
Instructions for Filling out the permit application for Annual Inspections Orders/Work 

General Information 
• Once the annual inspection has been completed the owner will receive any needed orders from 

the City labeled Elevator Annual Inspection.  
                                  Notice of Ordinance/Code Violation 
• The contractor will need a copy of these orders to be able to complete the permit application. 
 
About the RFS Orders 
• The orders are commonly called RFS orders as there is an RFS number on the right side of the 

first page, just under the gray box. This number needs to be noted on the permit application.  
• There is an example of RFS orders and permit application on the website. Please view while 

reading these instructions.  
• The permit needs to be obtained and the work needs to be completed by the due date on the 

orders.  
• The contractor must obtain a permit that covers all the work in the orders.  
• The orders identify the elevator that was inspected. 
• The orders have the inspector’s name, phone number and email address in case there are any 

questions regarding the orders.  
 
Filling out the Permit Application for Annual Inspection Orders 

• There is a new permit application available online at 
http://www.ci.minneapolis.mn.us/mdr/permits/elevatorpermits/Elevatorl.pdf 

• Fill in the ELEV number in the top part of the application. This number should match the 
number on the RFS orders.  

 
 

 
 
• Part A Information needed on the application:  

 *Building name and address 
 *Owner/contact name and phone number 
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• Part B Type of Work to be done Information needed:  

             *Fill in the Value of work (see calculating the fee section) 
  *Fill in the RFS number from the Annual inspection orders 
     (don’t confuse general elevator inspection orders with annual inspection orders.        
     The annual inspection orders will have the headings of Elevator Annual        
     Inspection on them).  
 *Do not fill in anything on the “type of work line,” instead drop down one line to  
  the “Is the elevator work being proposed….” line and but check Yes for annual   
  inspection work. 

 
 
• Scope of work:  

 *Write out the scope on a blank piece of paper and attach to the application. The      
    scope must include all work identified on the RFS orders. Have the RFS orders   
     with you to review with the plan reviewer, if needed.  
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• Sign, date, fill in company name, contractor license, etc.  
 
• Calculating the fees: Fees are based on the value of the work. (Base fee and state surcharge 

fee also need to meet the minimum required amount. Minimum base permit fee is $71.80 and 
minimum surcharge fee is$.50, for a minimum total of $72.30). 
  
 *Example of fee calculation: 
  
 * Value of Work is $3000.00  
 *Base fee: $3000.00 x .015 = $45.00 (less than minimum fee of $71.80) 
 
 *State Surcharge: $3000.00 x .0005 = $1.50 (more than minimum of $.50)  
 *Fee: $71.80 (minimum fee) plus $1.50 (state surcharge) = $73.30 
  
 *The only time a minimum fee is used is if the base value and state surcharge 
 value come to less than the minimum amounts of $71.80 and $0.50 for Fee of 
 $72.30 
  

 
 
 
 
 

 
 
 


