
PROJECT DESCRIPTION ADDRESS

ADDRESS

CITY STATE ZIP CODE TELEPHONE NUMBER

Application for Residential Plot/Building Plan Approval
Department of Community Development

7900 South Westnedge Avenue •  Portage, Michigan 49002 •  (269) 329-4477

NAME ADDRESS

CITY STATE TELEPHONE NUMBER

BUILDER’S LICENSE NUMBER EXPIRATION DATEFEDERAL EMPLOYER ID NUMBER OR REASON FOR EXEMPTION

WORKERS COMP INSURANCE CARRIER OR REASON FOR EXEMPTION MESC EMPLOYER NUMBER OR REASON FOR EXEMPTION

Have the Following Items Been Submitted? Yes No NA
Scale: l l l
Lot Dimensions____________W____________D_____________A l l l
Setback Dimensions _________F____________S_____________R l l l
Location and Dimensions of Existing Structure(s) l l l
Location and Dimension of Proposed Structure(s) l l l
Location of Proposed Paving/Driveway l l l
Location of Access / Curb Cut l l l
Location of Proposed Utilities (water, sewer, gas, electric) l l l
Location of Existing Utilities and Utility Easements l l l
Building / Structure Height l l l
Elevations: Provide elevations for center line of street; property corners and building corners. 
Arrows should be used to show lot drainage. l l l

(Building and lot elevations must be provided for all new residential houses and addition projects  
except for accessory buildings less than 200 square feet in area or open decks where no regrading is proposed.) 

Flood Plain: l l l
Data Elevations (NAVD88 or NGVD29) are required for property within 500 feet of a body of water (i.e., lake, stream, etc.)

For Swimming Pool: l l l
 Location of pool l l l

Location and type of fencing l l l
Drainage plan submitted for pool l l l

Are the property corners staked? l l l
Is the project staked (building / structure corners or setback lines)? l l l
If no, date to be staked __________________ 

Valuation of Project _______________________  Main Floor Area _________________  Second Floor Area _______________

Finished Basement Area ___________________ 	 Unfinished	Basement	Area _________  Screened Porch Area _____________

Deck Area ______________________________  Garage Area ____________________  Shed Area _____________________

Energy Code Submitted  Yes l  No l Water Service Size _______________  Meter Size _____________________

Applicant Signature _________________________________________________________  Date __________________________

2/2017

PROJECT INFORMATION

IDENTIFICATION: OWNER OR LESSEE

BUILDING CONTRACTOR

NOTE: APPLICANT TO PROVIDE THREE (3) 8.5”X11” PLOT PLANS AND TWO (2) SETS OF BUILDING PLANS

Contractor E-mail:

Owners E-mail:

ZIP CODE



In most instances, building plans are also required including: foundation drawings; 

typical wall, floor and roof sections; elevation views of the structure; and floor plans for 

each floor or level.  If the building is a home over 3500 square feet, the plans may need 

to be sealed by an architect or engineer licensed in the State of Michigan.  If the plans 

require structural computations for a unique design, a certification by an architect or 

engineer is required.

The State of Michigan requires all new homes or additions  to be insulated to conserve 

energy.  Calculations are required to be submitted indicating that the proposed 

building meets this requirement.  Forms may be obtained at the Department of 

Community Development for this purpose.

If a new home, addition or garage is within 500 feet of a body of water (i.e., lake, 

stream, etc.) data elevations, North American Vertical Datum 88 (NAVD88) or National 

Geodetic Vertical Datum 29 (NGVD29) must be submitted.

Step 2:  Permit Application
Bring three copies of the plot plan along with two copies of the construction plans 

and energy code calculations, if necessary,  to the Department of Community 

Development, Portage City Hall, 7900 South Westnedge Avenue.  When submitting the 

plans, please also complete an application for a residential building permit.

Step 3:  Review and Approval
The information submitted will be reviewed by the Department of Community 

Development within not more than five working days.  The Department of Community 

Development will prepare all necessary permits for the project including building, 

water, sewer, curb cut/driveway and soil erosion if necessary.  If there is any additional 

information necessary or if information needs to be corrected, staff will make every 

effort to contact you within the five working days by telephone or by mail so that your 

application can be promptly reviewed and a permit issued.

Step 4:  Obtain Permit
You will be notified as soon as the permit is available.  Cost of the permit varies 

depending on the total valuation of the construction project.  Fees for a building 

permit is calculated based on a square foot cost published by the International Code 

Council per the fee schedule approved by the Portage City Council.

For more information, or for assistance with zoning or building code requirements, 

please contact the Department of Community Development at (269) 329-4477.
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Example of a Typical Plot Plan

 
ROAD 

On your plot plan, remember to include:

1. Name and address
2. North arrow
3. Scale
4. Property lines (     ) and lot dimensions
5. All existing structures, building dimensions and setbacks
6. All proposed buildings or additions
7. Drainage/direction of runoff (elevations if new dwelling or addition)
8. Fences
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