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ACT 310 CCMP 

 
 

Construction Certificate Management Procedures 
 

Updated May 21, 2024 
 

The Centralia Community Development Department, comprised of the Building and Planning 
Divisions, is responsible for the administration of all development permits and approvals within 
the City of Centralia; including site plans, building permits, inspections, and review of all 
construction.  The department will also create and maintain all building permit files and 
administrative documents (ordinances, adopted building codes, application forms, outreach 
materials, etc.) related to building and development.  All inspections and permit/plan reviews 
are conducted by the Community Development Department.   
 
The purpose of this document is to explain our management procedures for review of Elevation 
Certificates and all other required floodplain-related construction certificates; including, but not 
limited to, Floodproofing Certificates and engineered flood opening certificates.  The City of 
Centralia does not have any designated areas that require V Zone design certificates.  These 
procedures outline the types of certificates required, the collection and review procedures, 
how corrections should be made, where the certificates are stored/archived, and how we make 
these certificates available to the public. 
 
 
TYPES OF CERTIFICATES REQUIRED 
When any new construction or substantial improvement or repair for a substantially damaged 
building is conducted in the Special Flood Hazard Area (SFHA), or areas that have a history of 
inundation during a flood event, the Community Development Department shall require an 
Elevation Certificate and any other floodplain-related certificate that is appropriate; such as a 
Floodproofing Certificate for Non-Residential Structures, Residential Basement Floodproofing 
Certificate, and certification of engineered flood openings, for the development.  Because 
portions of the City are known to flood during an event, but are not located in the SFHA, 
Centralia Municipal Code (CMC), section 16.21.050 was expanded to apply flood protection 
regulations to areas outside of the SFHA that are known to flood.  The same procedures apply 
to development within the SFHA and development outside the SFHA in areas known to flood.  
 
 
WHEN CERTIFICATES ARE REQUIRED 
Certificate are required for all new and substantial improvement or repair projects in the 
jurisdiction of the City of Centralia.  The applicant shall submit an Elevation Certificate (pre-
Elevation Certificate) marked “construction drawings” with the building permit application.  
This pre-Elevation Certificate shall be used to determine if the proposed design is in compliance 
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with CMC Title 16.21 Floodplain Management.  After the foundation is built and the elevation 
of the lowest floor is determined, another Elevation Certificate is highly recommended that is 
marked “building under construction.”  This will document the elevation of surrounding grades 
and the lowest floor to ensure they comply with the approved plans before further construction 
is allowed.  Once construction on the building is complete and all adjacent grading is finalized, a 
complete and correct “finished-construction” Elevation Certificate (post-Elevation Certificate) 
must be submitted to show the “as-built” elevations of the building.  A post-Elevation 
Certificate must be submitted, corrected (if necessary), and approved prior to the issuance of a 
Certificate of Occupancy or final inspection approval. All other required certificates must also 
be submitted and approved, if necessary, prior to the issuance of a Certificate of Occupancy or 
final inspection approval.  
 
If a Floodproofing Certificate for Non-Residential Structures is required for a floodproofed non-
residential building, an Elevation Certificate is not required for purposes of the National Flood 
Insurance Program (NFIP).  A complete and correct Floodproofing Certificate is required to be 
submitted to and approved by the Community Development Department once construction is 
complete and prior to the issuance of a Certificate of Occupancy or final inspection approval.  
 
The new construction of a residential basement is prohibited in the 100-year floodplain in the 
City of Centralia.  For existing structures that are substantially improved/repaired, and filling in 
of the basement is not proposed, a Residential Basement Floodproofing Certificate is required, 
along with a Flood Variance Application.  A Flood Variance Application must meet the criteria of 
CMC 16.21.160.  A Residential Basement Floodproofing Certificate must be submitted and 
approved by the Community Development Department prior to the issuance of a Certificate of 
Occupancy or final inspection approval.  
 
It is highly recommended that engineered flood vents/openings are installed in the foundation 
of a building.  The Elevation Certificate must indicate where and what type were installed 
(Sections A8c, e and F, and A9c, e and f of the Elevation Certificate form).  The engineered 
opening certification must also be included to help verify compliance and the insurance rate.  
The engineered opening report can be found on the International Code Council® Evaluation 
Service (ICC-ES) form for the engineered opening, or you may submit an individual certification 
by a design professional.  Individual certifications must contain the following, at a minimum: 
 

1. The full building address or tax parcel number;   
2. The design professional’s name, title, address, type of license, signature, and seal 

(the design professional must be licensed to practice in the State of 
Washington); 

3. A statement certifying the design of the openings will automatically equalize 
hydrostatic flood loads on exterior walls by allowing for the automatic entry and 
exit of floodwaters; and 

4. A description of the range of flood characteristics tested or computed for which 
the certification is valid, such as rates of rise and fall of floodwaters. 
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WHAT DEPARTMENT COLLECTS, REVIEWS and MAINTAINS CONSTRUCTION CERTIFICATES 
Prior to the acceptance of the building permit application, Stephanie Borders, Office 
Coordinator, will review the application for completeness.  To be complete, the application 
must include a complete building permit application, a detailed site plan, a pre-Elevation 
Certificate and detailed construction drawings.  
 
Once a complete application is accepted, the Office Coordinator will forward the application to 
Hillary Hoke, Assistant Community Development Director and Certified Floodplain Manager, for 
technical review.  The Assistant CD Director/CFM will review the application and construction 
drawings for compliance with CMC 16.21 Floodplain Management.  If major deficiencies are 
noted an email or letter will be sent to the applicant detailing item(s) for correction, how to 
correct that item(s) and a time frame for resubmittal.  If minor deficiencies are noted, 
corrections will be noted in red on the construction drawings.  
 
Upon approval by the Assistant CD Director/CFM, the application will be forwarded to Mike 
Watilo, Building Official, for construction drawing plan review.  If major deficiencies are noted 
an email or letter will be sent to the applicant detailing item(s) for correction and how to 
correct that item(s).  If minor deficiencies are noted, corrections will be noted in red on the 
construction drawings. 
 
Upon approval, the application will be forwarded to the Office Coordinator for calculation of 
fees due and final processing.   
 
The permit approval packet will contain a checklist for required inspections.  At the first 
inspection, the Building Inspector/Official will discuss the flood requirements with the 
applicant/contractor.  Standard inspections will be conducted throughout the project.  
 
Once construction is complete, a post-Elevation Certificate must be submitted to the Assistant 
CD Director/CFM for review.  The final inspection approval and/or Certificate of Occupancy 
cannot be issued until the post-Elevation Certificate, and all other required flood protection 
requirements, have been met and approved by the Assistant CD Director/CFM.  
 
Upon receipt of the post-Elevation Certificate and/or other flood protection documentation, 
the documents will be scanned and forwarded to the Assistant CD Director/CFM for review.  
Review includes, but is not limited to, comparison with the CRS Elevation Certificate Checklist to 
ensure compliance, comparison to the approved construction drawings, site inspections to 
verify information is accurate, etc. 
 
Once approved, the approval will be entered into specific permit data contained in the IWorq 
permitting software program.  The documents will be archived to the Building Department 
digital address files.  All certificates are also posted to the city’s flood information webpage at 
the following site:    https://www.cityofcentralia.com/226/Elevation-Certificates  
 
They may also be viewed, and/or obtain copies, at the Community Development Department, 
118 W Maple Street, Centralia, WA  98531, 360.330.7662, or email hhoke@cityofcentralia.com.   

https://www.cityofcentralia.com/226/Elevation-Certificates
mailto:hhoke@cityofcentralia.com
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HOW TO CORRECT CERTIFICATES 
During review, if an error is noticed on an Elevation Certificate, one of the following will be 
required:  
 

1. For any inaccurate or incomplete information in Section C2, the Assistant CD 
Director/CFM will require the surveyor, engineer or architect to correct the form and 
resubmit via email.  An email will be sent to the certifier and the owner detailing the 
correction(s) required.  

2. If incomplete or inaccurate information is found in any other sections, the Assistant CD 
Director/CFM may do one of the following:  

 
a. Return the documents to the applicant, surveyor, or representative with 

instructions on what needs to be changed or corrected; 
b. Prepare and certify a Memo of Review for Correctness and Completion. 

If/when the certificate is provided to an inquirer, the memo must be 
included with it; or 

c. Note the changes or corrections in Section G. 
 
The department shall not accept a finished-construction Elevation Certificate until all 
corrections deemed appropriate are addressed.  In no cases shall a Certificate of Occupancy or 
final inspection approval be granted until all certifications have been approved. 
 
In the rare case corrections are completed after the Certificate of Occupancy or final inspection 
approval has been granted, the Assistant CD Director/CFM must ensure the homeowner 
receives a copy of the corrected Elevation Certificate and/or other documents. 
 
 
HOW AND WHERE THE CERTIFICATES ARE MAINTAINED 
All Elevation Certificates and required construction certificates, as well as all other permit 
application documentation, shall be stored in the digital address files of the Building 
Department.  They will also be uploaded to the City’s flood information webpage upon final 
approval.  Copies of the finished-construction Elevation Certificates, along with the other 
required construction certificates (if applicable), shall also be filed in a separate folder 
containing all Elevation Certificate information for CRS purposes, labeled “Activity 310,” 
organized by CRS recertification date/year.  All other state and local records retention policies 
shall be observed; including but not limited to retention of digital files for seven years after the 
life of the structure, retention of paper copies for 30-days after close out of the project file, etc.  
Department files are automatically backed up nightly by the Information Technology 
Department.  All building certifications, whether new construction or substantial improvement, 
are all stored in the same locations. 
 
 
HOW CERTIFICATES ARE MADE AVAILABLE TO INQUIRERS 
When a member of the public requests a copy of an Elevation Certificate or other flood data, 
the request shall be initiated with the Community Development Department Office 



118 West Maple Street, P.O. Box 609, Centralia, WA  98531-0609 
 ∙ Telephone (360) 330-7662 ∙ FAX (360) 330-7673 ∙ Email: www.centraliaguide.com 

Coordinator.  The Office Coordinator shall adequately address the request immediately, if time 
allows, but no later than five business days.  Adequately addressing shall mean either referring 
the requestor to the City’s flood information webpage, providing a copy to the requestor via 
email, or providing a hard copy of the requested information.  If less than 20 copies are 
requested, no fee will be charged.  Unlimited digital copies may be provided via email.  Any 
other amount and/or form of receipt will have applicable charges per page, per flash drive, etc.  
Fees to be determined at the time of processing.  
 
 
 
__________________________________________________ 
Procedure updated and approved by Emil Pierson, Community Development Director, on May 
21, 2024. 
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