ZONING BOARD OF APPEALS PROCESS:


The regular ZBA meetings are monthly on the second Wednesday. Please give yourself plenty of time for the process to complete itself, roughly three or four months.

Initial Paper Gathering:

1. Receive turn down letter from Larry Brandt, Building Inspector. Office hours are Monday through Friday between 1 – 2:30 PM. Call 978-838-0046 to confirm his availability.

2. Obtain Zoning Board of Appeals forms from Eloise Salls, Town Clerk, 978-838-2931 Office hours are Tuesday and Thursday 11 AM – 2 PM, Wednesday evenings 7 – 9 PM.  Available forms are Appeal from Building Inspector, Special Permit, Variance, or Site Plan. 

3. Obtain certified abutters list for a fee from the Assessor’s Office, 978-838-2256. Office hours are Monday thru Thursday 9 – 1 PM.

File with the Town Clerk: 

4. 1. The turn down letter from the Building Inspector,

2. The Zoning Board of Appeals forms according to your needs: Appeal from Building Inspector, Special Permit, Variance, or Site Plan with the $10.00 residence fee or $25.00 commercial fee. 

3. The certified abutters list from the Assessors’ Office. The Town Clerk will assign a number and notify Board of Appeals Chairman.

Legal Notice:

5. The Chairman uses the turn down letter and the ZBA forms to prepare the legal notice. A legal notice must be in the newspapers at least twice, at least fourteen days before the meeting for the first notice and shortly before the meeting for the second. The town will process legal advertising and mailing to abutters, town boards, abutting towns, etc. You will be billed for these expenses, for example, legal notice advertising, copying notices and postage expenses.

The Hearing:

6. Attend the hearing. At some point the hearing is closed. The ZBA makes its decision within 100 days of filing for a variance, special permits have 90 days following the public hearing, and an Appeal of the decision of the Building Inspector must be within 30 days of action. After the ZBA reviews and signs the written decision. It is then left with the Town Clerk. 

The Appeal Period:

7. The Town Clerk notes on the decision the date the 20-day appeal period ends and sends a copy to the applicant, abutters, abutting towns, and town boards.

8. Appeals are made through the court system. If no appeal has been made, the day after the appeal period ends, the Clerk prepares the Notice of No Appeal. The decision and notice are recorded at the Registry of Deeds, Worcester, at the applicant expense.

The End:

9. A copy of the recording showing the Registry Book and Page needs to be submitted to the Building Inspector when applying for the building permit. Then you can receive a building permit consistent with the decision of the Board. The process is complete.

