
                  Proposed Use Letter (Letter of In tent) – Commercial Occupancy or Re-occupancy 
Submit to:  City of Taylor – Planning/Building Code & Ordinance Department 

23555 Goddard Rd.   Taylor, MI  48180 
Fax:  (734) 374-2732 

 
 
Planning Department Information: (734) 374-2745 ~ B uilding Code & Ordinance Department Information: (7 34) 374-1515 

�   New Tenant    �   New Owner (Same Use)             �   New Owner (Different use)  

 

Business Name:       Address:        

Hours of Operation:          Number of Employee’s:      

Intended Use of Business:               

                 

                  

Zoning:     Sq. Ft. of Building:      

I, the undersigned, state that all information and statements herewith submitted are true and correct to the best of 
my knowledge, information and belief. 
                 

           Address of Applicant 

                 

Signature of Applicant        Phone Number    Fax Number 

                 

Printed Name of Applicant      Email address 

Sketch Plan required with application showing build ing and parking. 

If moving from another location in Taylor please state address:           

Any hazardous materials on site:  � Yes      �  No     

If yes, please list materials:               

Any flammable materials on site:  � Yes    � No 

If yes, please list materials:               

Storage outside: � Yes  � No 

If yes, please list items:                

Currently Occupying Building:  � Yes � No    If yes, how long?          

Landlord Information (If Tenant): 

Name:        Phone:   Fax:   Email:      

Address/City/Zip Code:                

(Office Use Only) 

Date received by City of Taylor:     Clerk:     Use Approved On:    

Site Inspection On:     Re-Inspection On:      Comments:      

                 

                 
 
Letters of Intent with inspection fees pending will only be held for a period of sixty (60) days from date of submittal. 
 
 
 
 
 

FOR OFFICE USE: 
 

 ARC:    
 
 Receipt No.   
  



 



 



 



 
 

PROCEDURES FOR COMMERCIAL RE-OCCUPANCY, CHANGE OF U SE, TENANT, OR OWNERSHIP 
 
Step 1 - Planning Department: Use Approval / Site C heck 
 
Please submit the attached Proposed Use Letter (attached) to the Planning Department to obtain approval for the 
intended use of the business in the zoning district in which it is located. 
 
Submit an updated Sketch Plan of the site (see attached example & Section 19.04 of the Zoning Ordinance).  The site 
must meet all Zoning, Planning and Site Development requirements (see attached Section 19.11.c of the Zoning 
Ordinance). Sketch plans are reviewed at the same time inspections are done. 
 
Please fill out the attached SEMCOG Non-Residential Development Data form to the best of your knowledge.  
 
The initial inspection fee is $100.00 for site compliance inspection, no charge for 2nd inspection and $50.00 for each 
additional inspection.  Upon examination of the site, a cash deposit or letter of credit may be required by the Planning 
Department to insure completion of required site improvements (see Section 25.08 of the Zoning Ordinance & attached 
Letters of Credit/Cash Deposit pricing guide).  When all required improvements are completed, the deposit is refunded.  
 
Step 2- Building Department: Inspections 
 
If the use has been approved by the Planning Department you may apply in the Building Department for your re-
occupancy inspections.  The inspection fee is $300.00, for the following inspections*: 
 
Building Inspector 
Electrical Inspector 
Mechanical Inspector 
Plumbing Inspector 
 
*Please be advised that someone will need to be on the premises to sign for all inspections.  To schedule an appointment 
for re-inspection, or for further information, please contact Building Department at (734) 374-1515. 
 
Step 3 – Treasurer’s Office & Water Department:  Please contact the Treasurer’s Office At (734) 374-1380 
to verify that no personal property taxes are outstanding.  It is in your best interest to contact the Water Department at 
(734) 374-1363 to verify that a final meter reading has been obtained for the building in which you will occupy. 
 
Please contact the Treasurer’s Office at (734) 374-1380 to verify that no personal property taxes are outstanding. 
 

Step 4 - City Clerk’s Office: Business License 
 
If the use has been approved by the Planning Department you may apply in City Clerk’s Office for a Business License. 
Please contact the Clerk’s Office at (734) 374-2744 if you have further questions. 
 
Please be advised that you will obtain a Temporary Business License when you apply.  You will not receive your actual 
Business License until you obtain approval from all necessary departments and are issued a Certificate of Occupancy 
from the Building Department. 
 
Step 5 – Fire Marshal Division: Fire Inspection 
 
Please contact either the Senior Fire Inspector (734) 374-1359, or the Fire Marshal (734) 374-1358 to schedule an 
appointment for a fire inspection.  This appointment cannot be scheduled through the Building Department. 
 
 
Step 6 – Building Department:   After successful completion of all inspections, you will be issued a Certificate of 
Occupancy. 
 
 
 
 
 

 
 



 
 

Section 19.11(c) of the City of Taylor Zoning Ordinance: 
 

       Re-occupancy of an Existing Building, a Change of U se, or a Change in Tenants 
 
In all zoning districts, except for single-family detached dwellings in the R-1A through R-1C Single One-Family 
Districts and mobile home parks in the R-3 district, the following site development standards shall be complied with 
whenever occupancy permits or re-occupancy permits in Section 25.05 Permits are required. 

 
A. A sketch plans required in Article 19 Site Plan Review shall be provided to the Development Services 

Department.  The Development Services Department will review the sketch plan and shall ensure compliance 
with the Zoning Ordinance. 

 
B. Site development standards (Article 16 General Site Development Regulations). 
 
C.        Off-street parking space layout standards, construction and maintenance shall be required in accordance with 

Article 17 Off-Street Parking, Loading, Access, and Circulation Requirements. 
 

D. Public sidewalks shall be provided along all public street rights-of-way. 
 

E. Compliance with sign requirements (Article 18 Signs). 
 

F. Landscaping shall be required as specified in Section 16.02 Landscaping.  If there is insufficient area on the 
site to fully comply with Section 16.02 Landscaping, then compliance shall be to the extent of which the 
existing site characteristics allow. 

 
G. In Midtown Taylor Districts, compliance with the site design requirements, in accordance with Article 7 

Midtown Districts, shall be required. 
 

Sketch Plan:  
The Building Department shall require that all applications for building permits shall be accompanied by site plans, in triplicate, 
approved by the Planning Commission or if site plan approval is not required, plans and specifications including a sketch plan, 
drawn to scale, showing the following: 
 

1. The actual shape, location, and dimensions of the lot. 
2. The shape, size, and location of all buildings or other structures to be erected, altered, or moved and of any building or 

other structures already on the lot. 
3. The existing and intended use of the lot and of all such structures upon it, including, in residential areas, the number of 

dwelling units the building is intended to accommodate. 
4. Existing and proposed parking lot details, buffering if required, signage, public sidewalks, and landscaping shall be 

shown on the plot plan. 
5. Such other information concerning the lot or adjoining lots as may be required for determining whether the provisions of 

this Ordinance are being observed. 

 
ADDITIONAL INFORMATION  

·  Check the Building Department file 
 for your address, as it may contain  
a plan that you can copy and reuse. 

�  If no previous plan exists, a mortgage 
 survey provides a good base. 

�  If re-occupying a part of a shopping center,  
ENTIRE property needs to be shown detailing  
existing parking and the use and size of existing  
occupants. 

�  Both exterior and interior inspections 
must be complete prior to a  
re-occupancy permit being issued. 

 
 
 
 
 
 



 
 
 
 

Letters of Credit / Cash Deposit Requirements 
   
Site Compliance when no other items are required $10,000.00 
Dumpster Enclosure flat rate $4,500.00 
Canopy / Ornamental Trees per tree $225.00 
Shrubs per shrub      $110.00 
Wall - 6 ft. concrete per linear ft. $80.00 
Sidewalks - 5 x 5 per 5 x 5 flag      $175.00 
Fencing per linear ft. $50.00 
Asphalt / 50,000 max. for industrial   
150,000 max. for commercial per sq. ft. $3.00 
Sod / Seed per sq. ft. $1.00 
Concrete per sq. ft. $7.00 
Irrigation System Flat rate   $5,000.00 
Fire Hydrant Flat rate   $4,500.00 
   
Landscape Quantity Calculations: 

Large Deciduous / Evergreen 
Trees 

Up to 100’ of frontage:1 per 30 linear ft. of frontage, 
including driveways. Commercial Over 100’=: 2 
deciduous, 1evergreen, 1 ornamental, 20 shrubs per 
100’. Industrial   Over 100’= 3 deciduous, 3 evergreen, 
1 ornamental. (Substitution of variety upon approval 
from Department of Development Services). 

minimum of 6' in height add 1 tree for any fraction   
narrow Evergreens min. 4' in height     
Ornamental Trees 1 per 100 linear ft. of frontage, including driveways 
  add 1 tree for any fraction   

  
minimum caliper 2½" or 8' height for 
multiple stemmed trees when installed 

Industrial 
excluded 

Commercial-Deciduous / 
Evergreen Shrubs 

Up to 100’ of frontage = 1 shrub for every 
8 ft.(Min. 24" spread or height). Over 100’ 
=20 shrubs per 100’   

Industrial-Deciduous / Evergreen 
Shrubs 

Up to 100’ =1 shrub for every 16 ft.(Min. 
24" spread or height). Over 100’ = 30 
shrubs per 100’   

Buffer Landscaping Requirements:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

�   NEW BUSINESS CHECKLIST 
 

�  Submit Letter of Intent to Planning Department 
 
�  Receive Notification of Zoning Approval 

 
�  Check with Treasurer’s Office & Water Department for 

verification that taxes are up to date and a final water meter 
reading has been done. 

 
�  Apply for Inspections through Planning & Building 

Departments 
 

�  Apply for Business License through Clerk’s Office 
 

�  Contact Fire Department for Inspection 
 

�  Successfully completed all Inspections & obtained a 
Certificate of Occupancy from Building Department. 


