Town of Sandwich
Sandwich Planning Board

PO Box 194

Center Sandwich, NH 03227

Phone: (603) 284-7701

Fax: (603) 284-6819
Dear Applicant:

The attached application form is a multi-purpose form, to be used for all business submitted to the Planning Board. Please review the form carefully and fill out all relevant information:

· The first page must be completely filled in, including a description of the project.

· Agent Form: to be used if someone other than the owner will be presenting the application

· Certification Form: to be signed by all owners and agents

· Fees: Calculate the fees relative to your project and include a check payable to the Town of Sandwich

· Waiver Form: The Planning Board may grant waivers from regulation requirements if the Board finds that “strict conformity would pose an unnecessary hardship to the applicant and waiver would not be contrary to the spirit and intent of the Board’s Regulations or that specific circumstances relative to the appeal indicate that the waiver will properly carry out the spirit and intent of the Board’s Regulations”. Some regulations may not apply to your project; for those regulations that do and you wish to seek a waiver, please fill out the form accordingly.

· Abutter’s List: Include all lots that directly touch the affected lot(s), and those across the road or stream. The applicant, agent, and any professionals whose seal is on the plans are also considered abutters. List the mailing address, not the property location.
· Check lists: It is the applicant’s responsibility to review the zoning ordinance and all appropriate regulations to ensure that your submission is as complete as possible Please use the appropriate check list as a guide and reference for the documents and associated town, state, and federal permits that may be required for the Board to make a decision on your proposed project.. Although the Board endeavors to act as quickly as possible on applications, lack of sufficient information may result in a continuation of the application.

Application Process

· All applications must be submitted at least twenty-four (24) days prior to the regularly scheduled monthly meeting. 

· The Board Administrative Secretary will assign two Board Members as Staffers for the project who will do a site inspection of the project. The application packet will be reviewed by the Staffers to determine whether the Board regulations have been met.

· Notice to the Abutters, the general public, and regional notice as needed, will be made pursuant to RSA (Revised Statutes Annotated – the laws of NH) requirements. Be advised that the Town of Sandwich combines the notice of submission and the notice for a public hearing in one notice. If the application is determined to be incomplete by the Board, there will be no public hearing.
· An agenda is posted a week prior to the meeting.

Meeting Process

· The Board, with assistance from the staffers, will review the submission. To be complete, an application must include: the application form completely filled out, all fees, and a complete abutter list.

· Upon determination that an application is complete, the formal review process will begin:

· The Staffers will present the application and the results of their review of the documents relative to the requirements in the regulations and ordinance. Board members will ask questions at any time during the formal review process. Voting members on the application will be assigned after first determining any Board member conflicts of interest.

· Waiver requests will be reviewed and voted upon. Denial of a waiver request may result in a continuation of the application to allow for submission of further information.

· A public hearing will be opened.

· The Applicant will offer comments on the project.

· Abutters may offer comments on the project. All comments will be addressed through the Chair.

· The Applicant will make rebuttal comments as appropriate.

· The public hearing will be closed and the Board will begin the deliberative process, during which no public comments will be accepted.

· The Board will make a decision on the application: approval, approval with conditions, denial. Notice of the decision will be mailed to the applicant and posted for the public.

· Be advised that the public hearing or deliberation phase may be continued to the next regular meeting if further information is determined to be needed.

· Should an application be determined to be incomplete, a letter will be sent to the applicant listing the documents that are required in order for the application to be considered complete.

· The applicant or any persons aggrieved by any decision of the Board concerning a plat, site plan, or subdivision may appeal in accordance with RSA 677:15. Conditional approvals may require a public hearing, with all noticing costs to be borne by the applicant, to ensure that the conditions have been met. 

· Occasionally, the Board may determine that a special investigative study is required to properly review the application and come to a decision on the project. The costs of these studies shall be borne by the applicant.
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