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CITY OF FRANKFORT

PLANNING & BUILDING CODES DEPARTMENT

P.O. Box 697

Frankfort, Kentucky 40602

Phone: (502) 352-2094     Fax: (502) 875-3579

www.frankfort.ky.gov
ELECTRICAL PROCEDURE MANUAL
1) General:

A) Check the pending box for a electrical permit that has already been started

B) Have the applicant complete all sections of the electrical permit application. If a section is not applicable they should either insert N/A or a line (----)

C) All fees must be paid when the application is submitted

D) Any additional fees will be collected before a final inspection is completed

E) Any electrical permit submitted before 9am, will be inspected that day, as time allows

F) Any electrical permit submitted after 9am, will be inspected the following business day

G) If desired, the applicant can call the inspector around 9am, for an approximate time that the inspection will be performed.  It is preferred that the applicant either leave the door unlocked or leave a key

H) Any electrical permit that is received without all of the proper information will be subject to delay, until needed information is obtained

I) A electrical permit will not be issued until after the building permit has been issued

J) If an electrician is obtaining the electrical permit, the electrical contractor must apply for the electrical permit.  They may authorize someone to obtain the electrical permits for their company, a authorization for must be completed

K) Emphasize the pre-energized inspection of service interior, this will typically apply to all with the exception of 120+ day reconnects

L) These guidelines are typical and may not apply to all applications

2) 120+ day reconnects:

A) The applicant may be either the property owner, a electrical contractor or other (such as a manager of the property)

B) If the applicant is the property owner, they must have proof of ownership for the property.  If they do not have any documentation with them, print it out on PVA and have them initial and date

C) If the applicant is other, a notarized authorization form from the owner allowing the applicant to sign on their behalf will be accepted

D) If the applicant is electrical contractor, verify a current copy of their electrical contractor and master electrician license is on file and their account is up to date with the finance department
E) If the applicant is someone other than an electrician, they may not know the information to be inserted in the “service/electrical information” section.  They should know the serving utility company, the remaining information will be verified by the inspector

F) Note on the bottom of the application, the location of a hidden key, if the property is unlocked, a key combination, etc…

G) If there are personal belongings in the residence or it is occupied.  Have the applicant contact the electrical inspector to schedule a time to meet at the residence

H) Counter staff receives the application fees and process either in finance or with credit card machine at counter

3) Service upgrades:

A) Applicant will be either an electrical contractor or the homeowner.  The homeowner must reside at the residence and sign a homeowner affidavit

B) Verify the electrical contractor has a current copy of their electrical contractor and master electrician license on file and their account is up to date with the finance department
C) The number of new circuits added must be listed, if applicable

D) List on the top of the application the time the applicant will be ready for an inspection

E) Counter staff receives the application fees and process either in finance or with the credit card machine at counter

4) Residential additions:

A) Applicant will be either an electrical contractor or the homeowner.  The homeowner must reside at the residence and sign a homeowner affidavit.

B) Verify the electrical contractor has a current copy of their electrical contractor and master electrician license on file and their account is up to date with the finance department
C) The number of new circuits installed must be listed

D) All applicable information must be completed

E) Counter staff must list the building permit number on the top right of the application

F) Counter staff receives the application fees and process either in finance or with the credit card machine at counter

G) Typical inspection types needed:

· Pre-energized inspection of service interior

· Residential addition:  Rough-in and final

5) New construction residential:

A) Applicant will be either an electrical contractor or the homeowner.  The homeowner must reside or will reside at the residence and sign homeowner affidavit.

B) Verify the electrical contractor has a current copy of their electrical contractor and master electrician license on file and their account is up to date with the finance department
C) The number of new circuits installed must be listed

D) All applicable information must be completed

E) Counter staff must list the building permit number on the top right of the application

F) Counter staff receives the application fees and process either in finance or at the credit card machine at counter

G) Typical inspection types needed:

· Ufer ground – By building inspector
· Temporary service

· Pre-energized inspection of service interior

· Residential:  At rough-in and final

· Temporary on Main

6) New construction commercial:

A) Applicant will be a electrical contractor

B) Verify the electrical contractor has a current copy of their electrical contractor and master electrician license on file and their account is up to date with the finance department
C) The number of new circuits installed must be listed

D) All applicable information must be completed

E) Counter staff must list the building permit number on the top right of the application

F) Counter staff receives the application fees and process either in finance or at the credit card machine at counter

G) Typical inspection types needed:

· Ufer ground – By building inspector
· Temporary service

· Pre-energized inspection of service interior

· Commercial:  At rough-in and final

· Temporary on Main

· Additional site visits
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