M E M O R A N D U M

TO:

Applicants for a LOT LINE REVISION 
FROM:
Planning and Development Department
DATE:
August 15, 2006

SUBJ:

Submission Requirements and Review Process for Formal Applications
______________________________________________________________________________

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.  Please review the following items carefully and feel free to contact our office with any questions, comments, or suggestions.  For applicants/agents who are not highly familiar with the review process in Rochester it is strongly recommended that you speak with the Planning Department (603-335-1338) about the submission process before preparing an application.  

* Please note.  On any significant site plans and on major subdivisions, especially those involving  a new road, a preliminary meeting with staff and/or a preliminary (conceptual or preferably design review) discussion with the Planning Board prior to engineering the project is strongly encouraged. In most cases, initial site layout or proposed lot and road locations will change as a result of the City’s review and you will save time and money if you wait to do the engineering until you receive this feedback.  A separate application form is used for preliminary applications.
A)
The applicant must submit all of the following items in order for the application to be considered and processed as a formal application (see exception/clarification at the end):

1)
Completed application form (blank attached) – 22 copies

2)
Written narrative about the proposed project addressing the scope of operation, purpose, justification, and impacts (a simple letter of intent may suffice) – 22 copies

3)
Complete set of drawings on 11" x 17" sheets – 22 sets folded in half

4)
Complete sets of full size drawings as described in the regulations (a mylar is not required until after approval) – 3 sets

5)
Drainage, traffic, and other studies as appropriate – 2 copies

6)
Completed checklist (corresponding to Section II.5.A. of the Site Plan Regulations or Section 4 of the Subdivision Regulations, blank attached) filled out by applicant – 1 checklist

7)
All items specified on the checklist (5, above) and in the regulations must be submitted unless they are not applicable or a waiver is requested and approved.  For site plans please be sure to include information on lighting, signage, and architecture, as specified.


8)
Application fee (see attached schedule of fees).  Checks or money orders should be made out to "City of Rochester".

9)
Completed abutter's list (blank attached).  All parcels of land which are contiguous to the subject property at any point or which would be contiguous if not for an intervening  road or stream must be listed.  The list is completed by the applicant directly from information on the computer terminal located in the Assessor's Office in the basement of City Hall and then acknowledged by the applicant.  The list may not be filled out more than 5 days prior to the application deadline. The Planning Department prepares public notices, blank envelopes, and blank certified mail slips for pickup by the applicant.  The applicant must fill out the envelopes and slips, mail the envelopes by certified mail at the post office at least 10 days prior to the public hearing, and return the slips to the department.  Please note that holders of conservation or preservation easements must also be notified.  If there are any they must be included on the abutter’s list.  1 original only

10)
Requests for waivers, if any.   The applicant may request waivers from submission requirements and design standards.  Waivers are granted by the Planning Board at its discretion.  Any request must be submitted by the applicant in writing specifying the regulation number and reason for the request.  If you believe that obtaining a waiver will improve your project we encourage you to apply for it.   22 copies or 1 copy if requested on checklist

11)
Please submit the 22 application packages - application form, narrative, and folded 11x17 drawings (and waivers if submitted as a separate memo) – with each clipped together as one set.   These are distributed to the Planning Board and Technical Review Committee members.

12)
If all necessary items are not submitted, such that the application cannot be accepted as complete, the application will be treated as a preliminary application.   However, at the discretion of the Planning Board, various items which can be reviewed fairly independently and readily inserted into an engineered plan - such as landscaping, lighting, signage, and architecture – may be submitted later, after plan acceptance, provided they are submitted in a form and timeframe to allow for full review prior to final action.  Consult the Planning Department for more information.  In addition, particular items – such as the drainage report, for example – may be submitted after the application deadline but prior to the Planning Board meeting and not affect acceptance, if the timeframe for submittal of those items is approved in advance by the Planning Department.

B)
See the attached schedule of Planning Board meetings and submission deadlines.  Agents (or applicants) must attend the Technical Review Committee meeting held one week after the application deadline. The applicant or agent must attend the Planning Board meeting.

C)
The application must comply with all of the following:  the City of Rochester Site Plan Regulations or Subdivision Regulations, as appropriate, unless a waiver is obtained;  the City of Rochester Zoning Ordinance unless a variance is obtained;  and all other applicable local, state, and federal regulations.  Applicants are encouraged to purchase a copy of the City of Rochester Site Plan Regulations or Subdivision Regulations, as appropriate.

D)
The project must be built and executed exactly as specified in the approved application package unless modifications are subsequently approved. All of the documentation  submitted in the application package will be considered part of the approval unless otherwise updated, revised, or superseded.

E)
The application may be subject to the following requirements, fees, and assessments: 

1)
A small monumentation fund fee will be assessed on all projects that are not surveyed using the New Hampshire State Plane Coordinate System.


2)
A connection fee will be imposed on all projects that tie into the City's water or sewer system.

3)
Where drainage systems, roads, sidewalks, or other infrastructure impacted by the project are substandard the applicant may be required to upgrade these facilities or contribute to an upgrade.

4)
Payment to the City’s consulting engineer for review of the project.  All significant projects, as determined by the Planning Board, are sent to the consulting engineer.

5)
Reimbursement of any out-of-pocket expenses incurred by the City in evaluating the project.


6)
The Planning Board may impose other requirements, fees, and assessments, as appropriate.

F)
A pre-construction meeting will be required for all projects that involve significant ground disturbance. The applicant will be required to sign  pre-construction and inspection agreements after project approval.   For projects substantial in scope the applicant may be required to enlist the services of the design engineer to inspect and certify the work. After construction is completed the applicant must submit as-built plans to the City.

Once again, please feel free to contact our department with any questions.  Thank you for your cooperation.
N:\Forms\Miscellaneous\Lot Line Revision - Application Memo 2010.doc
PAGE  
3

