CHECK LIST - SPECIAL USE PERMITS
Public Hearing Required
Applicant Name   ___________________________   Date ________   Permit Appl # _​​​​__​​​​__​​​​______​​​​_
Location Address __________________________________  Tax # _________________________
Applicant mailing address __________________________________  Phone # _______________

______
Special Use Permit Packet      (1 hard copy of appl, 8 maps/site plans and other supporting doc.)
______  Permit
______  Detailed map 

______  EAF/SEQR  (if applicable) 

______  Site Plan Application  (if applicable). 
______  Letter of intent 
______
Enter in IPS


______ Assign Appl# from Excel Apps folder
______
Fees paid
______

Assign applicant a date/time on the PB agenda



______ Enter in IPS and create agenda in Word



______ Notification letter to applicant


______ Send applicant the zoning requirements for the Special Use applied for


______ Post agenda on website (tentative and final version)

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

______
Project Notification Signs      
______ Signed affidavit from applicant

______ Signs to applicant, who must post at least 10 days prior to hearing

______ Signs returned, when in good condition

______             Ontario County Planning Board meets once a month

______

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)

______

Planning Board Meeting, have PB members sign the Special Use permit


______ Send original to applicant

______ Copy in our files
______

Letter to applicant with PB recommendation
______

Enter PB decision in IPS
