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The Design Approval Process 
 
Process and Scheduling: 
Prior to submission of plans to the Design Review Board, the owner 
(without any architect or designer) must schedule a meeting with the 
Design Review Board and/or its Administrator to discuss the site, the 
approval process and the spirit of the Design Code.  We require this 
so that the owner has a clear understanding of Pointe-Marie, the Design 
Process and Design Code, in order to prevent unnecessary 
misunderstandings, modifications and revisions to the plans. 
 
Submission: 
Submit one copy of all required documents and drawings to Pointe-Marie 
Design Review board, at: 
   Email: DRB@pointemarie.com 
Fees: 
        An administrative fee of $500.00 will be charged for the review and 
approval process. 
 
 
STEP 1. 
Review Documents:  In order to proceed, you should have reviewed the 
following documents: 
 a.  Pointe-Marie Architectural and Design Code hereinafter 
referred to as The Code. 
 
STEP 2. 
Sketch Review.  This review confirms a correct interpretation of The 
Code. 

a.  Form A:  Sketch Review Application 
b. Schematic Design Drawings as outlined below: 

• Site Plan (1/16” =1’) showing: 
North Arrow. 
Property lines and setbacks with dimensions. 
Building footprints with entries, porches and balconies 
delineated and overhangs shown as dashed line. 
Location of parking on site. 
Drives and walks, with dimensions of each. 
Any garden information. 
Floor plans (1/8” = 1’ or 1/4” = 1’). 

• Elevations (1/8” = 1’ or 1/4” = 1’) showing: 
Porches, balconies, doors, and windows. 
Principal materials rendered and specified. 
Height of each floor, eave and maximum height in relation 
to ground level. 



 

Roof pitch. 
• Variances:  If there are any variances to The Code, submit a 

description of them and the justification based on merit or 
hardship. 

 
STEP 3. 
Construction Documents Review. 
 
**Be sure to submit Construction Document Review before sending 
projects out to bid.** 
 
This review checks the construction documents for compliance with The 
Code and verifies that recommendations made at the sketch review have 
been incorporated.  Conformity to applicable local regulations and 
building codes is the responsibility of your architect or builder. 

a. Form A: Materials and Finishes list. 
b. Construction Documents as outlined below: 

*Site Plans showing: 
 1” = 40’:  Building footprints and setbacks from adjacent 
properties on all 4 sides 
   (see Site Plan Sketch) 
 1/16” = 1”:  North arrow; Property lines, and setbacks with 
dimensions; 

Building footprints with entries, porches and 
balconies delineated and overhangs shown as 
dashed lines; Location of parking on site; Drives 
and walks, with dimensions of each. 

          *Floor Plans (1/4” = 1”) showing: 
   Rooms dimensioned and uses labeled. 
   All Windows and doors with swings shown. 
   All overhangs of doors and roofs as dashed lines. 
  Overall dimensions. 
   Total square footage (enclosed and porches shown 
separately). 
           *Elevations (1/4’ = 1’) showing: 
   Porches, balconies, doors, and windows. 
   Principal materials rendered and specified. 

Height of each floor, eave and maximum height in relation 
to ground level. 

   Roof pitch. 
           *Details (3/4”= 1’ or 1/12” = 1’) showing: 
   Water table (if any). 
   Eaves. 
   Door and window surrounds. 
   Porches. 



 

   Others as requested by the Pointe-Marie Design Review 
Board. 

*Variances:  If there are any variances to The Code, submit a 
description of them and the justification based on merit or 
hardship. 

 
The Design Review Board will approve, approve with stipulations, or deny 
continued construction. 
  



 

Design Review Policy 
 
Function of the Design Review Process. To encourage the architectural 
harmony of Pointe-Marie, the developer and all property owners are 
bound by regulations defined in the Pointe-Marie Architectural Code, 
Declaration of Covenants and by the requirements contained in this 
document.  To that end, no structure or improvement shall be erected or 
altered until approvals described in this document have been obtained. 
 
Limitations of Responsibilities.  The primary goal of Pointe-Marie is to 
review the submitted applications in order to determine if the proposed 
construction conforms to The Code.  Pointe-Marie does not assume 
responsibility for the following: 

1. The structural adequacy, capacity, or safety features of the 
structure and/or improvement. 

2. Non-compatible or unstable soil conditions, soil erosion, etc. 
3. Compliance with any or all building codes, safety requirements, 

and governmental laws, regulations or ordinances. 
4. The performance or quality of work of any architect or 

contractor. 
 
The Design Review Committee.  Membership shall consist of individuals 
appointed by Pointe-Marie.  Meetings are held as requests are received. 
 
Review Fees.  Review fees are established by Pointe-Marie.  Pointe-Marie 
reserves the right to waive these fees at its discretion. 
 
Review Policy.  Pointe-Marie reviews the submission and either grants 
approval, approval with stipulations, or denies approval.  The owner is 
notified of the decision in writing and/or drawings within thirty days 
from the date of receipt.  One set of plans will be returned with 
comments.  If Pointe-Marie does not contact the owner within thirty days, 
the application shall not be deemed “approved”.  Pointe-Marie may deny 
approval because the application is incomplete or inadequate.  If 
approval is not granted, a revised application may be submitted and 
reviewed in the same fashion as the initial application.  If the application is 
denied approval, a formal appeal may be made in writing to Pointe-Marie, 
Attn:  Design Review Board. 
 
Application Withdrawal.  An application for withdrawal may be made 
without prejudice. 
 
Variances.  All variance requests pertaining to The Code must be made in 
writing.  Any variance granted shall be considered unique and will not 
set precedence for future decisions. 



 

 
Approval of Builders.  All builders must be approved by Pointe-Marie to 
by build in Pointe-Marie.  A list of pre-approved builders who understand 
the high quality of construction expected at Pointe-Marie is available in 
this booklet.  A builder not on the list must receive approval from Pointe-
Marie. 
 
Construction Deposit.  A construction deposit of two-thousand dollars 
($2,000.00) is required from the builder for each house.  The deposit 
shall be held by Pointe-Marie until a final field inspection has been made 
by Pointe-Marie.  Full compliance will result in the return of the 
construction deposit.  If the deposit is required to repair, replace, or 
clean up common areas that are damaged due to construction activities, 
the builder will be notified prior to the use of the deposit.  The builder 
will be allowed to rectify the problem before the deposit is expended. 
 
Construction Inspection.  Periodic inspections may be made by Pointe-
Marie while construction is in progress to determine compliance with the 
approved plans and specifications.  Pointe-Marie is empowered to enforce 
its policies as set forth in The Code and the Declaration of Covenants by 
any action, including an action in a court of law, to ensure its 
compliance. 
 
Waiver and Additional Requirements.  The Code has been adopted to 
assist the owners in connection with the design review procedure.  
However, Pointe-Marie has the right to waive the code requirements on 
the basis of architectural merit or demonstrated hardship. 
  



 

Submittal Forms 
  



 

Form A 
 

Sketch & Construction Document Application 
 

Owner Information- 
 

Name:  ______________________________________ 
Address:  ____________________________________ 
_____________________________________________ 

Telephone:  __________________________________ 
Email:  _______________________________________ 

 
Architect Information- 

 
Name:  ______________________________________ 

Address:  ____________________________________ 
_____________________________________________ 

Telephone:  __________________________________ 
Email:  _______________________________________ 

 
 

Two sets of drawings are to be submitted 
 
 
 

________________________   _________________________ 
Date Submitted                         Signature 

  



 

Form B 
 

Materials and Finishes List 
Lot:  _____________ 

 
Identify the proposed exterior materials and colors as noted below.  Include 

pertinent information or samples, such as photographs or cut sheets.  Include 
color sample board for all painted, stained, or factory- colored materials. 

 
Elements:  Description: 

 
Walls  ______________________________________________________________ 

____________________________________________________________________ 
____________________________________________________________________ 

Windows  ___________________________________________________________ 
____________________________________________________________________ 
____________________________________________________________________ 

Doors (Main Entrance)  ________________________________________________ 
Doors (Other)  _______________________________________________________ 
Garage Doors  _______________________________________________________ 

Driveway  ___________________________________________________________ 
____________________________________________________________________ 

Walks  ______________________________________________________________ 
____________________________________________________________________ 

Fence Gates  _________________________________________________________ 
Railings  ____________________________________________________________ 
____________________________________________________________________ 
Deck  ______________________________________________________________ 
____________________________________________________________________ 

Roofing  ____________________________________________________________ 
____________________________________________________________________ 

Gutters  _____________________________________________________________ 
Soffit  ______________________________________________________________ 
Lighting  ____________________________________________________________ 

____________________________________________________________________ 
Shutters  ____________________________________________________________ 
Chimneys  ___________________________________________________________ 

 
________________________   _________________________ 

Date Submitted                                               Signature 
 
 
 
 
 
 
 



 

Builder Application page 1 
 
 
Contact Information 

Date  
Name  
Street Address  
City ST ZIP Code  

Home Phone  Work 
Phone  

Cell Phone  Fax  
E-Mail Address  
Contractor’s / 
Builder’s License 
Number 

 

Please provide the following references from three previous clients and one 
financial reference: 

Reference #1 
Project Name  
Contact Name  
Company Name  
Street Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

Reference #2 
Project Name  
Contact Name  
Company Name  
Street Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

Reference #3 
Project Name  
Contact Name  
Company Name  
Street Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

 
 
 
 



 

Builder Application page 2 
 
 
 
Financial Reference  

Project Name  
Contact Name  
Company Name  
Street Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

 
 
Please return the completed application and the signed Construction 
Agreement to the Design Review Board at the address shown below. 
 
 
Signed:   _________________________________      ___________________________________ 
                       Builder                                                            Title 
 

 
Pointe-Marie Design Review Board 

14200 River Road 
Baton Rouge, LA 70000 
Office  (225) 769-8900 

Fax  (225) 769-8901 
Email: DRB@pointemarie.com 

  



 

Construction Notice of Commencement 
Date  Lot  Block  

Owner 
Name  
Street Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

Builder 
Company  
Contact Name  
Street Address  
City ST ZIP Code  

Home Phone  Work 
Phone  

Cell Phone  Fax  
E-Mail Address  
Contractor’s / Builder’s 
License Number  

 
Owner(s) and Builder hereby notify the Design Review Board that they plan to begin 
construction in accordance with the approved plans and specifications for the above 
lot. 
 
Builder certifies that he is an approved builder in good standing with the developer of 
Pointe-Marie, and hereby affirms the representations and agreements made in the 
Builder Application on file with the Design Review Board. 
 
Owner(s) and Builder agree that the Design Review Board or its agent may inspect the 
construction site at any time and shall have all rights under recorded instruments and 
the various documents of the Pointe-Marie Design Code to stop any construction not 
performed in a safe and workmanlike manner in accordance with the approved plans and 
specifications.  Owner(s) and Builder recognize and agree that any changes to the 
approved plans and specifications must be approved in advance by the Design Review 
Board. 
 
Owner(s) and Builder recognize and agree that the Design Review Board, the Developer 
of Pointe-Marie and its agents and employees are concerned primarily with aesthetic 
considerations and are not liable for any design or construction defects affecting the 
safety or structural integrity of the home to be constructed on the above lot. 
 
Please return the completed application and the signed Notice of Construction 
Commencement to the Design Review Board. 
 
 

_____________________________________Owner 
 

_____________________________________Builder 



 

 

Construction Agreement 
 
Pursuant to the Pointe-Marie Design Code, the undersigned Builder agrees to 
and understands the following conditions within Pointe-Marie: 
 
1.  I, ___________________________________________, have reviewed and understand the 
Pointe-Marie Design Code and agree to construct all projects in accordance 
with final plans and specifications as approved for the project by the Design 
Review Board.  I understand that any changes to the final plans and 
specifications must be approved by the Pointe-Marie Design Review Board prior 
to implementation. 
 
2.  I agree to follow all applicable Building Codes (Including State, Parish and 
municipal codes) at all times.  I understand that the Design Review Board is 
intended only to assure compliance with the aesthetic concerns of the Pointe-
Marie Design Code and neither the Design Review Board nor the Founder of 
Pointe-Marie is liable for any design or construction defects affecting the 
safety or structural integrity of the building. 
 
3.  I have reviewed and understand requirements for storm water and erosion 
control, and any and all related other ordinances applying to development in 
Pointe-Marie.  
 
4.  I understand and agree that I am responsible for any and all damage to the 
sidewalks during construction.  I have the option to saw-cut and remove the 
sidewalk prior to construction commencement for access to the site during 
construction.  The access shall be cut at the approved driveway location.  
From a liability standpoint it is required that this area be barricaded.  I also 
have the option to leave in the sidewalk and not cut it unless it is actually 
broken/damaged.  Upon completion of construction I understand it is my 
responsibility to restore the sidewalk to its original condition with a broom 
finish.  
 
5.  I am responsible for maintaining a clean construction site at all times.  I 
agree to furnish trash containers and keep the premises free from 
accumulation of waste materials at all times.  All workers will pick up all 
paper and debris each day before leaving the site.  Trash shall not be allowed 
outside of the Design Review Board approved designated trash and scrap area.  
Upon completion of the work, all remaining waste materials shall be disposed 
of legally, and tools, construction equipment, machinery and surplus 
material shall be removed from the site.  No dumping is allowed.  Burning is by 
permit only.  If I fail to maintain a clean construction site as stated herein, the 
Design Review Board will have the right to perform, without notice, any 
cleanup necessary and charge me accordingly.  
 
6.  I understand that spray painting is not allowed on the exterior of the house 
or outside of the structure. 
 
7.  I am responsible for the behavior and actions of all workers and 
subcontractors who do work on my project while they are in Pointe-Marie.  I 
understand that abusive language, cat calls and cussing will NOT be 
tolerated.  All radios are banned from use at construction sites and within 
the Pointe-Marie property.  Contractors and sub-contractors are not 
allowed to bring dogs or other pets in Pointe-Marie.  
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8.  I understand that it is the intent of the Design Review Board and the 
Developer to maintain and preserve as much of the natural vegetation as 
possible.  I will not clear or damage the vegetation outside of the building and 
drive areas.  Prior to the start of any site construction I will by means of a 
temporary fence barricade any area of vegetation that is to be preserved 
outside of the building and driveway areas. 
 
9.  I understand that all construction activity and all construction 
personnel shall not begin work earlier than 7:00 a.m. and must end work 
by 6:00 p.m. Monday through Saturday.  There shall be no construction 
activity on Sunday or on any principal holidays without the express 
permission of the Developer. 
 
10.  All vehicles and workers must abide by the traffic access and parking 
plan designated by the Developer from time to time.  All roadways and 
walkways must be kept open for the passage of through traffic.  Parking 
needs to be restricted to designated areas.  Driveways of other 
residences cannot be used at any time.  I understand and agree the 
following fine system is in place with regard to speeding: 
 
1st violation:   Verbal warning with a notification to the General 
Contractor, 
2nd violation:  $25 fine (copy to General Contractor), 
3rd violation:  $50 fine and vehicle will need to be parked each day in an 
area designated by the developer. 
 
11.  I am responsible for containing work activity on the job site, taking 
care that it does not encroach on any adjacent property. 
 
12.  I will carry and keep in force at all times the following minimum 
insurance coverage, and at the signing of this Agreement, have provided 
evidence of such coverage to the Developer: 
 
    (a) Workmen's compensation as required by law and 
    (b)  Bodily injury and property damage occurrence with a minimum limit 
of $500,000 with a general aggregate of at least $1,000,000. 
 
13.  I understand that any construction being executed in a poor and 
unworkmanlike manner, or in violation of, or inconsistent with the plans 
previously approved by the Design Review Board may be stopped by the 
Design Review Board, or the Developer of Pointe-Marie, until the work has 
been corrected to the satisfaction of the Design Review Board, or 
Developer. 
 
14.  I understand and agree to the following fine system that is in place to 
remedy any failure on my part to abide by the above conditions.  
 
 1st violation: Verbal warning to offender and/or the General 
Contractor, 
 2nd violation:  Verbal warning to offender and/or the General 
Contractor, 

3rd violation:  Written warning letter and $100 fine to repeat 
offender and/or General Contractor. 
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15.  I understand and agree that failure to abide by any of the above rules, 
or failure to require compliance by my employees or subcontractors, or 
the lapse of any of the insurance requirements will, at the Developer's 
discretion, result in suspension of my building privileges within Pointe-
Marie. 
 
16.  I agree to provide the Design Review Board with a Notice of 
Commencement prior to the start of construction. 
 
17.  I further agree to contact the Architect upon completion of 
construction and in cooperation with him/her sign and submit the 
Contractor's Affidavit of Final Inspection and Compliance to the Pointe-
Marie Design Review Board. 
 
18.  I agree that all construction signage must conform to the Design 
Code and be approved by the Design Review Board prior to installation. All 
construction signs shall be promptly removed upon issuance of a 
certificate of occupancy. 
 
 
 
This __________day of _______________________________, _______. 
 
 
 
BUILDER: 
 
_______________________________________ 
Signature 
 
_______________________________________ 
Print Name 
 
DEVELOPER  
 
_______________________________________ 
Signature 
 
_______________________________________ 
Print Name 
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Application for Sketch Review 
 
Please complete and return this Application along with two complete 
sets of the materials listed below and a check in the amount of $500.00 
for the Design Review Fee.   
 
                                1.  Sketched Site Plan with Dimensions (at 1/8" scale). 
                                2.  Sketched Floor Plan with Dimensions (at 1/4" scale). 
                                3.  Sketched Elevations with Dimensions (at 1/4" scale). 
                                4.  Perspective Sketches (optional). 
 
To be completed by Applicant: 
 
Date  Lot  Block  

 
Owner 
Name  
Street 
Address  

City ST ZIP 
Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

 
Architect 
Company  
Contact Name  
Street Address  
City ST ZIP Code  

Home Phone  Work 
Phone  

Cell Phone  Fax  
E-Mail Address  

 
 
 
_________________________________     _____________________________________ 
Architect              Print Name 
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Application for Preliminary Review 
 
Please complete and return this application along with two complete 
sets of the materials listed below: 
 

1. Topographic and boundary survey 
2. Preliminary landscaping plan 
3. Preliminary site plan 
4. Preliminary floor plans and roof plan 
5. Preliminary elevations 
6. Outline specifications 
7. Footprint & Impervious Area Calculations Form (attached) 
8. Architect's Affidavit 

 
To be completed by Applicant: 
 

Date  Lot  Block  
 
Will this home be put on the rental program?    Yes No 

 
Owner 

Name  
Mailing Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

 
Architect 

Company  
Contact Name  
Street Address  
City ST ZIP Code  

Home Phone  Work 
Phone  

Cell Phone  Fax  
E-Mail Address  

 
 
 
_________________________________     _____________________________________ 
Architect              Print Name 
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Footprint and Area Calculations 
 
To be submitted along with Preliminary Review Application 
 
Date  Lot  Block  

 
 
Lot Area Square Footage *:  

Square Footage (Heated and Cooled):  
Square Footage  (Porches):  

Total Square Footage:  
 
Maximum Footprint Allowed* - Main House 
(32%): 

 

Proposed Footprint of Main House:  
Proposed Footprint (Heated and 
Cooled): 

 

Proposed Footprint (Porches):  
 
Maximum Footprint Allowed* - 
Outbuilding: 

 

Proposed Footprint of Outbuilding:  
 
Maximum Impervious Area* (60%):  
Proposed Impervious Area:  

 
Minimum Water Retainage*:  
Proposed Water Retainage:  

 
*Refer to Footprint and Impervious Area Chart in Architectural and 
Design Code 
 
 
 
_________________________________     _____________________________________ 
Architect               Print Name 
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Application for Final Review 
 
Please complete this Application and return along with two complete 
sets of the final construction documents as listed below.   

1. Site plan       
2. Floor plans              
3. Exterior elevations 
4. Roof plan                      
5. Construction specifications 
6. Exterior color selections with color samples (may also be selected during 

construction process.)                                      
7. Landscape plan                                             
8. Exterior Lighting Selections  
9. Architect's Affidavit 

 
To be completed by Applicant: 
 

Date  Lot  Block  
 
Will this home be put on the rental program?    Yes No 

 
Owner 

Name  
Mailing Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

 
Architect 

Company  
Contact Name  
Street Address  
City ST ZIP Code  

Home Phone  Work 
Phone  

Cell Phone  Fax  
E-Mail Address  

 
 
_____________________________________      _________________________________ 
Architect            Print Name  
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Application for Modifications to Approved Plans 
 
To be completed by Applicant: 
 

Date  Lot  Block  
 
Will this home be put on the rental program?    Yes No 

 
Owner 

Name  
Mailing Address  
City ST ZIP Code  

Home Phone  Cell 
Phone  

Work Phone  Fax  
E-Mail Address  

 
Architect 

Company  
Contact Name  
Street Address  
City ST ZIP Code  

Home Phone  Work 
Phone  

Cell Phone  Fax  
E-Mail Address  

 
Brief description of proposed change(s): 

 

 
Attach letter of intent with more complete description if necessary, 
along with all drawings, site plan, and materials cut sheets or samples 
as necessary to adequately show change. 
 
 
 
_____________________________________      _________________________________ 
Architect            Print Name 
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Application for Color Approval 
 
Date  Lot  Block  

 
 
Owner  Architect  

 
 
_____________________________________      _________________________________  
Submitted By            Print Name 
 
Location Color Name Color 

Number 
Manufacturer 

Walls/Siding    
Trim    
Columns    
Windows    
Doors    
Shutters    
Balustrades    
Porch/Deck Flooring    
Roof    
Foundation    
Fence/Pylons/Pickets    
Pavers    

Comments: 
 

(NOTE: For colors specified by manufactures other than Devoe and 
Benjamin Moore, a color chip must accompany this application.) 
 
 
_____________________________________      _________________________________ 
Architect            Print Name  
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Design Review Board Response Form 
 
Date  Lot  Block  

 
Owner  

Architect  

Builder  

 
 
The Design Review Board has received and reviewed the form(s) 
indicated: 
 

 Form A Sketch and Construction Document 
Application 

 Form B Materials and Finishes List 
 Builder Application 
 Construction Notice of Commencement 
 Construction Agreement 
 Application for Sketch Review 
 Application for Preliminary Review 
 Footprint and Area Calculation 
 Application for Final Review 
 Application for Modifications to Approved Plans 
 Application for Color Approval 

 
  Approved 
  
 Denied 

DRB Comments: 
 

 
 
_____________________________________      _______________________________ 
Design Review Board           Print Name 


