
DRAFT 
Special Permit Application Package 

Town of Charlemont 
 
 
This package contains: 
 

1. Submittal requirements for Special Permits 
2. The Special Permit application form 
3. A flow chart describing the key steps from ‘soup to nuts’ 

 
Purpose:  
Special Permits 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. 
 
Uses Requiring a Special Permit: 
Special Permits are required for any of the uses listed under Section 32.3 Use Table of 
the zoning bylaws. All uses not specifically listed in the Use Table shall be permitted 
only with a Special Permit from the Planning Board.  
 

Construction other than the listed uses requires a Building Permit, which can be 
obtained through the Franklin County Cooperative Inspection Program: 
http://permiteyes.com/frcog/user_login.asp. 12 Olive Street, Greenfield. The Building 
Inspector may send an applicant back to the Planning Board for a Special Permit if 
he/she decides that the project falls into one of the categories. 
 
Application Requirements:  
The Special Permit submission shall contain information necessary to enable the 
Planning Board to conduct an informed review.   
  
• The Application Form-3 Copies 
 Available from the Planning Board Secretary 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 legal property description.  

 

•  List of Special Permit Application Submittal Requirements attached herein. 
The Planning Board may waive any of the requirements for special permit 
submittal if the simplicity or scale of the project warrants such action.  

 

• Certified Abutters list-3 Copies 
 Available from the Board of Assessors and to be handed to the Planning Board 

secretary, together with the application. 
 

• Application fee of $90. 
 

• Abutter Notice fee of $10. This fee covers the cost of notifying the abutters as 
they appear on the abutters list.  

 

• 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. 
 

Section 23.9 Special Permit Criteria: 
In acting upon Special Permits, the Planning Board shall consider the following criteria: 
 

a) The degree to which the activity, site plan, and building design are 
consistent with economic development activities, including tourism, as 
identified in the Master Plan. 

 

b) Capability of and cost to the Town to provide municipal services for the 
proposed use and premises, including police, fire, emergency services, and 
road maintenance and the ability of existing infrastructure to support the 
proposed use including but not limited to existing roads and bridges and 
their condition.  

 

c) Impact on the Town's school or other educational facilities.  
 

d)     Consequences of sound, light, odor, noise, traffic congestion, or other 
disturbances for abutting and other properties that may be impacted. 

 

e)    Environmental impact of the proposal, including the degree to which the 
proposal results in water, air, noise or light pollution; topographic change; 
removal of mature trees or other botanical assets; removal of cover 
vegetation; risk of erosion or siltation, increased storm water runoff from 
the site; or displacement of natural habitats 

 

f) Impact on existing traffic conditions and vehicular and pedestrian safety on 
all roads in town, particularly at intersections with the Mohawk Trail.  

 

g) Degree to which the proposal is compatible with the character of the 
surrounding area and neighborhood. 

 

h) Degree to which the proposal preserves scenic views and historic, natural, 
and cultural resources through site design, landscaping and protection of 
resources. 

 

i)     Employment, housing, and fiscal consequences to the Town. 
 

j)     Impact on agricultural or forestry operations or the productivity of the land 
for those uses. 

 

k)     Capability of the Town or other public or private entities to provide water 
supplies, sewage treatment, and stormwater management.  

 

l)     Other impacts on the Town including support of local products and 
businesses, protection of open space, provision of recreational 
opportunities for Town residents, and energy conservation.  

 
 
 
 
 
 



 
Town of Charlemont 

Special Permit Application Submittal Requirements  
 
 
 

a) Proof of ownership of property, or written permission from owner; 
b) Abutter’s list from Assessor’s Office of abutters within 300’ of property line; 

c)    Description/ drawing of anticipated action; 

d)    Signage plan, with design and size and lighting; 

e) Lighting design for grounds, lot and building; 

f) Days and hours of operation requested; 

g) Parking Plan showing present and proposed parking locations; 

h) Screening-including fencing, vegetation, etc. between subject and abutting 
properties; 

i) Detailed Plot Plan, to scale, of anticipated action, including parking, traffic, 
setbacks, abutters and all dimensions; 

j)   To scale drawings of floor plans and elevations; 

k)   Topographical changes; 

l)   All existing and proposed structures; 

m)    Lot dimensions; 

n) Setbacks from: 
a. all lot lines 
b. roadways 
c. streams 
d. bodies of water; 

o) Street names; 

p) Locations of wells; 

q) Locations of septic system(s); 

r) Structures on adjacent properties; 

s)    Any other information pertinent to the application.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
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 #:   MAP #: 
 PAGE #:   PARCEL #: 
 
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. 
 
 
SEND COMPLETED FORMS TO: 
Carlene Hayden/Charlemont Planning Board 
P.O. Box 465 
Charlemont, MA  01339 

DATE OF RECEIPT BY TOWN CLERK:  
 
 
***INCOMPLETE APPLICATIONS WILL NOT BE ACCEPTED. 
 
_______  Plot plans and floor plans attached. 
 
_______  Abutters list attached. 
 
_______  Check for $90.00 Special Permit Fee and $10.00 abutter notice fee included 
  



 

Special Permit required

Application Fee = $90.00 Abutter Mailing Fee = $10.00
NO CASH accepted Payment by Money Order or personal check

made out to Town of Charlemont

Hearing to take place 14 to 65 days from filling date

Hearing must be posted in newspaper for 2 consecutive weeks

YES   

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

Building Permit application available through the Cooperative Inspection 
Program; http://www.frcog.org/services/coop_inspect/index.php, 12 Olive 
Street, Suite 2, Greenfield. 413.774.3167

NO

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 close of Hearing to 
make decision

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 Board  review s special permit 
application, schedules hearing, posts 

public hearing, notif ies abutters 

Applicant obtains Special Permit application from 
Planning Board Secretary who sets preliminary 
meeting w ith Planning Board, Applicant  obtains 

abutters list from Assessors Office

Applicant obtains 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 include 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

Applicant takes recorded Special 
Permit to Building Inspector and 
obtains Building Permit

 
C om p let ed

S pe cia l P er m it r equ ire d

Ap pl ica tio n F e e =  $ 75 NO  C A SH  a cce pt ed
C ert ifie d M a il F ee  =  $ 8/a bu tte r
Pa ym e nt by  M on ey Or de r, p er so na l o r

b an k c he ck .

Su gg es t c al ling  to  a rra ng e m e eti ng  tim e

H ea rin g t o ta ke  p lac e 14  to  65  d ays  fr om  fi llin g d at e
H ea rin g h as  to  be  p os ted  in  n ew sp ap er for  2 co ns ecu tiv e we ek s

YE S   

As se ss or s O ffi ce  41 3- 33 9-8 58 6
Pl an nin g Bo ard  s ec ret ary  4 13 -33 9- 43 35  ex t 7

To w n C le rk   4 13 -62 5- 61 57
To w n H al l     4 13 -33 9- 43 35

r ev ise d 1 0- 26 -0 8

N O

Bu ild in g P er mi t a pp lica tio n av aila bl e a t T ow n  Ha ll or the  
C oo pe rat ive  B uild in g I ns pe cto r P ro gra m  41 3. 77 2.2 02 6 
lo ca ted  in  th e G re en fie ld  Co ur tho us e

P la nn ing  B oa rd me et s 1 st & 3rd  T hu rsd ay s 
o f t he  m on th

To w n C le rk is loc ate d in E. Ch ar lem o nt at 20 23  Mo ha w k 
Tr ail  ac ro ss  fro m  Cr ab  A pp le Wh ite wa te r

Pl an nin g Bo ard  h as  90  d ay s fr om  e nd  o f H ea rin g t o 
m ak e d ec isi on

S pec ial  Pe rmi t no t re qu ired

Ap pli can t su bm its   C om ple ted  

a ppl icat ion  to Pla nni ng Bo ard  

se cre tar y w ho ma y a sk for add itio na l in form at ion

Bu ildi ng Per mit  

iss ue d, m ay  ne ed  to 

co nta ct oth er 

B oar ds

A pp lica nt t ake s S pe cia l  P erm it 

A ppl ica tion  to  To wn Cle rk to e sta blis h fili ng dat e a nd retu rn s it to t he Pla nni ng 

Bo ard  se cre tary

Pla nn ing  Brd   r evie ws  Sp ec ial P er mit  

Ap plic atio n, sch ed ule s he ar ing,  po sts  

pub lic hea rin gs,  no tifie s a but ters  

Ap plic ant  ob tain  S pec ial Per mit  ap plic ati on from  

P lan nin g B rd sec ret ary  wh o s ets  pre lim ina ry 

m eet ing wit h P lan nin g B oar d, A pp lica nt  ob tain  

ab utte rs list  fro m A ss ess ors  Of fice

Ap plic an t ob tai n B uild ing  Pe rm it 

app lica tio n a nd est abli sh nee d f or 

S pec ial  Pe rmi t by  ta lkin g to  B uild ing  

I nsp ec tor

Sp eci al 

P erm it

 App ro ved

P la nnin g B rd  co ndu cts  pu blic  he ari ng,  

wh ich  ma y i ncl ude d s ite vis it, p ubl ic 

in pu t,  c ont inu ing  the  H ear ing etc .

W ithin  14  da ys  Pla nn ing  Bo ard   fil es 

dec isi on w ith  To wn  Cl erk  an d n otif ies 

ab utte rs of t he dec isio n

If n o a pp eal  file d w ith in 2 0 

da ys,  To wn  Cl erk   iss ue s 

c ert ifica te of n o a pp eal

A pp lic an t m ay  a pp ea l to  S up eri or 
C o urt , L an d C ou rt or  re file  ap pl ica tio n  

i n 2  yr s

A ppl ican t fi les  ap pro ved  Sp ec ial P er mit  

w ith Re gis try of D ee ds,  loc ate d o n 2 nd  

flo or o f C our tho use , S pe cial  Pe rm it 

be com es  ef fect ive  on ce filed

 W hil e a t co urt hou se  ap plic ant  tak es  

re cor ded  Sp ec ial Per mit  to Bu ildin g 

In spe cto r a nd obt ains  B uild ing  Pe rm it  


