BS&A ONLINE PERMIT APPLICATION
STEP BY STEP GUIDE FOR HOMEOWNERS

IF YOU ARE A CONTRACTER, PLEASE SEE THE STEP BY STEP GUIDE FOR CONTRACTORS TO SET UP YOUR ACCOUNT FIRST.

PART A - SUBMIT YOUR PERMIT APPLICATION

STEP 1:

Visit: www.bsaonline.com/?uid=225, and click on Apply for a Permit under the Building Department

heading on the left side of the page.
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STEP 2: Select Your Property

Look up your property address. You can search by Address, Parcel Number, or Owner Name

Search: All Records ¥ By Address v

Enter an address or address range such as 100-200 Main St

) Use Advanced Address Search

~ Public Records Search
All Record Search
Assessing Search

s Homeowner Application for Permit

Building Department Search
Current Tax Search

Contractor Leaming Cen

If you have any questions or issues during your enline application process. please call the City of Mason Customer Service
at (517) 676-9155.

Property Sale Search

Utilty Billing Search

Enter Permit | Enter Applicant | Estimate Fees

Details Information
~ Online Payments

Building Department Payments
Current Tax Payments .
Utility Billing Payments Step 1: Select a Property
“ building Department
Click here if you are a contractor/design professional
Apply for a Permit
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Select your property from the list and click on next.
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Step 1: Select a Property

Click here if you are a contractor/design professional
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'm? Homeowner Application for Permit

If you have any questions or issues during your online application process, please call the City of Mason Customer Service at
(517) 676-9155,

EEESELIET a8 Enter Permit Enter Applica:

Estimate Fees Submit

Details Information Application

Step 1: Select a Property

Click here if you are a contractor/design professional
Property Search

Address:
Owner Name: Mason
Parcel Nurnber: 2

0-00-000-000
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STEP 3: Enter Permit Details

Choose the permit type, input the work description, and fill in the required project information.

Submit a permit application anline

(5@~ Homeowner Application for Permit

Centrastor Leaming Center

If you have any questions or issues during your online application process, please call the City of Mason Customer Service at
(517) 676-9155.

Select a Property S it CTdl a1 Enter Applicant | Estimate Fees Submit

100 Test ST Details Information Application

Step 2: Enter Permit Details

2 Enter the permit type for which you wish to apply:

<None Selected> ﬂ
& Fir< Nane Selected=>

|Deck

| Residential Alterations

|Roof - Tear off & Re-roof

| Roof-Over A

|Siding

(] -l M——

Please select a Permit Type.

Homeowner Application for Permit

Contracter Leamning Ceriter

(517) 676-9155.

Selecta Enter Permit Enter Estimate Fees Attach Submit
Property Details Applicant Documents | Application
100 Test ST Information

Step 2: Enter Permit Details

£ Enter the permit type for which you wish to apply:

Deck -

 Please describe the work to be done in detail:

Building 10" x 20" deck off back of house.

& Application Details:

& Construction Details

Building Total Square |2W |
Footage:
Construction Value: |§oa0_00 |

uszgsesse
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STEP 4: Enter Applicant Information

Verify your contact information and add phone and email address.

Hm Homeowner Application for Permit

Centracter Legrnire Conter

1f you have any questions or issues during your online sppication process, please call the City of Masan Custome: Service at
(517) 6769155,

Selecta Enter Permit Estimate Fees Attach Submit
perty Details Documants Application
100 Test 5T | Decie Ruilding 107 [T
HY de e —

Step 3: Enter Applicant Information

To apply for a permit a2 a homeowner, you must verify that you are the owner the building department has on
record. If the name or address do not match. please contact the building department 1o correct the ksue.

The emall addross sh der Contact dufaults t2 what by have on file. You may add additlonal
il addkenses bk for those that A e icati bcnat the project sch as i o results Select
Parties to Motify by using the 'Ed#t Email” button. Be sure to check the Select’ bowx after the email has been added to ensure
notifications will be sent to that address.

1 you are logged in as a Contracton and wish to have the detault email address changed, you can do 5o by sxiting the

permit apphcation. logging irto your account and editing the contact information, Call Customer Senvice at 51767691585
For halp.

) Owner Information an File
f the information below is incorect, please contact the municipality to resolve the issue.

Piama

Add

B0 | certity that | am the owner of the property listed above.

) Contact Information

o Mame: | jokn Doe |

@ Phors Murmber: [(111) 111-1111

o Emadl Address | jd@ ermail.com |
& Corfim Emait

ld@emall.com |
[ (e ]
STEP 5: Estimate Fees

The fees will autofill based on the permit you select.

% Homeowner Application for Permit

Cantracior Leaming Ceater

W you have any questions or issues during your online application process, please call the City of Mason Customer Service at (517)
676-9155.

Selecta Enter Permit Enter Estimate Fees Attach Submit
Property Details Applicant its
100 Test ST Deck: Bullding 10°% | Information
20 de.. Yot Doe
1mnmm

Step 4: Estimate Fees

Estimate your permit fees by filling out the information below as accurately as possible. Nate that the fees will be
reviewed by dep: P |, and approp adjustments may be made.

If paying by check, make checks payable to “City of Mason"

Awvailable Fees Selected Fees

Fee Description | Category | L | [I Description Foe Quantity |

| No online fees are configured. “| | o few iterns found. |
FEMHAING o
ALTERATIONS
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STEP 6: Attachments

There will be forms included in the
corresponding Building Permit package
from the City of Mason website that
you will need to print, fill in, sign, and
upload.

g Homeowner Application for Permit

Contractor Legrning Center

1f you have any questions or issues during your online application process, please call the City of Mason Customer Service at (517)

676-9155.
Select a Enter Permit Enter Estimate Fees
Property Details Applicant | Estimated Amount:
100Test ST | Dock: 10'x 20 dock | Infarmation $5000
on the... ok e
11

Step 5: Attach Documents

or Crwner Auth
the permit application, If you are the property owner, you must upload proof of ownership (ie: deed or property tax statement)

If you are a contractor, you must upload a signed contract or estimate from the | form with

without the f ion, the

and Do It Yourself Property Owner affidavit. If the permit application is
application will be delayed until we receive it.

G attach Documents

Document Tithe

| . |File
| Descrption | N
Jame

Signed Contract/Estimate or Owner

[ Attach File

i |
Authorization Optional v
Do It Yourself Property Owner Authorization  Optional [ 2| Attach File
Building Permit Deck Checklist (Deck . [l e et
tional Attach Fil
Specifications) Dpioim v | aEA e
Materials List Optional v | Attach File
Seil Erosien Permit or Waiver from Ingham . [ o —y
tional Attach File
County Drain Commissioner Optione v L =
Property Boundary Survey Optional v | Attach File
Completed Site Plan Optional v | Attach File

E“'“‘ Additional Document

Back Mext

STEP 7: Confirm your Information and Submit

Carefully check that the information listed is correct. You will need to read through and accept all of the

disclaimers.

E Homeowner Application for Permit
i) 5ubmit o permit spplication online

Canmamer L samina Goner

I yous have any questions or issies during your online application process, please al the Gty of Masan Custamer

Service st [517) 676-0155,

Selecta | Enter Permit Enter Estimate Attach
. .
100 TestST | Deck: 107x 20 Estimated 0 Documents
dock attach | e | Amount: Attachod
LEEIRARRRL] ALy
Step 6: Submit Application
@ Property and Application Details
Property 100 Test ST PermitType  Deck
Address
Parcel 3-18-101-00-000-000 e [Em——
Humber Name
Work 10" 201 deck atached 10 the back of the house,
Uestription
View Apolication Details
@ Contact Information
Contact jehr o P jmemi.cem
Phone ERRERRIRR
View Additional Mamos
© Estimated Fees
e T
[y S
NEW BUILDING / ADDITION / ALTERATICNS 500000 $30.00

O Disclaimers

] Disclaimers

Disclaimer

This permit becomes null and void if work or construction is not commenced within sk months. er
i work or construction Is suspended or abandoned for a period of s months at any time after a
work is commenced,

The required documents have been uploaded. It is understocd that al provisions of laws and
ardinances governing thi type of work will be complied with whether specified herein or not. The

[
granting of a pevmit does not [ i hodfty 1o viclate or cancel the provisions of any o
ather state or local law regulating fon o th of
Secticn 23a of the Michigan Construction Cods Act of 1972 (1972 PA 230, MCL 125.15234)
prohibits 8 person from conspiring to circumvent the licersing requirement of this State relating o
persons who are to perfarm wack on a residential buikding or a residetial structure. Vielstors of
Soction 23a aro subject to chvil fines,
By stion of this the represents that the information peowided and o

tht accompanying documentation is, (o the best of hiser knowlkedge, Lue and scourate,

The parson sging represents that he or she is autharized and does hereby grant a right of entry
to City atficials for the purpase of intpécting the premises and uses thereon to verity compliance o
with the terms and conditions of any permit or approval ssued as a result of this application.

The Permiz Cared must b posted on the job ote in 4 viekls lncation. A copy of the permit, dewings

and related documents must be avallable to inspectoss at the job site. o

1 understand that | am ible ing all inspections as d { necessary by the a
Buiding Official
o Aecepted By | john doe ]
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STEP 8: Successful Permit Application

You will receive a summary confirmation screen at the end of the permit application indicating that your
application has been successfully submitted. You have competed the first part of the submittal and are
ready to pay for the permit.

4 Application Submitted Successfully

Your application is awaiting review by building department staff.

Application Date: 05/05/2020
Application Type: Deck
Email Address: jd@email.com
Address: 100 Test ST
Parcel Number: 33-19-10-00-000-000

Total Estimated Fees: $50.00
This amount is subject to change based on application review or subsequent inspections.

Apply for another permit: | on 100 Test ST I ‘ on a different property

**Disclaimer: BS&A Software provides BS&A Online as a way for municipalities to display information online and is not responsible for the content or accuracy of the data herein. This data is
provided for reference only and WITHOUT WARRANTY of any kind, expressed or inferred. Please contact your local municipality if you believe there are errors in the data.

PART B — PAY YOUR PERMIT APPLICATION FEE

STEP 1 - Once your application has been processed, return to www.bsaonline.com/?uid=225 and select
Building Department Payment under the Online Payment heading on the left side of the page.

* 8
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STEP 2 - Select a search option for the property where the permit is attached.

unt

@ Building Department Online Payment Service

Getting Started...

Welcome to the Building Department Online Payment Service. This service allows you to search for a specific record within the Building Department
database to make a payment on. To begin, please enter the appropriate information in one of the searches below.

search by Building Department Reference Number

Enter the Permit, Enforcement, Certificate, or PZE Process number for the recard you are attempting to search on.

Reference Number: | [[search |

Search by Invoice Number

Enter the Invoice Number for the record you are attempting to search on

Invoice Number |

Search by Name

Last name only s the preferred search method. For a more refined search try including the first name (ie. Last Name, First Name).

Name:

Search by Address

Enter the address of the record you are attempting to search on. Examples include: 123 Main Street, or for an address range enter 100-200 Main
Street.

Addrass

Search by Parcel Number

Enter the parcel number of the record you are attampting to search on.

Porcel Number (331910 | [search |

STEP 3 - Select the invoice to be paid.

@ Building Department Online Payment Service

Step 1: Search Step 2: Select Record Step 3: Make Payment
Click here to retm to this step Click by return fo this step Vierify e 2

Property: 33-19-10-00-000-000

Name & Address Information

Paid By Name! | pason Test -

100 Test
Mason, MI 48B4

Additional Record Information
By clicking the link belew you can view additional information for Property 33-19-10-00-000-000.
View Additional Property Infarmation

Pay Invoices on this Property

Check the box or boxes of the payment{s) you are making. Verify the Total at the bottom of the Pay Record column, then click the Make Payment button.

Record Type I Record Property Address E.!.rwai&c # “.’\muun: Due I LCheck All
Permit PB20-0043 100 Test 5T 00004289 356.00 Pay this Invoice
Total: $56,00 $0.00
NOTE: Any recent paymentis) made online may net be immediately reflected in amount(s) due

| Make Payment
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STEP 4 - When you have chosen the invoice(s) to pay, you will be redirected to the municipality’s third
party payment website.

Paymant Iormaticn
Payment Optians

Please enter your card information ot Summary

How would you like to pay?

Payment Summary Gardholder Narme *

Invoics # Amount

svaomL s
Available Payment Methads e
NN-PEZ0-0043 - €L Vi $55.00 o Mumisen» svrpe cor oW s GRANDTOTAL ~ §56.00

sueToTAL $56.00

CreditDebit Card

. GRAND TOTAL $58.00
How much would you like to pay?

« Pay Full Invoice $56.00

Caontinue o Payment Information

ssssss

STEP 5 - Once completed, you can then print the confirmation, exit the webpage, or apply for another
permit.

PART C - PERMIT APPLICATION REVIEW AND APPROVAL

Staff will begin the review process once all required documents and payments are submitted. Estimated
review time is 3-10 days for complete residential applications and up to 14 days for commercial
applications. When the permit is approved, you will receive an email with your permit and permit card
to post on the property. We will contact you to arrange pick up of your approved plan set that you need
to have available to inspectors on the job site.

Please remember, work may not begin until the permit has been issued. Beginning work prior to
receiving an approved permit may result in fines.
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