
CHECKLIST FOR PLANNING BOARD APPLICATIONS

i
)

11.

WORK MEETINGS

ORIGINAL AND 16 COPIES

ALL ORIGINALS IN SEPARATE ENVELOPE

PLANS AND DRAWINGS PROPERTY FOLDED

ONE COMPLETE SET OF DOCUMENTATION MARKED
“ATTENTION OF PLANNING BOARD ENGINEER”

SIGNED AND NOTARIZED APPLICATION

LETTER OF INTENT

SEPARATE CHECKS WITH THE APPROPRIATE FEES

ANY ADDITIONAL APPLICATION DOCUMENTATION

APPLICATIONS MUST BE SUBMITTED AT LEAST 10 DAYS
PRIOR TO THE WORK MEETING

ONCE PERMISSION IS GIVEN, THE APPLICANT MUST
ADVERTISE NO LATER THAN 10 DAYS PRIOR TO THE
WORK MEETING DATE IN THE BERGEN RECORD

PROOF OF SERVICE, COPIES OF THE ADVERTISEMENT,
AFFIDAVITS AND COPIES OF MAILING SUBMITTED AT
LEAST 7 DAYS BEFORE THE MEETING. ANY
OUTSTANDING FEES MUST BE SATISFIED AT THAT TIME
OF THIS SUBMISSION OR THE APPLICATION WILL BE
REMOVED FROM THE COMPLETED APPLICATION LIST
AND RESCHEDULED FOR FUTURE PUBLIC HEARING.

BURDEN OF COMPLIANCE IS ON THE APPLICANT AS TO
THE SUBMISSION OF REVISED AND SUBSTANTIATING
DOCUMENTATION. NOADVERTISING IS TO TAKE PLACE
WITHOUT HAVING RECEIVED THE PERMISSION TO
ADVERTISE FORM. FAILURE TO RECEIVED THE
PERMISSION TO ADVERTISE NOTIFICATION MEANS THE
APPLICATION HAS NOT YET BEEN CONSIDERED
COMPLETE. (REFER TO THE ATTACHED MODIFIED FORM
“PUBLIC NOTICE” BOROUGH OF ELMWOOD PARK
PLANNING BOARD FOR REFERENCE.)

NOTE: ALL THE ABOVE MATERIAL MUST BE SORTED &
CORELATED.
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REGULAR PUBLIC MEETINGS

1. ONCE PERMISSION IS GIVEN, THE APPLICANT MUST
ADVERTISE NO LATER THAN 10 DAYS PRIOR TO THE
PUBLIC MEETING DATE IN THE BERGEN RECORD

2. PROOF OF SERVICE, COPIES OF THE ADVERTISEMENT,
AFFIDAVITS AND COPIES OF MAILING SUBMITTEDAT
LEAST 7 DAYS BEFORE THE MEETING

3. BURDEN OF COMPLIANCE IS ON THE APPLICANT AS TO
THE SUBMISSION OF REVISED AND SUBSTANTIATING
DOCUMENTATION. NO ADVERTISING IS TO TAKE PLACE
WITHOUT HAVING RECEIVED THE PERMISSION TO
ADVERTISE FORM. FAILURE TO RECEIVED THE
PERMISSION TO ADVERTISE NOTIFICATION MEANS THE
APPLICATION HAS NOT YET BEEN CONSIDERED
COMPLETE. (REFER TO THE ATTACHED MODIFIED FORM
“PUBLIC NOTICE” BOROUGH OF ELMWOOD PARK
PLANNING BOARD FOR REFERENCE.)

**NOTE**

The Bergen County Planning Board also requires it’s review of most
applications that are submitted to the Elmwood Park Planning Bard. It
would be in the applicant’s best interest to submit the County Application
simultaneously.

Please ensure that the application sets forth the correct board that the
applicant wishes to be heard by.
For site plans be certain that the applications designates whether the
application is for Preliminary or Final approval.
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Borough of Elmwood Park
Municipal Building

BERGEN COUNTY NEW JERSEY 07407

PLANNING BOARD

APPLICATION PROCEDURES

All applicants will follow the following procedures when
submitting an application to the Elmwood Park Planning Board.

1. The application must be submitted to the Zoning Official. The
application will include 16 copies of all documentation that is
submitted for consideration. All drawings and plans must be
folded.

All “Original” material must be submitted in a separate package marked
for the attention of the Planning Board Secretary. One complete set of
documentation will be marked for the attention of the Borough Engineer.

1. Upon receipt, review and acceptance by the Zoning Officer and the
posting of the required fees a “P” application number will be assigned.

2. The Building Department will forward a complete copy of the
application DWGS, etc. to the Planning Board’s Engineer for review
and determination of the application’s completeness.

3. The Planning Board Engineer will send the Applicant and the Board
Secretary a letter indicating that the application is complete, or if it is
not, the items and/or information that is missing. Once the application
has been deemed complete by the Planning Board Engineer the
Planning Board Secretary will notify the Applicant of the next
available Work Meeting date that they may advertise for to appear
before the Board.

The initial submission must include the following items:

A. All required drawings and plans.

B. Signed and Notarized Application.
C. Signed Letter of Intent.

D. Any additional application documentation.

E. Checks for appropriate initial fees.

F. No application will be placed on any Planning Board agenda
unless there is a receipt or notice from the Borough Tax
Collector indicating that all taxes are current. This includes all
applications for site plans, sub-divisions and C.C.O
applications.

G. The name and address of the private waste removal firm must
be indicated on the application for all non-residential uses.
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2. The application will be reviewed at a Work Meeting. If the
application is considered complete as presented at the initial Work
Meeting the applicant will receive PERMISSION TO
ADVERTISE for the Public Meeting. NO APPLICATION
WILL BE SCHEDULED FOR A WORK MEETING AND A
PUBLIC HEARING IN THE SAME CALENDAR MONTH.

INCOMPLETE APPLICATIONS

When the initial Work Meeting review indicates that an application is
not complete, the applicant will be required to appear at a subsequent
Work Meeting of the Planning Board.

All revised documentation and additional approvals must be
submitted to the Planning Board and a copy to the Planning Board
Engineer at least 10 days prior to the next work meeting
appearance, The submission ofthis documentation will follow the
same guidelines that are detailed in paragraph 1.
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Planning Board

For the. approval of a Site Plan. (Preliminary) (Final)

1, Name, Address and Telephone number of applicant:

If applicant is a partnership, corporation or company, give
name, telephone number and address of the Principal:

2. Name Address and Telephone number of registered owner(s)

Deed of Title, Book No.

Page(s) Date:

Recordered B.C.C.O. Deed restrictions that
apply or that are contemplated. Yes___ No _. If no
restrictions, state “No”, if “Yes”, attach copy.

If Owner(s) is a partnership, corporation or company, give

name. Telephone and business of the Principal:

3. Name, Address and Telephone number of Architect or
professional engineer preparing plans:

4. Location of Property:

Tax Map Sheet Tax Map Lot(s) Tax Map Block(s)

Flood Zone(s) Zoning Districts(s)

Street address:
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5. Size of Property: Frontage. Ft Depth. Ft
Area Ft

6. Is (are) there existing structure(s) on property: Yes___ No___

7. Dimensions of existing structure(s): Width Ft
Dept. Ft Height Ft Stories
Basement? Yes No

Building Area S.F. Gross Floor Area S.P.

Percentage of Lot Coverage

8. Proposed Structure: Width Ft. Depth Ft
Height Ft

Stories Basement? Yes No

Gross Floor Area S.F.

Describe type of proposed structure ( new bldg, bldg, addition,
etc.)

Percentage of Lot Coverage Floor Area ratio,

9. Is the Applicant a new occupant?: Yes No.

If yes, who was the former, occupant and use:

10.Describe type of business or industry of Applicant:

11.Proposed use of structure:
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District(s Principal Use Other UsesEtincipalUse

R-3_ One Family (__)

R-9_ One Family (__)

R-18_ One Family (_)

Semi-Detached( _)

Two-Family (__)

Townhouse (_)

Multi-Family (_ )

R-H One-Family (_)

Semi-Detached (_ )

Two-Family (__ )

Townhouse (_ ) HI
TT

Multi-Family (—)

C-L Specify

C-G Specify

Cc-O Specify

I-R Specify

LG Specify

12.Products manufactured, processed, assembled, sold or stored:

13.Number of persons employed on largest working shift:

14. Hours of operations: Number of Shifts:

15.Number of car parking spaces required for each use
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(Specify use(s) and show number(s):

16. Number of loading spaces Required: Provided:

17. Will parking/loading area(s) have proper and adequate
drainage: Yes No

18. Location of nearest Municipal Storm drain:

19. Will parking/loading area(s) have proper and sufficient
illumination? Yes No. Explain how:

20. Will parking/loading area(s) have proper and sufficient
screening and landscaping?: Yes No Explain how:

21. Specify and describe in/out traffic generated (typed, time and
number:

Cars: In Out

Trucks: In Out

22. Specify and describe extent of emitted:

Noise:

Glare:

Vibration:

Heat:

Odor:

Air Pollution:

Water Pollution:

Safety Hazards:
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