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Introduction and Table of Contents

This document is intended to establish a zoning guide for building permit applicants.  It is important for both the applicant and the Zoning Officer to 
speak a similar “language.”  This allows the permit review process to flow more succinctly and reduce the amount of time spent requesting and creating 
additional information.

As an applicant, you should review this document prior to submitting your building permit.  The graphics and dialogue shall direct your submittal so that 
your finished product enables efficient review of your permit by the Zoning Officer.  Please review the Zoning Pre-submittal Checklist in this document 
(Page 17) prior to submitting your permit.

This submittal guide is intended to assist applicants in the preparation of building permits for zoning review.  This document does not amend or supersede 
the City of Aspen Land Use Code (LUC).  Applications must comply with the City of Aspen LUC.  If this guide conflicts with the Land Use Code, the 
provisions of the LUC shall prevail.  

Note, this document only addresses the building permit sheets required for zoning review.  Additional sheets may be required by other departments, and 
the applicant should check with those departments to confirm requirements.

This document was created on February 28, 2012 and updated on April 30, 2012.
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General Guidelines
1. Submit two full sets of plans at 24” x 36”, as 

well as one reduced 11” x 17” set.

2. The Community Development Department 
now requires the following sheets to be 
highlighted in the building permit submission 
as “Zoning” Sheets or “Z” sheets.  These are 
the only sheets the Zoning Officer will review 
to ensure compliance with all applicable Land 
Use Code requirements, and as such should 
accurately represent the project.  In addition, 
all permits shall include a certification by 
the architect or contractor of record that all 
information on the “Z” sheets, including, floor 
area, setbacks, and heights, are correct and 
accurately reflect what will be constructed.

• Land Use Approvals
• Site Plan, including site coverage, any 

development in setbacks, exterior 
mechanical equipment, outdoor 
lighting, etc.

• Fees
• Heights, inclusive of applicable section 

drawings
• Demolition
• Floor Area Calculations
• Floor plans (lowest level to highest 

level)
• Elevations
• Sections and Detail sheets, where 

necessary to show compliance
• Landscaping
• Residential Design Standards

3. All permits must include a survey.  This does 
not need to be labeled as a “Z” Sheet.

4. All permits must include a written scope of 
work.  This is preferably located on the title/
cover page.

5. All pages with graphical representations must 
include a north arrow, scale, and page title/
description.

6. If a permit is pursuant to a Development 
Order, the full text of the approval - including 
ordinance, resolutions, agreements, and 
other land use approvals - shall be printed 
on the title page of the permit or the pages 
immediately following the title page.

7. All permits shall be accompanied by a 
letter of approval from the property owner, 
homeowners’ association, board of directors, 
etc. which grants permission for the scope of 
work proposed and for the architect and/or 
contractor to work on their behalf.

8. All permits with a scope of work affecting the 
exterior of the building shall include: 

• a site plan identifying setbacks, building 
envelopes, as well as the street and 
alley (if applicable).

• a stamped/certified survey which 
displays any easements, and any 
approved building envelope. 

• a roof plan with measured height of 
the roof over topography, as well as 
height measurements on elevations.  
See the Land Use Code, 26.575, for the 
calculation of height.     

9. When development is proposed within 
required setbacks, a Development in 
Setbacks sheet shall be created showing the 
type of construction, vertical depth, horizontal 
extension, and material.  See the Land Use 
Code, 26.575, for allowed projections into 
setbacks.  This can be incorporated into the 
site plan sheet.

10. The property’s zone district, Gross Lot Area, 
Net Lot Area, and residential density shall be 
expressed on the floor area or floor area ratio 
sheet.  See the Land Use Code, 26.575, for 
the calculation of lot area.  

11. Existing floor plans shall be printed on the 
same sheet as the proposed floor plans.  The 
floors should be ordered from lowest floor to 
the highest floor (i.e. basement, first floor, 
second floor).  Include plans and elevations of 
all floors and facades, including the roof.  All 
mechanical equipment shall be identified.

12. Any drawings dealing with the 
    measurement of height (i.e. building height, 
    subgrade exposed wall) shall display both 
    natural and finished grade.  See the Land Use  
    Code, 26.575, for more information.
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13. All mechanical equipment shall be identified 
on the elevation sheet, plan view sheet, and/
or roof plan sheet, as applicable.

14. When outdoor lighting is proposed, the 
    Outdoor Lighting Plan shall show the type of 
    bulb, intensity, and planned shielding.  See   
    the Land Use Code, 26.575, for the City’s 
    outdoor lighting standards.

15. Gridlines shall be included on plans.

16. All Change Orders shall highlight with clouds 
or bubbles all areas changed, and include a 
bulleted list of the changes.  All changes 
must be identified in this manner. 

17. As applicable, if any of the above are 
not provided, the Zoning Officer will 
place the permit on hold until the plans 
have been revised.

18. Please review the Building Permit 
Checklist prior to building permit 
submission to ensure compliance with all 
City requirements.

General Guidelines, cont.
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Fees
A number of Impact Fees are collected as part of a building permit.  These are reviewed as part of the Zoning Review.  Your building permit application 
must include a calculation of the Impact Fees outlined in LUC Section 26.610 and 26.620, when said fees are required, as well as any other mitigation 
fees required.  These include, but are not limited to, housing mitigation, public amenity space, and parking.  A copy of the latest fees, as well as 
methodology, is available on www.AspenPitkin.com.  

Parks Impact Fee & TDM/Air Quality Impact Fees
These Impact Fees have been enacted for the purpose of implementing the City’s plans for capital facilities by requiring that new development pay for its 
fair share of such facilities through the imposition of impact fees that will be used to finance, defray or reimburse all or a portion of the costs incurred by 
the City to serve new development.  Impact fees are assessed on net additional Floor Area or Net Leasable Commercial Area in a project.  Floor Area and 
Net Leasable Commercial Area are defined and calculated according to the City of Aspen Land Use Code.

Parks Development Impact Fee
Residential & Hotel  $5.45 per square foot of new Floor Area
Nonresidential   $4.10 per square foot of new Net Leasable Commercial Space

TDM/Air Quality Impact Fee
Residential & Hotel  $0.61 per square foot of new Floor Area
Nonresidential   $0.46 per square foot of new Net Leasable Commercial Space

School Lands Dedication Fee
The Aspen School District requires land for necessary school functions such as school buildings, support facilities, open space and recreation areas, 
and housing for employees and their immediate families.  The purpose of this system is to ensure that, as development occurs and enrollment in the 
schools grows, the current level of service provided to students can be maintained.  Impact fees are assessed on net additional residential Floor Area in a 
project.  Floor Area is defined and calculated according to the City of Aspen Land Use Code.

This fee is calculated in three steps:
1. Determine the number of additional students generated by the development.
2. Determine the square footage of land required for dedication.
3. Determine the cash-in-lieu payment.

Please visit www.AspenPitkin.com for the full methodology for the School Lands Dedication Fee calculation as well as an example.
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Displaying Existing and Proposed Development
1. The example on the next page shows how existing and proposed floor plans should be displayed.  Notice that the project includes the addition of a 

garage, mudroom, and expanded kitchen space.

2. Having both drawings on one page eliminates having to leaf back through the plan to compare the existing conditions to the proposed scope-of-work.  

3. If the project is too large to accomplish this, the existing floor plan shall be on a sheet of its own, immediately followed by the proposed floor plan.

4. A scale and north arrow shall be provided to assist the Zoning Officer’s review.

5. Change Orders:  All changes shall be represented with clouds or bubbles to highlight the affected area.

6. Exterior and interior walls shall have different line weights, with the exterior wall having the heavier line.
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Kitchen Study

Bedroom Bedroom

Bath

Bath

Living/Dining

Displaying Existing and Proposed Development
Existing Floor PlanProposed Floor Plan

Mudroom

Garage

Kitchen Study

Bedroom Bedroom

Bath

Bath

Living/Dining

     
   = Changes
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Displaying Floor Area Calculations
1. The examples on the following pages are intended to show how floor area should be represented in building permits.   

2. Drawings shall be presented in a 1/4” = 1’ scale.  1/4” is preferred, but 1/8” is acceptable.

3. Depending on the project size, as much of the project’s scope-of-work should be included on one sheet as possible.  It is acceptable to use one sheet 
to show Floor Area Calculations and Existing & Proposed plans.  

4. If the project is a renovation, there shall be calculations for the existing structure AND the proposed structure.  It is satisfactory to put all existing 
floor plans and floor area on one sheet, with the proposed floor plans and floor area on a sheet immediately thereafter.  This includes any deck/
balcony areas.

5. Floor plans shall show the layout of the floor (i.e. walls, stairs, hallways) and include a numerical tabulation of floor area.

6. A legend shall be created showing all exemptions and sub-calculations, including but not limited to deck space, garage space, and non-unit space.  
These different areas shall be color-coded or represented by different hatch types.

7. Subgrade calculations shall be incorporated on the floor area calculation page and the data should be added to the calculation methodology table.

8. A calculation methodology table shall be created that states the zone district, density, gross lot area, net lot area, allowable floor area, existing floor 
area, proposed floor area, exempt floor area, net livable area, net leasable area, and any other amounts that are related to the project.
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Existing Floor Area Calculations

Lower Level 97.20 sq. ft. B, C, D

(only 7.2% of total 1,350 counts) 

Main Level  1,350 sq. ft.

Upper Level 990 sq. ft.  G

Garage   N/A E

Decks/Porch 0  sq. ft. F, G

Total  2,437.20 sq. ft. 

Proposed Floor Area Calculations

Lower Level 102.11 sq. ft. B, C, D  
(only 7.32% of total 1,395 counts)

Main Level  1,449 sq. ft.

Upper Level 990 sq. ft. G

Garage  65 sq. ft. E

Decks/Porch 0  sq. ft. F, G

Total  2,606.11 sq. ft. 

Zoning  R-6 Residential

Existing
Development Single Family Residence 

Proposed
Development Single Family Residence

Net Lot Area 6,380 sq. ft. (88’ x 72.5’) A

Gross Lot Area 6,380 sq. ft. (88’ x 72.5’) A

Allowable 
Floor Area  3,293.20 sq. ft. 

Allowable 
Exempt Deck 493.98 sq. ft. (15% x 3,293.2) Notes

A) No slopes exist that would reduce the Net Lot Area from Gross Lot Area.

B) The storage/mechanical area is included at 100%

C) Stairs count on all but the top floor, per 26.575.020.D.2

D) Lower level floor area to count based on % of wall exposure, per 26.575.020.D.8:
Lower level has 1,560 sq. ft. of total wall area, with 114.19 sf. ft. of exposed wall area, or 7.32%.  Therefore, 
the amount of countable lower level floor area is 102.11 sq. ft. (7.32% x 1,395 sq. ft. of floor area)

E) 250 sq. ft. of garage is exempt from floor area calculations at 100%, the next 250 sf. ft. is exempted at 
50%, per 26.575.020.D.7.  There is no existing garage.  The new garage is 380 sq. ft. (380 – 250 = 130, 130 
* 50% = 65 sq. ft. counts) 

F) The 52 sq. ft. front porch (8’ x 6’6”) is within 30 inches of finished grade and is exempt from floor area, per 
26.575.020.D.5

G) The 360 sq. ft. upper deck is less than 15% of the property’s maximum allowable floor area, and is 
therefore exempt from floor area, per 26.575.020.D.4

Displaying Floor Area Calculations
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 = Changes

 = Interior Space

 = Deck Space

 = Garage Space

Displaying Floor Area Calculations
Proposed Basement Level

Proposed Ground/1st Level

Proposed Upper/2nd Level

Existing Basement Level

Existing Ground/1st Level

Existing Upper/2nd Level
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Subgrade Wall Calculations
1. Any floor including subgrade areas shall display subgrade wall areas as represented on the following page.

2. Each subgrade wall shall include accurate dimensions.

3. Where dimensions cannot easily be given (i.e. exterior wall with sloped topography) the area of the exposed wall shall be given.  

4. Areas should be given on all separate shapes along the subgrade wall.

5. Drawings shall be presented in a 1/4” = 1’ scale and shall include a legend.  1/4” is preferred, but 1/8” is acceptable.

6. See the Land Use Code, 26.575, Subgrade Areas, for additional information on subgrade calculations.
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Subgrade Wall Calculations

A

B

C

D

 = Exposed wall

 = Wall below most 
    restrictive grade

Wall A
Exposed Wall =  67.52 sq. ft.
Total Wall Area =  330 sq. ft.

Wall B
Exposed Wall  =  14.58 sq. ft. 
Total Wall Area =  150 sq. ft.

Wall C
Exposed Wall  =  0 sq. ft. 
Total Wall Area =  30 sq. ft.

Wall D
Exposed Wall =  20.06 sq. ft.
Total Wall Area =  300 sq. ft.

Wall E
Exposed Wall =  0 sq. ft.
Total Wall Area =  300 sq. ft.

Wall F
Exposed Wall =  12.03 sq. ft.
Total Wall Area =  450 sq. ft.

Overall Total 
Total Exposed Wall = 114.19 sq. ft.
Total Wall Area = 1,560 sq. ft.
% of Exposed Wall = 7.32 %

E

F

A

B C

D

E

F
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Existing Home Proposed Home

North Wall

West Wall

West RoofEast Roof

How to Display Demolition Calculations (Exterior)
Demolition shall be represented in the building permit in a way that expresses the Land Use Code 
language in a simple manner.  The most critical element is to show the areas of the exterior walls/roof 
and to adjust accordingly for any fenestration.  Demolition, by definition, is triggered when more than 
40% of the exterior wall/roof assemblies are removed, or structural components necessary for an 
assembly’s integrity.  The Zoning Officer should be able to find area totals for wall/roof assemblies of 
the entire structure and be able to easily check the percentage being demolished.

The following example is a very SIMPLE model of how demolition calculations should be shown.  For 
this example, we are using a four-sided home with a roof containing only two slopes and simple 
fenestration.  Notice below that the scope-of-work includes removing a portion of the roof and 
adding a shed dormer.  The graphics on the following page display how (graphically) this should be 
represented in the building permit.  In this example it is assumed that no structural components are 
being removed.

What is Fenestration?  
Fenestration is any opening on the exterior 
of a building such as doors, windows and 
skylights.  Fenestration does not count towards 
the demolition percentage unless it is new, 
expanded, or relocated.
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How to Display Demolition Calculations (Exterior)
1. Each exterior wall and roof segment shall be displayed as a FLAT plane with area tabulations

2. The actual submittal should have a scale of 1/4” = 1’.  1/4” is preferred, but 1/8” is acceptable.

3. Each area should include dimension lines (some detail was omitted from this example due to space 
constraints)

4. A table shall be created that displays the total calculation. (See right)

West Roof Total Area:  700 sq. ft. 
Roof Surface Demolished:300 sq. ft.

East Roof Total Area:  700 sq. ft

East Wall Total Area: 315 sq. ft. 
Fenestration:  110 sq. ft.
Area attributable to demo calc:  205 sq. ft.

West Wall Total Area: 315 sq. ft. 
Fenestration:  135 sq. ft.
Area attributable to demo calc:  180 sq. ft.

North Wall Total Area: 450 sq. ft
Fenestration: 115 sq.ft.

South Wall Total Area: 450 sq. ft
Fenestration:  90 sq. ft.

Area attributable to demo calc:  360 sq. ft.

Area attributable to demo calc:  335 sq. ft.

 = Fenestration  = Area to be demolished

Total Exterior Surface Area: 2,930 sq. ft.
Area reduced for fenestration: 450 sq. ft.
Area used for Demo Calculation: 2,480 sq. ft.
Surface area being removed:  300 sq. ft.

Percentage of structure demolished: 12%
(300/2,480 = 12%)
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25’

25’

Finished grade (more restrictive)

Floor plate shown

Zone district height 
carried
across the site

12”
5”

Roof pitch 
included (5:12)

Mid-point of roof 
pitch below 25’

Chimneys permitted to 
extend beyond height limit.  
See Section 26.575.020 

How to Represent Height
1. Natural and finished grade must be shown.  The Zoning Officer will use the more restrictive grade to measure building height, pursuant to Section 

26.575 of the Land Use Code.

2. The building’s floor plates must be shown.

3. The zone district’s maximum height limit must be carried across the elevation and reflect any topography changes.

4. All elevations shall clearly show the pitch of the roof, and the appropriate measuring reference point

5. Drawings shall be presented in a 1/4” = 1’ scale.  1/4” is preferred, but 1/8” is acceptable.

6. All permits shall include a roof plan over topography, with natural and finished grade labeled.

Natural grade 
(less restrictive)
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Residential Design Standard Compliance
1. The following must be satisfied (as applicable) per the project’s location and zone district.  See Section 26.410, Residential Design Standards (RDS), 

for more information.

• Building Orientation and Build-
to Lines:  On a site plan showing 
proposed conditions, it shall be clear 
how the project orients with the 
adjacent street.  Also, the front-yard 
setback should be shown so that the 
Zoning Officer can verify the Build-to 
Lines requirement.

• Secondary Mass:  When secondary 
mass is required the floor area sheet 
shall indicate how much gross square 
footage is being allocated to the 
secondary mass.  Elevations shall be 
provided showing the separation of 
the secondary mass from the principal 
building.

• Parking, Garages, and Carports:  
The site plan and elevations shall 
provide enough information so that 
the Zoning Officer can easily identify 
compliance with the RDS.  If the floor of 
the garage or carport is above or below 
street level, the elevation shall show 
the depth of the driveway cut/ramp. 

• First Story Element:  A site plan 
and elevation shall be provided to 
adequately demonstrate compliance 
with this standard.  The site plan shall 
include the overall building width and 
the elevation shall indicate the height of 
the first story element.

• Windows:  The finished floor plate 
shall be indicated on all street facing 
elevations so that the Zoning Officer 
can determine compliance of the “no 
windows spanning through the 9’ - 12’ 
area” standard.

• Lightwells/Egress:  The site plan (or 
main level floor plan) shall show ALL 
areaways, lightwells, and/or stairwells.

• Context:  The building elevations 
shall demonstrate ALL materials.  An 
elevation shall also be provided that 
shows an outline (or ghosted image) of 
the neighboring property(s).  This will 
be used to determine compliance with 
the Inflection criteria.

2. The building permit application shall either include a single sheet illustrating compliance with the Residential Design Standards, or a 
sheet direct the Zoning Officer to the other “Z” sheets that demonstrate compliance.
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13. Have you displayed compliance for all 
     applicable Residential Design Standards?

14. Have you included a certification by 
     the architect or contractor of record that 
     all information on the “Z” sheets, 
     including, floor area, setbacks, and 
     heights, are correct and accurately 
     reflect what will be constructed?

6. Have you included a letter from the 
property owner, homeowner’s association, 
or board of directors granting permission 
for the architect and/or contractor to do 
the work?

7. Have you placed existing and proposed 
floor plans on the same page?  If the 
scope-of-work is too large, have you 
placed proposed drawings immediately 
after the existing drawings?

8. If you have building elevations, has 
height been represented as displayed on 
Page 15 of this document and have you 
included a roof over topography sheet?

9. Have you expressed floor area or FAR as 
shown on Pages 9-10 of this document?

10. Does your floor area sheet include the 
    property’s zone district and lot area 
    (gross & net)?

11. If your project includes subgrade 
    calculations, do your sheets match 
    the example shown on Page 12 of this 
    document?

12. If your project includes demolition, have 
    you included a demolition calculation 
     sheet?

1. Are your “Zoning” or “Z” sheets in the 
    proper order:  

• Land Use Approvals
• Site Plan, including site coverage, any 

development in setbacks, exterior 
mechanical equipment, outdoor 
lighting, etc.

• Fees
• Heights, inclusive of applicable 

section drawings
• Demolition
• Floor Area Calculations
• Floor plans (lowest level to highest 

level)
• Elevations
• Sections and Detail sheets, where 

necessary to show compliance
• Landscaping
• Residential Design Standards 

2. Have you included a survey? 

3. Have you included a scale, north arrow, 
and page title on all pages with graphic 
representations?

4. Have you printed any associated 
ordinances, resolutions, or land use 
approvals on the title page or pages 
immediately following the title page?

5. Have you included a written scope 
of work on the title page or pages 
immediately following the title page?

Zoning Pre-submittal Checklist
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Notes


