
BUILDING  

REQUIREMENTS
CHARLEOIX COUNTY - DEPT OF BUILDING SAFETY 

13513 DIVISION ST - CHARLEVOIX, MI 49720 

(231)547-7236   FAX (231) 547-7250 

web site: www.charlevoixcounty.org 

THE CHECKED ITEMS - ARE REQUIRED TO BE SUBMITTED 

WITH YOUR APPLICATION.  PLAN REVIEW AND APPROVAL 

CANNOT TAKE PLACE UNTIL ALL ITEMS ARE ON FILE. 

____1. (3) OR (5) DIGIT ADDRESS 

   OF JOB SITE.  

____2. SEPTIC & WELL, if not on 

      Municipality sewer, a valid 

      permit is needed from the Health 

Department - (231) 547-6523 

Located at 220 W. Garfield St., 

  Charlevoix MI 49720 

____3. ZONING PERMIT - A Valid 

Permit is needed - Local 

Ordinances must be met. 

See Page (4) for  

current Administrators. 

____4. A COMPLETE, SIGNED 

APPLICATION: by proper 

Applicant.  The person who is 

“actually doing the work” the 

Contractor, or the homeowner. 

____5. CONSTRUCTION PLANS: 

(1) Set needed. To be approved

 and returned. 

     ***SEE ATTACHED SHEET*** 

____6. SEALED, STAMPED PLANS: 

REQUIRED FOR ALL 

COMMERCIAL JOBS, AND 

RESIDENCES OVER 3500 SQ. 

FT. Architect or Engineer’s Seal 

& Signature REQUIRED. 

____7. LOG/ROUGH-SAWN 

STRUCTURES: A “Certificate of 

Inspection” from a Certified Grader 

is required. 

____8. TRUSS CERTIFICATIONS: 

For ALL structures using 

purchased trusses. A COPY IS 

TO BE KEPT AT THE JOB  

SITE FOR THE ROUGH/ 

FRAME INSPECTION, and 

filed in the permanent file. 

____9. SOIL EROSION PERMIT: 

ACT 451; Part 91, Soil Erosion  

& Sedimentation Control. IF 

your project is with 500 ft. of 

a lake or stream, OR if you are 

disturbing more than (1) acre 

of earth. (231) 547-7236 

___10. WETLANDS, OR D.E.Q. 

      Please call the Land & Water 

Management at Gaylord, MI 

(989 705-3450 

___11. PRE-MANUFACTURED 

HOMES: The application MUST  

be accompanied by a “building 

systems approval report” from the 

Consumer & Industry Services 

& (1) sets of plans. 

SEE PAGE 2 
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___12. HUD/DOUBLE-WIDES: 

The application MUST be 

accompanied by a 

RECOMMENDED FOUNDATION 

PLAN WITH TIE-DOWNS, AND A 

FLOOR PLAN, from the Contractor 

or person actually doing the work. 

___13. ELECTRICAL PERMIT 

___14. PLUMBING PERMIT 

___15. MECHANICAL/HEATING 

PERMIT.  These forms are 

available upon request.   

Homeowners may take out their 

permits - ONLY- IF THEY ARE 

DOING THE ACTUAL WORK. 

___16. DRIVEWAY CULVERTS: 

Please call the Charlevoix County 

Road Commission. (231) 582-7330 

NOTE: ALL APPLICATIONS AND 

PLANS MUST BE REVIEWED BEFORE 

PERMIT CAN BE ISSUED. 

**********CONTRACTORS******** 

A COPY OF YOUR “RESIDENTIAL 

BUILDERS LICENSE” IS REQUIRED. 

ALL CONTRACTOR INFORMATION 

ON APPLICATIONS MUST BE 

COMPLETED, PER STATE OF 

MICHIGAN. 

IF YOU HAVE ANY QUESTIONS, OR 

NEED HELP WITH YOUR 

APPLICATION - PLEASE CALL US 

WE WILL BE GLAD TO HELP YOU. 

Your Department of Building Safety 

Staff 

INSPECTORS AND STAFF 

BUILDING OFFICIAL Kevin Schlickau 

BUILDING INSPECTORS John Cook 

Russ Smith 

ELECTRICAL INSPECTORS Kevin Schlickau 

PLUMBING/MECHANICAL Ryan Woods 

INSPECTOR 

SOIL EROSION CONTROL Russ Smith 

ADMINISTRATIVE ASSISTANT Julie Wheat 



Charlevoix County
Department of Building Safety

13513 Division st.
Charlevoix, Mi. 49720

Ph (231)547-7236  email: buildingsafety@charlevoixcounty.org
Fax (231)547-7250

REQUIRED SUBMITTALS WITH YOUR BUILDING PERMIT APPLICATION 

The following information is provided as a guide, listing the required documents to be submitted with your Building 

Permit Application.  All sections of the Building Permit Application applicable to your project must be completed.  

Incomplete applications will be returned to the applicant for completion and re-submittal.    

FOR REROOFING OR RESIDING PERMITS ONLY: 

Complete the following sections only:  

Front Page: 

� Job Site Location 

� Owner Information 

� Licensed Builder Information (if applicable) 

� Type of Improvement - Please remember to include the Alteration Estimated Cost figure on the line provided. 

Back Page: 

� Applicant Information  

� Sign and date the application. 

ALL OTHER BUILDING PERMITS: 
Residential Structures:  

(one and two-family dwellings with less than 3,500 square feet of calculated floor area and accessory) 

� Completed Building Permit Application (complete all sections of the application applicable to the project) 

� If the project is an alteration of an existing building - remember to include the Alteration Estimated Cost figure on 

the line provided in the box labeled: "Type of Improvement" 

� Copies of all other applicable permits including zoning, drive, septic, well, soil erosion, wetlands, 

critical dunes, or high risk erosion permits 

� Two sets of plans that include the following: 

o Detailed site plan, foundation plan, floor plans

o Detailed building and wall sections
o Building elevations

� Dwellings over 3,500 square feet of calculated floor area require sealed plans 

� Accessory buildings over 12 feet in wall height require sealed plans. 

HUD Residences and State Approved Modular Residences: 

� Completed Building Permit Application (complete all sections of the application applicable to the project) 

� If the project is an alteration of an existing building - Please remember to include the Alteration Estimated Cost 

figure on the line provided in the box labeled: "Type of Improvement" 

� Copies of all other applicable permits including  zoning, drive, septic, well, soil erosion, wetlands, 

critical dunes or high risk erosion permits. 

� Two sets of plans showing the site plan, the foundation and the method of anchoring the unit to the foundation. 

� For State Approved Modular residences, the Building Systems Approval Report together with the approved plans. 

Commercial Structures:  

(including one and two-family dwellings with more than 3,500 square feet of calculated floor area) 
� Completed Building Permit Application (complete all sections of the application applicable to the project) 

� If the project is an alteration of an existing building - remember to include the Alteration Estimated Cost figure on 

the line provided in the box labeled: "Type of Improvement" 

� Copies of all other applicable permits including zoning, drive, septic, well, soil erosion, wetlands, 

critical dunes or high risk erosion permits. 

� Two sets of plans and specifications with original signature and seal of an architect or 

professional engineer registered in the State of Michigan. 
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(231) 547-7236 FAX (231) 547-7250

web site: www.charlevoixcounty.org

REQUIRED INSPECTIONS FOR CONSTRUCTION PERMITS 

Section 109 of the State Building Code requires the permit holder to notify this office when any portion of the 

work is ready for inspection.  Indicated below are the stages of construction when we should be notified to 

perform the inspection indicated.  In addition, we must be notified whenever an inspection report indicates, 

“please call for re-inspection”.  Call 24 hours ahead to schedule inspections.  Under normal circumstances, 

inspections will be done within 24 hours.  To talk to an inspector, call between 7:00AM-8:30AM Monday 

through Friday. 

Type of Type of State of 

Inspection Permit  Construction______________________________ 

Footing Building 

Electrical Service 

Underground Mechanical 

Underground Plumbing 

Foundation Building 

Rough 
Electrical 
Mechanical 
Plumbing 

Rough Building 

Insulation Building 

Final All Trades 

A building or a structure shall not be used or occupied until a certificate of use and occupancy has been 

issued by the appropriate enforcing agency. 

When excavation is completed, forms and reinforcing are in place. 
prior to pouring concrete.

When meter base and panel are set and grounded.

When underground duct work, radiant tubing, or process piping is installed, 
prior to pouring concrete and backfilling.

After all trenches or ditches or waterproofing and drainage systems are 
installed and prior to backfilling.

CMU Block: When foundation walls are complete, reinforcing and anchors 
installed, damp proofing or water proofing and drainage 
system installed prior to backfilling.
ICF and Poured Walls will require two inspections: Pre-Pour Rod 
inspection and all of the above. 

Prior to the installation of the insulation and interior finish material.

When all sub-trades (electrical, mechanical and plumbing), have  been 
roughed in and approved. prior to the insulation.

After building rough is approved and prior to the installation of interior 
finish materials.

When all construction work has been completed and approved.

Window & Siding underlayment inspection
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Charlevoix County
Building Safety

13513 Division st
Charlevoix, Michigan 49720 

Phone: (231) 547-7236   www.buildingsafety.org Fax: (231) 547-7250 

MINIMUM INFORMATION ON RESIDENTIAL 
CONSTRUCTION DOCUMENTS 

This list is provided as a reference to help permit applicants understand what information 
may be required and provided on the construction drawings. Necessary information will 

vary based on the complexity of the project.    

Construction documents submitted for plan review and building permits shall contain the 
following information: 

1. One complete sets of construction drawings meeting the following requirements.
Electronic drawings are also acceptable.
• Drawn to scale in a draftsman like manner, scale not less than 1/4” = 1’0”.
• Drawing shall be clear, readable, and understandable.

Residential structures with over 3,500 square feet of habitable space shall have the original 
signature, seal, and date of a State of Michigan licensed Architect or Engineer. Drawings for 
residential structures with over 3,500 square feet of habitable space may require upon request 
from the Building Department detailed electrical, plumbing and mechanical information.  

2. New residential homes require mechanical Manual J and Manual S calculations.

3. A detailed work description shall be provided for all building, mechanical, plumbing, and
electrical permit applications. This description shall accurately describe all work proposed.

4. If not utilizing the prescriptive approach for energy code compliance submit two completed
copies of the Energy Code Worksheet for the performance or energy rating system proposed
to be used as a compliance alternative.

5. Submit one complete set of engineered floor and roof truss drawings (if applicable) with the
following information:
• The location of all bearing walls and point loads for both interior and exterior walls.
• The location, direction, span, and spacing of all trusses.
• All required bracing information shall be indicated on the truss drawings.

   These truss drawings should be provided to the Building Inspector prior to the rough frame 
inspection. It is preferred to have the truss drawings emailed from the truss supplier. Contact 
the department if necessary for the correct email address.   

6. A site plan that matches the construction drawings. The site plan shall include distances from
the proposed new construction to all property lines and if applicable other structures on the lot.
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7. A Foundation Plan that contains the following information:
• Footing and column pad sizes with all layout dimensions.
• Sizes and spacing of beams and columns.
• First floor joist direction, size, spacing, and span.
• The location, direction, span, and spacing of all floor trusses or TJI systems. All required

bracing and blocking shall be noted on the floor truss or TJI floor system drawings. These
truss or TJI drawings should be provided to the Building Inspector prior to the rough
frame inspection. It is preferred to have the truss drawings emailed from the truss
supplier. Contact the department if necessary for the correct email address.

• Size of support for all bearing walls and point loads from above.
• Framing details at stair and other openings.
• Basement or crawl space floor thickness, type of vapor barrier, and a 4-inch sand or

gravel base shall be indicated.
• Basement or crawl space wall types and thickness, and reinforcing steel sizes and spacing

(if applicable).
• Location and sizes of all emergency egress windows, window wells, or doors leading

directly to the exterior. Egress window wells if applicable.
• Type of sill plate, size, and spacing of anchorage shall be indicated.
• Energy Code requirements if applicable to the foundation.

8. Provide Crawl Space Details (if applicable) including the following:
• Type of ventilation - mechanical or natural
• If natural ventilation opening size and locations indicated within 3 feet of each corner.
• A minimum 18” x 24” access if in the floor or a 16” x 24” access if in a foundation wall.
• Clearance between ground and floor joists – 18 inches minimum required for untreated

wood.
• Clearance between ground and wood beams – 12 inches minimum required for untreated

wood.
• Insulation types, locations, and R-values being utilized.
• Vapor barrier and/or slab details.

9. Provide floor plans that contain the following information:
• Full dimensions and use of all rooms.
• Ceiling height of all rooms.
• 2nd floor (if applicable) joist direction, size, spacing, and span.
• Roof framing direction, size, spacing, and span.
• Sizes and locations of all support for bearing walls and concentrated loads.
• Sizes of all doors and windows. The drawings shall indicate all tempered glazing, egress

windows, and windows greater than 72” above grade & less than 24” above the finished
floor.

• Sizes, types, and support of all headers indicated for every opening in load bearing walls.
• Details of the separation required between the attached garage and house.
• Locations of all smoke and carbon monoxide detectors on every floor.
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10. Provide a Roof Framing Plan (if applicable) indicating the location, direction, size, spacing, 

and span of all roof and ceiling framing members. Indicate support for all bearing walls and 
concentrated loads from ends of hip and valley rafters, ceiling joists, rafters, trusses, and 
girder trusses. Indicate the roof pitch for all portions of the roof. 

 
11. Provide Building or Wall Sections indicating the following information: (Depending on the 

complexity of your project, several sections or details may be required.) 
• Footing and basement or crawl space wall sizes, type and height and any required 

reinforcing. 
• Basement or crawl space wall waterproofing/damp-proofing and drain tile with stone. 
• Anchor bolt size and spacing 
• Floor framing details. 
• 1st and 2nd floor ceiling heights. 
• Exterior finishes. 
• Type of exterior sheathing. 
• Size and spacing of wall studs 
• Air barrier details. 
• Insulation with R values per the Energy Code. 
• Interior wall finish materials. 
• Truss & rafter connectors to plates. 
• Roof construction details with thickness and type of sheathing, felt paper, snow and ice 

shield, type of roof covering and attic ventilation details. 
• Brick or stone veneer (if applicable): 
• Base course flashing. 
• Weather-resistant membranes. 
• Lintels and flashing. 
• Brick wall ties and flashing. 
• Weep holes (33 inches on center maximum) 

Please note: Details that are unique or not commonly utilized may be required to be signed and 
sealed by a Structural Engineer as determined by the Plan Reviewer or Building Inspector. 

 
12. Provide Braced Wall Details – Each floor 

• Details shall clearly indicate the type, size and location of all braced walls. 
• Details shall be provided for all portal frame openings, including garage door openings. 
• Any special requirements, including tie-downs, strapping, etc., shall be clearly indicated. 

 
13. Provide Stair and Guardrail details with all tread, riser, handrail sizes and heights, guardrail 

heights, spindle spacing, and materials types. Indicate headroom height on all stairs. 
 
14. Provide Building Elevations – Front, Sides and Rear. 

• Elevations shall be provided that include the proposed grade, wall/roof covering 
materials, doors/windows, and indicate all tempered/emergency egress windows. 

 
Please note: This is not an all-inclusive list. Depending on the type and 
complexity of your project, additional details or engineering by a State 
Licensed Architect or Engineer may be required. 
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