***INSTRUCTIONS: Fields 1 AND 2 or 3 AND 4 MUST be entered for each line in the checklist below. If ANY line(s) is missing the application will be considered incomplete and returned to the applicant.
PLEASE NOTE: “N/A” is not an acceptable response; if you believe that a submission requirement is not applicable to your project, check request for waiver on the form and explain why you believe the requested waiver is justified (i.e., there are no existing buildings on the site; existing public water extends to the site and no changes are proposed; etc.)

	CHECKLIST Section 280-16-6.7. Minor Site Plan Staff Review Application Submittal

	Name:
	Date:

	[bookmark: _GoBack]File #:

	Section Number
	Submission Requirement
	1) Submitted?
	2) Page #
	3) Waiver Requested?
	4) Explanation for Waiver Request

	1
	Application Elements

	1.1
	Three (3) hard copies of all required written materials, plans, maps, and drawings and one (1) CD or thumb drive with digital pdf files of all the information submitted as hard copies. The application shall contain the information listed below. The written materials shall be contained in a single report. The plans, maps, and drawings shall be at an accurate scale sufficient to allow review of the items listed under approval criteria, but in no case shall it be more than fifty (50) feet to the inch for that portion of the land being proposed for development.
	
	
	
	

	1.2
	Fully executed and signed copy of the application for site plan review.
	
	
	
	

	1.3
	The required application and development review fees.
	
	
	
	

	1.4
	A complete list of abutters within two-hundred-fifty (250) feet of property boundaries of the site, together with a set of mailing envelopes, stamped with first class postage that are addressed to each abutter on the list and includes the Planning Department’s return address. Two (2) sets of stamped and addressed mailing envelopes will be required for major developments.
	
	
	
	



	Section Number
	Submission Requirement
	1) Submitted?
	2) Page #
	3) Waiver Requested?
	4) Explanation for Waiver Request


	2.1
	General Information

	2.1.1
	Zoning classifications of the property, including shoreland, floodplain, and overlay zones, if applicable, and the location of zoning boundaries if the property is located in two (2) or more zones or abuts a different zone.
	
	
	
	

	2.1.2
	Record owner’s name, address, and phone number and applicant’s name, address and phone number, if different.
	
	
	
	

	2.1.3
	Location of all building setbacks, yards and buffers required by this chapter.
	
	
	
	

	2.1.4
	Reduction of the City tax map showing the general location of the site.
	
	
	
	

	2.1.5
	Boundaries of all contiguous property under the control of the owner or applicant, regardless of whether all or part is being developed at this time.
	
	
	
	

	2.1.6
	Assessing tax map and lot number of the parcel or parcels.
	
	
	
	

	2.1.7
	Copy of the deed to the property, option to purchase the property or other documentation to demonstrate right, title or interest in the property on the part of the applicant.

	
	
	
	

	2.1.8
	General description of the proposed activity or use.

	
	
	
	

	Section Number
	Submission Requirement
	1) Submitted?
	2) Page #
	3) Waiver Requested?
	4) Explanation for Waiver Request

	2.2
	Existing conditions
	
	
	
	

	2.2.1
	If not proposing any changes, then no submittal is required. Location and size of existing sewer and water mains, culverts and drains, on-site sewage disposal systems, wells, and power and telephone lines and poles on the property to be developed and of any that will serve the development from abutting streets or land.
	
	
	
	

	2.2.2
	If not proposing any changes, only locations and names are required. Location, names, and widths of existing streets and rights-of-way within or adjacent to the proposed development.
	
	
	
	

	2.2.3
	If not proposing any changes to existing structures, just location and dimensions are required. Location, dimensions and ground floor elevations of all existing buildings on the site.
	
	
	
	

	2.2.4
	If not proposing any changes to existing structures, require just locations and dimensions. Location and dimensions of existing driveways, streets, parking and loading areas and walkways on the site.
	
	
	
	

	2.2.6
	General locations only, based on City’s GIS information, including State data, except define “specimen trees” to be retained. Not necessary to be of survey quality; applicant may use GIS aerial as long as the submission is legible.
	
	
	
	

	Section Number
	Submission Requirement
	5) Submitted?
	6) Page #
	7) Waiver Requested?
	8) Explanation for Waiver Request

	2.2.7
	If prepared, they are required: Copy of Phase 1 and Phase 2 Environmental Assessments that have been prepared for the development site only 
	
	
	
	

	2.2.8
	Direction of existing surface water drainage across the site.
	
	
	
	

	2.2.10
	Location of any existing easements and copies of existing covenants or deed restrictions.
	
	
	
	

	2.3
	Proposed development activity
	
	
	
	

	2.3.1
	If the project will be served by the Sewerage District and/or Water District, provide letters from the respective districts indicating approval of the provisions and the adequacy of systems to accommodate the proposed use.
	
	
	
	

	2.3.2
	Direction of proposed surface water drainage across the site. If proposing infrastructure, the following is required: Provisions for drainage handling, including the size, location, and pertinent elevations of culverts.
	
	
	
	

	2.3.3
	If not proposing any changes to solid waste handling, this is not required. Provisions for handling solid wastes, including the location, dimensions, and materials of proposed enclosures, and proposed treatment of any on-site collection or storage facilities.
	
	
	
	




	Section Number
	Submission Requirement
	1) Submitted?
	2) Page #
	3) Waiver Requested?
	4) Explanation for Waiver Request


	2.3.4
	Require locations/dimensions. Do not require ground floor elevation unless near sensitive areas including but not limited to water features, steep/eroded slopes.
	
	
	
	

	2.3.5
	If proposing changes to driveways, parking, loading; location and dimensions of proposed driveways, parking and loading areas, and walkways. If no changes, locations/dimensions only.
	
	
	
	

	2.3.6
	If proposing changes or if property is in a Design Review District: Location, front view, materials, and dimensions of proposed signs, together with methods for securing the sign.
	
	
	
	

	2.3.7
	If proposing changes or if property is in a Design Review District: Location, type, and specifications for exterior lighting. The Planning Director may require submission of a photometrics plan to evaluate potential impacts of light spillage on adjoining residential properties.
	
	
	
	

	2.3.8
	If proposing changes or if property is in a Design Review District: Landscaping plan showing the type, size, and location of shrubs, trees, and other plants to be installed at the site.
	
	
	
	

	2.3.9
	If proposing changes, the following is required: Location and nature of all electrical, telephone, and other utilities, including fire protections systems, to be installed at the site.
	
	
	
	

	Section Number
	Submission Requirement
	1) Submitted?
	2) Page #
	3) Waiver Requested?
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	2.3.10
	If proposing changes: Draft 
Language for any proposed easements on the property or adjacent properties, as appropriate.
	
	
	
	

	2.3.11
	If not proposing project in Airport Overlay Zone, this is not required. Evidence that the Federal Aviation Administration has been notified of the proposed development if the building or structure is taller than existing surrounding structures or the natural terrain and encroaches on the imaginary surface of the Airport as specified in Section 77.13 of Part 77 of the Federal Aviation Regulations.
	
	
	
	

	2.4
	Supplemental information
	
	
	
	

	2.4.1
	If the Planning Director determines that the project has potential significant adverse impact on traffic flow, safety or the environment, s/he shall recommend that the project be classified as a major development.
	
	
	
	

	2.4.2
	If not proposing significant changes, this is not required. The Planning Director may require the applicant to provide a boundary survey of the parcel, tied to the Maine state coordinate system, if property lines are not clearly and easily determined on the ground.
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