




WPF1a 

WETLANDS


Berlin Conservation Commission
WPF1a - WETLANDS  FORMS and PROCEDURE for PROCESSING
NoticeS of Intent (NOI)

Wetlands procedures forms (WPF) are designed to assure efficient and proper management of all wetland matters.  Forms are designed in the format of a check-off sheet with boxes “ٱ       ” to check and initial as steps are completed.  


NOI FORMS 

Forms required to manage Notice of Intent (NOI) filings include:

1. WPF1a (NOI processing form) – This form provides the Berlin Conservation Commission (ConCom) with step-by-step directions for properly and thoroughly managing NOIs.  

2. WPF1b – Receipt to whomever may ‘hand deliver’ an NOI.  (Not needed if NOI arrives by registered mail.)

3. WPF2 – Instructions to applicant of NOI regarding his/her responsibilities to assure that hearing is properly advertised.  


NOI PROCESSING PROCEDURES

NOTE I

Anyone requesting an NOI, or any other wetlands form (Request for Determination of Applicability, …) can be instructed to download the desired form with relevant instructions at http://www.state.ma.us/dep/brp/ww/wwforms.htm#permits.  Also, selectmen’s secretary should keep a file with several copies of all forms for anyone requesting one. 

NOTE II
NOIs will be valid and receive a hearing date only if two copies and a check for the proper amount are sent by registered mail or hand delivered to selectmen’s secretary during regular office hours (or to a designee if secretary is unavailable during regular office hours).  

WFP1a: 

A.   in preparation for noi hearing:

1. Selectmen’s secretary, upon receipt of a properly submitted NOI (see NOTE II): 

1.1. ٱ        Signs WPF1b (if hand delivered) and gives original to whomever delivers NOI and staples a copy to one copy of the NOI.

1.2. ٱ        Signs name and records date received on WPF1a and staples to same copy of NOI with WPF1b stapled to it.

1.3. ٱ        Provides applicant (in person, by mail or email) form WPF2, which explains the applicant’s responsibilities for specific procedures that will assure that the upcoming hearing is legally posted.  (Form WPF2 needs to be designed and should, at a minimum, include steps 10.4.1.through 10.4.5. below at end of page 3.) 

1.4. ٱ        Retains a copy of the NOI and is the contact person for anyone seeking information or wanting to examine the NOI during times that the selectmen’s office is open.

1.5. ٱ        Places the copy of the NOI, with the attached WPF1a and WPF1b, in the ConCom’s mailbox 

1.6. ٱ        Notifies the chair of ConCom (by phone, email or in person) that an NOI has been properly submitted, and that a hearing needs to be scheduled.

2. Chair of ConCom (or designated NOI manager on ConCom): 

2.1. ٱ        Schedules a hearing to be held at a regularly scheduled ConCom meeting to be held within 21 days of receipt of NOI and records date on WPF1a

2.2. ٱ        Notifies the applicant by phone or in writing of the hearing date and records on WPF1a.  (At this point, the applicant can prepare to implement his/her responsibilities, which are explained in WPF2.)

2.3. ٱ        Places copies of WPF1a in mailboxes of PB, BOH and building inspector

2.4. ٱ        Assures that time of hearing is included on the agenda for the appropriate meeting

2.5. ٱ        Assures that at least two members of ConCom conduct a site visit and record any pertinent information prior to hearing

B.  At NOI hearing: 

3. Applicant must:

3.1. ٱ        Provide chair with copies of properly posted legal add and proof of proper notice to all relevant abutters

3.2. ٱ        Assure that DEP has assigned a ‘wetland number’ to the project

3.3. ٱ        Present a clear, concise explanation of his/her proposed work in a resource or buffer area

4. Chair of ConCom is responsible for:

4.1. ٱ        Assuring a quorum is present

4.2. ٱ        Opening the hearing at scheduled time 

4.3. ٱ        Checking accuracy and timing of newspaper add and notices to abutters

4.4. ٱ        Checking that DEP has assigned a project number

4.5. ٱ        Conduct the hearing, allowing, first, members and second, the audience to ask questions relevant to Ch 131, Sections 40? through 40?
4.6. ٱ        Close the portion of the hearing that is open to the public (after it is clear that all who desire have had an opportunity to ask questions and receive adequate answers.)

4.7. ٱ        Accept a motion and its second from ConCom members

4.8. ٱ        Facilitate discussion amongst ConCom members on the motion for the purposes of clarifying aspects of NOI and developing the requirements to be included in the Order of Conditions

4.9. ٱ        Conduct a vote on the motion   [Does this need to occur at hearing?  We sometimes do this after the hearing is closed.    LST]
C.  FOLLOWING NOI HEARING AND BEFORE ADJOURNMENT OF MEETING

5. Chair of ConCom is responsible for:

5.1. ٱ        Drafting OOC

5.2. ٱ        Getting signatures of quorum of members on OOC

5.3. ٱ        Places all materials relevant to NOI in file cabinet in proper sequence

6. Selectmen’s secretary:

6.1. ٱ        Mails the OOC by certified mail to the applicant ASAP

7. Applicant:

7.1. Implements all requirements of OOC and notifies chair of ConCom

7.2. Rectifies any inadequacies discovered during site visit by ConCom (see 8/1 below)

8. Chair of ConCom assures:

8.1. ٱ        That at least two members of ConCom conduct a site visit in the presence of applicant (or his/her designee) once the silt prevention device and all other requirements of OOC are implemented.  Advise applicant of any inadequacies and record any pertinent information 

D.  COMPLETION OF PROJECT

9. Applicant:

9.1. Notifies Chair of ConCom of completion and requests a Certificate of Compliance (COC)

10. Chair of ConCom assures:

10.1. ٱ        That at least two members of ConCom conduct a site visit in the presence of applicant (or his/her designee).  

10.2. ٱ        Advise applicant of approval, or of any inadequacies that need to be rectifyied, and record pertinent information 

10.3. ٱ        Discuss findings at next ConCom meeting and vote to issue or not issue COC

  WPF2 shall:

10.3.1. ٱ        Instruct applicant to, and provide an example of a properly worded legal notice to advertise the hearing in the T&G or Clinton Item at least 5 days prior to hearing.  Applicant is responsible for cost of legal notice. 

10.3.2. ٱ        Instruct applicant to, and provide an example of a properly worded letter required to notify abutters at least 10 days prior to hearing.  Notice must be sent by registered mail or hand delivered.  Also explains that list of abutters is obtained from assessor’s office.  Applicant is responsible for all associated costs. 

10.3.3. ٱ        Instruct the applicant to bring evidence (copies) of newspaper legal add and list of relevant abutters with receipts of notification to them

10.3.4. ٱ        Explain that hearings are scheduled after 8:30 PM on the first and third Wednesdays of each month.  (Note: The applicant cannot proceed with newspaper ad or notice to abutters until chair of ConCom has scheduled hearing.)

10.3.5. ٱ        Emphasize in a clear warning that no work may be commenced in the resource or 100’ buffer areas prior to receiving an OOC following the hearing and approval of project by ConCom.

� See Northborough’s list of conditions which are checked-off and attached to formal OOC
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