE REQUIRED E.G. WETLANDS PERMIT IF WITHIIN 100 FEET]
· 



Submitting Municipal Permit Applications
Applications must be signed and include payment to be considered complete. Completed applications can be submitted [ONLINE/VIA EMAIL/IN PERSON] to [WEBSITE/EMAIL ADDRESS/DEPARTMENT]. [INDICATE SEPARATE INSTRUCTIONS IF APPLICATION SUBMISSIONS DIFFER]. [INDICATE HOW FEES SHOULD BE SUBMITTED]. Applications [ARE/ARE NOT] circulated internally once submitted to department. Department [WILL/WILL NOT] call if information is missing. Applications will not be processed until all fees are submitted.

Process of Approval
The below steps indicate the departments in the order of required approvals and the typical processing time. [EDIT THE BELOW EXAMPLE TO REFLECT YOUR JURISDICTION’S PROCESS AND REMOVE ANY INAPPLICABLE DEPARTMENTS]
													  
	Town Department			Typical Processing Time*	Ground/Pole Mounted		Roof Mounted
· [Health District]				[ X Days]			[]			
· [Wetlands Commission]			[ X Days]			[]			
· [Zoning Department]			[ X Days]			[]			      []
· [Building Department]			[ X Days]			[]			      []Typically, the applicant will be notified by of permit approval via [EMAIL/PHONE/MAIL] within [X] business days



Inspection Requirements
[bookmark: _GoBack]Once all permits to construct the solar installation have been issued and the system has been installed, it must be inspected. [NUMBER] on-site inspection(s) is required for roof mounted systems and [NUMBER] inspections are required for ground and pole mounted systems. Inspections can be scheduled by contacting [DEPARTMENT] at [PHONE NUMBER/WEBSITE/EMAIL ADDRESS]. Inspection appointments are given a [SPECIFIC, 1 hour, 2 hour] appointment window. [INDICATE WHO IS REQUIRED TO BE PRESENT]
Once the system has passed inspection the Building Dep’t will notify [UTILITY] within [X] business day(s).

	
