Town of Kent Planning Board
25 Sybil's Crossing

Kent Lakes, NY 10512

Phone: 845-225-7802
Fax: 845-306-5283

Email: 
planning@townofkentny.gov

Application Forms and Description of Procedures
For
Pre-Application Review
Subdivision Preliminary Approval
Subdivision Final Approval
Revised Lot Line Approval
Site Plan Approval
Conditional Use Permit Approval
Freshwater Wetland Permit Approval
Steep Slope & Erosion Control Permit Approval
1) Meetings

a) The Town of Kent Planning Board meets in regular session on the second Thursday of each month starting at 7:30 PM.

b) The Planning Board meets in a workshop session on the first Thursday of each month starting at 7:30 PM.  The workshop meeting is an open meeting.  The public may attend but may not speak except by invitation of the Planning Board.
c) Special meetings may be called by the Planning Board Chair and shall be noticed pursuant to the Open Meetings Law.
d) If the date of any meeting is cancelled due to inclement weather, lack of quorum, or other conflict, the meeting will be scheduled for another night and the new meeting day and time will be posted and made public pursuant to the Open Meetings Law.
2) Deadlines

a) All submittals are due no later than 12:00 PM (noon) on 21 days prior to the date of the regular Planning Board meeting at which the submittal is to be reviewed.  There shall be no exceptions.

3) Application Submittals

a) Note:  Commencing with the February 19, 2015 deadline for the March 12, 2015Planning Board meeting all applications and re-submissions shall include a digital copy of any letters, applications, forms, documents, and maps that are part of that submission.  Electronic files shall be submitted on a CD, DVD, flash drive, SD/MMC Disc, or may be submitted via email to the Planning Board Clerk at planning@townofkentny.gov.  The digital copy shall be in a pdf, jpg, tiff, or other suitable write-protected image format capable of being opened and viewed using any standard Windows OS and Apple OS software.  
i) Note:  If submitting the digital information to the Clerk via email it is highly recommended that you call the Planning Board Office first to let the Clerk know that you are sending the information via email and to confirm receipt.  
b) All applications shall include the following:

i) Original and five (5) copies of the completed application forms, affidavits, and site plan and/or subdivision checklist.
ii) Six (6) full-size sets of maps and nine (9) reduced size (17” x 24” size sheet) sets of maps depicting the proposed activity and prepared in accordance with the requirements of the Town Code.  All maps shall be collated into sets and folded.  Maps that are not collated into sets and folded will not be accepted.   
iii) One (1) copy of the digital media containing the complete submittal.   

iv) The applicable sections of the Town Code are as follows:

(1) Pre-application review - §66A-8, “Subdivision of Land”. 

(2) Revised lot line approval - §66A-10, “Subdivision of Land”. 

(3) Minor subdivision plat approval - §66A-11, “Subdivision of Land”. 

(4) Major subdivision (preliminary) plat approval - §66A-12, “Subdivision of Land”.

(5) Major subdivision (final) plat approval - §66A-13, “Subdivision of Land”.

(6) Site Plan - §77-60, “Zoning”. 
(7) Conditional Use Permit Application - §77-59, “Zoning”.
(8) Freshwater Wetland Permit - §39A-7, “Freshwater Wetlands”.  
(9) Erosion Control Permit - §66-5, “Steep Slope Protection and Stormwater Management”.

v) The Town Code is available for inspection at the Office of the Town Clerk and is available on-line at http://www.ecode360.com. 
vi) A survey prepared by a New York State Licensed Surveyor that accurately depicts topographic and site conditions as of the date the application is submitted.

vii) Short Form Environmental Assessment Form.  Applicants are advised that the Planning Board may require the applicant to provide a Long Form Environmental Assessment Form where the Board determines that the Short Form does not provide sufficient information about the application.  

viii) Agricultural data statement, if applicable.

ix) Recent aerial photo at a scale of 1:200 or less with tax parcels delineated.  (See also http://www.putnamcountyny.com/itgis/eparcel on the Putnam County website). 
4) Application Procedures

a) All applications and submittals are formally received as of the date of the next regular meeting of the Planning Board.  

b) Upon receipt of an application, including all application and review fees, the maps and supporting documentation will be forwarded by the Town to the Town Planner, the Planning Board’s Professional Engineer, the Town Environmental Consultant, and Planning Board Attorney.  All communication(s) must be directed to the Planning Board Office and not directly to the Planning Board’s consultants.
c) All maps must comply with the Town requirements for preliminary plats and site plans. In addition, all submissions must contain enough engineering data to enable a proper engineering and planning review in accordance with the Zoning Law.  If maps either fail to comply with the code requirements or are insufficient to support a proper engineering and planning review, the result may be the denial of approval and the requirement of a new application and applicable fees.  The adequacy of all submissions will be determined by the Planning Board after recommendation by the Planning Board Professional Engineer, Town Planner, and Town Environmental Consultant.  
d) If a public hearing is required the hearing will be set only after the Board is satisfied that the applicant has addressed all comments and questions to the satisfaction of the Board. 

e) An application is not complete until a Negative Declaration has been issued or a DEIS has been received and declared complete.  

5) Procedures for Applications for Erosion Control Permits

a) For an activity involving only an application for an Erosion Control Permit and not involving an application for site plan, subdivision, or special permit approval the following shall apply:

i) Any application involving a full Storm Water Pollution Prevention Plan (SWPPP) will be reviewed by the Planning Board’s Professional Engineer and Environmental Consultant and will be subject to review and approval by the Planning Board.  As early in the process as is practicable the Planning Board will determine whether a public hearing will be held on the application.  The Planning Board reserves the right to require a public hearing after having previously made a determination to waive the public hearing.  

ii) Any application not involving a full SWPPP will be reviewed by the Planning Board’s Professional Engineer and Environmental Consultant.  The Planning Board will determine whether the application would be subject to full review by the Planning Board or would be subject to administrative review and approval.  

iii) All maps must comply with the Town requirements for Steep Slope and Erosion Control Permit as set forth in §66 of the Town Code.  If maps either fail to comply with the code requirements or are insufficient to support a proper engineering review, the result may be the denial of approval and the requirement of a new application and applicable fees.  The adequacy of all submissions will be determined by the appropriate consultant.  

b) The Planning Board will only approve the application based on the recommendation of the consultant.

c) All applications for Erosion Control Permit approval require the posting of a security to ensure the proper completion of the work.  The amount of such undertaking shall be established by the Planning Board based on the recommendation of the Board’s Professional Engineer.  Final acceptance of the amount of the security and a security agreement is subject to Town Board approval.  
6) Notes

a) In addition to other notes as may be required by the Board, the applicant shall include as appropriate, notes on the map as follows:

i) Driveway Construction notes.  (See attached)

ii) Erosion Control notes.   (See attached) 

7) Actions of the Planning Board 
a) Prior to making a decision on the application, the Planning Board shall make a determination of significance under the State Environmental Quality Review Act. The Planning Board may open the public hearing prior to the determination of significance in order to obtain public comment on the issues of environmental concern.  An application is not considered complete until a SEQRA determination has been made.  
b) Decisions of approval or disapproval will be made no more than sixty two (62) days after the close of a public hearing on a complete application unless extended by agreement of the Planning Board and the applicant.  The decision of the Planning Board will be filed with the Town Clerk within five (5) business days of the date of the decision. 

c) Disapproval of an application will require the resubmission of a preliminary application if the applicant wishes to pursue further consideration of the plan. 

d) The Plat will be void if it is revised after Planning Board signature.  No changes, erasures, modifications or revisions shall be made on any plat after the plat has been signed by the Board. If the recorded plan contains any changes, the plat shall be considered void, and the Planning Board shall take action to remove the plat from county records. 

8) Fees

All application fees and review fees are due at the time an application is submitted.  Application fees are not refundable.  Unexpended review fees are returnable upon completion of the Planning Board’s review of the application and the receipt of final invoice(s) from all professionals retained by the Planning Board to review the application.  At the time an application is submitted to the Planning Board fees shall be paid with separate checks to cover the following: (1) Application Fee; and (2) Review Fee.  Checks shall be made payable to the “Town of Kent”.  Recreation Fees are due and payable prior to the Chairman signing the approved residential subdivision or residential site plan map.  Approval of any application is expressly conditioned on the payment of all application fees, review fees, construction inspection fees, and recreation fees, and the signature of the Chairman on the final plat or site plan shall be withheld pending payment of all fees.  See Chapter 36 of the Town Code for a complete list of application fees.  
Pursuant to §55 of the Town of Kent Code an applicant is responsible to pay the cost of services of consulting attorneys, engineers, planners, architects, and other professionals retained by the Planning Board to review an application.  At the time an application is submitted the applicant shall pay to the Planning Board an initial deposit in an amount set by the Planning Board for the Review Fee.  The fee will be used to pay the cost of consultant fees incurred by the Planning Board to review the application.  The deposit amount may be adjusted up or down by the Planning Board based upon the type, size and complexity of the application.  The applicant may be periodically advised as to the need to replenish the review fee fund, and the Planning Board may cease its review of an application pending such replenishment.  Any unexpended deposit amounts will be returned to the applicant.  See Chapter 55 of the Town Code for information as to the calculation of initial and subsequent deposits of review fee monies.  
Certain construction activities require the posting of a fee to cover the cost of construction inspection services by the consulting engineer, planner, environmental consultant, and other professionals retained by the Planning Board for such purpose.  The applicant may be periodically advised as to the need to replenish the construction inspection fee fund, and construction inspection may be ceased pending such replenishment.  Any unexpended deposit amounts will be returned to the applicant. 

Applicants are advised to contact the Planning Board Clerk to determine the amount of the application fee and the amount of the initial deposit for the review fee that must submitted with the application.  
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