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Borough of Woodstown 

PLANNING BOARD  
 

INSTRUCTIONS AND FORMS FOR HEARING NOTICE 

 
Notice requirements for Planning Board application hearings are set forth in N.J.S.A. 40:55D-11 

and -12 of the New Jersey Municipal Land Use Law.  The following is a summary of some of the 

most typically applicable public hearing notice requirements, and instructions and forms by which 

they can be satisfied by applicants.  Applicants are cautioned, however, to review N.J.S.A. 40:55D-

11 and -12 as well, because in certain circumstances additional notice requirements might apply. 

 

First Step – Obtain 200-Foot List: Applicants whose applications require public notice must 

obtain a list of the names and addresses of the owners of all properties that are located within 200 

feet of the lot(s) that are the subject of the application.  (Note: The 200-foot owner list information 

is also required to be submitted with all applications for subdivision, site plan, and variance 

approval.) 

 

The 200-foot list must be obtained from the Borough Tax Assessor, Mr. Greg Busa, whose weekly 

office hours at Woodstown Borough Hall are from 8:00 a.m. until Noon every Friday.  The fee for 

each 200-foot list is $10. He can be reached via email at taxassessor@historicwoodstown.org . 

 

Attached “Form 1”  on page 5 can be used to request 200-foot lists.  The completed form and the 

$10 fee (check payable to “Woodstown Borough”) can be mailed to: 

 

Tax Assessor 

Woodstown Borough Hall 

25 West Avenue 

Woodstown, NJ 08098 

 

 

Second Step – Initial Communication with South Jersey Times: Applicants whose applications 

require public notice must also publish a notice in the South Jersey Times newspaper, one time, no 

less than ten (10) days before the application hearing date. 

 

Applicants should contact the South Jersey Times well in advance to ascertain the deadline for 

submission of the notice in order to ensure publication on the desired date, as well as the cost, 

terms of payment, and other submission requirements and delivery information (i.e., mailing 

address, email address, and/or fax number). 

 

Currently available contact information and submission deadline information for the South Jersey 

Times (copied from “legal notices” under the heading “notices and announcements” at 

classifieds.nj.com) is as follows, although all applicants should check early in the process to 

confirm whether any of the following information has changed: 

mailto:taxassessor@historicwoodstown.org
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Phone: (800) 350-4169 

Fax: (732) 243-2718 

Email: sjtlegalads@ njadvancemedia.com 

Legal notices are published 7 days a week. 

The submission deadline for legal notices is at least 2 business days prior to the 

requested publication date, by 11:00 a.m. 

 

 

Third Step – Preparation of Notice:  After the Planning Board Secretary has confirmed the 

application hearing date, time and location, the applicant must prepare the notice that will be 

mailed to the 200-foot owners and published in the South Jersey Times.  Notices must state: 

 

the date, time and place of the hearing; 

the nature of the matters to be considered; 

an identification of the property by street address and/or lot and block number; and 

the location and times at which the application materials are available for review. 

 

Applicants may prepare notices using attached “Form 2”.  If requested by the applicant, the 

Planning Board Solicitor will review an applicant’s proposed notice in advance, but only if the 

notice is submitted for Solicitor review well in advance of the applicant’s mailing and publication 

deadlines. 

 

 

Fourth Step – Publication of Notice:  Applicants must cause the notice to be published once in 

the South Jersey Times no less than ten (10) days prior to the hearing.  As noted above, applicants 

should ascertain, well in advance, the newspaper’s submission deadline for the desired publication 

date. 

 

After publication the South Jersey Times will send the applicant an “affidavit of publication” that 

confirms the content of the notice that was published and the publication date.  The affidavit of 

publication must be provided to the Planning Board Secretary before the hearing as explained 

below, so it is advisable to cause publication to occur well in advance of the ten (10) day minimum 

in order to help ensure that the affidavit will be received as early as possible. 

 

 

Fifth Step – Certified Mailing of Notice:  Applicants must cause a copy of the notice to be sent 

to each of the 200-foot owners on the Assessor’s list, and to all other listed persons and entities, 

exactly as their names and addresses are specified on the list, via certified mail, return receipt 

requested (CM/RRR). 

 

It is critical to bear in mind that the information on the Assessor’s list governs the mailing 

requirements, so even if the applicant knows that a name or address on the list is wrong, or not 

current, a CM/RRR mailing should nonetheless be sent to that owner as named, at the address as 

listed.  In situations where the applicant personally knows an incorrectly listed owner’s correct 

name and/or address, it is the best practice to mail to the recipient’s known correct address in 
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addition to the incorrect listed address.  Where the same owner appears multiple times on the 

Assessor’s list as the owner of more than one 200-foot property, only one mailing to that owner is 

required unless the owner is named even slightly differently, or has an address that is even slightly 

different, in which case separate notices should be sent to each name at each specified address.  

Again, the Assessor’s list governs, and unless notice is sent to all persons and entities on the list 

the application simply cannot be heard, so it is critical to send CM/RRR notice to everyone on the 

Assessor’s list even if there might be some duplication, and even if the list might not be correct. 

 

Notices must also be sent to the following entities, as applicable: 

 

If the application property is located within 200 feet of Pilesgrove Township, a CM/RRR notice 

must be sent to: 

 

Pilesgrove Township Clerk 

1180 Route 40 East 

Pilesgrove, NJ 08098 

 

and also to: 

 

Salem County Planning Board 

110 Fifth Street, Suite 500 

Salem, NJ 08079. 

 

If the application property is located along a County road, a CM/RRR notice must be sent to the 

Salem County Planning Board (address above).  (Note: It is only necessary to send one notice to 

the Salem County Planning Board in situations where the property is within 200 feet of a municipal 

boundary and along a County road.) 

 

If the application property is located along a State highway, a CM/RRR notice must be sent to: 

 

Commissioner of Transportation 

New Jersey Department of Transportation 

1035 Parkway Avenue 

Trenton, NJ 08625 

 

In addition to the above, N.J.S.A. 40:55D-12 requires notices to various other persons and entities 

when applications involve condominiums, apartments, homeowners’ associations, and other 

property ownership regimes; very large developments; and applications for major subdivision and 

major site plan.  Questions about these less common notice requirements should be referred to the 

applicant’s own attorney. 

 

The post office will provide certified mail receipts at the time of mailing, which are stamped with 

the mailing date.  The stamped mailing date must be no less than ten (10) days prior to the hearing 

date.  All of these mailing receipts must be given to the Planning Board Secretary before the 

hearing as explained below. 
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The return receipt cards for each of the certified mailings will be sent back to the applicant after 

notices have been received by the recipients.  Sometimes, for various reasons, all of these cards 

are not returned in time for the hearing, which is not a problem as long as all of the date-stamped 

certified mail receipts are provided as required.  All return receipts that have been received by the 

applicant as of the hearing date must be given to the Planning Board Secretary before the hearing 

as explained below. 

 

 

Sixth Step – Completion of Affidavit of Notice:  The applicant must complete and sign an 

Affidavit of Notice in the presence of an attesting notary public (see attached “Form 3”) and 

provide the Affidavit of Notice to the Planning Board Secretary with the following documents no 

less than three (3) days before the hearing date: 

 

copy of the notice; 

original Assessor’s 200-foot list; 

originals of all date-stamped certified mailing receipts; 

originals of all return receipt cards that have been received to date; 

original South Jersey Times affidavit of publication. 

 

Applicants should retain their own set of copies of all original documents that are submitted to the 

Planning Board Secretary. 

 

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 to help Planning Board applicants comply with some of the most commonly 

applicable notice requirements.  There may be some aspects of notice for particular applications 

that are not covered by the above information, and for which applicants should obtain independent 

legal advice. 

  

mailto:clerk@historicwoodstown.org


5 

 

FORM 1 

WOODSTOWN BOROUGH PLANNING BOARD 

PROPERTY LIST REQUEST 

 

 

Date of Request:        

 

I have enclosed a check payable to “Woodstown Borough” in the amount of $10.  Please send me 

a list of the names and addresses of all owners of property within 200 feet of the following property 

(or properties), and the names and addresses of any persons or entities who have registered with 

your office for notices pursuant to N.J.S.A. 40:55D-12.1: 

 

 

BLOCK(S):       LOT(S):       

 

PROPERTY ADDRESS/LOCATION:          

 

PROPERTY OWNER’S NAME(S):           

 

 

 

Requested by:              

 

Mailing Address:             

 

Email Address:             

 

Telephone:              
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FORM 2 

WOODSTOWN BOROUGH PLANNING BOARD 

NOTICE OF HEARING (LIVE) 

 

WOODSTOWN BOROUGH PLANNING BOARD 

 

NOTICE OF HEARING 

 

TAKE NOTICE, that a public hearing will be held before the Woodstown Borough Planning Board 

at the Woodstown Borough Hall, 25 West Avenue, Woodstown, New Jersey 08098, on 

Wednesday,       , 20___, at 7:00 p.m., on the following 

application: 

 

APPLICANT: 

 

PROPERTY AFFECTED: 

 

NATURE OF APPLICATION: 

 

PUBLIC REVIEW AND PARTICIPATION:  Copies of the application, plans, and related 

materials are currently on file at the office of the Woodstown Planning Board Secretary, 

Woodstown Borough Hall, 25 West Avenue, Woodstown, New Jersey 08098, and are available 

for public inspection by appointment by contacting the Woodstown Borough Clerk or Deputy 

Clerk at clerk@historicwoodstown.org; deputyclerk@historicwoodstown.org; by calling them at 

(856) 769-2200, ext. 101, during regular business hours; or by regular mail to the above Borough 

Hall address.  The application, plans, and related materials may also be viewed and downloaded 

from the Planning Board’s webpage on the Woodstown Borough website historicwoodstown.org, 

which can be accessed through the “Departments” pull-down tab at the top of the Woodstown 

Borough website homepage.  Additional documents and exhibits may be presented during the 

hearing.  Any interested party may attend and participate in the application hearing in accordance 

with the rules of the Woodstown Planning Board and applicable laws. 

 

This notice is being given pursuant to the Municipal Land Use Law (N.J.S.A. 40:55D-1, et seq.) 

and Woodstown Borough land development regulations. 
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FORM 3 

WOODSTOWN BOROUGH PLANNING BOARD 

AFFIDAVIT OF NOTICE 

 

State of New Jersey   ) 

) ss 

County of     ) 

 

I,         , of full age, and being duly sworn 

according to law, on my oath, depose and say: 

 

I reside at            . 

 

I have filed an application with the Woodstown Borough Planning Board affecting the following 

property: 

 

Address:              

 

Tax Map Block(s)     , Lot(s)        

 

On       20____, such date being no less than ten (10) days prior to 

the scheduled hearing date for my application, I sent the attached Notice of Hearing, via certified 

mail, return receipt requested, to all property owners, utilities, and other persons and entities at 

their addresses as specified on the attached Woodstown Assessor’s List, and also to the following 

persons or entities (checked as applicable): 

 

□ Salem County Planning Board 

□ Pilesgrove Township Clerk 

□ Commissioner, New Jersey Department of Transportation 

□ Other:          

 

Copies of all date-stamped certified mail receipts, and all of the return receipt cards that I have 

received to date, are attached hereto. 

 

The attached Notice of Hearing was also published in the South Jersey Times newspaper on 

_____________________________, 20____, such date being no later than ten (10) days prior to 

the scheduled hearing date for my application.  A copy of the South Jersey Times Affidavit of 

Publication is attached hereto. 

 

Applicant Signature:         

 

Sworn to and subscribed before me this   day of     , 20 . 

 

Notary Signature:         


