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Planning and Zoning Department 

240 Kensington Road 
Berlin, Connecticut 06037 

www.town.berlin.ct.us 

Town of Berlin 

 

 

SITE PLAN APPLICATION 

 Site Plan   Site Plan Amendment 
 

Project Name: ________________________________________________________________________  

Property Owner(s): ____________________________________________________________________  

Project Address*: _____________________________________________________________________  

Map:_________Block:_________Lot:_________    Zone(s):_____________ Lot Area: ______________ 

  

 

 Please select all relevant items below: 

 Special Permit – Also complete special permit application form 

 Property is within 500 feet of a Municipal Boundary of  _____________________________  

 Amendment to Zoning Regulations – Section(s)  ___________________________________  

 Amendment to Zoning Map – Zone(s) affected  ____________________________________  

 Zoning Board of Appeals review needed 

 Inland Wetlands and Water Course Commission review needed  

 

Applicant Information  

 

Name: __________________________________  Firm Name: __________________________________  

Street Address: ___________________________  City: __________________  ST: ______  Zip: ______  

Email: __________________________________  Phone: ______________________________________  

Signature: _______________________________  Date: _______________________________________  

 

Property Owner(s) Information (If Not the Applicant) 

 

Name: ______________________________________________________________________________  Principal: ____________________________________  

Street Address: ____________________________  City: ___________________  ST: ______  Zip: ______  

Email: ___________________________________  Phone: _____________________________________  

*Letter of Authorization Required 

 

 

 

*Any town official and/or employee that the town deems necessary may enter the property to verify 

information submitted with this application.  
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This Site Plan Involves:  

 Additions  Alterations   Demolition  New Construction 

 

Description of Project*: _________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

*If more space is needed, then please provide separate narrative document. 

 

SITE PLAN ZONING STATISTICS 

 

 EXISTING PROPOSED REQUIRED 

USE(S) ______________ ______________  

 ______________ ______________  

______________ ______________  

COMMERCIAL    

 Gross Floor Area ______________ ______________  

 Parking Spaces  ______________ ______________ ______________ 

INDUSTRIAL    

 Gross Floor Area ______________ ______________  

 Parking Spaces ______________ ______________ ______________ 

RESIDENTIAL    

 Number of Units ______________ ______________  

 Number of Bedrooms ______________ ______________  

 Gross Floor Area ______________ ______________  

 Parking Spaces ______________ ______________ ______________ 

OTHER USES    

 Gross Floor Area ______________ ______________  

 Parking Spaces ______________ ______________ ______________ 

 

  

To be completed by P&Z staff only: 

Fee Paid $_____________ (Refer to current Fee Schedule) 

Received by: _______________________________ 
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Planning and Zoning Department 

240 Kensington Road 
Berlin, Connecticut 06037 

www.town.berlin.ct.us 

Town of Berlin 

 

 

SITE PLAN APPLICATION CHECKLIST 

Project Name:   _______________________________________________________________________  

Project Address: ______________________________________________________________________  

 

All applications shall be submitted to Planning and Zoning staff during 

regular office hours. 
 

 

Items To Be Submitted: 

*Please contact Planning and Zoning for required number of copies for distribution and 

authorization waiving any documents relating to site plan amendments with minimal site 

modifications. 

 

☐ 1. *Digital copies of the entire application package in pdf format including, but not limited to 

architectural plans, surveys, drainage plans, landscape plans, photographs and material list. 

☐ 2. One original completed site plan application form with original applicant signature. 

☐ 3. One copy of detailed, inclusive narrative description of the proposed project if needed.  

☐ 4. *Zoning location survey depicting proposed site conditions, print size 24” x 36” or of a 

readable scale folded with title block facing outward signed and sealed by a licensed 

surveyor in the State Connecticut. 

☐ 5. *Detailed Site Development Plans depicting the following but not limited to existing 

conditions, topography, proposed building layouts, parking, loading and circulation area, 

signage, lighting, drainage, landscaping, utilities, grading, erosion and sedimentation 

control plan, print size 24” x 36” or of readable scale folded to 9" x 12" with title block 

facing outward, and signed by a professional civil engineer, architect, or land surveyor 

licensed in the State of Connecticut. 

☐ 6. *Architectural plans including all floor plans, and elevations that detail architectural 

elements by labeling materials, color and dimensions, print size 24” x 36” or of a readable 

scale folded with title block facing outward, signed and sealed by an architect registered in 

the State of Connecticut. 



Page 2 of 2 
 

☐ 7. *A detailed landscaping plan depicting all landscaping including locations of planting, 

lawns, and open spaces, other natural features, the quantity, size and species of all proposed 

planting, print size 24” x 36” or of a readable scale folded with title block facing outward. 

☐ 8. *A master phasing plan depicting the overall site plan and defined boundaries of phasing 

area supported by a phasing and logistics plan for the site development if applicable. 

☐ 9. *Copy of reductions in print size 11” x 17”, of all surveys, site development plans, 

architectural plans, master phasing plans, and any other materials larger than 11” x 17.” 

☐ 10. Letter of Authorization to act on behalf of the certified property owner(s) for matters 

related to this application if required. 

☐ 11. Two copies of a of a Drainage Summary report with drainage calculations to support the 

stormwater management plan. 

☐ 12. Required fee submitted at time of application (see fee schedule, subject to verification at 

time of review). 

☐ 13. To be completed by Planning and Zoning staff: 

☐  It is the belief of staff that this application is incomplete because of the failure of the 

applicant to provide the materials referred to above. This application will be reviewed 

by the PZC and a decision made as to whether it is complete or incomplete. 

 

Items missing include:  

 

 

 

 

 

 

 

 

 

Applicant Signature: _____________________________________ Date__________________ 

 

Staff Signature:         _____________________________________ Date__________________ 

 

 

 



  

(Current Owner or Principal) (Applicant) 

(Purpose of Application) (Address &/or Map Lot Block) 

 

Letter of Authorization 

 

 

Property Owner: __________________________________ 

Principal:             __________________________________ 

Subject Address: __________________________________ 

Applicant:            __________________________________ 

 

 

I, __________________________ hereby give consent to __________________________, to 

apply to all relevant Town of Berlin land use Boards and Commissions for 

______________________ at the property located at __________________________________, 

Berlin Connecticut.  

In addition I consent to allow any town official and/or employee that the town deems necessary 

the ability to enter said property to verify any information submitted with corresponding 

application.  

 

Sincerely, 

 

 

   
Signature   Date 

 




