TOWN OF PEMBROKE

Town Hall ~ 311 Pembroke Street, Pembroke, New Hampshire 03275 Tel: 603-485-4747

SUBDIVISION AND SITE PLAN REVIEW APPLICATION
For New and Amended Applications

General Information

This application form is required by the Pembroke Planning Board in order to process the planning
actions listed in Part |. The Town of Pembroke Subdivision and Site Plan Review Regulations require that
the specific material listed on the Subdivision and Site Plan Review Checklists be submitted with this
application form in order for an application to be considered complete. Appropriate fees, property
owner authorization letters, large and reduced-size plan sets, relevant studies, permits and approvals,

and written requests for waivers must be submitted with this application form.

Please be advised it is the applicant’s responsibility to submit a complete and accurate
application package.

The Planning Board will not take jurisdiction over incomplete applications. Only after applications are

deemed complete by the Board can a public hearing be held.

Deadline Information

All completed applications, plans and any additional information must be submitted 30 days prior to the
next regularly scheduled Planning Board meeting. The Planning Board meets on the fourth (4th) Tuesday
of the month. The Planning Board meeting dates and application deadlines is available from the Planning
Department.

Please contact the Town of Pembroke Planning & Land Use Department at (603) 485-4747 with any
questions.

**It is recommended applicants meet with the Town Planner prior to application submission to ensure

the application contains the correct and complete information.**
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TOWN OF PEMBROKE SUBDIVISION AND SITE PLAN REVIEW APPLICATION

Town Use Only

MAP:

LOT:

APP #:

PART 1. APPLICATION TYPE

Piease check the appropriate Planning Board action:

Major Subdivision {4 or more lots)

Minor Subdivision (up to 3 lots)

Lot Line Adjustment

Major Site Plan Review (all new development, 10% or greater expansion of use or structure)
Change in use resulting in changes to the building or site plan

Minor Site Plan Review

PART 2. PROJECT INFORMATION Please type or print clearly.

Date

Project Name
Example: Smith Major Subdivision

Site Address or Location

Tax Map Number

Tax Lot Number

Zoning District(s)

Zoning Overlay District(s)

Special Use Permit
Required?*

ZBA Variance or Special
Exception Required?**

Total Acres

Total Frontage

Purpose of Plan and project

narrative. Attach additional

sheets if necessary.

*If special use permits are required, complete the separate application(s) and submit concurrently with this
Application. ** [f ZBA variances or special exceptions are required please refer to RSA 676:4.1.(i}. It is
recommended, but not required, to obtain the ZBA approvals prior to Planning Board approval, If ZBA approvals

are obtained first please include with this Application.
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TOWN OF PEMBROKE SUBDIVISION AND SITE PLAN REVIEW APPLICATION

PART 3. APPLICANT INFORMATION
The applicant is usually a professional {surveyor, engineer, developer, architect, attorney,
etc) representing a property owner before the Board.

Name

Company

Address

Phone Number

Email (required)

Fax

Signature

PART 4, PROPERTY OWNER INFORMATION
If the applicant (above) will be representing the property owner{s) before the Planning
Board, submit an original notarized letter of authorization from the property owner(s).
You may attach additional sheets if there are more than two (2) owners.

Owner 1 Owner 2

Name

Address

Day Phone Number

Email

Date

Signature

PART 5. OTHER APPLICATION REQUIREMENTS
The following items are required for a complete application. The Board will make a
determination at its next regular meeting, after the project has been publicly noticed,
whether the application is complete.

**It is recommended applicants meet with the Town Planner prior to application
submission to ensure the application contains the correct and complete
information.**
Amended 8/13/2019 ' Page 30f 6
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TOWN OF PEMBROKE SUBDIVISION AND SITE PLAN REVIEW APPLICATION

**Unless deemed unnecessary by the Planning Department, ALL applicants shall
attend a Technical Review Committee (TRC) meeting prior to being placed on the

Planning Board Agenda.**

Certified Abutter Notification and Certified Notice of Decision Lists

Notarized Letter(s) of Authorization

Application Checklist

Project Narrative Letter describing the project in detail, existing conditions, etc.

Waiver requests if applicable- applicant must include written justification for waiver requests.

Application, Administration, and Engineering Fees (refer to the appropriate fee schedule}

Two full sets of 22”x 34” plans, folded with original signatures and stamps.
*ROLLED PLANS WILL NOT BE ACCEPTED UNLESS THE PLAN SET IS TEN (10) SHEETS OR MORE*

APPLICATION SUBMISSION REQUIREMENTS

One complete application submitted with original signatures of property owner(s) and

professional agents, notarized owner authorization letter, project narrative, checklist,

waivers (if applicable), and any other permits or applications, e.g. state or federal permits

Twenty-five {25) packets shall be submitted that include copies of the application, notarized

owner authorization letter, project narrative, checklist, waiver requests {if applicable), and
11x17 copy of the plan. DO NOT include the abutter list or fee sheet in the packet.

ABUTTER NOTIFICATION shatll be pursuant to RSA 672:3 and 676:4.1.(b})

*1t is the applicant’s responsibility to verify accurate abutter mailing information*

*Property owner(s) and project professional(s) e.g. engineers, surveyors, lawyers, wetland

scientists, etc. are considered abutters by NH law and are required to receive certified
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TOWN OF PEMBROKE SUBDIVISION AND SITE PLAN REVIEW APPLICATION

ABUTTER NOTIFICATION REQUIREMENTS
It is recommended that Avery 5160 labels be used for the mailing labels.

If there are ten (10} or more abutters, it shall be the responsibility of the applicant to
complete all the abutter notification mailing envelopes, Certified Notice slips, and Return
Receipt slips, including envelopes for the certified notification{s) of the Notice of Decision(s).
The abutter mailing labels shall include up to date abutter mailing address and map and lot
number for the project parcel/lot.

The abutter mailing labels shall be affixed to each envelope, each Certified Notice Receipt,

and each Return Receipt Notice and for the Certified Notice of Decision(s} if applicable.

The applicant must use the Town of Pembroke as the return address on the abutter
envelopes, the Return Receipt Notice for the abutter notification, and the certified

notification of the Notice of Decision(s) if applicable.

The return address is: “Town of Pembroke, Planning Department,
311 Pembroke St. Pembroke NH 03275”

If there are less than ten (10) abutters it shall be the responsibility of the applicant to submit
the correct abutter mailing labels for each Certified Notice Receipt and Return Receipt Notice

for the abutters and for recipient{s} of the certified Notice of Decision{s) if applicable.

The mailing labels shall be in triplicate and include the map and lot number for the project

parcel/lot.

*Property owner(s} and project professional(s) e.g. engineers, surveyors, wetland scientists,

etc. are considered abutters by NH law and are required to receive certified notification.*

Two (2) copies of any drainage, hydrologic, or other studies and associated plans if applicable

Copies of any local, State, Federal or other approvals or applications waiting for approval
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TOWN OF PEMBROKE SUBDIVISION AND SITE PLAN REVIEW APPLICATION

PART 6. ESCROW BALANCES AND RETURNS

All applications for subdivision and site plan review require a positive balance in escrow accounts set up
by the Town which are used for engineering, consulting, and legal fees. Along with application fees, an
escrow check will be supplied by the applicant or property owner(s). The property owner(s)
acknowledges that when escrow funds are depleted, all Town work on the project will stop until the fund
is replenished. The Town will notify the applicant, on behalf of the property owner(s), when the escrow
balance is low.

In the review of applications, the Planning Board may contract with consultants to review ali or portions
of any application. This review shall be at the applicant’s expense. The Planning Board, at its discretion,
may request an applicant to prepare special studies at the applicant’s expense, or contract with a
consultant to perform these studies at the applicant’s expense.

If an escrow balance is in the negative, the property owner wilt be invoiced by the Town to bring the
balance into compliance. Balances must be in the positive before the next Planning Board public
hearing or the Board may disapprove the application. Mylars of approved projects will not be registered
without a $0 balance or positive balance in the project’s escrow accounts. Unused project escrow
balances will be returned within 90 days of application denial or plan registration to ensure that
outstanding invoices from consultants have been paid. You may attach additional sheets if there are

more than two (2) owners.

Property Owner Name Date:
PRINT

Signature

Property Owner Name Date:
PRINT

Signature

Escrow balances are to be returned to (one name/address only):

Name

Address
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Town of Pembroke - Site Plan Review Fees

Planning Board Fee Worksheet

NAME;

Multifamily

$100

per new or redeveloped unlt

New Commerclal/Business/Industriat

$100  per 1,000sf gross floor area

New Developed Area (No Buildings}

$25  per 1,000sf gross developed area

Reuse of Existing
Commerclal/Business/Tndustrial or
Gaveloped Area, Inclading Change of
Use appficationg

flat fee

Wireless Co-Location

e project

per project

Certifled Notices of Hearing

510 per address

Certifled Notice of Decision

510 per applicant

Recording fee for Plans

550 porsheet

Recording Fee for Plans (for each
additional attempt)

$25  persheet

Recording Fee for Documents/Notlce of
Decisions

$25  per documnent {includes Town easements, etc}

Newspaper Legal Notice

minfmuim per notlee, subject to adjustment based
upon actual cost via lepal escrow account

per project (*Engineering estimate will determine
remalning fee. Application will not be accepted as

Minor Site Plan $200 * complete without entire fee.)
per project {*Enginearing estimate will determine
reraining fee. Application will not be accepted as
Major Site Plan $500 * complete without entire fee.)

CASE #:

CHECK #1 TOTAL:

Check #1

Check #2

1. Two separate checks must be pald 1o the Town. One ls for application and adminlstration fees and the other is for engineering escrow fees.
2, All fees, except State LCHIP fees, must be pald by the applicant at the time of flling the appitcation with the deslgnated agent of the Board. Faliure to pay the

expenses and fees ag specified will be valid grounds for refusal to accept the application as complete or for disapproval of the application, State LCHIP fees shall
be included with the submissien of the final plans and Mylars. LCHIP checks shall be made out to Merrimack County Reglstry of Deeds.

3. In the review of applications, the Planning Board may contract with consultants to review alt or portions of any application. This revlew shall be at the
apylicant’s expense. The Planning Board, at its discretion, may request an appiicant to prepare special studies at the appllcant’s expense, or contract with a
consultant to perform these studles at the applicant’s expense.
4. Regular escrow fees shall be placed In an account which will be used to pay for engineering and legal review and notificatlon fees, if required. if at any time
the account needs to be replenished, the applicant will do so by the date of the next public hearing or the application may be denfed because of a negative
bafance. Any funds remaining I the account, Including interest, will be returned to the applicant within 90 days of Planning Board dental or plan registration to
ensure that all cutstanding consultant invoices have been pald.
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Town of Pembroke - Subdivision Review Fees
Planning Board Fee Worksheet
NAME: CASE #:

Subdivision 175 perlot
Lot Line Adjustment 300 per fizst two lots
plus

100 per each additional ot

Lot Merger per RSA 674139 25 per lot merged plus $25.00 Administration Fee

Conversion of Existing Development 300 per project
plus
50 per dwelling unit

New Condominium Declaration 300  per project
plus
100 per dwelling unit

Check #1

Certified Notices of Hearing 10 per address
Certified Notice of Dedision 10 per applicant
Recarding Fee for Plans 50 persheet

Recording Fee for Plans (for each
additional attempt) 25  persheet

Recording Fee for Dacuments 25 per document {inchudes Town easements, etc)

mINimum per notice, subject to agjustrment based
Newspaper Lega! Notice 120 upon actual cost via legal escrow account

CHECK #: TOTAL:

per project [*Engineering estimate will determine
remalning fee, Apphcation wilk not be accepted as
Lot ilne Adjustment 100 * complete without entire fee.)

per project {*Engineering estimate will determine
remaining fee. Application wifi not be accepted as
Minar Subdivision 300 * complete withgut entire fee.)

Check #2

per project {*Engineering estimate will determine
remaining fee, Application will not be accepted as
Major Subdivision 500 * complete without entire fee.}

CHECK #2 YOTAL:

1. Two separate checks must be paid to the Town, One Is for application and administration fees, one Is for escrow fees.

2. All fees, except state LCHIP fees, must be pald by the applicant at the time of filing the application with the designated agent of the Board. Failure to pay alt
these expenses and fees as specified will be valid grounds for refusal to accept the application as complete or fer disapproval of the application. State LCHIP
feas shall be Included with the submission of the final plans and Mylars. LCHIP checks shall be made out to Merrimack County Registry of Deeds.

3. In the review of applications, the Planning Board may contract with consultants to review all or portions of any application. This review shall be at the
agplicant's expense. The Pianning Board, at its discretion, may request an applicant to prepare special studies at the applicant’s expense, or contract with a
consuitant to perform these studies at the applicant’s expense,

4. Regular escrow fees shalk be glaced In an account which will be used to pay for angineering and legal review and notification fees, If required. If at any time
the account needs to be replenished, the applicant will do so by the date of the next public hearing or the application may be denied because of a negative
balance. Any funds remalning in the account, including interest, will be returned to the applicant within 30 days of Planning Board denlal or plan registration to

ensure that all outsta din% onsultant invoices have been paid. o
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Winter 2020

The Pembroke

Stormwater Times
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HOW DOES YOUR SEPTIC SYSTEM AFFECT LOCAL WATERBODIES?

Many homeowners, businesses, and property owners rely on septic
systems as a way to safety treat and release their wastewater. When
wastewater is released, the water infiltrates the groundwater, replenishing
groundwater and surface waters. If a septic system is not properly
maintained or not properly functioning, pollutants typically filtered out in
the septic system can leak into groundwater, directly affecting well water
used for drinking and into nearby surface waters. Properly maintaining,
operating, and locating your septic system are all things you can do to
protect water resources and nearby drinking water wells!

Do Your Part.
Be SepticSmart!

Shield
Your Field
Divert rain and Don't Overload Think at the Sink
surface water away the Commode Limit use of your garbage disposal and
and avold parki Don't flush diapers, avoid pouring fats, rease, solids and
vehicles and planting wipes o other items harsh chemicals down the drain.

trees on your meant for a trashcan

down the toilet.

oo

Don't Strain Your Drain
Use water efficiently and stagger use of water-based
appliances, such as your washing machine or dishwasher.

Groundwater

Recharge

Aquifer

MUNICIPAL
UPDATE

Work continued in
updating the Town
ordinances and land use
regulations in order to
meet the stormwater
standards mandated by
the EPA. The Planning
Board held a public
hearing in early November
for updates to the Site
Plan Review Regulations
and Subdivision
Regulations. The Post
Construction Ordinance is
scheduled to go to Town
meeting in the Spring of
2021. For specific
information related to
these changes, contact
Pembroke Town Planner,
Carolyn Cronin.

We will continue to
provide information to the
public on these ongoing
efforts. For more
information, check out our
website:

www.ThinkBlueSuncook.org



Be SepticSmart at home and out in the community!

Did you know that many public places use septic systems for their restrooms? This is especially true in
rural towns. Examples of places include restaurants, parks, campgrounds, and highway rest stops.
Putting items not indented for a septic system into the toilet can clog pipes or clog the septic system
itself. Here are some tips of what can you should and should not flush:

Paper towels Disposable diapers

. Cigarettes Feminine hygiene
Toilet paper Wipes Cotton swabs/balls
Plastics Dental floss

Medications Toxic substances

Maintaining Your Septic System & Why It’s Important

A typical septic system should be serviced every one to three years by a septic system service
provider. This can be dependent on the number of people living in your home and owners should talk
with their service provider to find out what frequently is best for their system. But why is regular
maintenance so important?

e Saves you money. Regular maintenance fees are significantly less compared to the cost of
repairing or replacing a malfunctioning system.

e Protects your property value. An unusable septic system or one in disrepair will lower your
property value, not to mention pose a potentially costly legal liability.

e Keeps you, your neighbors, and the environment healthy. Insufficiently treated sewage from
underperforming septic systems can cause all of the disease-causing bacteria and viruses to
infiltrate into groundwater, which can be spread in humans and animals. Contaminated
groundwater not only works its way into wells, but eventually enter streams, rivers, lakes, and
more, harming local ecosystems and impacting the habitats and wildlife within.

More Resources:

e Septic Smart, United States Environmental Protection Agency: https://www.epa.gov/septic

e Subsurface Systems Bureau, NH Dept. Of Environmental Services:
https://www.des.nh.gov/organization/divisions/water/ssb/index.htm

e NH-MS4 Regional Stormwater Coalitions: https://www4.des.state.nh.us/nh-ms4/

. Town of Pembroke

2y 311 Pembroke Street, Pembroke, NH 03275
Department of Public Works

Planning & Building Department

This flyer is intenteded for educational purposes as part of Pembroke’s
Municipal Separate Storm Sewer System (MS4) requirements. Check out
more at www.thinkbluesuncook.org.
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