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BOROUGH OF SUSSEX 
LAND USE APPLICATION INSTRUCTIONS 

  
1. Planning Board and Zoning Board of Adjustment meetings are held once a month 

according to the attached meeting schedule.  Completed applications must be 
received in the Land Use Office at least 21 days prior to the meeting date for 
which you wish your application to be scheduled.  Whether or not your 
application will be scheduled to be heard at the meeting immediately preceding 
the filing of your application will depend on completeness, the number of other 
applications and issues also scheduled to be heard at that meeting. 

 
2. A completed checklist must be submitted with your application.  Each enumerated 

item on the checklist must be either a) submitted with your application and/or part 
of your map; or b) an explanation why you feel a waiver should be granted must 
be included with your submission for each item that you are requesting a waiver. 

 
3. Incomplete checklists or checklists not supported by the appropriate 

documentation will result in your application being deemed incomplete.  
Likewise, if items are missing from your submissions and there is no explanation 
of the waiver request, your application will be deemed administratively 
incomplete by the Planning Director. 

 
4. If you have requested specific waivers and have given a written explanation as to 

why you feel the waiver(s) should be granted, a completeness hearing will be 
scheduled before the Board so that they can consider your waiver requests.  This 
hearing will be scheduled for the next regularly scheduled meeting. 

 
5. It is the Board’s discretion whether or not the hearing of the application as to its 

merits will be held on that evening, should the waiver requests be granted, or 
whether the Applicant needs to provide additional information in order to proceed 
with the hearing of their application to be held at a subsequent meeting. 

 
6. Applicants must provide 16 copies of their application documents and maps (as 

per checklist) fully collated in order to be deemed complete.  Applicants seeking 
placement on the agenda within 21 days of the meeting must submit a copy 
directly to Mr. Michael Vreeland, Guerin & Vreeland Engineering, Inc., 272 
Route 206, Ste 209, Flanders, NJ 07836-9081.  The application copy submitted to 
the engineer must be complete. 

 
7. While the municipal staff can provide you with information relative to the 

parameters of each Board’s authority and land use ordinance requirements, they 
are not responsible or qualified to direct applications on legal, jurisdictional, or 
statutory issues.  If questions arise related to legal or engineering issues, the 
Applicant should seek advice of an attorney and/or engineer when preparing their 
application. 
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8. Additionally, if you are a corporation, LLC, LLP, etc., legal representation is 
needed in order to proceed with your application.  If as the applicant, you are a 
corporation, etc., and legal representation is found to be required by our Board 
attorney, a hearing will not take place unless you are represented appropriately. 

 
9. Separate application and escrow fees are required at the time of application 

submissions.  A written explanation as to how these fees were calculated must 
be included with the fees.  Fees submitted without a written explanation may 
cause the application to be deemed incomplete. 

 
 
10. The application fee represents a general fee that is deposited into the general 

operating account of the municipality.  This fee is charged to help offset the 
general operating costs of the department, including but not limited to staff time 
expended to review and process your application and the cost of our Board 
attorney and engineer to attend the meeting where your application will be heard. 

 
11. The escrow fee is placed in a trust account and is used to pay legal and 

engineering bills incurred by the municipality in order to cover the cost of 
engineering and legal review of the application.  All legal, engineering and 
planning expenses will be charged against your escrow account.  Charges to be 
paid through your escrow account will include, but not be limited to time spent by 
the Board’s engineer to visit the site and prepare an engineer’s report for the 
Board’s reference, legal research that may be needed to provide the Board with 
information relative to your application, and the Board attorney’s preparation of 
the legal resolution, which reduces the final decision of the Board relative to your 
application to a written document.  If the fees from the professional exceed the 
original amount you deposited, you will be notified and required to submit 
additional funds to cover the deficit.  If after the application is closed and all 
professional fees are paid, a balance remains in your account, the balance will be 
refunded to you.  You must insure there are sufficient funds in the escrow account 
to permit review by the Board professionals before and after the public hearing. 

 
12. If your application requires public notice, all public notice requirements as 

per the State of New Jersey’s Municipal Land Use Law apply.  Waivers 
cannot be granted with respect to public notice requirements.  No notices 
should be mailed or published until the Applicant is directed to do so by the 
Land Use Secretary.  If public notice is required for your application, the 
following steps must be taken in order to comply with the statute: 

 
 a. A list of adjacent property owners and/or municipalities who are located 

within 200 feet of the entire boundary line of the property in question must be 
obtained from the municipal tax assessor.  The Assessor has 7 business days 
within which to satisfy your request.  Therefore, it is imperative to make your 
request early so that you have the necessary information to out your public notice. 
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b. A sample notice is enclosed and identified in the application package.  The 
applicant must fill in the blanks including what ordinance they are asking 
for a variance from. 

  
c. The notice must appear in the New Jersey Herald or the Sunday New 

Jersey Herald at least 10 days prior to the proposed meeting date (if you 
consider the day it is run as one of the 10 days, then you cannot consider 
the day of the meeting as one of the 10 days).  Publishing deadlines are 
strictly enforced by the Herald, and the Applicant will need to be sure that 
he provides the newspaper with the completed notice and applicable fee in 
adequate time to have it published on a date that will be at least 10 days 
prior to the meeting date.  The contact information for the New Jersey 
Herald is Attn: Legal Advertising, 2 Spring Street, PO Box 10, Newton, 
NJ 07860, telephone 973-383-1500, fax 973-383-9284. 

 
d. Additionally, a copy of the public notice has to be sent to each adjoining 

property owner and municipality that appears on the list provided to you 
by our tax assessor (which you have requested from him/her).  The notice 
must be sent by certified mail, return receipt requested.  The postmaster 
will stamp the white receipts from the mailing with the date that it was 
sent.  To satisfy our requirements under the statute, you must submit to the 
Land Use Office the original white receipts, which need to be filled out 
with the address of the person who the document was sent and bearing the 
date when it was mailed.  Similar to the newspaper notice, these notices 
MUST be mailed at least 10 days before the proposed meeting.  Notices 
mailed even one day late will not be acceptable. 

 
e. It is not required that you submit the returned green cards to the Land Use 

Office.  Your responsibility is to mail the notices; you will not be 
responsible or penalized if the addressee does not pick up the document as 
long as you have sent it to the addresses given to you by the Tax Assessor, 
mailed them in a timely fashion and provided the white receipts and the 
certified list of adjacent property owners given to you by the Tax Assessor 
to the Land Use Office. 

 
f. Once appropriate notice is given as per the statutory requirements, the 

Applicant must complete and submit a completed Affidavit of Publication, 
all white receipts of the mailing, a copy of the adjacent property owner’s 
list from the Tax Assessor and a copy of the proof of publication that the 
notice ran in the New Jersey Herald at least 10 days prior to the meeting. 

 
13. The site inspection form must be signed by the Applicant to give permission to 

our Board members and professionals to visit the site. 
 
14. If you are the owner of the property, you must fill out the Affidavit of Ownership.  

If you are not the owner of the property, but you have the owner’s consent to 
make the application, the authorization form must be filled out by the owner 
giving you permission to make the application which relates to his/her property. 
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15. Once an application is deemed administratively complete (everything but the 

notice needs to be submitted 21 days prior to the meeting—notice submission can 
occur after the 21 day cut off, but needs to be submitted before the meeting itself), 
the Board engineer will visit the site and prepare an engineer’s report.  Once the 
report is available, our staff will attempt to provide you and your professionals 
with a copy prior to the meeting if time allows. 

 
16. If you have further questions regarding these requirements, please call the Land 

Use Office at 973-875-4831 during the hours of 8:30am - 4:30pm, Monday - 
Friday. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
__________________________________ 
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         For Office Use Only 
            Date Filed:___________Appl. #:_____________ 
            Appl. Fee:$_________Escrow Fee:$__________ 

                 

BOROUGH OF SUSSEX 

                  Land Use Application 
 
Sixteen (16) fully collated copies of the application, documents and maps must be filed with the 
Secretary of the appropriate Board twenty-one (21) days prior to the regular meeting of the Board.  
New applications are first reviewed for completeness only by the Board’s professionals prior to being 
scheduled for a hearing.  All applications must be accompanied by appropriate fees together with a 
written explanation of fee calculations.  Separate application and escrow checks must be provided. 
        
CHECK ONE:      Block___________Lot____________Zone_____    
 Zoning Board of Adjustment   Property Location_________________________ 
 Planning Board        Size of Property___________________________
         
TYPE OF APPROVAL REQUESTED (Check all that apply): 
Site Plan:    Subdivision:     Variances:  
___Concept Site Plan   ___Concept     ___Use (D)  
___Minor Site Plan   ___Minor Subdivision   ___Bulk (C)  
___Preliminary Site Plan  ___Preliminary Subdivision   ___Appeal  
___Amended Preliminary Site Plan ___Amended Preliminary Subdivision ___Interpretation 
___Final Site Plan   ___Final Subdivision    ___Conditional Use 
___Amended Final Site Plan  ___Amended Final Subdivision       Other/Explain: ___________ 
                                    
 
Applicant: ______________________________________________________________________ 

Address: ______________________________________________________________________ 

Telephone: ____________________Fax:___________________Email:______________________ 

Owner’s: ______________________________________________________________________ 

Address: ______________________________________________________________________ 

Telephone: ____________________Fax:___________________Email:______________________ 

Engineer: ______________________________________________________________________ 

Address: ______________________________________________________________________ 

Telephone: ____________________Fax:___________________Email:______________________ 

Attorney: ______________________________________________________________________ 

Address: ______________________________________________________________________ 

Telephone: ____________________Fax:___________________Email:______________________ 
 
Present Use:  Residential    Non-Residential Proposed Use:   Residential   Non-Residential 
Describe Proposed Development/Request (Continue on separate sheet if necessary):  __________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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             ____ 
 
Is applicant:      Corporation     Partnership     Individual      Other/Explain_________________ 
 
Has there been any previous appeal, request, or application to this or any other Borough Board or the 
Construction Official, involving these premises?   
If yes, state the nature, date and disposition of said matter: ___________________________________ 
__________________________________________________________________________________ 
 
Development Plans:  Sell Lots only________        Construct New Homes for Sale_________ 
 
How will water service be supplied?_____________________________________________________ 
 
Proposed method of sewage disposal:____________________________________________________ 
 
Are deed restrictions contemplated?  Yes___    No___ (if yes, describe on separate sheet) 
 
List proposed improvements and utilities and state intention to post performance bond, certified check 
or to install improvement prior to approval of final plat:   
   Improvement     Intention 
 _________________________________ ___________________________________ 
 _________________________________ ___________________________________ 
 _________________________________ ___________________________________ 
 _________________________________ ___________________________________ 
 
Total area of existing lots(s):___________________________________________________________ 
 
Total number of new lots created (including the remainder):__________________________________ 
 

Average new lot size:_________________________________________________________________ 
 

Variance Only: 
1.  Explain the exceptional conditions which would create undue hardship on the applicant if required 
to comply with the zoning ordinance.  State the special reasons which support the granting of the 
variance. (NOTE:  The above questions MUST be answered in detail.  Attach statement to this 
application). 
 

2.  Supply a statement of facts showing why relief can be granted without substantial detriment to the 
public good and will not substantially impair the intent and purpose of the zone plan and zoning 
ordinances.  (NOTE:  The above question MUST be answered.  Attach statement to this application). 
             ____ 
The undersigned has submitted the accompanied plans, applications (public notice documents can be 
submitted under separate cover) and other necessary supporting data, and hereby certifies that all 
information submitted is accurate and complete. 
 

Applicant’s Signature:___________________________________ 
 

State of New Jersey, County of _____________________________ 

Sworn to before me, this _______day of__________________. 

_________________________________________ 
A Notary Public of New Jersey 
             ____ 
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             ____ 

STATUS OF TAXES 
Contact the Tax Collector, at least fifteen (15) days prior to the date of submission of application to the 
Planning and Land Use Office.  Submit the certification of taxes paid along with the application. 
             ____ 

SITE INSPECTION AUTHORIZATION FORM 
I hereby give permission for Sussex Borough Municipal Agencies and their agents to come upon and 
inspect these premises with respect to this application for _________________on Block____,Lot____. 
 
Applicant’s Signature:_____________________________________ Date:_____________________ 
 

AFFIDAVIT OF OWNERSHIP 
 

STATE OF NEW JERSEY 
COUNTY OF _______________ 
_______________________________of full age, being duly sworn according to law on oath deposes 
and says, that the deponent resides at__________________________________in the municipality of 
__________________, in the County of __________________ and the State of __________________, 
that _________________________ is the owner in fee of all that certain lot, piece or parcel of land 
situated, lying, and being in the municipality aforesaid, and known and designated as Block________, 
Lot__________. 
    Owner’s Signature:_____________________________________ 
 
Sworn to and subscribed, before me, this________day of__________, 20___. 
____________________________________ 
A Notary Public of New Jersey 

AUTHORIZATION 
If anyone other than the above owner is making this application, the following authorization must be 
executed: 
____________________________________is hereby authorized to make the within application. 
Dated:___________________________  Owner’s Signature:_______________________________ 
             ____ 

CORPORATION OR PARTNERSHIP FORM 
Applications before the Planning Board/Zoning Board of Adjustment by a Corporation or Partnership 
for a subdivision of 6 or more lots or 25 or more family units for approval of a site plan or approval of 
lands for commercial purposes shall list below the names and addresses of all stockholders or 
individual partners owning at least 10% of its stock of any class or at least 10% of the interest in the 
partnership, as the case may be, as required by N.J.S.A. 40:55D-48.1. 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Name_________________________Address______________________________________________ 
Please note:  “No Planning Board, Board of Adjustment or Municipal Governing Body shall approve 
the application of any corporation or partnership which does not comply with the Act” as per N.J.S.A. 
40:55D-48.1 et seq. P.L. 1977, Chapter 336, Section 3. 
             ____ 
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             ____ 
 

The New Jersey Herald 
2 Spring Street, PO Box 10        “SAMPLE” 
Newton, NJ  07860      LEGAL NOTICE 
 
TAKE NOTICE THAT the undersigned will make application to the Planning Board/Zoning Board of 
Adjustment of Sussex Borough, New Jersey, so as to be permitted to 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
at (Street address)_____________________________________with reference to Block____, Lot____ 
as designated on the Sussex Borough Tax Map.  Variance(s) will be requested from the following 
section(s) of the Sussex Borough Zoning Ordinance:___________________________________and 
any and all variances or waivers which the Planning Board/Zoning Board may require. 
 

A public hearing will be held on__________________________ at 7:30 PM at the Sussex Borough 
Municipal Building.  All persons interested in said hearing may be heard at the same time and place.  
All maps and documents for which approval is sought at the hearing shall be on file and available for 
public inspection at least 10 days before the hearing during the hours of 9:00 AM to 4:00 PM in the 
Planning and Land Use Office of the Municipal Building located at 2 Main Street, Sussex, NJ. 
 
   Name of Applicant:________________________________________________ 
   Address of Applicant:______________________________________________ 
 
Please forward a copy of the Affidavit of Publication to the Planning and Land Use Office. 
 

 

ZONING BOARD OF ADJUSTMENT/PLANNING BOARD 
PROOF OF PUBLICATION 

 
STATE OF NEW JERSEY 
COUNTY OF__________________ 
 
______________________________________of full age, being duly sworn according to law, deposes 
and says that he/she resides at_______________________________________, in the Municipality of 
___________________, and the State of _________________, and that he/she is the applicant in a 
proceeding before the Planning Board/Zoning Board of Adjustment of Sussex Borough, Sussex 
County, New Jersey, being an application under the Zoning Ordinance, relating to premises located at 
(Street address)_____________________________, Block________, Lot_________, that notice was 
given of this proceeding to each and all of the owners of property affected by said application, in the 
required form, in the manner provided by law on __________________, 20____, a true copy of the 
notice and the names and addresses of those so notified are attached to this affidavit. 
 
    Applicant’s Signature:_______________________________________ 
Sworn to before me this ________________ 
Day of _______________, 20____. 
________________________________________ 
Notary Public of the State of _________________ 

 

 




















































