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Town of Charlton 
www.townofchalrton.net 

37 MAIN STREET
CHARLTON, MA 01507

508-248-2241
FAX: 508-248-0565 

Application for a Building Permit 
New homes,  Additions,  & Substantial Remodeling  

 
The explanat ions below wil l  guide you through the process  of  f i l l ing out  our  Long Form permit  
appl icat ion.   Please take the t ime to read the instruct ions al l  the way through f irst ,  and then start  
at  the beginning of  the form, fo l lowing the direct ions .  We know i t  seems l ike an endless  set  of  
instruct ions,  but  th is  covers  the comprehensive process  of  f i l l ing  out  the appl ication and also gives  
some background on the reasoning behind the i tems.  I f  the appl icat ion is  correct ly and completely f i l led 
out  and al l  the associated paperwork is  a t tached the permit  should be ready in one to two weeks.  We 
wil l  cal l  you when the permit  is  ready,  with  quest ions if  any and the fee amount.  
 
This  form may only be used for  resident ia l  work including;  new homes,  addi t ions,  a t tached and detached 
garages and barns,  decks,  porches and substant ia l  remodel ing.  I f  you have any quest ions p lease contact  
Cheryl  Fairbrother ,  the Depar tmental  Assistant .  
 

If  you are using the electronic Form Fil lable  version of  this  application,  
 use the “tab” key to move between the f ie lds .  

 
Put your name,  job s ite  address ,  date and t it le  on each page of  a l l  drawings and paperwork,   

attached to each applicat ion.  
 
Block 1:  Owner,  applicant information  
Inser t  the s treet  address  for  the project  property along with  the owners  name,  mail ing address  and phone 
number.  
 
I f  you are  using a  general  contractor  they should be the author ized agent,  include their  mail ing address  
and phone number.  
 
Go to  the Assessor’s  off ice located in  the Town Hall  nor th wing and have the Map,  Block and Lot  
number f i l led in  and in i t ia led .  This  makes sure the improvement is  recorded on the correct  proper ty.  For  
a l l  projects  except  a  new home,  get  a  copy of  your Field  Card;  th is  wil l  be helpful  la ter  in  the process .  

 
Block 2:  Proposed Project  
Check off  the appropr ia ted  block and indicate  the s ize of  the s t ructure i f  applicable .   

Do not f i l l  in  the shaded fee area.  
 
For  any s tructure ,  s tructural  change,  a t tach a drawing(s)  with dimensions and labeled to scale,  a t  a  
minimum there should  be a  layout for  each f loor  including decks,  a  sect ion drawing for  each different  
area of  the s t ructure.  Show the s ize,  type and locat ion of  al l  foundat ions and suppor ts ,  beams,  g irders ,  
braces,  f loor ,  wal l  and roof  framing and cover ings.   
 
I f  the drawings are  done proper ly,  when the permit  appl icat ion is  reviewed i t  should be readi ly apparent  
what is  being constructed,  how and with what mater ia ls .   
 
The minimum drawings wil l  show a plan view of  what is  there  now ( if  appl icable) ;  a  f loor  p lan for  each 
f loor ,  showing what the new conf igurat ion wil l  look l ike.  I f  you are  moving walls  be aware that  some 
in ter ior  walls  and most  exter ior  walls  hold something up,  th is  needs to  be taken into account.  A sect ion 
drawing is  a  s l ice cut  through the bui ld ing; you should label  a l l  the construct ion detai ls  and s izes  of  
mater ia l  to  be used.  
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Zoning information;  
 

Char l ton is  d ivided in to dif ferent  zones that  a l low dif ferent  types  of  uses,  approximately 84% of  the  
town is  zoned Agricul ture  “A”,  where predominant ly s ingle  family homes are  al lowed.  The required lo t  
s ize and area is  60K square feet ,  with 175 feet  of  road frontage ( there are  except ions) .  In  the A zone the 
setback for  bui ld ings are  30 feet  f rom the front  and rear  l ines ,  15 feet  f rom the s ide l ines .  In  an R-40 
zone the lot  is  required to be 40K square feet ,  with 150 feet  of  f rontage.  In  an  R-40 zone the front  
setback is  30 feet  with 15 feet  required for  the s ides  and the rear .  Corner  lo ts  and through lo ts  are  
handled different ly.  
 
As a  reminder  there are  except ions and other  requirements  depending when the lot  was created and how 
i t  was created,  a lso  some th ings change depending on the type of  project .  
 
I f  your  lo t  does not  meet  the s ize requirements  or  your project  does not  meet  the setback requirements  
there  is  the possibi l i ty that  var iances or  special  permits  maybe required.  Ask us about th is  if  you need 
to  know, there  are  too many var iat ions to  explain here .  
 
Fi l l  in  or  chose the correct  Zoning District  (A,  R-40,  R-SE,  NB, CB, IG,  BEP).  
Fi l l  in  the Lot Area ,  in  square feet .  
Answer  the quest ions about wetlands  and f lood zone (refer  to  information in  fo l lowing paragraphs) .  
 
Fi l l  in  the required setback distant  if  you know them, ask us for  help  i f  you don’ t ,  you should be able  to  
get  the lo t  s ize and frontage from the assessors or  the f ie ld card  from your proper ty.  Fi l l  in  the 
distances your proposed project  is  from the lo t  l ines  in  the appropr ia te  spaces.  
 
A plot  p lan  is  a  drawing of  your  lo t  showing the exis t ing bui ld ings,  the lo t  l ines ,  required setbacks,  the 
locat ion of  the sept ic  system and water  supply,  wi th the distances  between each.   
 
A good place to  s tar t  for  th is  drawing is  a  Mortgage Survey (aka tape survey,  or  an As-Buil t  of  the 
bui ld ing on the proper ty or  possib ly an As-bui l t  of  the sept ic  system) 
 
Also show any wetland  with in 100 feet  of  any digging or  dir t  p i les  you may or  wil l  create .  A wetland 
has several  specif ic  defin i t ions.   A wetland is  determined by watery soils  and vegetat ions.  You may 
vis i t  the  Depar tment of  Environmental  Protect ion a t  www.state .ma.us/dep.   I f  there are wetlands  you 
wil l  need to  f i le  for  approval  f rom Conservat ion Commission,  508-248-2247.  
 
Flood zones ,  l ike wet lands are  prevalent  in  Char l ton;  they extend out f rom r ivers ,  s t reams and lakes,  
general ly not  too  far ,  i f  you are  with in 100 feet  of  a  wet lands the engineer  that  does your wetland f i l ing 
with the Conservat ion Commission should make note  of  any f lood zone.  
 
We are looking to  see that  the work you are  proposing meets  the zoning requirements and that  you wil l  
not  harm or  over load your  sewage disposal  system. 
 
Block 3:  Homeowner License Exemption 

If  you as  the homeowner are  wil l ing and able  to  supervise the project  and take on the responsibi l i ty 
to ensure  the project  is  complete in accordance with  a l l  the applicable sect ions  of  the build ing code,  you 
may apply for  the permit  yourself .  Homeowners  are  def ined by the build ing code in  par t  as ;  

  
Any Home Owner performing work for which a building permit is required shall be exempt from the licensing 
provisions of 780 CMR 108.3.5; provided that if a Home Owner engages a person(s) for hire to do such work, 
that such Home Owner shall act as supervisor. This exception shall not apply to the field erection of a 
manufactured buildings constructed pursuant to 780 CMR 35 and 780 CMR R3. For the purposes of 780 CMR 
108.3.5, a “Homeowner” is defined as follows: Person(s) who owns a parcel of land on which he/she resides or 
intends to reside, on which there is, or is intended to be, a one or two family dwelling, attached or detached 
structures accessory to such use and/or farm structures. A person who constructs more than one home in a two-
year period shall not be considered a home owner.   
 

http://www.state.ma.us/dep
http://www.mass.gov/bbrs/780CMR_Ch01.pdf
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If  you apply under  the homeowner exemption,  you wil l  not  have access  to  the Home Improvement 
Contractor  Law, Guaranty Fund or  any of  the protect ions provided  under  MGL c 142A and 780 CMR 
R6.  For  addi t ion information on the Home Improvement Contractor  Law, got  to  
h t tp : / /www.mass.gov/bbrs/h ic .h tm  
 

Build ing projects  are  a  major  undertaking,  there are  a  mult i tude of  detai ls  to  consider ,  while  th is  
off ice is  wil l ing to  help you,  our  t ime is  l imited,  by law and regulat ion we can not design the bui ld ing 
or  supervise your  subcontractors  for  you.  The funct ions of  the inspectors  are  to  ensure safe build ing 
through plan review and inspect ions.  Nothing is  more f rustrat ing for  both you and the inspector  to  come 
out to  the job s i te  for  an inspect ion and have to  c i te  a  def ic iency that  needs to  be corrected .  

 
Block 4:  Contractor Information 
If  you are  not  applying under  the Homeowners  exemption from block 3 and the projects  involves 
s t ructural  work,  a  Licensed Construct ion Supervisor  (CSL) is  required to  supervise the project .  For  
addi t ion information see;  h t tp : / /www.mass.gov/bbrs/csl .h tm
 
Please have your  contractor  f i l l  in  the information and s ign;  a t tach a  copy of  the contractors  CSL. The 
pic ture  must  be legible .  
 
Addit ionally any work on an exis t ing bui ld ing or  proper ty that  is  not  an above ground pool ,  fencing,  or  
f reestanding masonry requires  the company or  person doing the work to  be a  Registered  Home 
Improvement  contractor .   For  addi t ion information see;  h t tp : / /www.mass.gov/bbrs/hic .h tm
 
Please have your  contractor  f i l l  in  the information and s ign;  a t tach a  copy of  the contractors  HIC 
regis tra t ion.   

 
Block 5:  Workers Compensat ion Insurance  MGL 152 section 25c
 
Sect ion 1  
Inser t  the s treet  address  for  the project  property along with  the owners  name,  mail ing address  and phone 
number.   

 
I f  the homeowner is  doing al l  the work,  check that  box,  if  the contractor  is  and has no employees and is  
doing al l  the work themselves check that  box.  I f  the contractor  is  a  sole  propr ietor  and is  h ir ing 
subcontractors  skip to  sect ion 3 of  th is  b lock.  

 
Sect ion 2  
If  the contractor  has  employees he should be providing workers’  compensat ion insurance for  his  
employees,  check th is  box.  Then f i l l  in  company name of  the contractor ,  address  excreta ,  the insurance 
company name and pol icy number.  Attach a  Cer t if icate  of  insurance or  b inder  endorsed to  the Town of  
Char l ton.   
 
Sect ion 3  
If  you or  the contactor  is  h ir ing insured subcontractors ,  he should  l is t  them and provide proof  of  their  
insurance.  Check off  the appropr ia te  box.  Then f i l l  in  company name of  the contractor ,  address  etc .  the 
insurance company name and pol icy number.  Attach a  Cer t if icate  of  insurance or  b inder  endorsed to  the 
Town of  Char l ton.   

 
If  you are going to fax the cert if icate of  insurance,  make sure it  has the job address  on it ,   

or it  wil l  not  meet  up with the application.  
 
Construct ion can be a  hazardous business;  i t  is  in  the proper ty owners’  in terest  to  be sure the people  
working on your property are  proper ly insured and you are protected.  

http://www.mass.gov/bbrs/hic.htm
http://www.mass.gov/bbrs/csl.htm
http://www.mass.gov/bbrs/hic.htm
http://www.state.ma.us/legis/laws/mgl/152-25c.htm
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Block 6:  Debris  Disposal  
 
Where is  the trash  from the project  going?  Put  in  the name,  address  and ci ty for  the faci l i ty.  
Requirements  of  MGL Chapter  40,  Sect ion 54,  MGL Chapter  111,  Section 150A  

 
Block 7:  Other Signatures Needed 
 
Town Collector  wil l  ver ify that  there are no outs tanding taxes,  assessment  or  fees  associated with  your 
proper t ies .  (MGL c 40 § 57)
 
Board of  Health or Water/Sewer ,  s ignature is  required for  anything that  might affect  your  sewage 
disposal  system; for  example an increase in  the number of  rooms or  bedroom(s)  in  the house,  d igging 
that  may impact  the  leach f ie ld .  

 
I f  th is  requires  a  Board of  Heal th s ignature;  you wil l  need to br ing to  a  f ie ld card  from the Assessor’s  
off ice,  i f  you are  changing or  adding to  the room arrangement in  the bui ld ing.  A Tit le  V locat ion 
inspect ion or  as-bui l t  of  the sept ic  system and the plot  p lan showing the work in  the  yard in re la t ion to 
the sept ic  system. 

 
The BOH may have some of  these records on f i le ,  but  i t  may take some t ime for  them to  locate  them and 
process  the permit  appl icat ion if  you don’ t  provide al l  the required information for  them. 
 
Block 8:  Owner/ Agent Authorizat ion 
 
This  b lock author izes  your  contractor  to  apply for  the permit  on your  behalf .  Also to  take advantage of  
the Home Improvement Contractor  Law, Guaranty Fund provided under  MGL c 142A and 780 CMR R6.  
h t tp : / /www.mass.gov/bbrs/h ic .h tm,  the contractor  must  be made your  agent.  

 
Your  name goes in  the  f irs t  space;  the contractor’s  name goes in  the  second space,  the  owner  s igns and 
dates in  the th ird and four th spaces .  Then in the f i f th  space put  the contractor’s  name,  then the 
contractor  pr in ts  and s igns their  name and date.  

 
If  th is  appl icat ion is  taken out  by the  homeowner,  skip  to  the  f if th  space and put  in  the owners name, 
then pr in t  and s ign your  name.  

 
 

The Board of  Build ing Regulat ion and Standards web si te  is :  
h t tp : / /www.mass.gov/bbrs/ index.htm

 
The Massachuset ts  State  Build ing Code can be found at :   

h t tp : / /www.mass.gov/bbrs/NEWCODE.HTM
 

Most  of  the one and two family information is  found in  Chapter  36 
 
  

If  you have any suggest ions for improving these direct ions please let   
the Building Commissioner know.  

 
 
 
Curt is  Meskus 
Build ing Commissioner  
Zoning Enforcement  Off icer  
Build ing.zeo@townofchar l ton.net

http://www.state.ma.us/legis/laws/mgl/40-54.htm
http://www.state.ma.us/legis/laws/mgl/111-150a.htm
http://www.mass.gov/legis/laws/mgl/40-57.htm
http://www.mass.gov/bbrs/hic.htm
http://www.mass.gov/bbrs/index.htm
http://www.mass.gov/bbrs/NEWCODE.HTM
mailto:Building.zeo@townofcharton.net

