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To All Applicants and Consultants for Development Review
Portland, Maine

Portland’s Department of Planning and Urban Development coordinates the development review process for site
plan, subdivision and other applications under the City’s L.and Use Code. Portland has delegated review from the
State of Maine for reviews under the Site Location of Development Act, Chapter 500 Stormwater Permits, and Traffic
Movement Permits. The Application Process is summarized below under Section I and the associated costs for
reviews are found under Section 1I, Development Review Fees, Public Notices And Guarantees, and are listed
on the fee structure sheet (page 4 of this packet).

I. APPLICATION SUBMITTAL

Pre-Application meeting

Prior to submitting an application, the Planning Division recommends that the applicant or the designated
representative schedule a pre-application meeting to discuss the required reviews and applicable standards for a
proposal. Please contact Barbara Barhydt, Development Review Services Manager at 874-8699 to schedule a meeting.

Plan Application Packet

o Submit seven (7) complete sets of the development review application, which must include full size plans and the
written submittals. Applications may be submitted between 8 a.m. and 4:30 p.m. Monday through Friday at the
Planning Division on the 4 floor of City Hall, 389 Congtess Street, Portland.

« All applications are processed in the order in which they are received.

o In order for the Planning Division’s Administrative Staff to accept and log-in an application, the application form
must be complete, it shall be signed by the applicant’s or the applicant's designated representative, and all
applicable fees paid at the time of submittal.

o The Land Use Code is available on the City’s website at www.portlandmaine.gov or may be purchased at Bayside
Printing, (774-0093).

« If the application is found to be incomplete, the applicant will be informed in writing of the required plans and
materials.

II. DEVELOPMENT REVIEW FEES, PUBLIC NOTICES AND GUARANTEES

Application Fees

»  Each application must be submitted with the applicable fees as listed in the fee structure on page 4. The fees
cover general administrative processing costs.

o Application fees may be paid in cash or by check (addressed to the City of Portland).

+ An application will not be processed without the required application fees.

Fee for City Review Services

o The City of Portland charges fees for service to cover the cost of reviews by Planning and Legal staff members.
The charges will be billed at an hourly rate and will be invoiced monthly for reimbursement.

o Cutrent billing rates: Planning services, $30.00/ hour and Legal setvices: $40.00/hout.

Fee for Third Party Review

» Portland contracts with local engineering firms to conduct engineering reviews of development proposals. The
direct cost of all engineering services or third-party consultant reviews, such as the civil engineering review of
stormwater management plans, traffic impact reviews and such other reviews as required under the City’s
Otrdinances, will be included in the monthly invoices for reimbursement.
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Public Notices

Public notices must be sent to property owners within 500 feet for all proposals at the time an application is
received. Industrial projects require notices to be sent to property owners within 1,000 feet.

Prior to any workshop or public hearing meetings, notices will be sent to property owners. The item will also
appear on a legal ad that is published in the Portland Press Herald and on the City’s web site.

Zoning Map Amendments, text amendments and conditional rezoning agreements require individual notices to
be posted in the Portland Press Herald.

The applicant will be billed for actual or apportioned costs for advertising and sending of meeting notices.

If an applicant is required to hold a neighborhood meeting under the City’s regulations, mailing labels for the
meeting invitations must be purchased from the Planning Division. A request for labels requires a minimum of
two business days to generate and a charge of $1.00 per sheet will be payable upon receipt of the labels.

Performance Guarantees and Inspection Fee

A Performance Guarantee will be required following approval of development plans. The guarantee covers all
required improvements within the right-of-way, plus certain site improvements such as landscaping, paving and
drainage improvements.

Upon approval, a performance guarantee packet will be mailed with the approval letter. The packet includes a
cost estimate form, sample forms for a letter of credit/escrow account and the provisions for a 10% defect
guarantee. An inspection fee of 2% of the performance guarantee is required prior to the issuance of a building
permit.
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Development Review Fee Schedule (effective July 15, 2005)
Portland, Maine

o Fee for Services (billed monthly)
- Planning Services $30.00/hour
- Legal Services $40.00/hour
o Major Site Plan Review (more than 10,000 sq. ft..)
- Under 50,000 sq. ft. $
- 50,000 - 100,000 sq. ft. $1, OOO 00
Parking Lots over 100 spaces $1,000.00
100,000 - 200,000 sq. ft. $2,000.00
$
$
$
$

- 200,000 - 300,000 sq. ft. 3,000.00
- Over 300,000 sq. ft. 5,000.00
o After-the-fact Major Site Plan Review 1,000.00 + applicable application fee
e Minor Site Plan Review (less than 10,000 sq. ft.) 400.00  (or up to 20,000 in an
industrial zone)
e After-the-fact Minor Site Plan Review $1,000.00 + applicable application fee
o Minor-Minor Site Plan Review (Single Families) $300.00
e« Amendment to Plans
- Planning Board Review $500.00
- Planning Staff Review $250.00
e Subdivision Fee $500.00 + $25.00 per lot
e Section 14-403 Review $400.00 + $25.00 per lot
» Site Location of Development $3,000.00 (except for residential projects
which shall be $200.00 per lot)

o Traffic Movement Permit $1,000.00
o Storm water Quality Permit $250.00
e Street Vacation $2,000.00

Engineering Fees
» Engineer Review Fee - This fee is assessed by the Engineer

o Inspection Fee - This fee is 2% of the Performance Guarantee or as assessed by Planning or Public Works
Engineer with $300.00 being the minimum.

Zone Change
o Zoning Map Amendments 2,000.00

$

e Text Amendments $2,000.00
o Contract/Conditional Rezonings:  Under 5,000 sq. ft $1,000.00

5,000 sq. ft. and over $3,000.00
e Conditional Use $100.00
Historic Preservation
e  Administrative Review

$50.00

o Minor Projects - Committee Review $100.00
e Major Projects - Committee Review $500.00
o After-the-fact Review $750.00
o HP Special Exception Sign Review $35.00

Noticing/Advertisements for Historic Preservation and Planning Board Review
o Legal Advertisement: Percent of total bill
e Notices: .75 cents each
(notices are sent to neighbors upon receipt of an application, workshop and public hearing meetings)
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Development Review Application
PORTLAND, MAINE
Department of Planning and Urban Development,
Planning Division and Planning Board

PROJECT NAME:

PROPOSED DEVELOPMENT ADDRESS:

PROJECT DESCRIPTION:

CHART/BLOCK/LOT:

CONTACT INFORMATION:

APPLICANT PROPERTY OWNER
Name: Name:
Address: Address:
Zip Code: Zip Code:
Work #: Work #:
Cell #: Cell #:
Fax #: Fax #:
Home: Home:
E-mail: E-mail:
BILLING ADDRESS

Name:

Address:

Zip:

Work #:

Cell #:

Fax #:

Home:

E-mail:

~As applicable, please include additional contact information on the next page~
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AGENT/REPRESENTATIVE

Name:

Address:

Zip Code:

Work #:

Cell #:

Fax #:

Home:

E-mail:

ARCHITECT

Name:

Address:

Zip Code:

Work #:

Cell #:

Fax #:

Home:

E-mail:

SURVEYOR

Name:

Address:

Zip Code:

Work #:

Cell #:

Fax #:

Home:

E-mail:

ENGINEER
Name:

Address:

Zip Code:

Work #:

Cell #:

Fax #:

Home:

E-mail:

CONSULTANT

Name:

Address:

Zip Code:

Work #:

Cell #:

Fax #:

Home:

E-mail:

ATTORNEY

Name:

Address:

Zip Code:

Work #:

Cell #:

Fax #:

Home:

E-mail:
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PROJECT DATA

The following information is required where applicable, in order complete the application

Total Site Area sq. ft.

Proposed Total Disturbed Area of the Site sq. ft.

(If the proposed disturbance is greater than one acre, then the applicant shall apply for a Maine Construction
General Permit (MCGP) with DEP and a Stormwater Management Permit, Chapter 500, with the City of Portland)

IMPERVIOUS SURFACE AREA

Proposed Total Paved Area sq. ft.
Existing Total Impervious Area sq. ft.
Proposed Total Impervious Area sq. ft.
Proposed Impervious Net Change sq. ft.
BUILDING AREA

Existing Building Footprint sq. ft.
Proposed Building Footprint sq. ft.
Proposed Building Footprint Net change sq. ft.
Existing Total Building Floor Area sq. ft.
Proposed Total Building Flootr Area sq. ft.
Proposed Building Floor Area Net Change sq. ft.
New Building (yes ot no)
ZONING

Existing

Proposed, if applicable

LAND USE

Existing

Proposed

RESIDENTTAL, IF APPLICABLE

Proposed Number of Affordable Housing Units
Proposed Number of Residential Units to be Demolished
Existing Number of Residential Units

Proposed Number of Residential Units

Subdivision, Proposed Number of Lots

PARKING SPACES

Existing Number of Parking Spaces
Proposed Number of Parking Spaces
Number of Handicapped Parking Spaces
Proposed Total Parking Spaces

BICYCLE PARKING SPACES

Existing Number of Bicycle Parking Spaces
Proposed Number of Bicycle Parking Spaces
Total Bicycle Parking Spaces

ESTIMATED COST OF PROJECT

Please answer the following with a Yes/No response on all that apply to the proposed development

Institutional Change of Use

Parking Lot Design Review

Manufacturing Flood Plain Review

Office Historic Preservation

Residential Housing Replacement

Retail/Business 14-403 Street Review

Warehouse Shoreland

Single Family Dwelling Site Location

2 Family Dwelling Stormwater Quality

Multi-Family Dwelling Traffic Movement

B-3 Ped Activity Review Zoning Variance (or date)

Change of Use Historic Dist./Landmark
Off Site Parking
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APPLICATION FEE:

Check all reviews that apply. Payment may be made in

cash or check to the City of Portland.

Major Development (more than 10,000 sq. ft.)

__ Under 50,000 sq. ft. ($500.00)

__ 50,000 - 100,000 sq. ft. ($1,000.00)

__ Parking Lots over 100 spaces ($1,000.00)

__ 100,000 - 200,000 sq. ft. ($2,000.00)

___200,000 - 300,000 sq. ft. ($3,000.00)

_ Over 300,000 sq. ft. ($5,000.00)

__ After-the-fact Review ($1,000.00 plus
applicable application fee)

Plan Amendments
__ Planning Staff Review ($250.00)
__ Planning Board Review ($500.00)

Subdivision
__ Subdivision ($500.00) + amount of lots_____
($25.00 per lot) § + (applicable
Major site plan fee)

Minor Site Plan Review
__ Less than 10,000 sq. ft. ($400.00)
__ After-the-fact Review ($1,000.00 plus
applicable application fec)

Other Reviews
__Site Location of Development ($3,000.00)
(except for residential projects which shall be
$200.00 per lot )
__ Traffic Movement ($1,000.00)
__ Storm water Quality ($250.00)
__ Section 14-403 Review ($400.00 + $25.00 per lot)
_ Other

DEVELOPMENT REVIEW APPLICATION SUBMISSION

Submissions shall include seven (7) packets with folded plans containing the following materials:

All Written Submittals (Sec. 14-525 2. (c), including evidence of right, title and interest.
A stamped standard boundary survey prepared by a registered land surveyor at a scale not less than one inch

Plans and maps based upon the boundary survey and containing the information found in the attached sample

Copy of the checklist completed for the proposal listing the material contained in the submitted application.

1. Seven (7) full size site plans that must be folded.
2. Application form that is completed and signed.
3. Cover letter stating the nature of the project.
4,
5.
to 100 feet.
6.
plan checklist.
7.
8. One (1) set of plans reduced to 11 x 17.

Refer to the application checklist (page 9) for a detailed list of submittal requirements.

Portland’s development review process and requirements are outlined in the Land Use Code (Chapter 14), which includes the
Subdivision Ordinance (Section 14-491) and the Site Plan Ordinance (Section 14-521). Portland’s Land Use Code is on the City’s
web site: www.portlandmaine.gov Copies of the ordinances may be purchased through the Planning Division.

I hereby certify that I am the Owner of record of the named property, or that the owner of record authorizes the proposed work
and that I have been authotized by the owner to make this application as his/her authotized agent. I agree to conform to all
applicable laws of this jurisdiction. In addition, if a permit for work described in this application is issued, I certify that the
Planning Authority and Code Enforcement’s authorized representative shall have the authority to enter all areas covered by this
permit at any reasonable hour to enforce the provisions of the codes applicable to this permit.

This application is for site review only; a Performance Guarantee, Inspection Fee, Building Permit Application and

associated fees will be required prior to construction.

Signature of Applicant:

Date:
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Site Plan Checklist

Portland, Maine
Department of Planning and Urban Development, Planning Division and Planning Board

Project Name, Address of Project Application Number
(The form is to be completed by the Applicant or Designated Representative)
Check Submitted Required Information Section 14-525 (b,c)
Applicant  Staff
Standard boundary survey (stamped by a registered surveyor, at a 1
scale of not less than 1 inch to 100 feet and including:
Name and address of applicant and name of proposed development a
* Scale and north points b
* Boundaries of the site c
* Total land area of site d
* Topography - existing and proposed (2 feet intervals or less) e
Plans based on the boundary survey including: 2
* Existing soil conditions a
* Location of water courses, wetlands, marshes, rock outcroppings and wooded areas b
* Location, ground floor area and grade elevations of building and other structures existing and c
proposed, elevation drawings of exterior facades, and materials to be used
* Approx location of buildings or other structures on parcels abutting the site and a zoning d
summary of applicable dimensional standards (example page 11 of packet)
* Location of on-site waste receptacles e
* Public utilities
* Water and sewer mains e
* Culverts, drains, existing and proposed, showing size and directions of flows e
* Location and dimensions, and ownership of easements, public or private rights-of-way, both f
existing and proposed
* Location and dimensions of on-site pedestrian and vehicular access ways g
* Parking areas
* Loading facilities g
* Design of ingress and egress of vehicles to and from the site onto public streets g
* Curb and sidewalks g
Landscape plan showing: h
* Location of existing vegetation and proposed vegetation h
* Type of vegetation h
* Quantity of plantings h
* Size of proposed landscaping h
* Existing areas to be preserved h
* Preservation measures to be employed h
* Details of planting and preservation specifications h
*

Location and dimensions of all fencing and screening

- e

Location and intensity of outdoor lighting system

)
Location of fire hydrants, existing and proposed (tefer to Fire Department checklist — page 11) k
Wiritten statements to include: c

* Description of proposed uses to be located on site cl
* Quantity and type of residential, if any cl
* Total land area of the site c2
* Total floor area, total disturbed area and ground coverage of each proposed Building and structure c2
* General summary of existing and proposed easements or other burdens c3
* Type, quantity and method of handling solid waste disposal c4
*

Applicant's evaluation or evidence of availability of off-site public facilities, including sewer, water ¢5
and streets (refer to the wastewater capacity application — page 12)

Description of existing surface drainage and a proposed stormwater management plan or c6
description of measures to control surface runoff.
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An estimate of the time period required for completion of the development 7
* A list of all state and federal regulatory approvals to which the development may be subject to. 8
the status of any pending applications, anticipated timeframe for obtaining such permits, or letters
of non-jurisdiction.

Evidence of financial and technical capability to undertake and complete the development including a
letter from a responsible financial institution stating that it has reviewed the planned development and
would seriously consider financing it when approved.

Evidence of applicant’s right title or interest, including deeds, leases, purchase options or other
documentation.

A description of any unusual natural areas, wildlife and fisheries habitats, or archaeological sites located
on or near the site.

A jpeg or pdf of the proposed site plan, if available.

Final sets of the approved plans shall be submitted digitally to the Planning Division, on a CD or DVD, in
AutoCAD format (*,dwg), release AutoCAD 2005 or greater.

Note: Depending on the size and scope of the proposed development, the Planning Board or Planning Authority may request additional
information, including (but not limited to):

- drainage patterns and facilities - an environmental impact study

- erosion and sedimentation controls to be used during construction - asun shadow study

- aparking and/or traffic study - astudy of particulates and any other noxious
emissions - anoise study

- a wind impact analysis
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Example of Zoning Summary

1. Property is located in the IM Zone (Moderate Impact Industrial)
2 Parcel Acreage: 1.37 AC (59,677.2 sf)

Regulations Required/Allowed Provided

Min Lot Area none 59,677.2 sf.

Min Street

Frontage 60 ft. 314,46 ft.

Min Front Yard 1 ft./1 ft. Building

Setback Height 72.04 ft.

Min Rear Yatd 1 ft./1 ft. Building

Setback Height 35.60 ft.

Min Side Yard 1 ft./1 ft. Building

Setback Height 82.80 and 38.22

Max Building

Height 75 ft. 05 ft.
4, Parking — Warchouse Distribution: 1 space/1000 sf. 10 spaces
5. Maximum Impervious Surface Ratio: 75% 43%

Portland Fire Department Checklist

A separate drawing[s| shall be provided to the Portland Fire Department for all site plan reviews, which shall include:

1. Name, address, telephone number of applicant.

2. Name address, telephone number of architect

3. Proposed uses of any structures [NFPA and IBC classification]

4. Square footage of all structures [total and per story]

5. Elevation of all structures

6. Proposed fire protection of all structures

7. Hydrant locations

8. Water main|s| size and location

9. Access to any fire department connections

10. Access to all structures [min. 2 sides]

11. A code summary shall be included referencing NFPA 1 and all fire department. Technical standards.
12. Elevators shall be sized to fit an 817 x 23” stretcher and two personnel.
13. Some structures may require Fire flows using annex H of NFPA 1

Additional Submission for Subdivisions:
Street Names and Street Numbering for Proposed Subdivisions

Notice to Developers of New Subdivisions

Effective January 1, 1998, the City of Portland requests that developers of new subdivisions submit information regarding the
origin of the name of any new street(s) created within the City limits. This information shall be submitted to the Planning
Division with all other related application materials and shall include information regarding the person or subject for which all
new streets are being named. In the case of a person, the full name should be submitted, as well as their vocation, relationship
to the developer or the area, or other pertinent information.

Street Numbering Assignments

The assignment of official street addresses is the sole responsibility of the Department of Public Services. These assignments
proceed by a set of guidelines and are done from submitted site plans whenever possible. For Enhanced 9-1-1 purposes, they
need to be as accurate as possible and, depending on size and site layout, the creation of new street names may be required.
Despite addresses listed on such things as the check sheet for site plan approval, building inspection documents or tax maps,
it is requested you contact the Department of Public Services for your official address(es). Please call, Leslie Kaynor, GIS
Surveyor at (207) 874-8346.
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CITY OF PORTLAND WASTEWATER CAPACITY APPLICATION

Mr. Frank J. Brancely,

Senior Engineering Technician,
Phone #: (207) 874-8832,

Fax #: (207) 874-8852,
E-mail:fjb@portlandmaine.gov

Department of Public Services,
55 Portland Street,
Portland, Maine 04101-2991

Date:
1. Please, Submit Utility, Site, and Locus Plans.
Site Address:
(Regarding addressing, please contact Leslie Kaynor, either at 756-8346, or at Chart Block Lot Number:
LMK@portlandmaine.gov)

Proposed Use:

Previous Use: >  Commercial L
Existing Sanitary Flows: GPD S, Industrial (complete part 4 below) L
Existing Process Flows: GPD £  Governmental o
Description and location of City sewer, at proposed building O Residential o
sewer lateral connection: = Other (specify) _

Clearly, indicate the proposed connection, on the submitted plans.

2. Please, Submit Domestic Wastewater Design Flow Calculations.

Estimated Domestic Wastewater Flow Generated: GPD
Peaking Factor/ Peak Times:
Specify the source of design guidelines: (i.e._ “Handbook of Subsurface Wastewater Disposal in Maine," __ “Plumbers and

Pipe Fitters Calculation Manual,” __ Portland Water District Records, _ Other (specify)

Note: Please submit calculations showing the derivation of your design flows, either on the following page, in the space
provided, or attached, as a separate sheet.

3. Please, Submit Contact Information.
Owner/Developer Name:
Owner/Developer Address:
Phone: Fax: E-mail:
Engineering Consultant Name:
Engineering Consultant Address:
Phone: Fax: E-mail:
City Planner’s Name: Phone:

Note: Consultants and Developers should allow +/- 15 days, for capacity status, prior
to Planning Board Review.

4. Please, Submit Industrial Process Wastewater Flow Calculations

Estimated Industrial Process Wastewater Flows Generated: GPD
Do you currently hold Federal or State discharge permits? Yes No

Is the process wastewater termed categorical under CFR 40? Yes No
OSHA Standard Industrial Code (SIC): (http://www.osha.gov/oshstats/sicser.html)

Peaking Factor/Peak Process Times:
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Note: On the submitted plans, please show the locations, where the building's sanitary, and process water sewer laterals,
exit the facility, where they enter the city’s sewer, the location of any control manholes, wet wells, or other access points,

and the locations of any filters, strainers, or grease traps.

Notes, Comments, or Calculations:
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