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This application package includes the following: 
 

 Application Procedures 

 Application Form & Checklist 

 Stormwater Pollution Prevention Plan Checklist 

 Appendix A Erie Sewer District No. 5 – Commercial / Industrial 
 New & Existing Buildings Requirements 

 
___________________________________________________________________ 

- IMPORTANT - 
 

1. A pre-submittal consultation with Planning Department staff is strongly recommended prior to 
submitting an application.  The pre-submittal meeting gives the applicant an opportunity to discuss 
with staff such items as: 

 classifying the action as a Minor Site Plan or Minor Site Plan Adjustment 

 determine what specific information will be required to be submitted with the application 

 identifying and discussing issues that must be addressed as part of the SEQR review 

 identifying any potential variances that would be required to implement the project as proposed. 
 

 An appointment is required for all meetings with Planning Department staff. 
 

2. This petition is subject to the requirements of 6 NYCRR Part 617, State Environmental Quality 
Review Act (SEQR) and Chapter 104 of the Town of Amherst Code, as amended.  The Planning 
Director may require the preparation of an Environmental Assessment Form (EAF) if the proposed 
project is classified as Unlisted.  If classified a Type I the petition will be reviewed as a Major Site 
Plan per Town Code.  The following is a link to the NYSDEC website and fillable forms with 

instructions:  https://gisservices.dec.ny.gov/eafmapper/.   
 

3. The application shall be executed or consented to in writing by the owner of the property. 
 

4. Any variances that must be approved by the Zoning Board of Appeals, or any decision that 
is required by the Town Board (e.g. removal of deed restrictions) must be obtained prior to 
approval of a Minor Site Plan or Minor Site Plan Adjustment application. 

 

5. Submittal of an application grants permission to Town staff to access the parcel(s) under 
consideration. 

 

6. All site plan drawings must be prepared by a Registered Architect, Professional Engineer, 
Landscape Architect or Land Surveyor (as applicable) licensed to practice in New York State. 

 

7. All drawings should be no larger than 24 in. x 36 in. in size. If site characteristics warrant larger 
plan sheets, they may be accepted subject to Planning Department concurrence. All drawings 
must also reserve a 4 in. x 6 in. area in the lower right hand corner for official Town use. 

 

TOWN OF AMHERST  
 

APPLICATION AND REVIEW 
PROCEDURE 

 
MINOR SITE PLAN &  

MINOR SITE PLAN ADJUSTMENT 

MATERIALS MUST BE 
PROVIDED IN AN ELECTRONIC 
FORMAT THAT CONTAINS PDF 
FILES OF THE APPLICATION, 
SITE PLAN DRAWING SET, 
SURVEY, LANDSCAPE PLAN, 
PRELIMINARY BUILDING 
FLOOR PLANS/ELEVATIONS & 
ANY OTHER SUPPORTING 
INFORMATION. THIS MUST BE 
SUBMITTED WITH YOUR 
APPLICATION. APPLICATIONS 
WILL NOT BE TRANSMITTED 
WITHOUT THIS ELECTRONIC 
INFORMATION. 
 

THIS ALSO APPLIES TO 
REVISED MATERIALS THAT 
ARE SUBMITTED. 

https://gisservices.dec.ny.gov/eafmapper/
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APPLICATION PROCEDURES 
 
1. Applicant secures application package from the Planning Department, 5583 Main Street, 

Williamsville, NY,14221; by phoning (716) 631-7051; or on-line at:  www.amherst.ny.us, 
(keyword: “Planning”). 

 

2. Applicant prepares information as required on the Site Plan Submittal Checklist, attached.  
NOTE:  Some proposals may not require all items on the checklist; please verify with the 
Planning Department. 

 
3. Applicant schedules a pre-application review appointment with the Planning Department to 

review the following: 
 one complete set of site plan drawings, preliminary building elevations and floor plans (no larger 

than 24” x 36” in size) 

 Environmental Assessment Form (EAF) & Town EAF Addendum, if required. 

 any supporting reports and materials. 

 verification from the Town Assessor that the address in the application is correct. 

 If the project involves modifications to a previously approved plan, a cover letter or detailed 
description in the application describing the changes is required; the proposed changes must be 
clearly delineated on the site plan drawings.  

 
4. Applicant schedules an application submittal appointment with the Planning Department.  

NO MINOR SITE PLAN or MINOR SITE PLAN ADJUSTMENT WILL BE ACCEPTED FOR 
REVIEW WITHOUT A PRE-SET SUBMITTAL APPOINTMENT. 

 
5. At the submittal appointment: 

 Minor Site Plan: Applicant shall provide twelve (12) complete sets of drawings and 
application materials (previously determined) to the Planning Department. 

 Minor Site Plan Adjustment: Contact the Planning Department to determine the number 
of sets and application materials that will be required. 

 All drawings and materials must be folded and collated into 9” x 12” packets. Applications 
will not be accepted unless this requirement is met. 

 All site plan drawings must be prepared by a Registered Architect, Professional Engineer, 
Landscape Architect, or Land Surveyor, (as applicable) licensed to practice in New York 
State.  At least one (1) set of drawings must bear an original wet or raised seal and 
signature of the design professional who prepared the plans.  The remaining review 
copies may be submitted with a facsimile of the seal and signature. 

 

6. After approval for filing by the Planning Department, the applicant shall submit all necessary 
fees to the Town Clerk. (See Schedule of Fees on first page of application and make 
checks payable to: Town of Amherst.) 

 

7. The Planning Department transmits copies of the application and supporting materials to the 
following for review: 

 Assessor 

 Commissioner of Building 

 Town Engineer 

 Superintendent of Highways 

 Traffic/Safety Board 

http://www.amherst.ny.us/
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 Fire Chiefs' Association 

 Right-of-Way Agent 

 Plumbing Division 

 Zoning Enforcement Officer 

 Other Town and outside agencies, as applicable 

Note: Minor Site Plan Adjustment applications may not require review by all departments. 
 

8.  Each agency completes its review and notifies the Planning Director in writing of its comments 
or recommendations as required by the Zoning Ordinance. 

 

9. The Planning Director reviews the application to classify the action pursuant to 6 NYCRR Part 
617 (SEQR) and Chapter 104 of the Town Code, as amended.  A Short Environmental 
Assessment Form will be required for any Unlisted Actions. If the action is classified as a 
Type 1 action, a Full Environmental Assessment Form will be required and the action 
must be reviewed as a Major Site Plan. 

 
10. The applicant may be required to submit revised plans, reports, or materials to address review 

agency comments.  The procedures for submittal of revised plans are as follows: 
 

 A cover letter addressing all comments received to date is required. 

 “Highlight” the area of change on the drawings and provide a notation describing the 
change. 

 Ten (10) complete sets of the revised materials are required.  (Recommend contacting 
Planning staff to determine if fewer sets are needed.) All revised plans must be 
submitted to the Planning Department, which will transmit the plans to pertinent 
agencies for review. Any materials submitted directly to Town departments will not 
be reviewed by that department. 

 All revised plans and materials must also be provided in an electronic format that 
contains pdf files of the revised information. 

 

11. When the Planning Director has determined that the proposed Minor Site Plan or Minor Site 
Plan Adjustment is consistent with the provisions of the Zoning Ordinance and all applicable 
regulations are met, seven (7) final copies of all site plan drawings, preliminary building 
elevations and floor plans must be submitted and folded into 9” x 12” size.  All seven (7) sets 
must bear the original seal and signature of the design professional who prepared the 
drawings and include the required 4 in. x 6 in. area in the lower right hand corner for 
official Town use.  These drawings will be stamped and signed "Approved" by the Planning 
Director and transmitted to Town departments. 
 
If the Planning Director determines that the proposed Minor Site Plan or Minor Site Plan 
Adjustment does not meet the requirements of the Zoning Ordinance, the Minor Site 
Plan application shall be referred to the Planning Board for review (See Section 8-7-5 of 
the Zoning Ordinance). 

 
12. Review of a project for building permit will not be done until the Building Department receives 

an approved site plan drawing set by the Planning Director. 
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TOWN OF AMHERST PLANNING DEPARTMENT 
Application for Minor Site Plan & 

Minor Site Plan Adjustment 
 

For Official Use 
 

 File #: ____________________  Acreage __________   Fee $ __________ 
 

 Address Verified by  
 Assessor's Office  ________________________ 
     VERIFIED BY  DATE 
 

 Materials Received by    
 Planning Department  ________________________ 
     RECEIVED BY  DATE 

 

 Fee Paid to 
 Town Clerk   ________________________ 
     RECEIVED BY  DATE 

          Fill In 

Fees:  Applicable Fee 
 

          Minor Site Plan:      $  325.00   $________ 

          Minor Site Plan Adjustment     $  110.00   $________ 

          Extension of Minor Site Plan Approval   $      0.00   $________ 

          Stormwater Pollution Prevention Plan: 

     1 – 4.99 Acres      $  500.00   $________ 

      5 – 10 Acres      $  750.00   $________ 

      >10 Acres                 $1,000.00   $________ 

To Be Completed By Applicant 

 
 
Petitioner: Name  ___________________________________________________________ 
 

  Address: ___________________________________________________________ 
 

    ___________________________________________________________ 
 

    ___________________________________________________________ 
 

    ___________________________________________________________ 
     City     State   Zip Code 
 

  Phone: ___________________________ Fax: _____________________ 

   

  E-Mail: __________________________________________________________ 

http://www.amherst.ny.us/
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Representative (Architect, Engineer, Landscape Architect, Surveyor, Attorney, or Agent): 
 

  Name:  __________________________________________________________ 

  Address: __________________________________________________________ 

    __________________________________________________________ 

    __________________________________________________________ 
     city     state   zip code 
 

  Phone: ____________________________ Fax: ____________________ 
   

  E-Mail: __________________________________________________________ 
 
Project Location (must be verified by Town Assessor's Office): 
 

  Address: __________________________________________________________ 

    __________________________________________________________ 

  SBL No(s): __________________________________________________________ 

Project Name:  __________________________________________________________________ 

Project Description (identify all proposed changes to the approved site plan; add sheets as necessary): 

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________ 
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Gross Floor Area (non-residential): __________    __________ __________ 
         existing      proposed         total 
 
Gross Floor Area Residential:  __________    __________ __________ 
         existing      proposed         total 
 
Number of Residential Units:  __________    __________ __________ 
          existing      proposed          total 
 
Number of Parking Spaces:  __________    __________ __________ 
          existing      proposed           total 
 
Acreage of Parcel:   __________ 
 
Frontage on Public Roads: _______________________________________________ 
 

       (list each road separately) _______________________________________________ 
 
Existing Zoning District(s): _______________________________________________ 
 

     _______________________________________________ 
 
 
 
 
 
Signature of Preparer: _____________________________  Date_________________ 
 

Title of Preparer:____________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Current Planning/Application Forms 2019/Minor Site Plan & Adj. Application Form 2019 

REVISED February 2021 
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