
Dear Applicant: 

There is a Planning Board Procedure that must be followed: You must submit twenty-two (22) collated 

packages of the full application including plans and survey to the Planning Board Secretary as well 

as placing everything submitted on a thumb drive or send PDF to dnellis@keyportonline.com. 

The Planning Board Secretary will send copies of application to Board's professionals. The Board 

professionals will submit a letter to the Board Secretary as to whether the application is complete for a 

hearing date. If so, the secretary will inform the applicant as to the next available date. 

Once the applicant receives the hearing date, notice must be placed in the newspaper ten days prior to 

the meeting this notice must be emailed to app.legals@gannett.com. Applicant must also send out 

letters to the surrounding neighbors within 200 feet of the site. Neighbors must be notified by 

certified mail ten days before the meeting date. If they are NOT noticed within that ten (10) day 

period, jurisdiction will not be taken at the hearing and notice will have to be done all over again. 

All applicants must make sure the notice is correct before being processed by checking with their attorney, 

surveyor or planner. 

If you have any questions, please call me. 

Denise Nellis 

Certified Planning Board Secretary 

732-739-5123

dnellis@keyportonline.com

Keyport Borough • 70 W. Front Street, Keyport, NJ 07735 • 732-739-3900 
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KEYPORT UNIFIED PLANNING BOARD 

CHECKLIST 

I. Copy of Denied Zoning Permit from Zoning Officer

2. Copy of200 Foot radius list from the Tax Assessor's Office

3. Application Packages must include:

20 copies of the Application

20 copies of the Maps or Drawings

20 copies of the Corporate Disclosure (if Applicable)

4. Ce1tification from Tax Collector that property taxes have been 

paid

5. Sewer Connection Application Submitted to:

6. Copy ofNotice to County of Monmouth Planning Board

7. Copy ofNotice to DOT 

lO. DCA Application (prope1ty exceeds 150 acres or 500 dwelling units) 

l I. Original affidavit of publication p,ior to hearing:
Asbury Park Press 
P.O. Box 1550 
Neptune, NJ 07754 

12. Original affidavit of service (prior to bearing) certified mailing return receipts to Board Secretary

l3. Meetings held: Regular meetings for the Keyport Unified Planning Board are held on tl1e 4ili 

Thursday of each month except in the event of a holiday. All meetings are held at 7:00 PM in the 
Council Chambers of the Borough Hall 70 Wes! Front Street, Keyport, NJ 07735 

14. Meeting time 7:00 p.m.

15. Fees must be paid to Board Secretary no later than IO days before your hearing date. Checks are
made payable to the Borough of Keyport.

Checks: One (1) check for application fees
One (l) check for escrow fees for the professionals 

16. Applicant is responsible for publishing the Board's decision after the resolution is memorialized.
(sample enclosed)

17. All escrows and bonds must be paid to the Planning Department.



FILING THE APPLJCA TION 

l, Each application package must include the following: 

a, Application forms, fully completed and signed --20 copies 

b, Zoning Officer's denial letter -20 copies 

c, Survey -20 copies of a certified survey of the property. If a present building 
exists, the survey shall be a certified "location survey" and shall clearly indicate 
such buildings thereon with all front, side and rear yard dimensions, together with 
setback dimensions required by ordinance, 

d. Plot Plan - 20 copies (if new building). Clearly indicate all new and existing
buildings and front side and rear yard dimensions, with a comparison to the
zoning ordinance requirements.

e. Any other supporting reports and documents, if applicable. - 20 copies

f, Required fees and escrows,

g. Affidavit of Disclosure, if applicable. - 20 copies

h. Certification of Tax Collector.

i. Present and proposed easements.

j. Applicants doing renovations, alterations or new construction must provide
drawings to scale.

2. A sample Notice of Hearing is attached. The following information MUST be in your
notice:

a. Date, time and place of hearing.

b. Nature of matters to be considered.

c, Identification of property proposed for development by street address, tax block 
and lot number, as shown on tax map. 

d, Zone classification. 

e, Where and when maps, blueprints, specifications and other documents for which 
approval is sought are available for public inspection, 

3. At least 10 days priorto hearing date, notice of the hearing must be:

a. Published in the Asbury Park Press,

b. Served by certified mail on:

1. All property owners within 200 feet of the property,



4. After you have notified all parties listed above, the following items must be submitted to
the Board Secretary at least two (2) business days prior to the meeting;

I. Affidavit of Publication of Notice of meeting as published in the newspaper.

2. Ce,tified mail receipts

3. A copy of the notice you served on all property owners.

4. Both notice to the property ow11ers and the notice in the newspaper must be legally
correct and published at least 10 days before the hearing in order for the hearing to
occur.

After the Board hears the case, and adopts a Resolution, notice of the decision of the Board must 
be advertised in the Asbury Park Press not more than IO days after decision. 














































