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MEMORANDUM

To: 
Prospective Applicants for Site Review

From: 
Planning Department

Subject: 
Letter of Intent

We appreciate your interest in developing property in the City of Rochester and would like to make the application process as simple and pleasant as possible.  The first step in our application process is the letter of intent.  This letter serves as a means for you to communicate to the Planning Department in writing what it is you plan to do with the property to be developed.  In addition, this letter allows the Planning Staff to determine what (if any) review procedure is appropriate.

Because this letter is the primary means of determining the scope of site review that will need to take place, it is important that your letter of intent contains enough information for a determination to be made.  Please make sure that all of the following items are included in your letter of intent.

· The applicant's name, address, telephone number, and email address
· The property owner's name and address (if different)

· Written permission from property owner (if different than applicant) allowing proposed use.

· The property location (address, tax map and lot number and Zone).

· Number of sq. ft. to be used and whether it is existing space or new construction.

· Description of the proposed use of the property.

· Description of the previous use of the property.

· Brief description of the existing conditions of the neighborhood (are the abutting properties residential, uses of abutting properties, traffic conditions, etc).

· The number of employees that would result from the proposed use.

· The proposed hours of operation for the new use, and expected traffic.

· Is property now vacant, if so, an occupancy permit may be required from Code Enforcement

· Description of how off-street parking will be accommodated.

· Description of any proposed site changes (ground disturbance, new structures, additions to existing structures).  You do not need to address any interior changes to structures; Code Enforcement will outline the necessary procedures and permits.

· Any outside storage, noise, vibration, light or smoke anticipated from the proposed use.

· Where the access to the property will be located (driveways, curb cuts, etc.).

When you have completed the letter, you can mail it to the address at the top of the page, drop it off at the Planning Office, fax it to us at 603-335-7585, or e-mail it to: marcia.gasses@rochesternh.net . 

We appreciate your interest in developing property in Rochester, and we wish you the best of luck with your project.  Please do not hesitate to contact our office at 603-335-1338 should you have any questions.
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