
 

BUILDING PERMIT CHECK LIST 

 

In order to assist you with the completion of the attached application for building permit the following checklist shall be 
used to insure that all information that the City requires prior to acceptance has been attached. Failure to complete this 
section will result in the City not accepting the application. 
 
1.) Two (2) sets of plans, including plot plans have been attached.  yes: __________ no: __________ 
2.) Type of construction has been noted.     yes: __________ no: __________ 
3.) Zoning information has been completed and all approvals granted. yes: __________ no: __________ 
4.) Job information has been completed.     yes: __________ no: __________  
5.) Total estimated value has been listed.     yes: __________ no: __________ 
6.) Builders or homeowners registration has been completed   yes: __________ no: __________ 
7.) I have read and understand my responsibilities under the “General Information About Building Activities in 
 Lathrup Village.”       yes: __________ no: __________ 
8.) FOR BUSINESS PERMITS: 
 a.) The intended end use for the construction is allowable under the City’s Zoning Ordinance without any  
  rezoning, special use, or variance:    yes: __________ no: __________ 
 b.) If you answered no to 8a. appropriate relief must be applied for and received before a building permit  
  will be accepted.  Have approvals been received.   yes: __________ no: __________ 
 c.) If you answered yes to 8b. please attached evidence of approvals. 
9.) Provide copy of contract 
10.) Provide copy of contractors license & drivers license. 
 

BUILDING INSPECTION LIST 

 
              DATE     SIGNATURE 
 

1.) Footing        _______________ ___________________ 
2.) Waterproofing and drain tile     _______________ ___________________ 
3.) Basement Insulation      _______________ ___________________ 
4.) Rough Trades (electrical, mechanical, plumbing)   _______________ ___________________ 
5.) Rough building       _______________ ___________________ 
6.) Roof under layment (open roof before shingles)   _______________ ___________________ 
7.) Exterior insulation (if part of energy envelope)   _______________ ___________________ 
8.) Interior insulation      _______________ ___________________ 
9.) Final trades (electrical, mechanical, plumbing)   _______________ ___________________ 
10.) Final building       _______________ ___________________ 
 

MISCELLANEOUS INSPECTIONS 

 
1.) Post hole or footing for porch, deck, fence   _______________ ___________________ 
2.) Framing for deck      _______________ ___________________ 
3.) Ratwall for garage      _______________ ___________________ 
4.) Basement floor fill (before pouring)    _______________ ___________________ 
5.) Driveway or walks (before pouring)    _______________ ___________________ 
6.) Final grade on lot (part of final inspection)   _______________ ___________________ 
 
WITHOUT THE ABOVE INSPECTIONS BEING APPROVED, FINAL APPROVAL WILL NOT BE 

GRANTED. 
 

SEPARATE PERMITS ARE REQUIRED FOR ELECTRICAL, MECHANICAL, AND PLUMBING WORK. 
 

NOTE:  PERMIT CANCELLATION REFUND 

   Before Work Begins  50% permit fee returned 

   After Work Begins  0 permit fee returned 

 

****Note, Re-inspection/Permit Cancellation fee will apply**** 



 

 

 

 

 

 

 

 

GENERAL INFORMATION ABOUT BUILDING ACTIVITIES IN LATHRUP VILLAGE 
 
Permits Required:  No person shall commence to erect, alter, move, or enlarge any building nor commence the 
construction of any other land improvements on vacant land until a Building Permit is first obtained from the Building 
Official. 
 
Building Permits:  An application for a Building Permit shall be made in writing to the Building Official and shall be 
accompanied by appropriate supporting documents and fees.  If the activity is one requiring prior Site Plan approval and 
an approved Site Plan is on file with the City, the application shall recite such fact.  In all other cases a Plot Plan shall be 
submitted in duplicate.  Building and construction plans conforming to City Building Codes shall be submitted with the 
application.  The application or supporting documents must specify all uses to which the land and any proposed 

structures are to be put.  THE ISSUANCE OF A BUILDING PERMIT DOES NOT APPROVE A PROPOSED USE.  
BE SURE TO CHECK THE CITY’S ZONING ORDINANCE TO INSURE THAT THE USE FOR WHICH YOU ARE 
RENOVATING OR BUILDING FOR IS A PERMITTED USE! 
 
Duration of Building Permit:  Any Building Permit issued shall be valid for a period of 12 months from the date of 
issuance (unless revoked or terminated sooner) and may be extended for additional periods of 6 months so long as the 
work is progressing with reasonable diligence and dispatch. 
 
Inspections:  City inspections are required on all work undertaken pursuant to a Building Permit.  If a building is 
involved, the holder shall request and obtain an inspection when the foundation work has been completed.  In all events, a 
final inspection shall be requested and obtained when all land improvements are complete.  Requests for inspections shall 
be made in writing or faxed to the Building Official twenty four (24) hours prior to actual inspection.  ****Note Re-
inspection/Permit Cancellation fee will apply****  
 
Certificate of Occupancy Required:  No lands or buildings (or any part thereof) can be occupied or put to use and no 
lands or buildings (or any part thereof) can undergo a change in use unless or until a Certificate of Occupancy is first 
obtained from the Building Official for such land and/or building use.  Applications for a Certificate of Occupancy is to be 
made in writing to the Building Official with appropriate documents and fees.  Where a building permit has been issued, 
the request for final inspection may constitute an application for a certificate. 
 
A Temporary Certificate of Occupancy may be issued by the Building Official if the applicant can show that a hardship 
exists. 
 
Site Plan Review:  No person can commence any new use or erect or alter any structure without first obtaining the 
approval of a Site Plan of the proposed change from the Building Official, and no use shall be carried on or continued or 
maintained no structure erected, altered, or enlarged and no other improvement or construction undertaken except as 
shown on the approved site plan.  Please contact the Building Official or review Section 1514 of the City’s Zoning 
Ordinance for details about the site plan process. 
 
Business License Required: In most cases all businesses located in the City require a business license to operate.  The 
issuance of a building permit does not approve the intended use.  Allowable uses are defined in the City’s Zoning 
Ordinance.  It is your responsibility to insure that the proposed use of your structure (premises) is a permitted 

business within its zoning classification.  Failure to do so may leave you with a space that can not be used for your 

intended use! 

 

 

 

 

 

 



 

CITY OF LATHRUP VILLAGE 

APPLICATION FOR BUILDING PERMIT 

 

General Requirements:       PERMIT # ___________________ 

 

1.) Two (2) sets of plans, including plot plan, must be submitted with this application. 
2.) In some cases a site plan must be submitted.  Please refer to the attached information to determine if a site plan is 

required. 
3.) All surplus building materials and debris must be removed by applicant.  This material will not be picked up by 

the City, or its refuse contractor. 
4.) A Certificate of Occupancy must be obtained before occupying a new building. 
5.) A twenty four (24) notice is required for inspection appointments. 
 

Application for permit to: 

Type of: 
Construction     Residential    Commercial 
Alter   ________  Dwelling ________  Building ________ 
Remove  ________  Addition ________  Addition ________ 
Erect   ________  Garage  ________  Parking Lot ________ 
Remodel  ________  Re-roof  ________  Other  ________ 
Repair/ Replace  ________  Fence  ________ 
      Other  ________ 
_ 

Zoning Information: 

1.) The zoning district in which the proposed work is to be done is: ________________________________________ 
2.) The end use for which the construction is intended is in an approved City use:   yes: ________  no: ________ 
3.) If you answered no to #2 above, have appropriate City approvals been applied for:  yes: _________  no:________ 
 

Job Information: 
Owner Address: _________________________________________________  Day Phone #:_______________________ 
Name of Property Owner: __________________________________________  Size of New Structure: _______________ 
Building Location: _____________________________  (north, east, south, west) side of _________________________ 
street & between __________________________________________ and ______________________________________ 
Sidwell No: _______________________________________ 
 

Contractor/Architect/Engineer Information:  (circle one that applies) 

Company Name: ____________________________________________________________________________________ 
License Holder: ____________________________________________________________________________________ 
Address: _____________________________________________ City/State/Zip: ________________________________ 
Phone #: ________________________________ 
 

STATE BELOW EXACTLY WHAT THIS PERMIT WILL COVER AND END USE OF 

BUILDING (SEE GENERAL INFORMATION SHEET ON BUSINESS LICENSING) 
__________________________________________________________________________________________________ 
 

__________________________________________________________________________________________________ 
 

__________________________________________________________________________________________________ 
 
TOTAL ESTIMATED VALUE OF JOB:  $______________________________ 
 

Signature of Applicant: _____________________________________  Print Name: ______________________________ 
Date Received: ___________________________________ Received by: __________________________________ 
 
 

****Note Re-inspection/Permit Cancellation fee will apply**** 
 

 

If required other trade permit Numbers:________ Electrical__________  Plumbing __________  Mechanical __________ 



DEPARTMENT USE ONLY: 

 

Approved __________ Denied __________  because of ____________________________________________________ 
 
Approved/Denied by: _______________________________________ Position: _________________________________ 
 
PERMIT NUMBER: _____________________________ (from front page) 
 
FEES 
       AMOUNT:   OTHER FEES: 
Building Permit   ______________  ______________ 
Building Registration  ______________  ______________ 
Clean-up Bond   ______________  ______________ 
Inspections   ______________  ______________ 
 
TOTAL   $_____________  $_____________  TOTAL COST:  $_______________ 
 
 

 

BUILDERS REGISTRATION 

Company: _________________________________________________________________________________________ 
Address: _________________________________________City/State/Zip: _____________________________________ 
License Number: _____________________  Expiration Date: __________________  Phone #: _____________________ 

Please provide copy of license 
 

Federal Employer ID Number 
or Reason for Exemption:  _________________________ 
 

Workers Compensation Insurance 
Carrier or Reason for Exemption: _________________________ 
 

MESC Employer Number or 
Reason for Exemption:   _________________________ 
 

“Section 23a of the state construction codes act of 1972, Act No. 230 of Public Acts of 1972, being section 125,1523a 

of the Michigan Complied Laws, prohibits a person from conspiring to circumvent the licensing requirements of 

this state relating to persons who perform work on residential building or a residential structure.  Violations of 

section 23a are subjected to civil fines.” 
 

A copy of your certificate of insurance must be on file with the City before any permits are issued. 
 
_______________________________________________  _______________________________________ 
Signature of Contractor       Date signed 
 

 

HOMEOWNER REGISTRATION 
Name: ____________________________________________________________________________________________ 
Address: _______________________________________________ City/State/Zip: ______________________________ 
Phone #: ______________________________________ 
 
“Section 23a of the state construction codes act of 1972, Act No. 230 of Public Acts of 1972, being section 125,1523a 

of the Michigan Complied Laws, prohibits a person from conspiring to circumvent the licensing requirements of 

this state relating to persons who perform work on residential building or a residential structure.  Violations of 

section 23a are subjected to civil fines.” 
 

Homeowner guarantees that work is being done by the homeowner or immediate family and will not be contracted 

out; also, this will not be a rented property. 

 

_______________________________________________________  ________________________________ 
Signature of Homeowner       Date signed 
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