
 

It Starts with a Good Application



 Basis for a property owner/developer to build or 

change the use of a property

 Provide detailed information about a proposal

 Can require additional materials/documents

 Part of the official municipal record

 Potential source of revenue



 Building Permits

 Zoning Compliance

 ZBA Interpretation, Area & Use Variances

 Site Plan Review

 Subdivision Review (Minor & Major)

 Planned Development District

 Special Use Permit



Actual examples of applications that are:

 Not Very Good

 Pretty Good

 Very Good











 Preliminary Plat Review Checklist: Basic Items to Require
• Proposed subdivision name, a true-north arrow, the map scale, and the names, 

addresses and phone numbers of all owners of record, the sub-divider, and the 

engineer or surveyor, including license number and seal.

• The names of the owners of record of all adjacent property.

• The locations of existing property lines, easements, buildings, watercourses, and 

wooded areas.

• The locations of existing sewers, water mains, culverts, and drains on the property, 

with pipe sizes, grades and direction of flow.

• A grading plan

• The width and location of any proposed streets

• The location and size of all proposed water lines and sewer lines

• A storm-water management plan 

• The proposed lot lines with the approximate dimensions and area of each lot.

• An actual field survey of the boundary lines of the tract, giving complete descriptive 

data by bearings and distances, made and certified to by a licensed land surveyor. 

• A copy of any covenants or deed restrictions that are intended to cover all or part of 

the tract.



 Site Plan Review Checklist: Basic Items to Require
• Title of drawing, including name and address of applicant and person responsible for 

preparation of such drawing.

• North arrow, graphic scale and date.

• Boundaries of the property, plotted to scale.

• The location of existing  easements, structures,  streets, driveways,

• Grading and drainage plan, 

• Location, proposed use, and height of all buildings. 

• Number, location, design and construction materials of all parking and loading areas,

• Building elevation(s) showing building massing, window and door spacing; and 

indication of building materials.

• Location, size, design and construction materials of all proposed signs.

• Location, type, height, brightness and control of outdoor lighting facilities.

• A landscaping plan and planting schedule that includes the location of proposed 

buffer areas, including existing vegetative cover.

• All forms and information pursuant to New York State Environmental Quality Review 

Act (SEQRA).



 Provides a mechanism to gather all required 

materials/information to make informed decisions

 Easier way to determine if a submission is 

complete

 Helps applicants know what is required for a 

submission

 Makes the approval process smoother from start to 

finish



 Separate applications for each type of ZBA action

 Easier for applicants and Board especially with 

different State Statute criteria for making a 

decision

 Reinforces correct procedures for each type of 

action for the Board



 All municipalities that have a website should put 

their applications and supporting 

information/regulations online as a service to their 

residents

 Especially those with limited staff/office hours

 Less likely for property owners to build or split 

parcels illegally if the requirements and 

applications are available online as well as in 

person at the municipal office.



 Provide information to your community’s property 

owners regarding the types of applications and 

review procedures required: 

• Online

• In a newsletter

• Posted at the Clerk’s Office

• With a water bill

• In a local newspaper, etc.



 Establish a process for the Clerk and Code 

Enforcement Officer to follow to determine if an 

application submission is complete

• Internal Checklist

 If the application submission is not complete DO 

NOT ACCEPT IT!

 Acceptance of an application package starts the 

review/decision clock

 Have submittal deadlines



 The application and all materials submitted with it 

are official public records once received by the 

municipality

 Applicant testimony is important, but application 

provides basis of the case/decision

 Testimony should be used to confirm information 

provided on application and to gather new facts 

 Submitted applications and supporting case 

materials can be FOILed!



 Applications should have a fee required for 

submission

 Fees should be reasonable

 Fees should be clearly written on the application

 Municipal fee schedule should be publicly 

accessible

 Different fees for different types of applications 

and reviews



 A clear process and expectations for each type of 

application is crucial for the public, staff and 

Boards

 Applications are the foundation for findings and 

land use decisions

 Applications and review procedures should be 

updated periodically






