CITY OF BEVERLY

SPECIAL PERMIT APPLICATION
CHECKLIST

Please use the following checklist to ensure that your Special Permit Application is complete prior to submission to the Planning Department for Planning Board analysis.  Please check with the Administrative Assistant for the Planning Department at 978-921-6000 if you have questions about what should be shown.

· Five (5) copies of the completed Special Permit Application form
· Ten (10) paper copies of the completed plans sized 11’’H x 17’’W, folded to 8½’’ x 11’’ size 
· Twelve (12) paper copies of the completed plans drawn to scale at one inch equals forty feet (unless Planning Director permits otherwise in writing) sized 24’’H x 36’’W, folded to 8½’’ x 11’’ size
· Three (3) copies of Stormwater Management Report, four (4) copies if in the Water Supply Protection Overlay District (if applicable)
· Proof of submittal to City Clerk
· Two (2) sets of Certified List of Abutters, with mailing labels, from Assessor’s Department
· Filing fee of $400
· Deposit for legal notice fee and (unless a holder of an account with Salem News) completed “Request for Legal Notice” form
· Proof of petitioner’s right to file application (if applicant is not record owner of land)
· One (1) digital/electronic filing of the all material in PDF form by email or flash drive to be emailed or submitted to: Darlene Wynne, Assistant Planning Director, at: dwynne@beverlyma.gov 
· If applicable, Inclusionary Housing Application filing is to be submitted simultaneously
· Copy of the current property deed
· Evidence of petitioner’s right to file application if applicable (e.g. purchase and sale agreement, signed and notarized statement from property owner, etc.)
· Copy of most current record plan
· Assessors’ Map and lot numbers
· Description of the land to be affected
· [bookmark: _GoBack]Disclosure as to whether the land to be affected by a Special Permit is contiguous to other land held in common ownership


All plans should be drawn to scale, and should contain the following:

· The name of the petitioner and of the owner(s)
· The name of the person who drew the plan and the signature and stamp of a registered land surveyor or registered professional engineer
· All easements and existing lot improvements and setbacks from lot lines
· A sufficiently large area surrounding the lot so that at least the property adjoining and opposite (when the latter is reasonably affected by the proposal) will be shown and such further detail as may reasonably be necessary to provide a description of the area in which the lot lies and the size and location of all buildings located on the lots in the area
· In the case of special permits which involve buildings, a floor plan of the buildings drawn at the scale of one inch equals four feet (1” = 4’) and elevation plans of all facades
· Compass point showing the direction of north
· Graphic scale to which the plan is drawn
· The length of the boundary lines, distances, lot areas, any proposed new boundary lines in the case of a subdivision, as well as traffic circulation routes, walkways, and parking areas
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