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RESIDENTIAL  

WALK-THROUGH PLAN CHECK &  

PERMIT PROCESSING 
 
The City of Westminster Building Division offers a walk-through plan review and permit process for 

minor residential construction projects as outlined below. In most cases, this process allows contractors 

and homeowners to obtain permits for small projects during the walk through, rather than wait the normal 

review time of two to four weeks it often takes to review and approve the construction plans. 

 

Due to time constraints, the walk-through process is restricted to decks, carports, patio covers, basement 

finishes, detached garages, storage sheds, simple interior remodels, structural repairs, fire repairs, 

fireplaces, hot tubs, gas pipe plan reviews, and similar small projects.  New home construction, additions, 

sunrooms, large interior remodels, photovoltaic systems, or commercial projects will not be included in 

this process. 

 

This service is available on a first-come, first-served basis. Walk-through hours are as follows:  

 

Monday afternoons from 1 to 5 pm 

Thursday mornings from 8 am to 12 pm 
 

You may only submit one project during any walk-through. Applications must be submitted with 

sufficient time to allow review and issuance of the permit prior to end of the walk-through window.   

 

To process a walk-through permit, applicants must first apply online using the City’s permitting portal; 

TRAKiT. This can be done at one of our Kiosks within the Building Division office. The applicant is to 

provide one set of plans to include: site plan, structural, foundation, electrical (if applicable), and 

architectural plans.  All plans should be drawn to 1/4” = 1’ or other identified standard scale.  Additional 

information may be required upon review.  Incomplete submittals cannot be processed. The applicant 

will meet with Staff and go over details of their project.  The required permits will be issued for plans 

that meet all applicable codes. This process should take about 30 minutes, plus the time you wait for 

those in line before you or the time necessary for Planning Division sign-off. We must end the walk 

through at the times indicated due to changes in staffing levels at those times. Individuals arriving later in 

the walk-through window may arrive too late to be helped that day. 

 

Planning Division approval is required for exterior projects such as accessory buildings, decks, carports, 

additions, and similar. This is handled as part of the walk-through process. The City of Westminster is 

not responsible for verifying HOA approval. It is the property owner’s responsibility to obtain approval 

of any HOA prior to permit submittal. 

 

There may be days that the walk through will not be available as scheduled. Notice will be posted 

at the Building Division counter and on the City’s website at least one week in advance if possible.  


