Instructionsfor Applicants Requesting a Variance for

Single-family or Two-Family Residential Properties from the Board of Adjustment

(No Subdivison Required)

These instructions are intended to assist app#cdiing an application to the Board of
Adjustment for a variance or variances involvingngée-family or two-family residential
properties Please note that the process for variances that also require subdivision approval for
residential uses is different and that additional requirements will apply in such situations. The
steps in preparing, submitting and presenting ymuidication include the following:

1.

Pick up the application form materialBhe application materials that accompany these
instructions include the following documents:

An application form.

A checklist of submission requirements.

A sample notice form for publication in the newsea

A sample notice form for mailing to neighborhoadgerties.

The instructions for completing and submitting thead other materials are provided
below.

Determine the nature of the variance or variarbat you needveet with the Zoning
Officer and obtain a letter of denial, which witlate the zoning regulation(s) that your
proposed plan violates. This letter is to be sutaahitvith your application.

Complete the application form and attachmetitds important to fully complete the

application form and to leave nothing blank. Iftegr information on the application form

is not applicable to your proposal, you should ¢ate this by stating “not applicable” or
“none”, as appropriate, in the appropriate spac¢herform. If you are unsure whether or
not certain information on the form is applicabtentact the Township Engineer or the
Board Secretary, who will assist you with your dioes

Obtain the supplemental documentation requikethé checklistThis information is listed

in parts C, D, E, F and G of the checklist. Instinres for each of these documents are
provided below:

e Caertificate from Tax Collector. This must be requested from the Tax Collector’s
office, who will forward the document to the Bod®écretary. In order to obtain a
favorable report from the Tax Collector, the prapdéaxes and any assessments for
the property must be paid through the current guart

e Resolutions for Prior Decisions from the Board of Adjustment and Planning Board.
The resolutions identify all prior decisions thae @n file with the Planning Board
and Board of Adjustment and any conditions that aiégct your current application.
If you do not have the resolutions, or are unsuirén@ prior decisions of the boards,
contact the Board Secretary, who will assist you.



5.

e  Zoning Officer Denial. See instruction 2, above.

e  Survey. You should have in your possession a survey frdranwou purchased the
property. If you have made modifications to thegamy since you purchased it, you
may be required to obtain a new survey. If you @amsure whether or not a new
survey must be obtained, contact the Township Eaginwho will assist you with
your question.

e  200-foot Map and List of Property Owners. These documents must be obtained from
the General Office. Please note that if your proyper within 200 feet of another
municipality, you must also obtain a map and liftpooperty owners from that
adjacent municipality.

Prepare the variance planhis plan must clearly illustrate your proposadamow it
violates the zoning regulations, and must contafficent information to enable the Board
of Adjustment to decide whether your applicatiomwdd be approved or denied. The
information that must be included on the plan isvam on the checklist of submission
requirements that was provided with the packetpplieation materials given to you by the
Board Secretary.

It is important to understand that the checklttains all of the information that mae
required before the application will be heard by Board of Adjustment. In many cases,
not all of this information is necessary and camia@é/ed by the Township Engineer if it is
not relevant to your application. If you are unswbether or not information on the
checklist is necessary or not, you may contactthenship Engineer, who will assist you.

As a general guide, the information in parts Jl)kprough K(10), L(1), (3) and (5), and
N(1), (2) and (3) on the checklist must always beviged on the plan and will not be
waived The need for other information in parts L, M awavill be determined on a case-
by-case basis by the Township Engineer and tmaywaived if the information is not
needed by the Board for its decision.

Submit the application materialsitially, only 3 copies of the application matds should
be submitted. This includes copies of the appbecatorm, application form attachments,
application fees supplemental documents and the pla

The application fee for residential variance aggtions is $300 for one variance and $600
if more than one variance is requested. In additmm escrow deposit four times the

application fee is required; the escrow depositsed to reimburse the Township for the
cost of professional reviews and for the Board Al¢y to prepare a resolution. Any

portion of the escrow deposit that is not used halrefunded upon request; if the initial

escrow deposit is insufficient to cover the Boarchsts, additional deposit funds will be

required. The fee and deposit must be paid atine your application is submitted. The

payment may be made in cash or by check or monggr grayable to the Township of

Hanover.

Wait for the Township Engineer’'s completenedsiheination.The timing of this decision
will depend upon the nature of your application amel backlog of other applications, but
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will not take longer than 45 days from the date fited your application. If the Township
Engineer determines that your application is coteplgou will be informed of this and
instructed to proceed to Step 8 below.

If the Township Engineer determines that your @ppibn is incomplete you will be
informed of this and of the steps that you musetak order for the application to be
complete. These steps must be taken and the appiicaust be reviewed again by the
Township Engineer before you will be determined ptate and before you may proceed to
Step 8, below.

Submit the required number of copi@8. copies of the application form and attachments,
supplemental documents and the plan must be sw@ihiktfore your application will be
scheduled on the Board’s agenda. If you alreadyngtdd 3 copies of these materials and
they have not changed, you need only submit 17 capes.

Send notice of the public hearinthe notice must state the following (The samplaceo
forms included with your information packet are yded to assist you in preparing your
notice statement):

e The date, time and place of the hearing to be bglthe Board of Adjustment. This
information can be obtained from the Board Secyetar

e The nature of your proposal and the zoning requerds that the proposal violates.
The latter information can be obtained from the idgrOfficer’'s denial letter (see
item 2, above).

e An identification of the property proposed for dpment by street address, if any,
or by reference to the lot and block numbers asvehan the current tax duplicate in
the Township Tax Assessor's office.

e The location and times at which any maps and decwsnfor which approval is
sought are available for inspection in the offidele Board Secretary. This can be
obtained from the Board Secretary.

a. When notice must be seNlotice must be given at least 10 calendar days poithe
date of the hearing, except as may be requiredrwise below. The date of the
hearing shall not count as one of the 10 daysufeatio comply with this deadline
will result in your hearing being rescheduled téater date and will require you to
give notice for the rescheduled hearing.

b. Who must be served notichotice shall be published in the Hanover Eaglee Th
applicant shall arrange this publication by contact egal Advertising at the Eagle
(telephone: 1-908-766-3900 ext.251). Please ndde ttie Eagle is only published
weekly, and therefore publication must be arrangeetl in advance of the hearing
date so that publication occurs at least 10 daja&¢he hearing.

Notice must also be sent by certified mail or hdativery to the following:



10.

11.

(1) The owners, as shown on the current tax dugs;eof all real property located
within 200 feet in all directions of the propertyieh is the subject of the hearing.
If notice is hand delivered, the property ownetelison the 200-foot list provided
by the Tax Assessor, or his agent in charge optbgerty, must sign and date a
receipt stating that he/she has received the nofibe receipt must identify the
owner or agent who is signing the receipt. Pleaste that_only the owner or
agent may sign the receipgbpouses or other family members, friends, tepants
associates, employees or other persons who am@amars or agents in charge of
the property may not sign the notice receipt.

(2) If the property is located within 200 feet @f adjoining municipality, the clerk of
such municipality.

(3) If the property is located adjacent to an exgstCounty road, proposed County
road shown on the official County map or on thentgunaster plan, adjoining
other County land or situated within 200 feet shanicipal boundary, the Morris
County Planning Board.

(4) If the property is adjacent to a State highwdye Commissioner of the New
Jersey Department of Transportation.

Submit proof to the Board Secretary that natiae been servedhis must be provided at

least 3 business days before the hearing datef &@rootice must include:

e In the case of newspaper publication, an affidwin the newspaper stating the date
the notice was published.

e In the case of notice mailed to property ownerd governmental agencies, the date-
stamped certified mail receipts (green and whitg) dach address that was sent
notice.

e In the case of notice delivered to property ownerssigned affidavit from the
applicant stating the owners served, the contetth@hotice and the date notice was
served, along with the printed name of the propemyner served, the owner’s
signature and the date signed.

Appear at the public hearing to present youliegtion and answer gquestionAt the
public hearing, you (or your attorney, as applieablill be required to describe what you
propose and to describe why the Board should gramtpermission to violate the zoning
regulations. You may also be required to answestiues from interested members of the
public at the hearing or from Board members.

At the public hearing, the Board may require that provide additional information or
revised plans before they will vote on the appiat In such case, you will need to
provide the information at least 10 days priorite hext hearing date.

Under some circumstances the Board may not hdfieisnt time to complete the hearing
on your application on the scheduled date. In iases, the Board will announce that the
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hearing will be carried to another date, and yoll vd required to attend the meeting on
the new date.

Following the completion of the public hearingetBoard will vote to approve or deny
your application.



