Borough of Woodstown
PLANNING BOARD

APPLICATION INSTRUCTIONS AND PROCEDURES

The Woodstown Planning Board receives and processes applications as follows:

First Step -- Filing: The applicant must file the application with the Planning Board Secretary and
pay all required fees:

1. Nineteen (19) copies (i.e., an original and eighteen copies) of the completed, signed
Application Form and completed Checklist (available on the Planning Board webpage),
and all other required plans and materials, must be filed with the Planning Board Secretary
at Woodstown Borough Hall, 25 West Avenue, Woodstown, New Jersey 08098. If an
applicant believes that any particular document or item of information that is required by
the Application Form or Checklist is not necessary in the context of the application, the
applicant may request a “submission waiver” from the requirement and provide a brief
written explanation as to why the document or information should not be required. The
Planning Board will consider submission waiver requests as part of the “completeness
review” that is explained in the Second Step, below. Submission waivers will not be
granted for application fees or initial escrow deposits.

2. One digital (.pdf) copy of the completed, signed Application Form and completed
Checklist, and each of the other required plans and materials, must be emailed to the
Planning Board Secretary at clerk@historicwoodstown.org.

3. 200-foot notice list information is required for all subdivision, site plan, and variance
applications per the Checklist. See the “Instructions and Forms for Hearing Notice” on the
Planning Board webpage for information about how to obtain 200-foot lists.

4. Non-refundable application fees must be paid per the Fee Schedule in Section 67-70.B. of
the Woodstown Borough Code. The application fee check, which is separate from the
escrow deposit check described below, must be payable to “Borough of Woodstown.”

5. Aninitial escrow deposit in the total amount required for all components of the application
must be paid per the Fee Schedule in Section 67-70.C. of the Woodstown Borough Code.
The escrow deposit must be paid by separate check payable to “Woodstown Planning
Board.” The escrow is used to reimburse the Board for the costs of its Engineer’s,
Planner’s and Attorney’s professional reviews and other services rendered in connection
with the application. Whenever the Boards’ professionals’ review costs exceed the escrow
amount on deposit, the applicant must replenish the escrow in an amount sufficient to cover
all amounts due and restore the escrow account balance to its initial amount. Payment is
required within seven days of billing, and the Board’s professionals’ reviews of the
application will be suspended until the required escrow replenishment has been received.
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Any escrow balance remaining after all professional services have been rendered and paid
in full will be refunded to the applicant.

Second Step — Completeness Review: After the application has been filed and the fees and escrow
deposit have been paid, the Planning Board Secretary will forward the application materials to the
Planning Board’s Engineer, Planner and Attorney for their review and recommendations as to
completeness, which is an initial determination to make sure the application is sufficiently
complete to be scheduled for hearing. The Planning Board’s professionals will also make
recommendations to the Board as to any “submission waivers” that have been requested by the
applicant (as explained in the First Step, above). After receiving the professionals’
recommendations, the Board will grant or deny any submission waiver requests and certify the
application as either “complete” or “incomplete.” The Planning Board Secretary will then notify
the applicant within 45 days after the application was filed to inform whether the application is
complete (with any submission waivers granted), or incomplete (submission waivers denied), in
which case the Planning Board Secretary will also provide a list of the missing documents or
information that are required for completeness. The Planning Board Secretary’s receipt of
additional documents or information from an applicant in response to an incompleteness
notification will start a new 45-day period for further completeness review by the Planning Board.
Public notice is not required for the Board’s completeness reviews. Substantive aspects of
applications cannot be discussed during the Board’s completeness reviews.

Third Step — Schedule Hearing: After the application has been certified “complete,” the Planning
Board Secretary will contact the applicant to schedule the application hearing. The Planning Board
will hear and decide the application as soon as practicable after completeness, and within any
applicable legal deadline as established by law (for example, any application involving a variance
must be decided within 120 days after the application has been as certified “complete™).

Fourth Step — Issue Notice: After the Planning Board Secretary has scheduled the application for
hearing, and if the application requires public hearing notice, the applicant must issue the required
notices by certified mail and newspaper publication. Proper notice is essential because, if notice
is legally required for an application, that application cannot be heard by the Board unless all
notices have been properly issued. An applicant may not issue public notices unless the Planning
Board Secretary has confirmed that the application has been scheduled for hearing.

The Board’s “Instructions and Forms for Hearing Notice,” which are available on the Planning
Board webpage, include forms for use in connection with hearing notices. After notice has been
issued, and before the hearing, the applicant must provide the Planning Board Secretary with
satisfactory proof of notice as described in the “Instructions and Forms for Hearing Notice,”
including:

Affidavit of Notice

Copy of Notice of Hearing

Assessor’s 200-foot List

Date-stamped receipts for certified mailings

Return receipt cards for certified mailings

Affidavit of Publication from the South Jersey Times newspaper
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Fifth Step — Public Hearing and Decision Vote: At the application hearing the applicant and the
applicant’s representatives and witnesses must give sworn testimony to explain the applicant’s
proposals and requests to the Planning Board and its professionals; present any evidence the
applicant may have in addition to the application materials; and answer any questions that may be
posed by the Planning Board, its professionals, or members of the public. The Board may also
receive testimony and evidence from members of the public who may be in favor of or opposed to
the application, or who may simply want to learn more about, or provide additional information
relating to the application. If the Board requires additional information in order to decide the
application, the hearing may be continued to a future date, subject to the applicant’s consent with
respect to any approaching legal deadline for decision. After the Board has heard all available
testimony and received all relevant evidence the Board will vote to approve or deny the application,
and any approval may be subject to conditions that must be satisfied by the applicant. Decisions
are made by a simple majority of a quorum of the Board members in all cases except for “use”
variances, which require five affirmative votes from a reduced Board constituency of only seven
members.

Sixth Step — Adoption of Resolution; Appeal Period: After the Board votes to approve or deny
an application, the Board’s Attorney will draft a written resolution to be adopted by the Board at
a subsequent meeting to memorialize the Board’s decision. The resolution is usually adopted at
the Board’s next regular meeting following the decision vote. After the Board votes to adopt the
resolution the Planning Board Secretary will send a copy of the signed resolution to the applicant,
and cause a notice of the decision to be published in the South Jersey Times newspaper. Any
Superior Court appeal of the Board’s decision, whether by the applicant or any other interested
person, must be filed within 45 days after the publication date. No zoning permit may be issued
for an approved development or use until the resolution has been adopted. Applicants should
carefully consider whether or not to commence any approved use or development prior to the
expiration of the 45-day appeal period.

Seventh Step — Compliance with Conditions of Approval: After receiving a resolution of
approval the applicant must carefully review any conditions that are required in connection with
the approval and take whatever action is necessary to satisfy them. There may be conditions that
must be satisfied prior to issuance of a zoning permit for the approved development or use.

Applicable Laws: The Planning Board is governed primarily by the New Jersey Municipal Land
Use Law, N.J.S.A. 40:55D-1, et seq., and Woodstown Borough Code Land Development Chapter
67, although some applications may involve other laws and regulations.

Questions concerning the processing of applications may be directed to:

Patricia Bohren

Planning Board Secretary
856-769-2200, Ext. 100
clerk@historicwoodstown.org




The Planning Board Secretary cannot give legal advice to applicants, and the above information is
provided only as a general outline of how Planning Board applications are processed. There are
many details in the law that are not covered by the above explanations, and many factors, both
legal and practical, that must be carefully considered in connection with any Planning Board
application. Accordingly, all applicants should obtain independent legal advice before preparing
or filing an application with the Planning Board.



