
COMMUNITY SERVICES

CITY OF SUMMIT - Department of Community Services (DCS)
Application for Development - Worksheet

1 ORIGINAL FILING 0 MODIFICATION OF PRIOR APPROVALGC RESUSMITTAL OF "INCOMPLETE" O AMENDED PLAN(S)

Address: = oo _

Block{s) _ Lot(s) Zona(s) oe

How the property is used (one-family, offices, etc.):

Property Owner Phone _ ee

Email: _ ee

Owner Address; __ _ _

Applicant Phone:

Email: . _

FILL IN ITEMS 1 THROUGH5 - MARK EACH Box OR CIRCLE O as APPROPRIATE FOR YOUR APPLICATION.
@ TYPEPROPERTY: © RESIDENTIAL O OTHER

@ Type application:

Q Appeal Q Interpretation Q C~ Bulk variance

Q D-Use variance Q Conditional use Q D-Floor area ratio (FAR)

Q_ Minor subdivision QO Major subdivision Site plan

Q Other 
_ _

OQ CONGEPT PLAN O PRELIMINARY O FINAL

© Number of lots : Existing @ Number of dwelling units Existing

Proposed Proposed

© Building area . Existing

Proposed new *

Total site building area

NEW INCLUDES ADDITIONS ANO EXPANDED AREAS AS WELL AS NEW STRUCTURES, BUT DOES
NOT INCLUOE AREAS ALTERED WITHIN THE EXISTING BUILDING FOOTPRINT

@ Comments ;

@ Signature _ Date ___



PROCEDURE FOR FILING APPLICATIONS

TO THE

ZONING BOARD OF ADJUSTMENT

Ste

This guideline has been prepared to assist the applicant in making a complete
application to the Board of Adjustment. It summarizes many of the requirements of the N.J
Municipal Land Use Law and the City of Summit Development Regulations Ordinance, but
does not include all of the law or ordinance requirements.

The responsibility for meeting filing and similar requirements of the Municipal Land Use
Law and the Development Regulations Ordinance rests with the applicant.

The Municipal Land Use Law and the Development Regulations Ordinance are
available for review by interested parties at the Department of Community Services, 512
Springfield Avenue, Summit N.J. between the hours of 8:30 a.m. and 4:00 p.m.

wy

1, WHEN AN APPLICATION IS REQUIRED:

a. An application is required when the applicant has submitted a building permit
application for proposed work and the Zoning Officer has denied the application.

b, An application is required when the applicant is appealing a decision of the Zoning
Officer but is not seeking a variance.

c. An application is required when the applicant seeks an interpretation of the zoning
map or of the language in the ordinance

d. Adirect application can also be made to the Board, without first receiving a letter of
denial, if the applicant has determined that variances (either use or bulk variances
or both) are needed for a project.

NOTE: A variance is permission to depart from the literal requirement of the DRO.

The need for an application to request a variance may be for “bulk” requirements. These
include seeking variances from the requirements of the ordinance, including setbacks
from property lines, building coverage, lot coverage, lot area, lot width, or similar
standards outlined in the DRO. These variances are called (c) variances,

The application could also seek approval of a 'use” that is not permitted in a particular
zone, These are called use variances

In any case, the Zoning Officer's letter of denial may form the basis for the application.
Additionally, the Zoning Board may determine that additional variances are needed at



the time of the hearing based on their review of the ordinance, and on the testimony and
the evidence presented.

2. PRIOR TO FILING THE APPLICATION :

a Obtain an application package from Community Services.

*~ application form

*- submission checklist

* - copy of sample advertisement

*- copy of sample notice

*- copy of certification of paid property taxes

*. site plan package (if needed)

*- subdivision package (if needed)

Obtain from Community Services a certified list of property owners, anda

copy of the tax map section showing all properties within 200 feet of the

applicant's property. The applicant uses thls list for notification to property
owners that you are filing an application. FEE - $11.00

NOTE: An applicant may prepare the maps and lists with information
taken from the city's tax assessor's records. You must then have the

lists notarized and submit them with the application.

3. SUBMITTING AN APPLICATION :

Complete the application form and all other required forms, including the
checklists. Mark the checklists for each item, either a check mark (“) for items
submitted or N/A far those not applicable.

Make 12 copies of all of the applicable numbered items on your primary
checklist (#1 through #7), making the number of copies indicated for each.

1, Collate ail items (#1 through #7) being submitted into the number of

separate packages indicated on the checklist. When you are finished, you
should have 12 packages, consisting of one set of originals and 11 sets of

copies, Each package will have items #1 through #7 in number sequence

arder (i.e., item #1 on top, then Items #2, #3, etc.)

2, Collate the remaining checklist items (#8 through #13) and suomit them

with the original copy set of items #1 through #7.

File the packages with the Department of Community Services at least

thirty days prior to the desired meeting date. The meeting schedule Is

avallable from the Department, and is posted on the kiosk on the first floor lobby
of City Hall.

Pay the required fees

* Refer to the attached fee schedule for application and escrow fees.



“ Plus subdivision, conditional use and/or site plan fees, if needed.

** You will be charged for the time the City Professionals spend on your case.
The City Professionals include the court reporter, the engineer, the city planner,
the city forester and any other professional, as needed. The escrow deposit will
be used to pay these charges. After the application is decided and you receive
your resolution, you will either be billed for additional money or receive a refund

4, AFTER THE APPLICATION IS FILED :

a. Determination of “Completeness” - The office staff will review the package to
determine that the application is comp'ete, pursuant to the requirements of the
Municioa! Land Use Law (N.J.S.A. 40:55-10.3). This is a legal determination as
to whether the application package contains all of the items and the detail
required by the checklist.

(1,.) For incomplete applications: Either at the time of filing or within 45
days, you will be notified of the deficient item(s); it is up to the applicant to then
make any correction(s). You will not be able to advertise or notify property
owners until the application is complete!

(2.) For complete applications: You will receive a letter from the board
secretary that includes the date of the hearing. You then must notify all parties
required by law to receive notice, and also advertise the hearing in one of the
official newspapers of the City as designated by the Common Coungil.

Public Notice: You must serve notice of the hearing on all property owners
within 200 feet of your property, and on the public utility companies, and on the
County Planning Board and on the Municipal Clerks when adjoining
municipalities are within 200 feet, and on the County Planning Board when your
Property is located on a county road, and on any other agencies as may be
required by the Municipal Land Use Law. (See N.J.S.A. 40:55D-42).

(1.) The notice must be in writing.

(2.) The notice must set forth the date, time and place of the hearing; the
nature of the matter(s) to be considered (reasons for the hearing, including
variances sought); identification of the property by street address.

(3.) The notice must identify the location where all application documents may
be inspected.

(4.) The notice must be served at least ten calendar days priorto the date of
the hearing, by certified mail or by personal service (hand delivery).

(a) If hand delivered, the notice must be presented to a member of the

owner's household at least fourteen years of age, with the date,

time and name of that person recorded on a list of persons served.

Notice must be served to the Properly Owner, not a tenant as listed

on the Property Owner's List.
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—

5.

(b) The date of hearing is not one of the ten days. For example, notice

of hearing on July 2nd must be served by June 22nd; service on
June 23rd would be tao late,

Failure to properly notify all required parties prior to the hearing will prevent the
case from being heard.

Notifying required parties before the application is determined to be complete will

resultin your application being withheld from the Board's agenda, and cause you
to send a second notice, delaying your hearing date.

Advertising: the advertisement for the hearing must be published at least ten days
prior to the hearing in the Union County Locat Source or in the Star Ledger newspapers
(or any other official City newspapers as designated by the Common Council)

(1.) | The Union County Loca! Source publishes on Thursdays only. Please contact

the Union County Local Source for deactine date to submit you legal noli

(2.) | The content of the advertisement is the same as the Public Notice described in
Section b, above.

The applicant is responsible for submitting the advertisement to the newspaper in
time for publication, Failure to advertise prior to the hearing will prevent the case
from being heard.

Advertising before the application is determined to be complete will result in your
application being withheld from the Board's agenda, and cause you to advertise a
correction notice, delaying your hearing date.

HE HEARING PROCESS ;

a. Affidavit of Service: After serving notice and after advertising, the applicant must
submit an affidavit to Community Services, certifying both have been done according
to law. This affidavit must be filed with the board secretary at least three business
days prior to the hearing date. The affidavit must include the receipts for the certified
mail ard/or the signed proof of notice if you hand deliver along with the property
owner's list within 200 ft.

("you may attach several receipts onto one 8 %” x 11" piace of plain paper in
the order of property owners list, in order to assist in making copies)

b. Agenda of the meeting: The Board chairperson will call the case according to

the agenda prepared by the secretary prior to the meeting.

iG. Presentation of witnesses and evidence: The applicant is responsible for
having all witnesses, reports, evidence, displays, and any other items related to

the case ready for presentation at the time of the hearing.

(1) The applicant may appear pro se, that is, without an attorney, except when the

owner of the property is a corporation.



(2) Any sketch, plat or other drawing prepared on a display board or similar format
must also be presented to the Board Secretary in foldable paper form for archive

purposes. The paper form will be the document marked into evidence or
identified as an exhibit.

d. Resolution of decision: Upon conclusion of the hearing, or as soon thereafter as
the agenda permits, the Zoning Board will deliberate the merits of the application.
This may be at the same meeting as the hearing, or ata following meeting. Once
discussed and a decision is reached by vote, a resolution will be prepared by the
boards attorney, setting forth the findings and decision.

e. Memorialization of the decision: The decision of the board will be memorialized in
the formally adopted resalution at a subsequent meeting of the board, usually the
next regularly scheduled meeting. The applicant's attorney may be required to

prepare a draft resolution setting forth the Boards findings and decision. Thls draft
resolution wil! be submitted to Board attorney who will then review it in conjunction
with the transcripts and evidence to assure its accuracy. The final resolution will be
mailed to the applicant after it has been adopted and signed

A favorable decision by the Zoning Board is not approval to begin construction
work,

lf you need assistance please contact 908-273-6407 Planning and Zoning

CONSTRUCTION PERMITS:

Construction permits, sewer installation permits, road opening permits, grading permits,
curb and sidewalk permits, tree removal permits, and other similar forms of approval
may be required before work can commence. These approvals will not be given to the
applicant until after the Board has adopted and memorialized the resolution and all
Performance Guarantees and fees are submitted.

The applicant must present a copy of the signed resolution along with construction
plans, completed permit forms, and any other information needed to obtain permits.
Permit application information is available from the Department of Community Services.

lf you need assistance please contact 908-273-6408 Contruction

Phy



APPENDIX E-2

ZONING BOARD APPLICATION CHECKLIST
City of Summit, Union County, NJ

Name of applicant 
Date

Address of property Block Lot

Approval requested: 0 Appeal Zoning officer decision O Interpret Ordinance or Map

O Bulk variance O Use variance
NOTE: This checklist is not a substitute for the specific requirements of the Development Regulations(zoning) Ordinance. See the Ordinance for detailed requirements.
NOTE: You must collate many of the items on this checklist into separate packages ~ please refer tothe Procedure for Filing Applications to the Zoning Board of Adjustment for instructions.

Applicant City
1. Original and 12 copies of application form

2. Original and 12 copies of narrative description of project
3. Original and 12 copies of plat/property survey, showing the

existing and proposed building setbacks

Original and 12 copies of proposed structure, including interiors
Grading plan

Thirteen copies of the zoning officer's decision (If applicable)
Thirteen copies of the area map of properties within 200 feet,

showing each of the following items:
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a. street numbers c. north arrow
b. date and graphic scale d. Zone district

e. uses of each property within 200 ft.
8. Original and 12 copies of the certified list of owners of property

within 200 feet.

9. Original copy of evidence of paid Property taxes

10. Original copy of the proposed notice to owners within 200°
11. Original copy of the proposed advertisement

12. Subdivision submittal (If applicable)

13. Site plan submittal (If applicable)

14. — Original copy of this completed checklist

15. Application fee and escrow deposit

16. Electronic copies of all submissions shall be submitted by CD,
USB drive or other means acceptable to the Summit Department of
Community Services staff.

|
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Applicant - Please do not write below this line

On , this submittal was deemed complete incomplete

Administrative Office



Application to Zoning Board of Adjustment

of Summit, New Jersey

Summit, N. J. »20

In the matter ofthe petition of for relief from the
strict application of the provisions of the Development Regulations Ordinance ofthe City of Sumimit.

Petitioner

residingat - : _ says;

| Petitioner isthe _ a of property

located at

Block ; Lot(s) on the Tax Map located in the Zone.

2a.) With respect to said property petitioner desires a variance, special exception, or other relicf

from the bulk requirements of the Zoning Ordinance ofthe City of Summit to permit the use of

the property in the following manner:

2b.) The proposed use described above requires the following variance(s);
























