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CONTACTS  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSESSING/PROPERTY TAX 

(231) 733-8800 

Robert Jackson  

rjackson@cityofmuskegonheights.org 

City Clerk  

(231) 733-8800 

Sharon Gibbs 

sgibbs@cityofmuskegonheights.org 

City Manager’s Office 

(231) 733-8870 

Troy Bell, City Manager 

Tbell@cityofmuskegonheights.org 

Jessie Franklin 

jfranklin@cityofmuskegonheights.org 

Finance Department 

(231) 724-8850 

Lori Doody 

ldoody@cityofmuskegonheights.org  

Fire Department 

(231) 733-8812 

Chris Dean, Chief 

Chris.dean@mcd911.net 

Income Tax Department  

(231) 733-8800 

 

Inspections Department 

(231) 733-8860 

Karey Marrow 

kmarrow@cityofmuskegonheights.org 

Planning/Zoning 

(231) 733-8860 

Mike Franzak 

mfranzak@cityofmuskegonheights.org 

Carolyn Cook 

ccook@cityofmuskegonheights.org 

Julie Aaron-Shyne 

Jaaron-shyne@cityofmuskegonheights.org 

Police  

Chief Joseph Thomas  

Jthomas@cityofmeuskegonheights.org 



 



 



2020 Meeting Dates  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Planning Commission 

Meeting Date 

Application Deadline 

January 16 December 26 

February 21 February 1 

March 19 February 28 

April 16 March 27 

May 21 May 1 

June 19 May 30 

July 17 June 28 

August 20 August 1 

September 18 August 29 

October 16 September 28 

November 19 October 30 

December 18 November 29 

Zoning Board of Appeals 

Meeting Date 

Application Deadline 

January 7 December 16 

February 4 January 14 

March 3 February 12 

April 7 March 16 

May 5 April 15 

June 2 May 9 

July 7 June 16 

August 4 July 14 

September 1 August 10 

October 6 September 15 

November 3 October 13 

December 1 November 8 



 

 

 

Special Meeting Procedures 
 

City Council 

 

A special meeting may be called by the Mayor or any of three or more members of Council with 

at least twenty-four (24) hours notice to each member. 

Planning Commission/Zoning Board of Appeals  

An applicant may request a special meeting for Planning Commission or Zoning Board of 

Appeals as long as the following requirements are met: 

a. Staff can confirm with the Board members that a quorum will be possible on the 

requested date. 

b. The public notification requirements for the case are met. 

c. The Special Meeting fee is paid along with the standard application fee. 

 

 

Conceptual Meetings 

 
The City of Muskegon Heights offers free conceptual meetings to those who seek guidance before 

submitting for their permits.  Depending on the circumstances, the meeting may involve the City 

Manager, Building Official, Zoning Administrator, Fire Chief, Police Chief, Engineer or any other 

relevant staff.  Those interested in setting up a conceptual meeting should contact the City 

Manager’s Office at (231) 724-8870. 

 

 

Site Plan Review Requirements  

 

Developments under 10,000 sf or those impacting under two acres of land may be reviewed 

administratively.  Projects larger than those thresholds and those that require Special Use 

Permits must petition the Planning Commission for review.   

 

 

 

 

 

 

 



 

 

 

 



Planning & Zoning Application  
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

STRUCTURAL AND SITE PLAN REVIEW PROCEDURES 

Inspections & Zoning Coordination 

City of Muskegon Heights 

 

Purpose  

 

In an effort to better coordinate between our departments and reduce customer frustration, the 

Permit Technician from the Inspections Department and the Zoning Administrator from the 

Planning Department will act as departmental liaisons that facilitate prompt customer service.  

These staff members will contact one another whenever a customer enters either department who 

will eventually have to deal with both departments. 

 

Communication Procedures 

 

1. “In person” customers - The Permit Technician will determine if the project will need 

approval from the Zoning Administrator.   If the project needs zoning approval, the Permit 

Technician will give the customer a Planning & Zoning Application and contact information 

for the Zoning Administrator.   

 

2. Mail-in customers - In those cases were customer contact is by mail, the staff liaison 

receiving the information will copy pertinent information and forward it to the Zoning 

Administrator.   

 

3. General Inquiries, project uncertain - When an initial phone call comes to ether department 

regarding a large projects (business, industrial or multi-family use) the Zoning Administrator 

will send an email to the review team.  The idea is that members of the review team can 

either provide critical comments if there are “red flags” or anticipate the project rather then 

first hearing of it when the plans hit their desk.  The review team consists of: The Permit 

Technician, the Zoning Administrator, the Director of Inspections, the Fire Chief, the City 

Engineer, and DPW staff liaison for site plan review. 

 



4. Other Staff Communication - In addition to liaison coordination, the Zoning Administrator 

will participate in Plan Review meetings, held every other Wednesday at 3:00 pm.  The 

meeting is a forum to advise team members on the status of ongoing projects new projects or 

site plans, and contacts team members had with members of the public regarding upcoming 

or potential projects.  The Plan Review agenda is prepared and distributed to the review team 

by the Permit Technician.   The Zoning Administrator will also send the Planning 

Commission Agendas to the review team. 

 

Plan Submittal Procedure 

 

An Application for both structural plan review and site plan review may be completed and 

submitted at same time.  This is not the permit application. 

 

Structural Plan Review (done by Permit Technician) 

 

1. Architect/Owner to submit an application for plan review, fee and 4 sets of complete 

construction documents to the Permit Technician, including the following: 

a. All plans for construction including line diagrams, floor plans, elevations and detail 

drawings for construction. 

b. Complete electrical plans including line diagrams, details calculations and technical 

sheets.  Also provide emergency lighting calculations as required by MBC. 

c. Complete mechanical submittals including all HVAC drawings, calculations, technical 

sheets, etc.  Include any information on proposed fire suppression systems.  Note:  shop 

drawings and hydraulic calculations for fire suppression systems to be submitted, the fire 

suppression contractor for review and approval prior to installation. 

d. Complete plumbing plans including underground, line diagrams and details. 

2. The Permit Technician will distribute the structural plans to the appropriate staff for review 

and comments. 

3. Compilation of all comments on construction will be completed by the Permit Technician.  

This compilation will be sent to the architect with a copy to the owner, and construction 

company. 

 

Site Plan Review (done by Zoning Administrator) 

 

1. Architect/Owner to submit a completed site plan review application, fee and six site plans if 

staff review (if the project is under 2 acres or 10,000 square feet or less), otherwise 15 site 

plans are needed if Planning Commission review. 

2. The Zoning Administrator will route the site plan to the review team with the comment 

sheets to Zoning, Engineering, the Police liaison, DPW, and the Fire Chief.  The Zoning 

Administrator will send a copy of the site plan to the Director of Inspections as well.   

3. All comment sheets are routed back to the Zoning Administrator for compilation.  When a 

site plan needs staff review, the staff comments will be compiled into a letter and sent to the 

applicant by the Zoning Administrator.  The Zoning Administrator will also forward the 



letter, via email, to the review team so they are aware of what other staff members have said 

about the proposed development. 

4. When a site plan needs Planning Commission review, the compiled comments will be 

included in a staff report to the Planning Commission.  The Zoning Administrator will advise 

the review team of the Planning Commission date and will forward (via email) the final 

conditions of the approval (which include any added Planning Commission conditions). 

 

Throughout the process both the Permit Technician and Zoning Administrator will keep the 

review team apprised of the project status.  This will include all approvals, denials, request for 

resubmittal and so on. 

 

Upon completion of all approvals the appropriate project representative can make application for 

trade permits.  The appropriate fees must be paid and the permits will be issued.  

 

Once permits are issued, construction may commence. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



REQUIRED SITE PLAN INFORMATION 
 

Basic Information 

 

Every site plan should have "the basics" so anyone reviewing it can understand where the site is 

and what is being proposed.  The sooner staff gets oriented, the quicker the review will be.  The 

basics include such things as: 

 

 North Arrow  Road right-of-way line(s) 

 Scale  Name(s) of the street(s) the property fronts on 

 Name of the site plan preparer  Building footprint(s) for all existing structures 

 Property name and address and legal 

description 

 Building footprints for proposed additions or new 

buildings 

 Project description (may be on application).  Building setbacks from all property lines and the road 

ROW 

 Property boundaries, dimensions and lot size  Existing/proposed utilities within a property. 

 

District Requirements 

 

Each zoning district has basic dimensional requirements to check.  Requirements for each zoning 

district are listed in the district’s regulations, and are also shown on Table I of the Zoning 

Ordinance. 

 
 

 Percentage of lot coverage by    buildings and    pavement 

 Percentage of usable open space (if applicable, associated with residential developments only) 

 Width to depth ratios (a lot can’t be more than 3 times deeper than its width)  

 Maximum and minimum building heights (some downtown areas require at least 2 stories) 

 Maximum setbacks (some areas have a maximum setback to prevent large expanses of unused 

parking) 

Please note that a zero lot line may be used for buildings (i.e., no setback) on the rear property 

line and/or one side property line under certain conditions. 

 

Development Data 

 

SPR regulations enable staff to ask for a variety of information to facilitate review.  All of this 

information is not necessarily needed for all projects.  It's best to talk to staff ahead of time in 

order to help streamline the process.  Items that are often necessary include (ordinance section 

numbers are included for reference where applicable): 

 

Engineering and Utility Information 

 Spot grades or topographic lines and finished grades.  

 Stormwater runoff calculations and a stormwater management plan.  If possible, stormwater 

should be retained in an on-site detention area.  Required setbacks can be swaled to hold 

stormwater.  

 Site-specific utility service info. such as on-site manholes, clean-outs, connection points, etc. 

 



Parking, Access and Circulation (to be sure site circulation is efficient and safe) 

 Sidewalks are required to be provided both within the development and along the road right-of-

way (generally only for commercial and residential developments)  

 Adequate numbers of parking spaces must be provided.  Provide number of employees and 

usable floor space for parking calculations.  Shared parking agreements must be included if used 

for parking allotments.  They need to be irrevocable to protect everyone’s current and future 

interests.  

 • Check to see if the property is located in the Downtown Parking Overlay District  

 • Parking requirements vary according to the proposed use, see Section 2326 for details. 

 The minimum size for all parking spaces is 8 feet by 18 feet.  

 Safe and well-marked drives cannot be too close to neighboring drives.  Shared drives may be 

required, and if so, a permanent access easement tied to the land must be provided.  

 Maneuvering lanes are required to be a minimum of 22 feet in width for two-way traffic and 12 

feet in width for one-way (angled parking) traffic.  

 Parking and loading areas must be paved and striped.  A site plan note acknowledging the 

requirement helps. Parking areas should also be defined by curbing or curb stops.  Curbing 

extends the life of pavement, can help direct stormwater, and prevents damage to landscaped 

areas and fences.  

 Fire lanes and adequate hydrant access are required.  Note fire lanes and hydrant or standpipe 

locations. 

 Landscaping islands or bump-outs are required for each 5,000 square feet of parking lot.  

Creative design of parking lot landscaping is encouraged.  Landscape islands/bump-outs must 

have 1 canopy tree and 3 shrubs per island.  

 All commercial and industrial uses must have a designated loading area for delivery trucks (at 

least 10 feet x 50 feet).  Maneuvering areas must be contained on the parcel to prevent safety 

hazards in public streets.  

 Stacking spaces for drive-thru facilities need to be provided. 

Natural features, Landscaping, Screening and Lighting 

 The site plan needs to show an indication of where prominent natural features are, such as 

existing trees, streams & hills.  

 The floodplain line and elevation above floodplain needs to be noted on the site plan.  

 Existing vegetation must be marked as either to be preserved or to be removed.  Existing 

vegetation is required to be saved if practical, and can reduce new landscaping obligations 

 All sites are required to be landscaped with 1 canopy tree, 2 understory or evergreen trees and 2 

shrubs for every 30 feet of frontage.  Landscaping should be staggered or clustered and may 

located in any setback area on the property.  Native species are recommended for durability, as is 

mixing up the species of landscaping materials.  Staff can provide a reference list upon request.  

 At least 50% of the required front setback must be landscaped and adjacent to the road right of 

way (it may meander to allow for design flexibility for drives and parking, but remember to keep 

larger plants away from drive entrances and signs so they don’t block views).  

 All required rear and side setbacks must be landscaped unless zero-lot line is used for the 

building or a fire lane.  

 Canopy trees need to be at least 12 feet high and a minimum caliper of 2 inches at 4 ½ feet above 

the ground.  Evergreen and understory trees need to be at least 6 feet high at planting.  

 Landscaped areas are required to be irrigated.  



 If adjacent to a residential use or zone, commercial or industrial uses (especially parking and 

loading areas) must be screened by a fence, wall and/or heavy landscaping.  Chain-link fence 

with vinyl slats is an acceptable screening method.  It is recommended to put curbing or curb 

stops by fences and required setbacks to keep cars from damaging them.  

 Fencing for screening must be at least 4 feet tall and may be required up to 6 feet.  Fencing can't 

be over 8 feet high and barbed wire is prohibited in the City.  Front yard fencing over 4 feet must 

be behind the required front setback.  Fences can go right on the property line.  Fences may not be 

in the waterfront setback area.  

 Outdoor and rooftop mechanical equipment and outdoor storage must be screened unless an 

industrial use abuts another industrial use.  

 Dumpsters must be at least 5 feet from a building, out of public view, and screened.  

 Provide information on outdoor lighting indicating height, fixture type and locations.  Fixtures 

and poles may be no more than 25 feet high and should be "cut-off" type to prevent light from 

bleeding or glaring onto roadways or adjacent properties. 

 

 

Helpful Hints 

 

1. If all the information and details necessary are provided on the site plan as originally submitted, 

and if the plan meets all ordinance requirements, approval can be received very quickly.   

2. Remember, the site plan is a contract with the community and should not leave out information.  

Site plan notes assuring staff that you know what your responsibilities are help a speedy 

approval.  For example, the ordinance requires that existing trees be preserved if practical.  

Less tree removal saves you time, money and may reduce landscaping requirements.  It also 

makes the site more attractive and helps stormwater runoff.   

3. New developments should give reference points for adjacent development like driveways or 

buildings to help with orientation and evaluation. 

4. Once you get a conditional approval, be sure to get an updated site plan back as soon as possible 

to the Zoning Administrator addressing those conditions.  Remember that you cannot apply for 

any building permits until you have received final site plan approval. 

 

Signs 

 

Although you don't have to provide information on signs on the site plan, if you know what you 

want, you may get initial sign approvals as part of the site plan review process. 

 

In general, total wall signs may be up to 10% of the front building face in size and may be placed 

on any face of the building (but not the roof).  One pole sign is permitted, the size and height of 

which are tied to the size of the frontage of the development (the bigger the frontage, the bigger 

the sign permitted).  See Table II in the zoning ordinance.  Note: Sign permits will still be required 

at the time of sign placement because many of them have electrical hook-ups. 

 

 

 

 



Performance Guarantees 

 

Both the staff and the Planning Commission have the right to require a performance guarantee in 

the form of a letter of credit, escrow deposit or a bond.  Guarantees are required for such things as 

ensuring the placement of sidewalks, protection of existing trees, or completion of landscaping 

requirements. 

 

Other Approvals 

 

Sometimes developments are in a floodplain or they may involve altering a wetland and dredging 

or filling navigable waters.  These activities fall under state and/or federal law and often need state 

level permits. Site Plan approval is often conditioned upon getting these other approvals.  Copies 

of such approvals should be provided to the Zoning Administrator for the project file. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



Fee Schedule  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 



 



 



 



 



 


