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For	all	applicants	requiring	additional	approvals	from	the	Town	of	Union	Vale	
Planning	Board	

	

Pre	-	Application	Process	and	Review	Procedures		

1. The	Town	Code	Enforcement	Officer	/	Zoning	Administrator,	George	Kolb,	must	review	all	
requests	to	instruct	each	applicant	regarding	next	steps.	Applicants	cannot	be	placed	on	the	
agenda	for	either	the	Planning	Board	or	Zoning	Board	of	Appeals	without	prior	consultation	
or	approval	of	the	Code	Enforcement	Officer/Zoning	Administrator.	

2. 	A	zoning	determination	letter	will	be	provided,	outlining	what	town	approvals	may	be	
required	for	the	project.	The	Zoning	Administrator	will	send	you	to	the	Zoning	Board	or	the	
Planning	Board	depending	on	what	is	needed,	to	process	your	application.	

3. You	will	be	given	a	checklist	to	track	the	project’s	direction	and	approval.	
	

For	Planning	Board	Reviews	–	Understanding	the	Process	

a.		An	initial	Work	Session	is	suggested	and	may	be	required	by	all	new	applicants.	This	one-
hour	meeting	is	with	the	Town	Code	Enforcement	Officer,	Planning	Board	Chair,	the	Town	of	
Union	Vale	engineering	and/or	legal	professionals	(one	or	both	as	needed).	It	will	be	for	an	
initial	conceptual	review	with	board	members	to	get	an	indication	of	the	project’s	desirability	
for	the	area	and	a	technical	review	by	the	Town’s	Consultants.	This	meeting	will	allow	you	to	
get	a	general	idea	of	some	of	the	issues	that	may	need	to	be	addressed	during	the	formal	
review	process.	It	is	a	cost	effective	way	to	get	an	overview	of	any	or	all	hurdles	you	may	face.		
Conceptual	plans	(defined	as	a	basic	drawing,	photos,	survey	and	material	samples	etc.)	must	
be	submitted	for	this	meeting.	The	Planning	Board	will	give	guidance	as	to	next	steps	after	the	
Work	Session.	

	
Non-refundable	Fee:	$500.00	
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Review	&	Application	Fees	

	
	 The	Work	Session	review	fee	will	be	used	to	establish	an	escrow	fund	to	pay	Consultant’s	
fees	for	one	hour.	If	your	session	goes	beyond	one	hour	(by	your	choice),	you	will	be	required	to	
pay	for	the	Consultant’s	time	with	additional	escrow	funds.	Please	be	aware	that	all	costs	
incurred	by	the	Town	for	the	retention	of	engineering,	planning,	legal,	technical	or	
environmental	consultants	or	professionals,	including	Town	officials	and	Town	Committees,	to	
assist	the	Town	in	its	review	of	matters	presented	for	land	use	projects,	including	expenses	
related	to	any	required	SEQRA	review	will	be	required	to	be	reimbursed	and	paid	through	funds	
placed	in	escrow	by	each	Applicant.		

For	Town	Board,	Planning	Board	or	Zoning	Board	projects,	a	Work	Session	Request	or	Complete	
Application	will	be	completed	and	submitted	with	the	appropriate	fees	as	listed	in	the	approved	
Town	Fee	Schedule.	All	checks	are	made	out	to	“The	Town	of	Union	Vale”	and	will	be	
categorized	as	1)	Application/Administrative	or	2)	Escrow	fees.	Completed	Applications	and	
fees	should	be	submitted	to	the	Land	Use	Secretary.	

Process	-	Withdrawals	from	Escrow	
	
Review	fees	/	escrow	funds	are	established	according	to	the	approved	Town	Fee	Schedule.	Each	
project	will	be	assigned	an	identifying	name/title	and	have	review	fees	placed	in	escrow	to	be	
tracked	by	individually.		

The	billing	and	withdrawal	process	will	be	handled	as	follows:	

1. The	Town	of	Union	Vale	consultants	will	review	your	project	and	make	specific	comments	
both	in	writing	and	verbally	during	any	meeting	they	attend;	after	which,	they	submit	a	
billing	statement.	Their	billing	statement	will	detail	the	scope	of	work	and	time	involved	to	
review	specifics	including	any	research	involved,	etc.	Billing	will	occur	on	a	monthly	basis	
and	the	Town	will	pay	the	Consultants’	bills	after	receiving	approval	from	the	Planning	
Board	Chair.	The	Town	pays	Consultants	by	debiting	Applicant’s	escrow	fund.		Each	
applicant	will	get	a	monthly	Escrow	Report	including	a	copy	of	Consultants’	bills.	Applicants	
must	communicate	with	the	Land	Use	Secretary	if	there	are	any	billing	questions	before	the	
next	scheduled	meeting	concerning	your	project.	If	no	objections	or	questions	are	raised,	it	
will	be	assumed	the	Applicant	understands	the	billing	and	is	ready	to	move	forward.	
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2. All	escrow	accounts	will	be	required	to	be	replenished	to	initial	balances	once	the	account	

is	drawn	down	to	approximately	20%	of	the	original	deposit.	The	replenishment	must	be	
completed	before	you	are	placed	on	the	next	meeting	agenda	–	and	will	be	strictly	
enforced.	Keeping	escrow	accounts	properly	funded	will	protect	the	Town	from	incurring	
expenses	that	are	the	responsibility	of	each	applicant.	

	

Important	-	Comment	Letters	and	Follow	Up	

	After	each	applicant’s	review	with	the	Planning	Board	and	Town	Consultants,	Consultants	will	
respond	to	the	applicant	with	a	“comment	letter”.	Applicants	must	complete	all	tasks	assigned	
and	respond	completely	to	the	comment	letter	before	the	next	meeting	with	the	Planning	
Board	will	be	scheduled.		

We	strongly	recommend,	for	the	most	efficient	and	cost	effective	review	process,	every	
comment	letter	from	the	Town	of	Union	Vale	professionals	be	thoroughly	addressed	before	your	
or	your	team	tries	to	schedule	the	next	meeting	with	the	Planning	Board!	

	

The	undersigned	acknowledges	this	document	and	has	agreed	to	the	procedures	referenced	and	conditions	set	
forth	above	for	the	review	of	the	submitted	project.			

	

Applicant	(Print):	__________________________________________________	

Applicant	(Signature):	_____________________________			Date:	___________	

Telephone	Number:	______________________________	

Email	Address	of	Applicant:	________________________________________	

Email	Addresses	of	Applicants’	team	members:	_________________________	

________________________________________________________________	

Revised	2/27/18	
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