
Submittal Instructions 
 
If you are interested in entering an online Application for Plan Review into the Health Facilities Engineering 
Section system (referred to as a ñSubmittalò in the system), please go to https://sso.state.mi.us and log into 
the system with your SSO login and password.  You will then need to click on the Health Facilities 
Engineering Section link to enter the submittal processing area.   To begin the submittal process, please click 
on the ñNew Submittalò option and follow the steps listed.  
 
Below is an overview of the Submittal/Project process.  Please note the following information and/or check 
the FAQ page before you begin your submittal: 
 

1. After following all the steps in the ñNew Submittalò entry process referred to in the above 
paragraph, you will receive a computer generated e-mail stating your submittal was accepted in the 
system.   

 
2. Next you will need to submit via U.S. Mail or package delivery service, all the required items for your 

submittal to our office.  
 

The Required Items are: 
 

A. One set of sealed blueprints 
B. An operational narrative 
C. A check for the plan review fee (made payable to the State of Michigan) 
  (Not applicable if fee is being paid with electronic funds) 
D. A copy of the submittal confirmation page (last page in submittal process) 
 
Fee Schedule: 
 
Calculate the amount of your plan review fee based on the ESTIMATED CAPITAL EXPENDITURE. 
(Fees may be adjusted at the completion of the project based on the final actual cost) 
 

 A)    .5% of the first $1,000,000 
 B)    .85% of the amount over $1,000,000 
 C)    Maximum of $60,000 

 
3. When all the required items are received in our office, a ñProjectò will be created for your submittal.  

Once a project has been created, a HFES Project Number and plan reviewer will be assigned to the 
project.  At this time an e-mail notice reflecting this information, will be sent to the facility contact and 
architect listed on the submittal.   A project will not be created until ALL required items are received.  

 
4. The HFES Project Number will allow you to reference the Project Status area of the Project Detail 

page. (Please allow approximately 2 weeks for receipt of required items and processing)  In order to 
track a project without delay, please use the HFES Project Number on all future correspondence 
associated with this Project. 

 
Please send payment (if applicable) with the above documentation to: 

 
Health Facilities Engineering Section (HFES) 

      Bureau of Health Care Services - Health Facilities Division 
                  Michigan Department of Licensing & Regulatory Affairs 

                                                              611 W. Ottawa Street - Ottawa Building, 1st floor
                                                                                           Lansing, MI  48933

 Fo                     For more information on the Health Facilities Engineering Section, please visit our website at:  www.michigan.gov/hfes.
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