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1231 Maine Street 

Poland, Maine 04274-7328 
 

Tel: (207) 998-4604 Planning Board - CEO Office 

(207) 998-4601 Front Office 

(207) 998-2002  Fax 
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Shoreland Zoning Application Instructions 
 

1. Fill out Pages 3 through 6. Obtain or get copies of information as required by the application 
on these pages.  

2. Use the checklist on pages 7 and 8 to make sure submission requirements are met. The 
checklist is a summary of the standard requirements in the Comprehensive Land Use Code. 

3. Once size of impervious surfaces is determined, contact CEO to determine phosphorus 
loading calculation. 

4. Make sure all waiver requests have a written statement for each request.  Check with this 
office to make sure items stated as “On File” are indeed in the town office. 

5. Make at least 8 copies of pages 3 through 8 plus page 9 or 10 of the application and all 
information requested. Include a copy of the completed form letter used for notification.  
Other town officials may need a copy of the application as well. 

6. This Office must receive the original application plus 8 copies (a total of 9 applications) 
and appropriate fees by 1:00 p.m. seven days before the stated meeting.  

·  See fee schedule, page 12. 

7. FYI 

·  Addendum A is a summary checklist of the Code’s Performance Standards that will be 
used by the Planning Board for “Finding of Facts” for the approval or denial of your 
application. 

·  Addendum B contains a form letter to inform abutters (all landowners within 500 feet of 
your lot).  Copy and use this form to notify them.   
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PROJECT NAME:              
Date of Planning Board Review:  / /  Application #      
 

LOT INFORMATION:     
Tax Assessor’s  Map #    Lot #    Sub-lot #   
Lake Watershed:              
Road Location:              
Lot Size   Sq. Ft.  Water frontage   Ft.    Road Frontage:     Ft. 
Year lot created:    (If unknown, give best estimate with “est.” after date) 

Zoning District(s):      Flood Zone:    Aquifer Overlay:    
Current use of lot:             
               
                 
 

LAND OWNER(s) :  
Name(s):                
Company:               
Mail Address:       Main Phone:   - -   
         
Town/State/Zip      Alternate Phone:  - -   
 

APPLICANT or CONTACT PERSON:  
Applicant is:  Landowner  Contractor  Renter   Buyer 
If landowner, write “ Same” below and continue to next block below.  If not the landowner, submit a letter of permission to construct 
on or use the land, or copy of a contract to buy from the landowner, along with the following information: 
Name(s):               
Company:               
Mail Address:        Main Phone:  - -   
          
Town/State/Zip       Alternate Phone: - -   
 

THIS APPLICATION IS FOR:     (Check all that apply)      

     �  New Development 

     �  Change in Use 

     �  Expansion of Use 

     �  Expansion / Replacement of Structure(s) 
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     �  Resumption of Use 

EXISTING  LOT CONDITIONS  
 
1) General  

a) Does this lot have any development?     Yes  No 
i)  (If No, go to next page) 

b) Is there an existing Well      Yes  No 
c) Is there an existing Septic System    Yes  No 

i) If yes, submit a copy of a septic permit, or drawing(s) showing size & location. 
d) Is there an existing Road Entry     Yes  No 

i) If yes, will there be any changes/modifications?  Yes  No 
ii)  (If no, submit copy of appropriate road entry application if entrance is onto a state or town road.) 

e) Any structures to be removed     Yes  No 
i) If yes, submit information about the structure to be removed and how any debris will be disposed of. 

2) Existing Land Development & Improvements NOT Including Buildings 
a) Size of lawns       Sq. Ft. or Acres 
b) Size of fields       Sq. Ft. or Acres 
c) Size of driveways/roads     Sq. Ft  
d) Size of paths & other non-vegetated areas    Sq. Ft.  
e) Wetlands already filled     Sq. Ft.  

 
3) Existing Main Structure 

a) Ground Footprint    Sq. Ft.  
b) Total Gross Floor Space   Sq. Ft. (exterior dimensions of all floors) 
c) Road Frontage Setback   Ft. 
d) Side Setback     Ft. 
e) Rear Setback     Ft. 
f) Distance to Great Pond   Ft.  
g) Distance to Stream    Ft.  
h) Distance to Wetlands    Ft.  
i) Foundation 

·            Full Basement  Frost Walls  Slab  Piers 
 

4) Existing Accessory Structure(s) 
a) Total Number of Structures    
b) Total Ground Footprint   Sq. Ft. 
c) Total Floor Space    Sq. Ft. 
d) Closest Road Setback    Ft. 
e) Closest Side Setback    Ft. 
f) Closest Rear Setback    Ft. 
g) Distance to Great Pond   Ft.  
h) Distance to Streams    Ft.  
i) Distance to Wetlands    Ft.  

 
5) Total Existing Impervious surfaces      Sq. Ft. 

a) (Add 2c +2d + 3a + 4b) 
b) Divide this by lot size in sq. ft. x 100%      % 

(Cannot exceed 15%) 
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PROPOSED Development 
 
DEVELOPMENT INFORMATION  
 
1. Wetlands to be impacted        Sq. Ft. 
2. Changes in Landscape (Can be negative value for reduction in size) 

a. Changes in lawn size       Sq. Ft. 
b. Changes in buffers       Sq. Ft. 
c. Changes in naturally wooded areas     Sq. Ft. 
d. Total opening in forest canopy      Sq. Ft. 

3. Changes in footprint(s) and developed area(s):     
a. Changes in building footprint(s)      Sq. Ft. 

b. Changes in driveway/roadway      Sq. Ft. 

c. Changes in patios, walkways, etc.     Sq. Ft. 

d. Total changes to impervious surfaces        Sq. Ft. 

i. (Equals 2a+2b+2c) 

4. Percentage of lot covered by impervious surfaces:       % 

a. (Equals [areas on line 5 page 4 + line 2d above] / [Total lot area measured in sq. ft.] x 100%) 

b. (Cannot exceed 15%) 

SUBMISSIONS: 
1. Attach drawings and/or statements describing the following items, if applicable: 

a. Provide a copy of deed and Tax Assessor’s information card. 
b. Provide a map of the general area showing land features within at least ½ mile of this lot. 
c. Provide site plan(s) of your lot with existing development and its dimensions shown. 

i. Include dimensions, location, and distances of lot lines, lawns, wooded areas, roadways, high 
water lines, driveways, septic system, walkways, and structures. 

ii.  Show names of roads and water bodies.   
d. Provide site plan(s) of your lot with proposed development and its dimensions shown. 

·  (May be combined on existing development drawing.) 
e. Provide detail plans of proposed structural development and changes. 
f. Provide phosphorus loading calculations.  (Contact CEO  for assistance) 
g. Provide prepared buffer plan if needed for building expansion. 
h. Anticipated date for start of construction. 
i. Anticipated date for completion of construction. 
j. Standard submissions requirements shall follow Sections 5-108.30 and 5-109.8 of the 

Comprehensive Land Use Code.  Copies of the Code are available for viewing at the Town Office 
and Library.  Copies are available for purchase in the Code Enforcement Office. 

·  (Use checklist starting on page 7 for summary of usual requirements.) 
k. Any other requirements unique to your project added by the Planning Board. 
l. Fill out and use form letter on page 11 to notify abutters. 

·  (Abutter addresses may be obtained from the Assessor’s Office.)    
2. List all state and federal approvals, permits, and licenses required, if any, for the 

project: 
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DISCLOSURE: (READ BEFORE SIGNING) 
 

1. I hereby acknowledge that I have read this application and pertinent sections of the ordinances, and state 
that the information in this document is to the best of my knowledge true and accurate. I agree to comply 
with all the Town of Poland’s ordinances and the State of Maine’s statutes regulating the activities 
sought in this application as well as any permit(s) approved for this application. 

2. I understand that all construction of structures shall conform to the International Building Code, 2000; 
International Residential Code,2000; and the NFPA-101 Life Safety Code, 1997. 

3. I understand that any approval is valid for only the use(s) as specified in this application.  The permitting 
authority must approve any change(s) made to the use(s) sought in the application.  Any approval issued 
for this application is approved on the basis of truthful information provided by the applicant(s), and as 
allowed by the ordinances of the town. 

4. I understand that it is my responsibility to assure that the lot description herein accurately describes its 
ownership, its boundary lines, and the setback measurements from the legal boundary lines. 

5. I understand that I have the burden of proof as to the legal right to use the property, and that approval of 
this application in no way relieves me of this burden. Any approval issued does not constitute a 
resolution in favor of me or the landowner in any matters regarding the property boundaries, ownership, 
or similar titles. 

6. I understand that all necessary Building and Use Permits shall be secured from the Code Enforcement 
Office after the Planning Board grants approval of this application. 

7. I understand that a Certificate of Occupancy or Compliance shall be required prior to the start of any 
use or occupancy associated with this application unless a signed written waiver is issued with the 
permit.  Fines and penalties may be issued if use or occupancy is started prior to the issuance of the 
certificate. 

8. I understand that the approval becomes invalid if construction or use has not commenced within twelve 
(12) months of the approval date, construction is suspended for more than six (6) months and no notice 
for just cause is submitted prior to the end of the six (6) months, or it is found that false statements have 
been furnished in this application. 

9. I understand that if I fail to comply with the aforementioned statements, a “STOP WORK” order may be 
issued for which I will immediately halt any construction and/or use(s) that are approved for this 
application.  This failure may also require that I return the property to its natural state or as closely 
thereto before the use(s) was/were approved. 

10. I understand that failure to follow these requirements will lead to Violation Notices and Citations that 
have fines and penalties. This in turn can lead to civil proceedings in District Court. 

11. I understand that all state and federal permits are my responsibility as the applicant and/or owner. 
 
 
               
Applicant’s Signature        Date 
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Submissions CHECKLIST  
The following list is the information required by Chapter 5-108.30 and 5-109.8 of the Comprehensive Land Use Code for the Town of 
Poland, Maine.  Please check in the columns on the left if the information has been provided, a request of a waiver, or you believe the 
information is not applicable to your application.  If a waiver is requested, or the information is not applicable, a written explanation is 
required.   
For Applicant Use  For Planning Board Use 

Provided Waiver 
Request 

Not 
Applicable 

��������	
��
����������������������������� Received On File Waived Not 
Applicable 

   1. Site Plan Drawings     
   2. Signed copy of application     
   3.a. Name & address of owner      
  X 3.b.  N/A      
   3.c. Name & address of all abutters within 500’ of your lot.     
   3.d. Map of general location      
   3.e. Show all of your adjacent properties     
   3.f. Names, Map & Lot #’s on drawings     
   3.g. Copy of deeds, agreements     
   3.h. Name of designer of plans     
   3.i. Proof of abutter notifications (Post Office receipts)     
   ��������	
�����������������������     
   B. Structure & Site Plan Drawing     
   1. New structures set back 100’ from lake, 75’ from 

stream & wetlands 
    

   1.a. Water dependant structures indicated     
   1.b. Setbacks or structures shown in drawings     
   1.c. Show all structures      
   1.d. Side and road setbacks shown     
   1.e. Need for larger than required setbacks     
   1.f. Steep slopes shown     
   C. Multiple princ ipal structures have required land area.     
   D. Piers, Wharves, Bridges     
   1. Shore access soils described     
   2. Locations of development and natural beaches shown     
   3. Affect on fish & wildlife     
   4. Dimensions of structures shown     
   5. Superstructure on piers     
   6. Use of  pier superstructures     
   7. Permanent structures have DEP permit     
   E. Individual Private Campsites     
   1. Show land area for each site.     
   2. Campsite setbacks shown     
   3. Type of development for sites      
   4. Amount of clearing of vegetation     
   5. Sewage disposal plan     
   6. SSWS approved if used >120 days      
   F. Parking Areas     
   1. Parking areas setbacks shown     
   2. Parking areas sized & designed for  stormwater 

management 
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   G. (Part one) Driveways Only     
   1. Setbacks as required     
   2. State reasons for location in Resource Protection      
   3. Culverts     
   G. (Part two) Roads Only     
   1. Setbacks as required     
   2. Reasons stated for location in Resource Protection       
   3. Road expansion according to Chapter 8     
  X 4. Not applicable.      
   5. Road slopes shown < 2H:1V     
   6. Road grades < 10%     
   7. Buffer plan between road and water body     
   8. Ditch relief shown     
   a. Turnout spacing shown     
   b. Drainage dips when < 10% slope     
   c. Culverts shown     
   d. Show relief  sizing and stabilization     
   H. Stormwater Runoff     
   1. Plans show stormwater runoff and retaining areas.     
   M. Clearing of Vegetation for Development OR 

Individual Campsites 
    

   1. Cutting of vegetation < 100’ from waterline.     
   2. Preservation of buffer strip     
   a. Plan showing existing trees and planned cutting.     
   b. Clearing < 40% basal area in any 10 year period.     
   c. Preservation of vegetation < 3’ high.     
   d. Pruning of limbs on lower 1/3 of trees     
   e. Plan of removal and replacement of dead and 

diseased trees 
    

   3. Tree removal plan >100’ and <250’ from waterline     
   4. Non-conforming lot legally existing     
   5. Fields reverted to woodlands follow forested rules.     
   N. Shoreland Access Held in Common     
   Proper water frontage for number of lots that hold 

access in common. 
    

   O. Single Family Home in Resource Protection District     
   1. No place on lot outside R.P where home can be 

located. 
    

   2. Lot undeveloped.     
   3. Location of all improvements.     
   a. Slopes < 20%     
   b. Development 1 ft. above 100 year flood plain     
   c. Development outside floodplain     
   4. Total ground footprint < 1500 sq. ft.     
   5. Structures > 150 ft. from waterline     
   Phosphorus Calculations     
   Copies of state, federal permits  (If applicable)     
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Phosphorus Calculation - Point System Form (See Code Enforcement Officer) 
NAME:              
 
The Code Enforcement Officer or Planning Board shall review and approve a Phosphorus Management Control 
Application based on one of the following methods. 
 
1. Point System 
 
Under this method the applicant shall meet or exceed thirty (30) points based on the following schedule: 
 
Proposed Phosphorus  Points  Allowed 

 (to be determined by CEO or Planning Board) 
Control Measures  
(Please check those proposed) 
 
 
            10 points for correcting an existing                        

     erosion problem on the project site. 
 
            10 points for a clearing limitation                         

     of <15,000 sq. ft. or <20% of lot. 
 
            15 points for a clearing limitation                         

     of <10,000 sq. ft. or <15% of lot. 
 
            15 points for the installation of                          

     rock-lined drip edges or other 
     infiltration system to serve the  
     new construction. 

 
            20 points for a 50-foot wide buffer.                         
 
            25 points for a 75-foot wide buffer.                          
 
             30 points for a 100-foot wide buffer.                          
 
        TOTAL                            

 
 
Authorized Signature           
  CEO or Planning Board Chair 

 

 



SLZ App Name:            

  Map:     Lot:   Sub-Lot:        

Rev 2004.0101 Page 10 of 14 

 

Phosphorus Calculation  - Alternate Form (See Code Enforcement Officer) 

Determination of Phosphorus Allocation     

         
Watershed         
         
Water Quality Category        
Level of Protection         
         
Per acre phosphorus allocation P=  lbs/ac/yr (from Table 6-112.17.A.1.a  page 6-26) 
    oz/ac/yr     
         
Total buildable land area   Sq. Feet               Acres  
 (DO NOT INCLUDE land that is wetland or steep slopes)   
         
Maximum permitted phosphorus export from project    lbs./yr PPE - lb 
       oz/yr PPE – oz 
         

Phosphorus Export  
Worksheet A-5 

      

       Adjusted  
Impervious Surface Sq. Ft. Acres Pre-treat. B WP Inf. Phos.  
Type   Export    Export  
               
         
Buffer values  WI=   Soil Grp=  Slopes=    
         
         
Buffer values  WI=   Soil Grp=  Slopes=    
         
         
Buffer values  WI=   Soil Grp=  Slopes=    
         
         
Buffer values  WI=   Soil Grp=  Slopes=    
         
         
Buffer values WI=  Soil Grp=  Slopes=    
         
   (TE) Total Phosphorus Export=  Lbs/yr 
         
   (TPA) Phosphorus Availability =  Lbs/yr 
        Oz/yr 
Comparison of PPE to TPA  lbs/yr       (must be =>0)    
   oz/yr      
       
Statement of Information        
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     CEO Signature    Date     
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Intent to Submit Shoreland Zoning Application  
 
Date:   / /   
 
To:              

Address:             

               

              

In accordance with the Comprehensive Land Use Code for the Town of Poland, Maine, this is to inform you of the intent to 
file a Residential Shoreland Zoning Application with the Poland Planning Board. 
 
Applicant:              

Address:             

              

              

Applicant’s Telephone #           

Location: Map #    Lot #     Sub Lot #      

Street/Road:              
 
Overview of project:            

             

              

The Poland Planning Board will consider the proposed Residential Shoreland Zoning Application at its meeting as 
indicated below.  If you have any questions or concerns, please attend the meeting. 
 

Meeting Date:   / /   
 
Time:   7:00 PM unless otherwise noted  
 
Location:  Town Office Conference Room, 1231 Maine Street, Poland, Maine 
 

Sincerely, 
 

              
       Applicant 
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Site Review and Shoreland Zoning Review Fees 
Type of fee  Description  �
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Units or Comments  

Application – sketch 
plans  

Rough design $   35.00 Each application (no other fees)  

Application – formal 4  $  90.00 Each application + fees below 

Approval extension Planning Board approval only $   100.00 One extension only (no other fees) 
Buildings / Structures 2,3 Less than 1,000 sq. ft. $   12.50 Per 100 sq. ft. gross floor area 

Buildings / Structures 2,3 1,000 to 10,000 sq. ft. $     5.00 Per 100 sq. ft. over 1,000 sq. ft+$100 
Buildings / Structures 2,3 Over 10,000 sq. ft. $     2.50 Per 100 sq. ft. over 10,000 sq. ft+$450 
Escrow 1 Minimum amount $ 700.00 When required by Planning Board 
Escrow 1 Structures $     5.00 Per 100 sq. ft.  
Escrow 1 Groundwork / Landscaping $     1.00 Per 1,000 sq. ft.  
Auto graveyards, recycle 
business 

In addition to structural fees $     3.00 Per vehicle storage slot 

Junkyard, Storage Lots In addition to structural fees $     1.50 Per ft2 of outside storage 
    
Major grounds improvements 
(Soil filled, moved, removed) 

Excludes structural footprints 5 
 

$     1.00 Per 1,000 sq. ft. 5 
($ 43.56 per Acre) 

Minor grounds improvements 
(No soil disturbances) 

Excludes structural footprints 5 
 

$     0.50 Per 1,000 sq. ft. 5 
($   21.78 per Acre) 

Towers  <100 feet tall $     3.00 Per linear foot of tower height above 
ground level 

Towers > 100 feet tall $   15.00 Per linear foot of tower height above 
ground level 

1. Review Escrow Funds may be used by the Town to pay for professional reviews and advice requested by the Planning Board 
or Code Enforcement Officer related to the applicant’s proposed development.  Review escrow funds deposited by the applicant 
not spent during the course of the Town’s review shall be returned to the developer within sixty days after the Planning Board’s 
decision on the application is final. If professional review and advice fees exceed the amount deposited, the developer shall pay 
the amount outstanding before final approval or any permit is granted. 

2. Building and Structures may include up to five (5) times the footprint area of the building for grounds improvements, 
exclusive of the building footprint, as part of the building review fee. 

3. Building and Grounds Improvement Fees.  The sum of these two fees shall not exceed $2,500.00 per application. 
(Junkyards, et. al. and towers excluded) 

4. Reduced Fees: The Planning Board may, upon application therefore, allow reduced total site review fees to $50.00 in any case 
which it determines that the work for which the permit is sought will be performed within the Shoreland Zone.  The project shall 
be intended solely for the purpose of protecting a Great Pond, Stream, River, or other Natural Resource through the 
implementation of Conservation, Best Management Practices, or other environmental safeguards.  Also, the project shall not 
result in the enlargement of any building or structure or an intensification of the existing use of the property. 

5. No additional charge if landscaping and soil disturbances do not exceed five (5) times the gross footprint of the proposed 
structure(s) or additions. 
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PLANNING BOARD AGENDA REQUEST 

 

Date of meeting you are requesting to be scheduled for:         _______/______/_______  
Meetings are normally conducted from 7:00 to 10:00 PM in the Municipal Conference Room at 
the Town Office 
Map _________   Lot __________  Sub-lot __________ 

 

Applicant’s Name:            

Mailing Address:            

Town, State, Zip:            

Home Phone:      Hours:     

Work Phone:      Hours:     
 

Type of application:   � Sketch Plan     � Site Review     � Shoreland     � Subdivision     � Informational  

Road location for project:            

Zoning:     Lake Watershed:       
Nature of business to be discussed (Brief description):        

               
             

IMPORTANT  -  READ CAREFULLY:  

This Office must receive the original application plus 8 copies and appropriate fees by 
Tuesday at 1:00 p.m., seven days before the stated meeting.   

·  New business is scheduled on the agenda in the order this office receives this form. 
·  If you want your application reviewed for contents prior to the meeting, it must be in this office 14 days before the 

meeting. 
·  Should the Board choose to adjourn before all business is addressed, all remaining business will be tabled until the next 

available meeting. 
·  Unfinished business is conducted before new business is addressed.  

 
Applicant’s Signature:       Date:  / /  
 
OFFICE USE ONLY: 
Request Taken By:________________   Date: ____/____/____    Time: _____:_____  a.m.   p.m. 
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Sample Site Plan.  Map xx, Lot yyy  8.9 Acres 

 
 

 


