
Step 1 Read through the ENTIRE building permit application. If you have any questions, or if anything is 

unclear, please reach out to cityofcolfaxnd@gmail.com

Step 2 Compile all of your information and complete the ENTIRE application. Ensure ALL fields are complete. 

If an incomplete application is received, it will be rejected, which may cause a delay in approval. It is not the 

City's responbiltity to compile any information within the application. 

Step 3 Gather Developer AND Building Inspector approvals. It is the APPLICANT'S responsibility to gather these 

approvals - the City will not handle this.  If approval is not included, the application will be rejected. 

Applications will NOT be considered without these approvals.

Step 4 Double check your application! Make sure your application is complete and includes all necessary 

documents to ensure there isn't a delay in processing.

Step 5 Submit COMPETED application to the City for review by 5pm the day BEFORE the next council 

meeting. This includes the application and ALL supporting documents provided to the Developer/Inspector.  

Council meetings are held on the 3rd Monday of the month, and occasionally on the 1st Wednesday of the 

month (when needed during the summer).

To submit the application, you can:

Email ALL required documents, as 1 complete file, to: cityofcolfaxnd@gmail.com

OR

Bring ALL required documents to a City Council meeting (3rd Monday of each month)

Step 6 Permit application payment MUST be made in full PRIOR to a building permit being issued. Once a 

completed application is received, you will receive an emailed invoice for permit fees. It is recommended that 

a check be mailed right away to ensure we have full payment at the time of approval, speeding up the 

process of issuing a permit.

Step 7 Once the COMPLETE application is received, it will be presented to the City Council during their 

regular monthly meeting. Regular monthly Council meetings are held on the 3rd Monday of the month, 

and on the 1st Wednesday of the month (as needed). All meetings are at the Colfax Community Center at 

7pm. If your COMPLETE application is not received by 5pm the day BEFORE the meeting, you will need to wait 

until the next regular monthly meeting for review/approval - NO EXCEPTIONS!

Step 8 If approved, your building permit will be issued via US Postal Service. Once the completed application 

is approved by the council, and full payment for the permit has been received, your building permit will be 

issued and mailed to the OWNER listed on the application. All permits are issued in the name of the OWNER.

Step 9 You are ready to start your project! All projects MUST have an issued building permit to begin work. 

Permits expire 1 year after date of issuance. If work starts prior to a building permit being issued, penalties 

may apply.

APPLICANT Instructions for Building Permit Application

City of Colfax



City of Colfax
PO Box 51

Colfax, ND 58018

cityofcolfaxnd@gmail.com

Revised: 2/16/2026

Project Title: Project Address:

Project Legal Description: Project Value:

Project Description:

Building to be moved from to

Owner Name: Contact Person:

Phone:

Owner Mailing Address:

Email:

Project Contractor: Contact Person:

Phone:

Contractor Address:

Email:

Contractor License No.:

Project Electrician: Contact Person:

Phone:

Electrician Address:

Email:

Electrician License No.:

Project Plumber: Contact Person:

Phone:

Plumber Address:

Email:

Plumber License No.:

Type of Improvement:

New Construction Addition Remodel Move Demolish

Application/Permit For:

Single Family Dwelling Multiple Family Dwelling Accessory Building

Deck Residing Lower Level Finish

Other - please explain:

COMPLETE OTHER SIDE >>>>

Commercial Building Permit Application
Incomplete applications will cause delays in the review/permitting process



City of Colfax
PO Box 51

Colfax, ND 58018

cityofcolfaxnd@gmail.comBuilding/Structure Size

1st Floor S.F. Outside Dimensions

2nd Floor S.F. Outside Dimensions

Basement S.F. Outside Dimensions

Basement % finished Deck(s) S.F. Dimensions

Garage: Attached? Yes_____ No_____ Area S.F. Outside Dimensions

Roof Type Fireplace Type

Building Location on Site:

Total Property Area S.F. % of Lot Occupied %

North Property Setback Distance: Ft.

East Property Setback Distance: Ft.

South Property Setback Distance: Ft.

West Property Setback Distance: Ft.

Permit/Hook-up Fees

Building Permit Fee: (see attached fee schedule)

Water Hook-up Fee:

Sewer Hook-up Fee: (excludes Trackside)

Applicant Signature
* I hereby acknowledge that this application is not a Building Permit, nor does it authorize the start of construction.

Signature of Applicant Date

Developer Approval
* Required for ALL applications in Colfax Meadows 3 & 4, Trackside, and Reserve

Applicant  must obtain signature BEFORE submitting to the City/City Council for review

Signature of Developer Date

City Inspector Approval
* Required for ALL applications

Applicant  must obtain signature BEFORE submitting to the City/City Council for review

Signator of City Inspector Date

For Office Use ONLY

COMPLETE Application Received: Date

City Council Approved / Denied: Date

Mayor

Auditor

Fees Paid: Check #: Date Rec'd:

Revised: 2/16/2026

* I hereby acknowledge that I have reviewed all the included information and will ensure myself and all contractors abide by 

these City requirements. 

Total Permit Fees:
$2,000

$2,000



City of Colfax
PO Box 51

Colfax, ND 58018

cityofcolfaxnd@gmail.com

Required documents

Water/Sewer/Garbage Services

Electric Services

Internet/Phone Services

Building Permit Application Requirements

If engineered designs are required they must have the original wet stamp signature of 

the design professional on them

All construction drawings must be to a minimum 1/8" scale

Application must be approved, all necessary fees paid, and permit issued BEFORE any 

construction can begin. You will receive an email copy of the building permit invoice for payment. 

All permits are to be paid, signed, and received by the applicant prior to any work being 

performed on the site.

A PDF copy of all plans is required for all residential and commerical premit applications.

All water/sewer/garbage services are supplied through the City of Colfax. To setup an account, turn 

on/off services, or received a trash bin contact the City Auditor.

Electric service is supplied by Cass County Electric Coop. Contact them at 701-356-4400 to set up 

services.

Internet & phone services are supplied by Red River Communications. Contact them at 701-553-

8309 to set up services.

This permit application is regulated by ordinancnes of the City. Any and all permits may be 

revoked for cause by action of the City Council.

COMPLETE Building Permit Application

One set of engineered truss spec sheets

One set of site plan to include: address, lot, block & addition, any and all easements, 

driveways

One set of construction drawings that include: elevations, dimenstioned floor plans for 

all levels, foundation plan, cross section detail showing materials being used and 

insulation R-values, window & door schedules, garage portal wall framing detail

Tall walls and braced wall lines are to be labeled

Professional engineered designed may be required if the plan review indicates the 

structure or parts thereof exceed the requirements of the Building Code (IRC & IBC)



City of Colfax
PO Box 51

Colfax, ND 58018

cityofcolfaxnd@gmail.com

Dumpsters

Curb stops

Water Meters

Culverts  

Building Permit Expiration

Local School District

Postal Services

Important Contacts

Developer - CM 3 & 4/Trackside/Reserve

Nathan Berseth

701-388-3549

nathan@blbinvestments.com

City Inspector

Todd Johnson

701-899-3556

toddj@wahpeton.com

City Auditor

Jen Skoog

701-367-4370

cityofcolfaxnd@gmail.com

All Water meters are issued by the City. Contact the City Auditor for a water meter

Culverts must follow development-specific requirements. All culverts must be a minimum 30' long 

with end flares. See attached development-specific requirements.

Once a building permit is issued, the permit will expire 1 year from date of issuance. Owner must 

apply for an extension, in writing, to the City Council a minimum of 90 days prior to this expiration 

date.

Richland #44 School District provides K-12 education for the City of Colfax residents. Richland #44 

district office 701-372-3713

For postal delivery or post office boxes, contact the USPS-Colfax location at 701-372-3711

Roll-off dumpsters are NOT allowed on city streets. All roll-off dumpsters must remain within the 

property lines of the project.

The contractor must ensure all curb stops are raised to grade when installing water/sewer on the 

project.

mailto:nathan@blbinvestments.com
mailto:toddj@wahpeton.com
mailto:cityofcolfaxnd@gmail.com


City of Colfax
PO Box 51

Colfax, ND 58018

cityofcolfaxnd@gmail.com

DO NOT DRIVE TRUCKS ON GRANT STREET

ALL CONSTRUCTION TRAFFIC MUST USE THE BELOW ROUTE!
County Road 4 half mile west to County Road 1, travel North past the railroad 

tracks, enter Colfax Meadows from the Northwest corner
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City of Colfax
PO Box 51

Colfax, ND 58018

cityofcolfaxnd@gmail.com

Total Valuation Fee

Up to and including $500 $26.00

$501 to $2,000 $26 for the first $500 plus $1.50 for each additional $100 or fraction thereof, to and including $2,000

$2,001 to $25,000 $49 for the first $2,000 plus $9.45 for each additional $1,000 or fraction thereof, to and including $25,000

$25,001 to $50,000 $266 for the first $25,000 plus $6.85 for each additional $1,000 for fraction thereof, to and including $50,000

$50,001 to $100,000 $437 for the first $50,000 plus $4.05 for each additional $1,000 or fraction thereof, to and including $100,000

$100,001 to $500,000 $640 for the first $100,000 plus $3.50 for each additional $1,000 or fraction thereof, to and including $500,000

$500,001 to $1,000,000 $2,040 for the first $500,000 plus $3.00 for each additional $1,000 or fraction thereof, to and including $1,000,000

$1,000,001 and up $3,540 for the first $1,000,000 plus $2.00 for each additional $1,000 or fraction thereof

~ Make check out to City of Colfax and mail to PO Box 51, Colfax, ND 58018

Commerical Building Permit Fees
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