Non-Conversion Agreement
Instruction Sheet
1. The customer will be given the Non-Conversion Agreement Form from the Building & Safety Department or the Engineering Department when he/she applies for a building permit to enclose the bottom of an elevated structure OR has enclosures under a structure that is being elevated or constructed in a flood zone.

2. Building & Safety will add the permit number to the two areas requested on the form.

3. Engineering will add the Design Flood Elevation, Map Panel Number and Effective Date to the areas requested on the form.

4. The customer will be required to bring the form to the Clerk of Court’s office at either location to be recorded and stamped.



Clerk of Court:



Monday to Friday – 8:30 a.m. to 4:30 p.m.



710 N. Columbia Street, Covington, LA 70433



520 Old Spanish Trail, 5th Floor, Slidell, LA 70458
5.
Then the customer will be required to return a copy to the Engineering Department 
(250 Bouscaren Street, Suite 302) prior to a Certificate of Completion / Occupancy 
being issued. 

6.
The Engineering Department will sign and date the bottom of the form stating that 
it has been filed with the Clerk of Court and then file it with the Elevation 
Certificate for that property.

7.
After the Non-Conversion Agreement has been returned to the Engineering 

Department, a building final can be request for a Certificate of Completion / 
Occupancy.

