
Approval process for complete applications takes approximately 3 months
so plan your construction project accordingly.

Notes
Approval process for 
complete applications 
normally takes 2 or 3 months.
Delays are caused by 
incomplete applications 
or plans. Only property 
owner or their designated 
agents have standing to 
come before the Board.
Plans must show all 
required elements and 
be stamped by responsible 
design professional.
Check all application 
forms to be sure all
blanks are filled in.
Set up a pre-application
meeting with Planner 
and review plan elements
per checklist.
Planning Board fee 
Schedule is set annually
by Town Council. 
Questions call Planning 642-3461

Pre-Application meeting with Planner
(optional)

Applicant 
proposes project

Application is RECEIVED BY the Planning Department. Permitted 
zoning use confirmed , fees paid and plans checked against site plan 

elements checklist 181-71 and zoning regulations

Additional information is requested on plans 
or application before application may be 
accepted or application is REJECTED in 

writing and returned to the Applicant, within 
30 days of date received. 

Application is reviewed at  the staff 
development review meeting per town codes.

Application is placed on agenda 
as new business, reviewed and 
processed by the Planning Staff

Public Works

Fire Dept.

Review Engineer

Other

Planners review memo forwarded to 
Planning Board members and applicant

Incomplete application

Complete application accepted by staff.

Project sent for
review comments

All official decisions made at monthly Planning 
Board business meeting These public hearing are 

held in the council chambers and are televised.  
Applicant makes presentation to Board and Board 

accepts public comment. 
Site plan reviewed for elements per 181-71. Waiver 

or modification of elements granted per 181-72
Board makes a decision finding the application 

complete or incomplete.

Notice is given to 
abutters and 

advertisement 
placed in local 
news papers

Right to Know law notification sent

Dept. reports submitted

Application forwarded to Board

At following months business meeting the  Finding of fact document is 
voted on accepted or modified to reflect actual approval granted at 

previous months business meeting.
Conditions of approval if any are written on plans for Board signature.  

Approval is issued once all conditions of approval are satisfied.

Applicant provides required information / document 
to staff for finalization and then recording

Application is reviewed against town code 181-73 conditions of 
approval. Site plan is approved or denied or approved with conditions 

based on the plan satisfying all the conditions of approval.

Application complete
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Schedule a public 
meeting for a Site 

walk and or 
Workshop

Work session needed

Incomplete application
more info or 

redesign needed

Placed on next month agenda
 as Old Business 

Applicant 
resubmits plan 

with more 
information or new 

design.

Placed on next months agenda
 as Old Business 

Appeals Board 
approval required 
prior to forwarding 

application to 
Planning Board

“Special Exception Use”

Approved

“Permitted Use” for
Site Plan approval only
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