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SUBJECT: PREPARING AND FILING APPLICATIONS FOR DEVELOPMENT

Please take a moment to review the instructions and attached forms before preparing

your Application for Development. We have provided these instructions to assist you in

properly completing your application for consideration before the Land Use Board. All items in

the application must be completed and all required attachments included. Items that are left

blank or attachments which were not included, may result in the application being returned to

you; therefore, delaying the processing of your application.

DEVELOPMENT APPLICATION

Please review and complete the appropriate application forms. Items you believe are

either not applicable or you are seeking a waiver from completing that item, you must write

“not applicable” (N/A) and explain in writing the reasons why you think a waiver is

appropriate. You may attach a written statement to the application. Once the application is

completed, make sure it is signed and dated in the space provided.

The Check Lists are provided to ensure that all relevant information concerning your

application is submitted. The requested information is necessary so that the Board Members

and interested parties are adequately informed about the nature and scope of your project.

Please be advised, in order to properly complete all items in the Check List, you may need to

seek professional assistance from an attorney, engineer, or planner.

Any items you believe are either not applicable or you are seeking a waiver from

completing that item, you must write “not applicable” or explain in writing the reasons why

you think a waiver is appropriate.

SHORT FORM CHECK LIST FOR RESIDENTIAL USES WITH EXISTING STRUCTURE

This Check List should be completed for applications seeking to construct a fence, shed,

swimming pool, deck, or building addition (less than 400 s.f.) on an existing single-family or

two-family residential property.

CHECK LIST FOR DETAILS REQUIRED FOR VARIANCE APPLICATIONS

This Check List should be completed for applications seeking ONLY Use or Bulk

variances for Development of new structures. It is not necessary for those applications that

include a site plan or subdivision.
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CONSENT FOR INSPECTION FORM

The “Consent for Inspection” form is an authorization allowing members of the Land

Use Board and their retained professionals to inspect the property prior to, or during, the

application process. In the event the Applicant is not the owner of the property, the Applicant

must obtain the signature of the owner.

CONSENT BY OWNER FORM

The “Consent by Owner” form must be completed, signed, and dated by the owner of the

property whether or not the applicant is the owner. In the event the Applicant is not the

owner of the property, the Applicant must obtain the signature of the owner.

FEES

Development Applications have associated fees which must be remitted at the time the

application is submitted. The application fee is non-refundable. Additionally, there will be an

escrow fee assessed with your application. The escrow fee will be used to pay the Board’s

professionals for the review and oversight of your project. After the project is completed you

may request that the Borough return any unexpended escrow fees.

COMPLETENESS

Once you have submitted your application package, the Land Use Board is required to

determine whether or not your application is complete. The Board and their professionals will

review all submitted items. If you have provided all the information as outlined above, your

application will be deemed complete and you will be advised of a scheduled Hearing date

before the Land Use Board.

If information is not provided, or, if items for which you are seeking a waiver are not

approved by the Board, the application will be deem incomplete and you will be required to

submit the necessary information before a completeness determination can be made.

Needless to say, failure to provide the required information in your application package will

result in the delay of a scheduled Hearing date before the Land Use Board.

LEGAL NOTICE

Should your application be deemed complete, you will be advised whether you are

required to notice property owners within 200’ of your property of your pending Hearing before

the Land Use Board. Notices must be sent via certified mail or personal hand-delivery with

proof of receipt no less than 10 days prior to the scheduled Hearing Date. The Land Use

Board Secretary will require you provide proof of service of all property owners notified within

200’ of your property.

To assist you in determining who those property owners may be, you should obtain a

certified list from the Tax Assessor’s Office. A “Request for Certified List of Property Owners”

form is provided in this application package for your convenience. There is a small fee for this

listing.

In addition, state law provides that an applicant must also publish a legal notice in the

Official Borough newspaper to inform other interested parties of your pending Hearing before

the Land Use Board. The official newspaper for Stanhope Borough is the New Jersey Herald.

This legal notice must be published no less than 10 days prior to the Hearing date and proof of

publication (clip out from newspaper) must be provided to the Board Secretary prior to your

hearing.
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HEARING

The last step in the process is the Hearing. If you are an individual, you have the right

to present your case directly to the Land Use Board. If you are a corporation, you must be

represented by an attorney. In either instance, you may find it helpful to retain professionals

to assist you in presenting your case. The burden is on the applicant to explain to the Board,

and to any interested party present, the nature and scope of your project and provide proofs

that may be necessary to satisfy the standards required under the New Jersey Land Use Law

(N.J.S.A. 40:55D-1 et seq.)

ONE LAST NOTE

The Land Use Board meets on the 2nd Monday of every month at 7:00 p.m. Should you

have any questions, you should contact the Board Secretary at 973.347.0159 ext. 18. Best

wishes for a successful application!
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1. TYPES OF LAND USE BOARD APPLICATIONS

A. Type of Application (check all that apply)

O] Informal Conceptual Hearing O Conditional Use

QO) Preliminary Major Subdivision 0 Final Major Subdivision

QO) Preliminary Major Site Plan 0 Final Major Site Plan

XO) Minor Subdivision CO Minor Site Plan

O) Interpretation (Appeal from Administrative Officer)

B. Variances (check all that apply)

C. Waivers

D. Appeals

O Bulk

O) Front Yard Setback

O Side Yard Setback

O Rear Yard Setback

O Building Height

Oo Building Coverage

OU Use

CO) Expansion of Nonconforming Use

O) Deviation from Conditional Use

QO Increase in Floor Area Ratio

O Height in Excess of 10’ or 10%

O Lot Coverage

O) Submission Waivers (See attached Checklist)

O Design Standards Specify

O Section 36 Appeal

O Section 70A Appeal
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Borough of Stanhope , Sussex County, New Jersey

77 MAIN STREET, STANHOPE, NJ 07874 TEL: 973-347-0159

PROCEDURE FOR FILING APPLICATIONS

All applications shall be made upon the forms supplied by the Board. In order for an

application to be brought before the Board, all of the items on the checklist must be

submitted. Applications must be submitted at least 10 days prior to a meeting in order

to be considered for completeness.

(Note: Tax Maps are available in the Borough of Stanhope Land Use Department office for a

nominal fee. Call (973-347-0159)

If the application involves a request/application for a Subdivision or Site Plan approval,

submission of a Sussex County Planning Board Application is required. The County Planning

Board can be contacted at (973-579-0500) should you have any questions regarding their

Application requirements.

Action on completeness of an application must be taken within 45 days from date of

filing. During this period, notice will be given to you as to any incomplete items. An application

will not be listed for hearing until it is deemed complete. After an application is deemed

complete, a hearing date will be scheduled at a date which is convenient to the Board.

Prior to the hearing, notice requirements must be met. If these requirements are not

properly met, the application cannot be heard. Do not notice for a public hearing until you are

advised of the date that has been assigned to your case. To comply, the following is required:



NOTICE TO INTERESTED PARTIES

1. Notice Must be Sent by Certified Mail

a) Acopy of the notice must be sent by certified mail at least ten (10) days prior to

the date of the hearing (not including the hearing date) to the following:

e All property owners within 200 feet. (You can obtain this list from the

Tax Assessor.) If the property is within 200 feet of an adjoining

municipality, then a list of property owners within that municipality that

are within 200 feet of the subject property must be obtained and notice

given. In such case, notice must also be given to the municipal clerk of

the adjoining municipality and the Sussex County Planning Board. (If

the adjoining municipality is in another County, then notice to that

County’s Planning Board must be given)

e Ifthe property is on a County road, then to the Sussex County Planning

Board.

e Ifthe property is adjacent to a state highway, then to the Commissioner

of Transportation.

e Ifthe application for development involves property exceeding 150 acres

or 500 dwelling units, then to the Director of the Division of State and

Regional Planning in the Department of Community Affairs. In this

instance, the notice shall include a copy of all maps or documents

required to be on file with the Clerk of the Board of Adjustment.

e Notice must be given to any public utility which has registered with the

municipality. The names of such public utilities may be obtained from

the Tax Assessor who can be reached at (973-347-0189 Ext. 31).

b) In addition to certified mail, there is another option:

Required Notice may also be given by personal service. Personal service can only

be accomplished if the notice is handed to the property owner. Placing the notice in the

mailbox is not proper. Signatures of the property owners on the certified list and date

received is required if hand delivered.

2. Notice must also be published in the official newspaper of the Township.

The official newspaper is the New Jersey Herald. The official newspaper should be

contacted well in advance to insure timely publication at least ten days before the

scheduled date of the public hearing (not counting the date of the hearing).



3. Notice must be published at least ten days prior to the date of the hearing (not

including hearing date).

The following proof of satisfying the notice requirements must be filed with the Land

Use Secretary in the Land Use Department a minimum of 48-hours prior to the

hearing date:

a.

b.

ec,

Affidavit of Service;

Copy of the notice served;

Certified list of property owners within 200 feet and others served with manner

of service;

Certified Mail receipts stamped by the USPS;

Affidavit of publication from the newspaper in which the notice was published.










































