
 
 

Special Permit Application Package 
Town of Charlemont 

 
 
This package contains: 
 

1. Application requirements information sheet 
2. The Special Permit application form 
3. A flow chart describing the key steps from ‘soup to nuts’ 

 
 
Special Permit requirements are established   
to provide a detailed review of uses and structures, which may have substantial 
impact upon traffic, utility systems, and the character of the town among other 
concerns. The review process is intended to insure a harmonious relationship 
between any proposed development and its surroundings as well as consistency 
with the purpose and intent of the Zoning Bylaw. Special Permit reviews are 
concerned with both the physical characteristics of a plan and the 
appropriateness of the proposed use. 
 
The Charlemont Planning Board is the Special Permit Granting Authority. 
 
Special Permits are required for the following: 

. New buildings containing three or more dwelling units 

. Conversion of existing buildings into three or more dwelling units 

. Commercial, business, and industrial uses 

. Mobile homes, mobile home parks, and campgrounds 

. Uses involving four or more full-time, or equivalent, employees on 
the premises or which involve six or more parking spaces 

. Any development involving a total of more than 10,000 square feet 
of floor area 

. A building or structure over 32 feet in height 

. Off-premise signs providing directions to businesses or activities in 
abutting towns 

. Accessory or scientific research or development, as provided by 
MGL Chapter 40A, section 9, paragraph 9. 

. Changes of use e.g. from residential to commercial 
 
Construction other than the above mentioned uses require a regular Building 
Permit , which can be obtained from town hall or the Franklin County Courthouse, 
Cooperative Building Inspector Program. The Building Commissioner may send 
an applicant back to the Planning Board for a Special Permit if he decides that 
the project falls into one of the above categories. 
 
 
 



 
Application Requirements Information Sheet 

 
The following information is required for the application for a Special Permit in the 
Town of Charlemont: 
 

• The Application Form 
(2 copies, available from the Planning Board during regular office 
hours) The application shall state in clear language the reason for 
the application and give a short description of the project including 
information such as map and parcel # from the assessors, lot size, 
ownership proof or approval letter by owner. 

 
• Plot Plan 

Drawn to scale showing all existing structures, lot dimensions, 
setbacks from all lot lines, roadways, streams and bodies of water, 
street names, locations of wells, septic systems, proposed 
structures, structures on adjacent properties, present and proposed 
parking, present and proposed signage and lighting where 
appropriate, proposed days and hours of operation, and any other 
information pertinent to the application.  Where appropriate, 
accurate to scale drawings of floor plans and elevations. 

 
• Application fee of $75. 

 
• Certified Abutters list, available from the Board of Assessors and 

to be handed to the Planning Board secretary, together with the 
application. .. 

 

• Abutter Notification fee of $8/abutter (personal check, bank check 
or money order) 
This fee covers the cost of notifying, by certified mail, the abutters as 
they appear on the list prepared by the Board of Assessors. 

 
• Project Review fee  where appropriate as stated by the Planning 

Board. 
 
The Board highly recommends that the applicant attend one informal pre-
application meeting with the Planning Board to discuss the project. 
 
The applicant shall bring the complete application package to the Planning Board 
secretary for a review of completeness. The applicant will then take it to the town 
clerk to date stamp the official filing date on the application and then return it to 
the Planning Board Secretary.  
 
 
 
 
 



TOWN OF CHARLEMONT 
CHARLEMONT PLANNING BOARD 

APPLICATION FOR SPECIAL PERMIT 
 

 
NAME OF APPLICANT: ____________________________________________ 

ADDRESS OF APPLICANT: _________________________________________ 

PHONE NUMBER: __________________  DATE OF APPLICATION: _______ 

 
LOCATION OF PROPERTY: _________________________________________ 
 
PROPERTY IS IDENTIFIED AT REGISTRY OF DEEDS IN: 
 BOOK #: 
 PAGE #: 
 
APPLICANT IS: 
(OWNER, TENANT, LICENSEE, PROSPECTIVE PURCHASER, ETC.) 
 
NOTE: If applicant is not owner, include letter of owner’s approval with application. 
 
REASON FOR REQUEST: 
 
Date of denial by Building Inspector: 
 
Applicable section of Building/Zoning by-law: 
 
 
APPLICANT’S SIGNATURE: _______________________________________________ 
 
OWNER’S SIGNATURE, IF DIFFERENT: _____________________________________ 
 
***APPLICANT MUST OBTAIN FROM THE ASSESSORS AND SUBMIT WITH THIS 
APPLICATION, A CERTIFIED LIST OF ALL ABUTTERS WITHIN THREE HUNDRED 
FEET (300’) OF ALL PROPERTY LINES. 
 
********ENCLOSE A CHECK FOR $75.00 PLUS $8.00 PER ABUTTER******** 
 
SEND COMPLETED FORMS TO: 
Carlene Millett 
Charlemont Planning Board 
157 Main Street 
Charlemont, MA  01339 

DATE OF RECEIPT BY TOWN CLERK:  
 
 
 
***INCOMPLETE APPLICATIONS WILL NOT BE ACCEPTED. 
 
_______  Plot plans and floor plans attached. 
 
_______  Abutters list attached. 



 

Completed

Special Permit required

Application Fee = $75 NO CASH accepted
Certified Mail Fee = $ 8/abutter
Payment by Money Order, personal or

bank check.

Hearing to take place 14 to 65 days from filling date
Hearing has to be posted in newspaper for 2 consecutive weeks

YES   

Assessors Office 413-339-8586 ext 2
Planning Board secretary 413-339-4335 ext 6
Town Clerk   413-339-4335 ext 7
Town Hall     413-339-4335

NO

Building Permit application available at Town Hall or 
the Cooperative Building Inspector Program 
413.772.2026 located in the Greenfield Courthouse

Planning Board meets 1st & 3rd Thursdays 
of the month

Town Clerk is located in the Town Hall, 157 Main 
Street, Chrlemont

Planning Board has 90 days from end of Hearing to 
make decision

Special Permit not required

Applicant submits  Completed 
application to Planning Board 
secretary w ho may ask for 

additional information

Building Permit 
issued, may need 
to contact other 

Boards

Applicant takes Special  Permit 
Application to Tow n Clerk to 

establish f iling date and returns it to 
the Planning Board secretary

Planning Brd  review s Special Permit 
Application, schedules hearing, posts 

public hearings, notif ies abutters 

Applicant obtain Special Permit application from 
Planning Brd secretary w ho sets preliminary 

meeting w ith Planning Board, Applicant  obtain 
abutters list from Assessors Off ice

Applicant obtain Building Permit 
application and establish need for 
Special Permit by talking to Building 

Inspector

Special 
Permit

 Approved

Planning Brd conducts public 
hearing, w hich may included site 
visit, public input,  continuing the 

Hearing etc.

Within 14 days Planning Board  f iles 
decision w ith Tow n Clerk and notif ies 

abutters of the decision

If no appeal filed w ithin 20 
days, Tow n Clerk  issues 
certif icate of no appeal

Applicant may appeal to Superior 
Court, Land Court or refile 

application  in 2 yrs

Applicant f iles approved Special 
Permit w ith Registry of Deeds, 

located on 2nd f loor of Courthouse, 
Special Permit becomes effective 

once f iled

 While at courthouse applicant takes 
recorded Special Permit to Building 
Inspector and obtains Building Permit  

C om ple te d

Sp ec ial  Pe rm it r equ ire d

A ppl ica tio n F ee  = $75 N O C AS H  ac cep te d
C ert ifie d M ail  Fe e =  $  8/ abu tte r
P aym e nt b y Mo ne y O rde r, per so nal  or

ba nk  ch eck .

S ugg es t c alli ng to arr ang e m e etin g t im e

H ear ing  to  ta ke pla ce  14  to  65  da ys  fro m fillin g dat e
H ear ing  ha s to b e pos ted  in  ne ws pa per  fo r 2 co nse cu tive  w eek s

Y ES    

A sse ss ors  O ffic e 4 13 -33 9-8 58 6
P lan nin g B oa rd se cre tar y 4 13- 33 9-4 335  e xt 7
T own  C ler k   41 3-6 25- 61 57
T own  H all     41 3-3 39- 43 35

re vis ed  10 -26 -08

NO

B uild ing  P erm it ap plic ati on ava ila ble  at  To wn  Ha ll o r 

th e C oo pe rat ive Bu ildi ng  Ins pe cto r P rog ram  

Pl ann ing  B oa rd m ee ts  1s t &  3r d T hu rsd ays  
of the  m on th

T own  C ler k is  lo ca ted  in E. Ch arl em ont  at  20 23  

P lan nin g B oa rd ha s 9 0 d ay s fr om  en d o f H ea rin g to  
m ak e d ec isio n

S pec ial P erm it n ot r equ ired

Ap plic ant  sub mit s  C om pl ete d 
a ppli cati on t o P lann ing  Bo ard  

s ecr eta ry w ho  ma y a sk for 

a ddi tion al in for mat ion

B uildi ng Perm it issu ed , ma y n eed  

to con tac t ot her  

B oard s

A ppl ican t ta kes  Sp eci al  P erm it App lica tion  to  Tow n Cler k to  

esta blis h f iling  da te a nd retu rns  it t o 

t he Plan nin g B oar d se cre tar y

Pla nnin g B rd  rev iew s S pe cial Per mit 

App lica tion , s che dule s h ear ing , po sts  

p ubli c h eari ngs , no tifie s a but ters  

Ap plic ant obt ain Spe cia l Pe rmit  ap plica tio n fr om 

Pl ann ing Brd  se cre tary  wh o s ets  pre lim inar y 

me etin g w ith Pla nnin g B oar d, A pp lica nt  o bta in 

a but ters  lis t fro m A ss ess ors  Of fice

Ap plic ant  obt ain  Bui ldin g Pe rm it 

app lica tion  an d es tab lish  ne ed f or 

S pec ial Per mit by t alki ng t o B uild ing 

In spe cto r

Sp ecia l Pe rmit

 A pp rov ed

Pla nnin g B rd con duc ts p ub lic 

h eari ng,  wh ich  ma y in clud ed  site  

v isit,  pu blic inp ut,  con tinu ing  the  

H ear ing etc .

Wi thin  14 day s P lann ing  Bo ard   file s 

dec isio n w ith Tow n C ler k an d n otif ies 

abu tter s o f th e de cis ion

If n o a ppe al f iled  wit hin 20 

da ys, Tow n Cler k  is su es 

c ertif ica te o f no  ap pea l

A ppl ica nt ma y a pp eal  to  Su pe rior  

C ou rt,  La nd  Co urt  or  ref ile 

app lic atio n  in 2 y rs

A pplic an t file s a ppr ove d S pec ial 

P erm it w ith  Re gist ry o f D eed s, 

loca ted  on  2n d flo or of C ou rtho use , 

Sp eci al P erm it b eco mes  ef fec tive  

 Whi le a t co urt hou se app lica nt ta ke s r eco rde d S pec ial P erm it t o B uild ing 

In sp ecto r a nd obta ins  Bu ildin g P erm it  


