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Town of Dunbarton, N.H.

Planning Board

1011 School St., Dunbarton, N.H. 03046

Policy and Procedure for:

Signing and Filing of Approvals

For Subdivisions & Site Plans


Prior to requesting documents to be signed and filed, applicants, applicants’ agent, or successors-in-interest should prepare a comprehensive submittal based on the following minimum requirements:

1.) A checklist stating that all requirements set forth in the “Notice of Decision” have been met. This should be done on a line-item basis reflecting the actual order in the formal notice, with a commentary on each individual requirement. (Attach a copy of the “Notice of Decision” for reference.)

2.) A copy of all permits upon which approvals are to be granted. This includes, but is not limited to, such routine permits as DES Wetlands, Site Specific, and Subdivision Approval. It may also include special design and/or permits for driveways, septic systems, or certain building permits specified as a conditional approval. In the event of a variance or special exception by the Dunbarton Zoning Board of Adjustment, attach: a.) a copy of that Board’s “Notice of Decision,” b.) a copy of all minutes of the proceedings, and c.) all associated plans or documents.

3.) Payment of all fees and expenses.
(Base fee, design review fees, and special consultant fees, etc., as applicable; plus all costs of individual notices and published legal notices.)

4.) Payment, in advance, of all filing fees due at the Merrimack County Registry of Deeds; plus a processing fee of $30 to the Town to cover handling and secured delivery.

5.) Certification that new and required work or special conditions have been met. If this is work ordinarily performed by a licensed professional, it must be certified by a licensed professional.

6.) Posting of any required surety for requirements that remain incomplete prior to signing. This shall be done with the Board of Selectmen’s office. A nominal fee will be required to administer an escrow account, bond, or other surety instrument; and shall be based on actual activity or complexity.

7.) Submittal of all other legal documents and instruments to be filed concurrent with plans. With the exception of routine forms, such documents must be submitted to the Town in draft form at least 15 days prior to filing, to allow for review and acceptance by the Planning Dept. and/or Town Counsel.

8.) A draft copy of the final plan set. This should be an up-to-date, corrected plan incorporating all requirements of the Planning Board’s final approval. This should be an image-clear paper copy allowing for review and mark-up by the Planning Board/Planning Dept. insofar as additional information and corrections are necessary.

Such draft plan shall be updated to include the following:

a.) Such other record and/or performance requirements established during deliberations and noted within the Board’s official minutes, that can be placed upon the plan.

b.) Phasing of building permits (if applicable) and the specific dates of effect.

c.) A list of all conditional, or otherwise required, permits, approvals, and/or variances by other Boards or agencies – having - jurisdiction. Show regulatory entity, date issued, general description, reference number, and expiration date (if any).

d.) A note placed on plan that says: “This plan shall conform to the provisions of the Town of Dunbarton Land Subdivision Regulations, Zoning Ordinance, and/or Site Plan Review Regulations, in effect at the time of application, subject only to such waivers or exceptions specified herein.”

e.) A list of all waivers or exceptions granted as part of Board deliberations.

(Note that items a. through e. above must appear on the plan.)

9.) The final mylar plan set, and associated paper documents to be filed by  the Town, should only be prepared after items 1. through 8. above have been accepted by the Planning Board as to form and content. Plans will only be signed at a regularly scheduled meeting of the Planning Board, or per such other time at the mutual discretion of the Board Chairman and Board Secretary. 
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