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Abstract 
This guide outlines the required steps, permits, and approvals for constructing a new single-

family residential home in the Town of Sumner, Jefferson County, Wisconsin.  
Always verify current requirements with the appropriate agency before submitting applications. 
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Section 1 – Overview of the Process 
 

Building a new single-family home in the Town of Sumner requires coordination between two governing 

bodies: the Town of Sumner (through its Plan Commission and Town Board) and Jefferson County 

(through its Zoning/Land Use Division and Building Inspection program). Both levels of government play 

distinct and necessary roles in approving your project, and each agency has its own application process, 

deadlines, and fee schedule. 

The approval process must generally be completed in sequence. Town-level approvals (Plan Commission 

and, where required, Town Board) are obtained first. County-level permits — the Zoning/Land Use 

Permit and the Building Permit — follow town approvals and cannot typically be issued beforehand. 

Beginning construction before all required permits are in hand may result in stop-work orders, doubled 

permit fees, and required removal of unauthorized work. 

A licensed contractor is required for most construction activities in Wisconsin. All new single-family and 

two-family residential construction is governed by the Wisconsin Uniform Dwelling Code (UDC), 

administered under Wisconsin SPS Chapters 320–325. Compliance with the UDC is mandatory and will 

be verified through the building inspection process. 

 

Note 

Always verify current requirements, fee schedules, and application forms 

directly with the Town of Sumner and Jefferson County before submitting any 

applications. Ordinances and procedures are subject to change. 
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Section 2 – Pre-Application Preparation 
 

Complete the following steps before submitting any permit or approval applications. Proper preparation 
will reduce delays and ensure your submissions are complete. 

● Confirm parcel ownership and verify the parcel number. Search the Jefferson County online 
property portal at apps.jeffersoncountywi.gov to confirm your parcel number, legal description, 
and ownership information. This number will be required on all county applications. 

● Review Town of Sumner zoning ordinances. Confirm that the parcel is zoned for residential use 
under the Town of Sumner's current zoning ordinance. Contact the Town Clerk at 608-884-7925 
or visit the Town's website to access applicable zoning maps and ordinances. 

● Determine if a fire number (911 address) has been assigned. A fire number is required before 
the county will issue a zoning permit. If a fire number has not yet been assigned to your parcel, 
contact the Jefferson County Land Information Office at (920) 674-7254 to obtain one prior to 
submitting any applications. 

● Engage a licensed architect or designer. Retain a qualified architect or designer to prepare site 
plans, floor plans, elevations, and full construction drawings in compliance with the Wisconsin 
Uniform Dwelling Code (UDC), SPS Chapters 320–325. These drawings will be required for both 
the county zoning application and the building permit application. 

● Hire a licensed and insured general contractor. Wisconsin Statute 101.654 requires that 
contractors performing residential dwelling work be bonded and insured. Confirm your 
contractor holds a current Wisconsin registration and carries appropriate liability and workers' 
compensation insurance. 

● Assess the property for environmental and special area restrictions. Review whether the parcel 
is located within or adjacent to any wetlands, 100-year floodplain, or shoreland setback zone. 
These conditions may trigger additional review by Jefferson County and/or state agencies and 
must be addressed before other permits can be issued. 
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Section 3 – Town of Sumner: Plan Commission Review 
 

Submit applications by the 15th of the month to be placed on the agenda for the first 
Monday of the following month. Applications must be complete and include the required 
fee. 

 

Town of Sumner – Plan Commission 
Chairman: Quentin J. Carpenter  Email: quentin.j.carpenter@gmail.com 

Town Clerk: clerk@sumner-jc-wi.gov Phone: 608-884-7925 
Address: N1525 Church Street, Edgerton, WI 53534 

The Plan Commission is the first Town-level body to review proposals for new residential construction. 
Depending on the current zoning of your parcel and the nature of your project, you may be required to 
obtain a conditional use permit, a variance, or a zoning amendment before proceeding. 

 
1. Determine what type of Town approval is required. Review your parcel's 

zoning district to confirm whether the proposed home is permitted by right or 
requires a conditional use permit, variance, or zoning amendment. 

2. If you are uncertain, contact Jefferson County Zoning 920-674-7130. 
3. If a variance, conditional use permit, or zoning amendment is needed, 

submit the application as follows: 
○ Download and complete the applicable form (Zoning Amendment, 

Conditional Use, or Variance) from the Town of Sumner Forms & Permits 
page. 

○ Sign the completed application. 
○ Email the signed application to the Plan Commission Chairman and copy 

the Town Clerk. 
○ Pay all applicable application and permit fees in full.  

■ Pay by check made payable to "Town of Sumner" and  
■ mail to: N1525 Church Street, Edgerton, WI 53534  
■ Note the permit type and parcel # in the memo line 

4. Attend the Plan Commission meeting  (by schedule on 1st Monday of the 
month) at which your application is scheduled for review. Meeting dates are 
posted on the Town's Agenda & Minutes page. Your presence allows you to 
answer questions and address any concerns raised by the Commission. 

5. Receive the Plan Commission's recommendation. The Plan Commission will 
issue a recommendation of approval, denial, or approval with conditions. Obtain 
a written copy of this recommendation for your records, as it will be needed for 
subsequent steps. 
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Section 4 – Town of Sumner: Town Board Approval 
 

 

Town of Sumner – Town Board    Phone: 608-884-7925  2nd Monday of the Month  

Email: clerk@sumner-jc-wi.gov   N1525 Church Street, Edgerton, WI 53534 

 

Following Plan Commission review, certain applications — including conditional use permits and zoning 
amendments — must receive final approval from the full Town Board before county-level permits can be 
pursued. 

6. Confirm whether Town Board approval is required. After the Plan Commission issues 
its recommendation, confirm with the Town Clerk whether your application type 
requires a vote by the full Town Board. Conditional use permits and zoning amendments 
generally require Town Board action; variances may not. 

7. Attend the scheduled Town Board meeting. The Town Clerk will notify you of the 
meeting date at which your application is on the agenda. Attendance is strongly 
encouraged so you can respond to any questions from Board members. 

8. Town Board vote. The Town Board will vote to approve, deny, or approve the 
application with conditions. Any conditions of approval must be understood and 
documented. 

9. Obtain written documentation of Town Board approval. Request a written copy of the 
Town Board's decision. This documentation may be required when submitting 
applications to Jefferson County and should be retained throughout the construction 
process. 
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Section 5 – Jefferson County Zoning: Land Use Permit 
Jefferson County Planning and Zoning, Zoning Division 
Address: 311 S. Center Ave., Room C1040, Jefferson, WI 53549-1701 
Phone: (920) 674-7130    Email: zoning@jeffersoncountywi.gov 
Online Portal: apps.jeffersoncountywi.gov  

After obtaining all required Town approvals, apply for the Jefferson County Zoning/Land Use Permit. This permit is 
required before any site clearing, grading, or construction begins. 

10. Confirm your fire number (911 address). A fire number is required for the County to 
process and issue a Zoning/Land Use Permit. If one has not been assigned contact the 
Jefferson County Land Info Office at (920) 674-7254 before applying. 

11. Gather all required documents and information: 
○ Parcel number 
○ Owner information (name, address, contact information) 
○ Contractor information (name, license number, and license expiration date are 

strongly encouraged) 
○ Project description (type of structure, total square footage, estimated construction 

value, and intended use) 
○ PDF plot plan showing the parcel boundaries, setbacks, and the proposed 

location of the structure on the lot 
○ Any additional supporting PDFs such as site plan, grading plan, or stormwater 

plan as applicable 
12. Submit the Zoning and Land Use Permit Application online at: 

apps.jeffersoncountywi.gov/jc/zoning 
○ Enter your parcel number to begin the application 
○ Complete all five sections of the application 
○ Upload all required PDF documents 
○ Select whether you prefer the approved permit to be mailed to you or available 

for pickup at the Zoning Division office 
13. Calculate and pay the permit fee prior to approval. 

○ Use the online fee calculator or the county's published fee schedule PDF to 
determine the correct permit fee amount 

○ Pay online using the portal (include your fire number or property owner last name 
as a reference), or mail a check made payable to Jefferson County to the Zoning 
Division office at 311 S. Center Ave., Room C1040, Jefferson, WI 53549 

14. County staff review. County zoning staff will review the application and may request 
additional information or documentation. Respond promptly to any requests to avoid 
delays in permit issuance. 

15. Receive the approved Land Use/Zoning Permit. Once approved, the permit will be 
mailed or made available for pickup per your selection. 

Important:  Do NOT begin construction, site clearing, or grading until the Jefferson County Zoning/Land Use Permit 
is approved and in your possession. 
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Section 6 – Jefferson County Building Permit (WI UDC) 
 

Building Permit Inspections – Town of Sumner uses GEC Building Inspection 
Online Application: gec.soliant.cloud/fmi/webd/GEC_BuildingPermitApplication 

 

All new single-family and two-family residential construction in the Town of Sumner requires a Wisconsin 
Uniform Dwelling Code (UDC) Building Permit. The Town of Sumner utilizes GEC Building Inspection for 
building permit processing and construction inspections. 

16. Use the Wisconsin Uniform Building Permit Application. This statewide form 
is used for new one- and two-family dwellings. 

17. Submit the application online at: 
gec.soliant.cloud/fmi/webd/GEC_BuildingPermitApplication 

18. Upload required plans and supporting documents. Include construction 
drawings, floor plans, a site plan, and UDC energy compliance documentation (at 
minimum). 

19. Submit and retain confirmation. After you submit, you will receive an email 
confirmation. Keep it for your records. 

20. Inspector review. The inspector may request revisions or additional information 
before accepting the application for processing. 

○ Request additional information or revised documents. 
○ Accept and process the permit once the submittal is satisfactory. 
○ Conduct a detailed review and follow up with any remaining questions 

before formal acceptance. 
21. Permit approval notice. Once approved, you will be notified that the permit is 

ready and informed of the fee due. 
22. Pay all permit fees in full before the permit is issued. Pay by check made 

payable to "Town of Sumner", mailed to N1525 Church Street, Edgerton, WI 
53534 (include the permit number in the memo line). 

23. Receive and post the Building Permit. Post it on-site in a visible, weather-
protected location before work begins. 

 

Important 
Do NOT begin construction until the Building Permit is issued and posted on-
site. After-the-fact permit fees are doubled, with a minimum fee of $100. 
Reinspection fees apply for failed inspections. 
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Section 7 – Construction Phase & Required Inspections 
 
Once all required permits are issued and posted on-site, construction may begin. Throughout the 
construction process, you are required to schedule and pass several mandatory inspections as work 
progresses. These inspections are conducted by the GEC Building Inspector on behalf of the Town of 
Sumner. 

General Construction Requirements 
● Keep the approved Building Permit posted on-site in a visible, accessible, weather-protected 

location during construction. 
● Ensure work is performed by properly licensed and insured contractors, as required by 

Wisconsin Statute 101.654. 
● Schedule required inspections in advance. Do not cover or conceal work subject to inspection 

until it has passed. 
● Reinspection fees may apply if work is incomplete or not compliant at the time of inspection. 

Required Inspection Milestones (Wisconsin UDC) 

Inspection Timing / When to Schedule 
Footing / Foundation Inspection Before concrete is poured for footings or foundation walls 

Rough Framing Inspection After framing is complete but before insulation is installed 

Rough Electrical Inspection After rough electrical wiring is complete but before walls are closed 

Rough Plumbing Inspection After rough plumbing is complete but before walls are closed 

Rough HVAC Inspection After rough HVAC/mechanical work is complete but before walls are 
closed 

Insulation Inspection After insulation is installed but before drywall is hung 

Final Inspection When all construction is complete and the home is ready for occupancy 

 

 

Note 
Additional inspections may be required depending on project-specific conditions. Confirm 
the full inspection schedule with GEC Building Inspection at the time of permit issuance. Do 
not schedule a final inspection until all previous inspections have been passed and all work 
is complete. 
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Section 8 – Driveway & Highway Access Permit 
 

 

Town of Sumner   Phone: 608-884-7925    Email: clerk@sumner-jc-wi.gov 
Address: N1525 Church Street, Edgerton, WI 53534 

 

A separate driveway permit is required from the Town of Sumner before any driveway access point is 

installed or altered. This permit is independent of the building and zoning permits and must be obtained 

and approved prior to driveway construction. 

24. Confirm the permit and road authority. A Town Driveway / Highway Access and Privileges 
Permit is required for a new driveway connection to a Town road. 

25. Complete the application form. The form is available on the Town of Sumner Forms & Permits 
page. 

26. Submit the application and pay fees. Submit by email to clerk@sumner-jc-wi.gov or mail to 
N1525 Church Street, Edgerton, WI 53534. 

27. Wait for approval before installation. Do not install or alter the driveway until the permit is 
approved. 
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Section 9 – Utilities & Additional Considerations 
 

In addition to the primary permit and approval steps, the following items should be addressed 
during your planning and construction process. 
 
Utilities 

● Contact utility providers early. Reach out to the appropriate utility companies for 
electrical service, natural gas, and water/sewer connections as early as possible in the 
planning process. Utility installation timelines can be lengthy and may affect your 
construction schedule. 

● Private onsite wastewater treatment (septic system). If the parcel is not served by a 
municipal sanitary sewer system, a private onsite wastewater treatment system (septic 
system) will be required. Contact the Jefferson County Land and Water Conservation 
department for information on sanitary permit requirements, system design standards, 
and site evaluation procedures. The sanitary permit must be obtained before 
construction begins. 

Addressing and Fire Numbers 
● Fire number / 911 address assignment. Contact the Jefferson County Land Information 

Office at (920) 674-7254 for all fire numbers and addressing questions. A fire number 
must be assigned and confirmed before the county zoning permit is issued. 

Survey and Legal Description 
● Confirm property survey is current. Ensure that the property survey and legal 

description on file are current and accurate. If the parcel was recently divided or 
subdivided, a Certified Survey Map (CSM) may be required to be recorded before any 
permits can be issued. Consult with a licensed land surveyor if there is any question 
regarding parcel boundaries or legal descriptions. 

Insurance 
● Homeowners insurance should be in place before construction commences to protect 

against loss or liability during the building process. 
● Title insurance should be secured to protect your ownership interest in the property, 

particularly if financing is involved. 
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Section 10 – Key Contacts Summary 
 

The following table summarizes all primary contacts involved in the residential building approval and 

permit process for the Town of Sumner, Jefferson County, Wisconsin. 

 
Agency / Office Contact Information 

Town of Sumner Clerk Phone: 608-884-7925 Email: clerk@sumner-jc-wi.gov  Address: N1525 
Church Street, Edgerton, WI 53534 

Town Plan Commission 
Chairman 

Quentin J. Carpenter  Email: quentin.j.carpenter@gmail.com 

Jefferson County Zoning 
Division 

Phone: (920) 674-7130  Email: zoning@jeffersoncountywi.gov   
Address: 311 S. Center Ave., Room C1040, Jefferson, WI 53549  
 Online Portal: apps.jeffersoncountywi.gov 

Jefferson County Land 
Information Office 

Phone: (920) 674-7254  (Fire numbers / 911 addressing) 

Jefferson County Land and 
Water Conservation 

Septic / onsite wastewater system permits and site evaluation   
Contact Jefferson County main line for current direct number 

GEC Building Inspection 
(Town of Sumner building 
inspector) 

Online Application: 
gec.soliant.cloud/fmi/webd/GEC_BuildingPermitApplication   
General Questions: Town of Sumner, 608-884-7925 

Wisconsin DSPS (UDC / 
Uniform Dwelling Code) 

dsps.wi.gov  (Wisconsin Department of Safety and Professional Services) 
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Section 11 – Master Checklist 
 

Master Checklist – Residential Home Building in the Town of Sumner 
Use this checklist to track your progress through the approval and permit process. Check off each item as 
it is completed. Do not advance to the next phase until all items in the current phase are complete. 

 
☐ PRE-APPLICATION 

☐ Parcel number confirmed and ownership verified (apps.jeffersoncountywi.gov) 

☐ Fire number (911 address) obtained from Jefferson County Land Information Office — (920) 
674-7254 

☐ Property zoning confirmed as residential use per Town of Sumner zoning ordinance 

☐ Wetland, floodplain, and shoreland restrictions reviewed and documented 

☐ Licensed architect/designer engaged; construction drawings prepared per Wisconsin UDC (SPS 
320–325) 

☐ Licensed and bonded/insured general contractor retained (per Wisconsin Statute 101.654) 

☐ Property survey confirmed as current; Certified Survey Map (CSM) obtained if parcel was 
recently divided 

☐ TOWN OF SUMNER – PLAN COMMISSION 

☐ Determined whether a variance, conditional use permit, or zoning amendment is required 

☐ Applicable application form completed, signed, and emailed to Plan Commission Chairman and 
Town Clerk 

☐ Application and permit fees paid in full (check mailed to Town of Sumner, N1525 Church St., 
Edgerton, WI 53534) 

☐ Attended Plan Commission meeting at which application was reviewed 

☐ Plan Commission recommendation received and written copy obtained 

☐ TOWN OF SUMNER – TOWN BOARD 

☐ Application forwarded to Town Board (if conditional use permit or zoning amendment is 
required) 

☐ Attended Town Board meeting at which application was scheduled 
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☐ PRE-APPLICATION 

☐ Town Board approval received; written copy of decision obtained and retained for records 

☐ JEFFERSON COUNTY – ZONING / LAND USE PERMIT 

☐ Fire number confirmed assigned prior to submitting county application 

☐ All required documents compiled (parcel number, owner info, contractor info, project 
description, plot plan PDFs) 

☐ Zoning and Land Use Permit Application submitted online at 
apps.jeffersoncountywi.gov/jc/zoning 

☐ Permit fee calculated (via online calculator or fee schedule PDF) and paid (online or by check to 
Jefferson County) 

☐ County staff review completed; any additional information requests responded to promptly 

☐ Approved Jefferson County Zoning/Land Use Permit received and copy kept on file 

☐ JEFFERSON COUNTY – BUILDING PERMIT (WISCONSIN UDC) 

☐ Wisconsin Uniform Building Permit Application submitted online at 
gec.soliant.cloud/fmi/webd/GEC_BuildingPermitApplication 

☐ All construction plans and supporting documents uploaded with the application 

☐ Email confirmation of submission received and retained 

☐ Building inspector reviewed submittal; any additional information requests responded to 
promptly 

☐ Building permit fee paid in full (check payable to "Town of Sumner," mailed to N1525 Church 
St., Edgerton, WI 53534) 

☐ Approved Building Permit received and posted on-site in a visible location before construction 
begins 

☐ DRIVEWAY PERMIT 

☐ Town of Sumner Driveway / Highway Access and Privileges Permit application completed and 
submitted 

☐ Driveway permit fee paid in full 

☐ Driveway permit approved before any driveway installation begins 

☐ CONSTRUCTION & INSPECTIONS 

☐ Building permit posted on-site in a clearly visible, weather-protected location 
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☐ PRE-APPLICATION 

☐ Footing / Foundation inspection scheduled and passed before concrete poured 

☐ Rough framing inspection scheduled and passed before insulation installed 

☐ Rough electrical inspection scheduled and passed before walls closed 

☐ Rough plumbing inspection scheduled and passed before walls closed 

☐ Rough HVAC inspection scheduled and passed before walls closed 

☐ Insulation inspection scheduled and passed before drywall hung 

☐ Final building inspection scheduled and passed 

☐ Certificate of occupancy or final approval documentation received 

☐ UTILITIES & MISCELLANEOUS 

☐ Utility connections arranged with appropriate providers (electric, natural gas, water/sewer) 

☐ Septic / onsite wastewater treatment system permitted (Jefferson County Land and Water 
Conservation) and installed, if no municipal sewer 

☐ Homeowners insurance policy secured prior to construction commencing 

☐ Title insurance secured 
 

 

Disclaimer 

This guide is provided for general informational purposes only. Requirements, fees, 

procedures, and contacts may change. Verify current requirements directly with the 

Town of Sumner and Jefferson County before submitting applications. This 

document does not constitute legal advice. 
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