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Electronic Signature and Fee Payment Confirmation 
 
 

Notice: Your electronic signature is considered a legal signature per state law. 
 

By digitally signing the attached document(s), you are signifying your understanding this is a legal 
document and your electronic signature is considered a legal signature per Maine state law.  You are 
also signifying your intent on paying your fees by the opportunities below. 

 
I, the undersigned, intend and acknowledge that no permit application can be reviewed until payment 
of appropriate permit fees are paid in full to the Inspections Office, City of Portland Maine by method 
noted below: 

 
Within 24-48 hours, once my complete permit application and corresponding 
paperwork has been electronically delivered, I intend to call the Inspections Office at 
207-874-8703 and speak to an administrative representative and provide a credit/debit 
card over the phone. 

 
Within 24-48 hours, once my permit application and corresponding paperwork has 
been electronically delivered, I intend to hand deliver a payment method to the 
Inspections Office, Room 315, Portland City Hall. 

 
I intend to deliver a payment method through the U.S. Postal Service mail once my 
permit paperwork has been electronically delivered. 

 
 
 

Applicant Signature: Date:  

I have provided digital copies and sent them on: Date: 
 
 
 
 
 
NOTE:  All electronic paperwork must be delivered to buildinginspections@portlandmaine.gov or by physical means ie; a thumb 
drive or CD to the office. 
 

Room 315 ‐ 389 Congress Street‐ Portland, Maine 04101 (207) 874‐8703 ‐ Fax: 874‐8716 ‐ TTY: 874‐8936 

mailto:buildinginspections@portlandmaine.gov
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Home Occupation 
 

Attached you will find the information packet for a Home Occupation which is a change of use; the packet includes the 
section of the Land Use Ordinance that outlines the criteria you must fall into to be considered a home occupation. 
Please check with the City Clerk’s Office in room 205, City Hall to see if you will need a business license.  For further 
information or to download copies of this form and other applications visit our website at www.portlandmaine.gov 

 
When applying for the permit you will need to include the following information: 
□ General Building Permit Application filled out in it’s entirety. 
□ A cover letter explaining your home occupation and how it meets the criteria, item by item (see Sample letter below). 
□ Dimensioned floor plans of the entire dwelling noting the specifics of your proposed home occupation. 
□ If you do not own the property, a letter from the owner, giving you permission to conduct the specific home occupation. 
□ If there are going to be any structural modifications, you will also include those drawings, which must provide specific 

dimensions as well as stating all materials to be used. 
□ A plot plan, including the shape and dimension of the lot, footprints of any structures, and the location and dimensions of 

parking areas and driveways. 
Fees:  

Change of Use for home occupation: $150.00. 
Certificate of Occupancy $75.00 
Structural Changes: $10.00 per thousand of estimated cost of work. 

A minimum of $225.00 is required (W/O any structural changes) 
A change of use means that we are going to review this project as an additional use to the property other than just a 
dwelling space. 

 

Sample Letter 
Ms. Marge Schmuckal, Zoning Administrator 
Department of Urban Development 
City of Portland 
389 Congress Street 
Portland, Maine 04101 

 
Dear Ms. Schmuckal: 

 
I am requesting a permit to allow me the use of my residence at 22114B One Street for a home occupation. I intend to serve as 
an independent computer consultant, creating customized databases for athletic and educational organizations. In effect my 
work will be computer programming, an acceptable home occupation listed under item (2) of Section 14-410 of the Portland 
Zoning Ordinance. The following is an explanation of how my home occupation meets the criteria listed under item (1) of the 
same. 

 
a. My home occupation will occupy approximately 176 square feet (11%) of floor area of the residence  
b. No goods will be stored displayed or be visible from outside the residence 
c. Storage of the material necessary to perform my occupation are minimal and included in the 200 square feet of floor space 

mentioned above 
d. There will be no external signage related to my home occupation 
e. No exterior alterations to the residence are necessary 
f. Since I will not be meeting clients at my residence, no additional parking is necessary 
g. No objectionable effects will result from my home occupation  
h. I will not require the services of any employees 
i. Since I will not be meeting clients at my residence, no additional traffic will be generated by my home occupation  
j. No vehicles even nearing a gross vehicle weight of 6,000 pounds are necessary for my home occupation 

 
As you can see, my home occupation is a secondary and incidental use of my residence. The external activity level and 
impact is negligible and in keeping with the residential character of the neighborhood. 

 
Attached you will find a copy of a floor plans showing my entire dwelling and area of the home occupation space, as well 
as a letter from the owner of the building granting permission to conduct a home occupation on the premises. Thank you 
for your assistance in this matter. 

 

http://www.portlandmaine.gov/


 

 
General Building Permit Application 

If you or the property owner owes real estate or personal property taxes or user charges on any property 
within the City, payment arrangements must be made before permits of any kind are accepted. 

 

 

Address/Location  of Construction: 
Total Square Footage of Proposed Structure:   

Tax Assessor's Chart, Block & Lot 
Chart# Block# Lot# 

Applicant Name: 
 

Address 

City, State & Zip 

 Telephone: 
 
 

 Email: 
 

Lessee/Owner Name :  
(if different than applicant) 

Address: 

City, State & Zip: 

   Telephone & E-mail: 

Contractor Name: 
(if different from Applicant) 
  Address: 

City, State & Zip: 

Telephone & E-mail: 

Cost Of Work:  
$  ______________ 
 
C of O Fee: $  ________ 
 
Historic Rev $__________  
 
Total Fees  : $  _____________________________ 

Current use (i.e. single family)    
If vacant, what was the previous use?    
Proposed Specific use:     
Is property part of a subdivision?   __  If yes, please name    
Project description: 

Who should we contact when the permit is ready: 
Address: 
City, State & Zip: 
E-mail Address:   

Telephone: 
Please submit all of the information outlined on the applicable checklist. Failure to do so 

causes an automatic permit denial. 
 

In order to be sure the City fully understands the full scope of the project, the Planning and Development 
Department may request additional information prior to the issuance of a permit. For further information or to 
download copies of this form and other applications visit the Inspections Division on-line at  
www.portlandmaine.gov, or stop by the Inspections Division office, room 315 City Hall or call 874-8703. 

 
I hereby certify that I am the Owner of record of the named property, or that the owner of record authorizes the 
proposed work and that I have been authorized by the owner to make this application as his/her authorized agent. I 
agree to conform to all applicable laws of this jurisdiction. In addition, if a permit for work described in this 
application is issued, I certify that the Code Official's authorized representative shall have the authority to enter all 
areas covered by this permit at any reasonable hour to enforce the provisions of the codes applicable to this permit. 

 
 

     Signature:   Date: 
 

This is not a permit; you may not commence ANY work until the permit is issued. 

http://www.portlandmaine.gov/
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Sec. 14-410. Home occupation. 
 

Purpose. The purpose of home occupations is to allow the secondary and incidental use of a residence for the 
conduct of appropriate occupations whose external activity levels and impacts are so limited as to be compatible with 
the residential character of the neighborhood. 
 
(a.) In connection with the operation of a home occupation within a dwelling unit, the following requirements 

shall be met: 
 

1. A home occupation shall not occupy more than five hundred (500) square feet of floor area or more 
than twenty-five (25) percent of the total floor area of such a dwelling unit, whichever is less, or in the case 
of licensed family day care homes, or home babysitting services, to accommodate not more than six (6) 
children plus two (2) children after school and having no nonresidential employees; 

 
2. There shall be no outside storage of goods and materials nor shall there be exterior displays, or 

display of goods visible from the outside; 
 
3. Storage of materials related to the home occupation shall count as a part of the occupancy limitations in 

subsection (a)1 above, but shall not constitute a dominant  part  of  such  occupancy  provided, 
however, storage of such materials or products in garages or   other  accessory  structures  is 
prohibited; 

 
4. Exterior  signs  shall  be  limited  to  one  (1) non-illuminated sign not exceeding a total area of two (2) 

square feet, affixed to the building and not projecting more than one (1) foot beyond the building; 
 
5. Any exterior alterations to the residence shall be compatible with the architecture of the building and 

maintain the residential appearance by virtue of exterior materials, lighting, and signs; 
 
6. Off-street parking: Off-street parking is required as provided in division 20 (off-street parking) of this 

article; 
 
7. The home occupation shall not produce offensive noise, vibration, smoke, dust or other particulate 

matter, odorous matter, heat, humidity, glare or other objectionable effects; 
 
8. There shall be no more than one (1) nonresident employed in the home occupation, provided, 

however, family day care or home babysitting services shall have no nonresident employees; 
 
9. No traffic shall be generated by the home occupation in greater volumes than would normally be 

expected in a residential neighborhood; 
 
10. No motor vehicle exceeding a gross vehicle weight of six thousand (6,000) pounds shall be stored on 

the property i n  c o n n e c t i o n  w i t h  t h e  h o m e  occupation. 
 
(b.) No residence shall be occupied, altered or used for any home occupation except the following: 
 

1. Accountants and auditors; 
2. Answering services (telephone); 
3. Architects; 
4. Artists and sculptors; 
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5. Authors and composers; 
6. Computer programming; 
7. Custodial services; 
8. Custom furniture repair and upholstering; 
9. Dentists, doctors, therapists, and health care practitioners; 
10. Direct mail services; 
11. Dressmakers, seamstresses and tailors; 
12. Engineers; 
13. Family planning services; 
14. Hairdressers (limited to no more than two (2) hair dryers); 
15. Home crafts, such as model making, rug weaving, lapidary work, cabinet making, weaving, ceramics; 
16. Interior decorators; 
17. Lawyers, justices of the peace and notary publics; 
18. Licensed family day care home or babysitting services; 
19. Musicians  or  music  teachers,  including  group instruction not to exceed six (6) students at any time 

but  not  including  performances  or  band rehearsals, which shall meet the following requirements in 
addition to those set forth in subsection (a) of this section: 

 
a. Electronic amplification is prohibited; 
b. The applicant shall demonstrate that noise attenuation is p r o v i d e d  w h i c h  

m i n i m i z e s  perception of sound at property lines at all times during the  u se .  Noise 
a t t enua t i on  measures may include, but are not limited to, insulation, double-pane windows, air 
conditioners or any combination of these or similar noise attenuation measures; 

c. Hours of operation shall be limited to 8:30 a.m. to 9:30 p.m. 
 
20.  Office facility of a minister, rabbi, or priest; 
21.  Photographic studios; 
22.  Professional counseling and consulting services; 
23.  Professional research services; 
24.  Sales persons provided that no retail or wholesale transactions are made on the premises; 
25.  Small appliance repair; 
26.  Snow plowing provided that only one (1) snow plow vehicle is stored on or generated from the site; 
27.  Special tutoring or instruction (not to exceed three (3) pupils at any given time); 
28.  Stenographic and other clerical services. 

 
(c.) A home occupation that is not listed in paragraph (b) of this section but is similar to and no more objectionable 

than those home occupations listed in that paragraph, shall be permitted as a conditional use subject to the 
requirements of paragraph (a) of this section and section 14-474 (conditional use) of this article. This provision 
shall not include veterinarians, kennels, animal raising, funeral homes, retail uses including antique shops, 
restaurants, dancing studios, towing services, repair and painting of automobiles as home occupations. 

 
(Code 1968, § 602.18.I; Ord. No. 277-77, 11-7-77; Ord. No. 548-85, § 1,5-6-85; Ord. No. 76-85, § 1, 7-1-85; Ord. No. 66-87, § 2, 11-2-87; 
Ord. No. 329-90, 5-7-90; Ord. No. 240-09/10, 6-21-10) 
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