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INFORMATION REQUIRED 

A letter from the applicant and property owner with the following information is required prior to the 
cancellation of any building permit. 

1. Name of property owner 

2. Address of property 

3. Building Permit Number 

4. Description of work being done 

5. Indicate reason for cancellation (There can be no work started) 

6. Date of the request 

7. Signature of permit applicant 

REFUNDS 

Refunds may be granted for permits not more  than 180 days from the date of issuance. 

1. No inspections or construction can have been performed. 

2. Only 80% of the building permit fee may be refunded. 

3. A copy of the cancelled check or receipt must be shown to verify person entitled to refund. 

4. Cancelled/Expired permits over 180 days from issuance will not be granted refunds. 

OFFICE PROCEDURE 

A copy of this letter will be electronically scanned and attached to the Building Permit Number. 

1. The permit can then be cancelled in the computer. 

2. The permit will be finaled stating the reason for cancellation. 
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