CHECK LIST – SITE PLAN
Applicant Name   _____________________________   Date ________   Permit Appl # _​​​​__​​​​__​​​​______​​​​___
Location Address _______________________________________  Tax # ________________________

Applicant mailing address _____________________________________  Phone # ________________

______
Site Plan Application Packet     (1 hard copy of appl, 8  maps/site plans,)

______ Site Plan Application

______ Site Plan Map (should incl. all from cklist)

______ SEQR – Type 1 (requires full EAF Form)

                                              Type 11 (no further action required)

                                                      Unlisted Action- (requires short EAF Form)

______
Enter in IPS




______ Assign Appl# from Excel Apps folder

______
Fees paid 
    ______
Have PB make a determination if a Public Hearing will be required. 
                         ______

Public Hearing       

______ Send hearing notice by email to Messenger Publications, lead time 3 business days,

  


   post date 7-10 days prior to hearing

______ Post hearing notice on bulletin board  

______ Hearing notice in file (our word doc)

______ Hearing notice/ affidavit of publication (newspaper clip of hearing from 


   Town Clerk)

                         ______   List of neighbors to be notified by the CEO of the Public Hearing within 500 feet

______
Assign applicant a date/time on the PB agenda
_______ Enter in IPS and Word

______ Notification letter to applicant


______ Post agenda on website (tentative and final version)
______ Post agenda on Town Hall bulletin board (final version only)


______
Letter to applicant with PB recommendation

______ Enter PB decision in IPS

______
Use Site Plan file as the Building Permit file when Building Permit application is submitted
