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LOCAL PERMITTING PROCESS 

LAND USE PERMITTING PROCEDURES 

 

 

INTENT: To fulfill the Action Plan noted in the Growth Management Plan for the Town of Lunenburg 

and to facilitate the recommendation of the Executive Office of Communities and Development for 

defining permitting processes. 

 

PURPOSE: The purpose of this document is twofold; to serve the Town and the Applicant (who by virtue 

of land ownership is also the Town) by simplifying the permitting process through coordinating and 

centralizing the review of an applicant's permit in a timely fashion and to aid all departments by means of 

an information flow that will promote the facets of review and permitting that are in relationship to each 

other.  A secondary purpose is to accommodate the Community’s interest so a citizen can view all 

materials in a project review and construction. 

 

BYLAWS PERMITTERS 
  

4.2. Residence & Outlying District Planning Board (frontage/ANR), review 

includes Building Dept., Conservation 

Comm., Board of Health, Fire Dept. & 

Sewer Comm.(subdivision, PRA & other 

development). Planning Board, review 

includes above named depts., plus 

Police, Water Dept. & District. 
  

4.3. Recreation District Planning Board, review includes 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Sewer 

Comm. 
  

4.4. Limited Business/Residential District Planning Board, review includes 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., ZBA, Sewer 

Comm. 
  

4.5. Retail, Commercial District ZBA, review includes Planning Board, 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Sewer 

Comm.,ZBA 

Tele Towers: Planning Board. 
  

4.6. Commercial District ZBA, review includes Planning Board, 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Sewer 

Comm.  

Assisted Living Residence-Planning 

Bd. & above depts.  
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4.7. Office Park & Industrial District Planning Board, review includes 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Sewer Comm. 

 

4.8. Flood Plain District Planning Board, review includes 

Conservation Comm, Board of Health, 

Building Dept., Fire Dept., Sewer Comm. 

  

4.9. Water Supply Protection District Planning Board, review includes 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Sewer Comm. 

 

5.4. Mixed Residential District Planning Board, review includes 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Police Dept., 

Sewer Comm.  

  

5.5. Planned Residential District Planning Board, review includes 

Conservation Comm., Board of Health, 

Building Dept., Fire Dept., Police Dept., 

Sewer Comm. 

 

The above Use Regulations may invoke all or some of the following: 

 

5.1. Lot Area           Building Official 

5.2. Setbacks & yards Building Official 

5.3. Building Heights  Building Official 

6.1. Off street parking & loading areas  Building Official, Planning Board  

6.2. Lot Monuments  Building Official, Planning Board 

6.4. Driveways & Entrances   Building Official, Highway Dept., Planning Board, Fire Dept. 

6.5. Signs  Building Official, Planning Board 

6.6. Performance Standards Building Official, Planning Board, Fire Dept. 

7.1. Change Alterations Extension  Building Official  

7.2. Repair & Restoration  Building Official  

7.3. Building, Structures Existing Uses  Building Official  

8.1. Permits  Building Official, Planning Board, ZBA, Fire Dept., Select   

                                                                               Board 

8.2 Enforcement Building Official 

8.4 Development Plan Review Planning Board (Review includes Conservation Comm., Board

 of Health, BuiIding Dept., Fire Dept., Police Dept., 

   Sewer Comm., Water District.) 

 

 

Rules & Regulations Governing the 

Subdivision of Land 

Planning Board, Input from Board of Health, 

Conservation Comm., Fire Dept., Building Official. 
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PROCEDURES 
 

 

 

4.2.  Division of land for frontage, ANR plan - procedure application - Planning Board  
Presented to Planning Board, 21 day review period, Registration Registry of Deeds;  

Building Permit - Building Official 

Driveway Permit - Building Official, Highway Department, Planning Board (Scenic Rd. Common Drive) 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Sewer Connections - Sewer Commission 

Fire Protection System - Fire Department 

 

4.3.  Recreation District-  
Development Plan Review - Plan submittal to Planning Board, Development Plan Review Summary present 

to the ZBA.  

Application for Special Permit - ZBA 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Structures - Building Permit - Building Official 

Driveway - Building Official, Highway Department, Planning Board 

Fire Protection System - Fire Department 

 

4.4.  Limited Business/Residential District - 
Development Plan Review - Plan Submittal to Planning Board 

Application for Special Permit - Planning Board 

Septic & Well Permits (new or review) - Board of Health 

Structures - Building Permits - Building Official 

Driveway - Building Official, Highway Department, Planning Board 

Fire Protection Systems - Fire Department 

 

4.5.  Retail Commercial District Uses - 
Development Plan Review - Plan submitted to Planning Board (size) 

Application for Special Permit - ZBA 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Structures - Building Permit - Building Official 

Fire Protection System - Fire Department 

 

4.6.  Commercial District Uses - 
Development Plan Review - Plan submittal- Planning Board (size) 

Application for Special Permit - ZBA 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Structures- Building Permits - Building Official 

Fire Protection System - Fire Department 
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4.7.  Office Park & Industrial District - 
Development Plan Review - Plan submittal - Planning Board 

Application for Special Permit - Planning Board 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Sewer Permit - Sewer Commission 

Structures- Building Permit - Building Official 

Fire Protection System - Fire Department 

 

4.8.  Flood Plain District Use - 
Application for Special Permit - Planning Board (Response necessary from Board of Health, Conservation 

Commission, Building Official) 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Structures - Building Permit - Building Official 

Fire Protection System - Fire Department 

 

4.9.  Water Supply Protection District - 
Application for Special Permit - Planning Board (Response necessary from Board of Health, 

Conservation Commission, Fire Protection, Local Water Purveyor) 

Determination of Applicability - Conservation Commission 

Septic & Well Permits - Board of Health 

Structure - Building Permit - Building Official 

Fire Protection Systems - Fire Department 

 

Rules & Regulations Governing the Subdivision of Land 
Subdivision submittal - Planning Board 

PRA/Subdivision submittal - Planning Board 

Special Permit Application - Planning Board (if applicable) (Response necessary from Board of Health) 

WWTP, sub-surface systems, individual septic systems - Board of Health 

Sewer Construction/Connection – Sewer Commission  

Determination of Applicability - Conservation Commission 

Structures - Building Permit- Building Official 

Fire Protection Systems - Fire Department 
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RECOMMENDED PROCEDURES FOR 

FACILITATING PERMITS IN A TIMELY FASHION 
 

1. Reviewing and Permitting Boards, Commissions and Departments request submittals at the same time and 

communicate with each other to insure one requirement is not in conflict with another (e.g. if the Wetlands 

regulations or the septic placement conflicts with a dimensional regulation, relief to accommodate wetland 

or septic borings can be granted by variances or waivers). 

 

2. Reviewing Boards, Commissions and Departments act as Reviewing Teams whenever possible to 

streamline the process.  Each discipline would preside over its own jurisdiction.  In many cases, in areas of 

the Development Plan and Subdivision Reviews the applicant can be working with the Planning Board, 

Building Official and the Fire Chief. 

 

When an applicant submits a Development Plan Review or a Subdivision to the Planning Board, 

copies are submitted to the Board of Health, Conservation Commission, Building Official, Fire Department, 

Highway and Police (when applicable). The applicant can also be encouraged to submit formally at the 

same time to the Board of Health or Sewer Commission and the Conservation Commission.  

 

3. Work Review, Tech or Work Project meetings can be held with Reviewing Teams or all Reviewing and 

Permitting Boards, Commissions and Departments to facilitate the process and ensure proper compliance 

for the Town.  This saves the applicant time and money (e.g. most developers bring Engineers and other 

expertise to the review process - Town utilizes the statutes to insure expertise peer personnel’s aid with the 

review.  It is cost effective to consolidate time and efforts). 

 

4. Where a Special Permit is granted by a Permitting Authority other than the Planning Board, the Planning 

Board shall submit the Development Plan Review with its advisory directives and conditions to that 

Authority, both in status reports and review entirety to aid that Authority. 

 

5. The Community should benefit from a Local Permitting Process by seeking the status of reviews or 

ongoing projects in a central place.  Each discipline should keep its own records, but reciprocal copies of 

approval or permits can be included in the files of projects that are subject to a Development Plan Review, 

Subdivision submittal or Special Permit (e.g., copy of a building permit, septic permit, Order of Conditions 

could be placed in the file along with other data of a named project at the Planning Office). 
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PERMITTING PROCESS 
LUNENBURG, MASSACHUSETTS 

 
TYPE OF PERMIT (All uses ) APPLICANT FILES WITH REVIEW                  ACTION 

 

 

 

 

 

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note 1) All Preliminary and Definitive Plans are submitted directly to the Board of Health by the Applicant.  

The Board of Health renders its decision within 45 days and submits its recommendation to the Planning 

Board. 

 

M.G.L. Ch. 41, §81S specifically empowers the Planning Board and Board of Health to approve, approve 

with modifications, or disapprove a preliminary plan. 

 

*It is recommended that a “conceptual” meeting be held prior to submission. 

**Approval may be with conditions, except for Approval Not Required. 

 

APPROVAL NOT 

REQUIRED 

SUBDIVISION: * 

 Preliminary 

 Definitive 

(  

DEVELOPMENT PLAN 

REVIEW 

SPECIAL PERMIT 

PLANNING BOARD 

PLANNING BOARD 

PLANNING BOARD 

PLANNING BOARD 

If Special Permit 

Granting Authority 

ZONING BOARD OF 

APPEALS, if Special Permit 

Granting Authority 

RULES OF THE 

ZONING BOARD OF 

APPEALS APPLY 

PLANNING BOARD 

CONSERVATION COMMISSION  

BUILDING OFFICIAL 

POLICE DEPARTMENT 

FIRE DEPARTMENT 

HIGHWAY DEPARTMENT 

SEWER COMMISSION 

PROFESSIONAL CONSULTANTS 

(note 1) 

(any or all of above, as applicable) 

APPROVAL** 

DISAPPROVAL 

HEARING 

for Definitive Plan 

and Special Permit 
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PERMITTING PROCESS 
LUNENBURG, MASSACHUSETTS 

 

 

APPROVAL NOT REQUIRED (ANR) 

Rules and Regulations Governing the Subdivision of Land 

Section 3.1. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* If the presenter is not the owner, notarized authorization from the owner is required. 

APPLICANT PREPARES PLANS AND FORM A* 
Mylar, Topo (6 prints each of plans prepared according to Section)  

APPLICANT SUBMITS PLANS AND 

ADMINISTRATIVE FEES TO THE 

PLANNING BOARD 

APPLICANT FILES WITH TOWN CLERK 
(By written notice) 

PLANNING BOARD SHALL, WITHIN 21 DAYS: 

ENDORSE PLAN 

-or- 

DETERMINE THAT THE PLAN DOES REQUIRE APPROVAL 

(Notifying the Applicant and Town Clerk in writing) 

UPON ENDORSEMENT, 

APPLICANT MUST REGISTER PLANS WITH THE 

REGISTRY OF DEEDS 

ON PLANNING BOARD PROOF OF REGISTRATION FORM 

WITHIN A TIME SPECIFIED BY THE PLANNING BOARD 
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PERMITTING PROCESS 
LUNENBURG, MASSACHUSETTS 

 

PRELIMINARY PLAN* 

Rules and Regulations Governing the Subdivision of Land 

Section 3.2. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  Approval of said plan shall be effective for seven (7) months or until a Definitive Plan evolving 

from the Preliminary Plan is filed, whichever comes first. 

 
* It is recommended that a “Concept” meeting be requested by the Applicant prior to the preparation of a Preliminary Plan. 

APPLICANT PREPARES 

PLANS AND FORM B 

(7 prints each of plans prepared according to Section 3.2.2.1.) 

APPLICANT SUBMITS 

PLANS AND ADMINISTRATIVE FEES 

TO THE PLANNING BOARD 

APPLICANT FILES WITH TOWN CLERK 

(By written notice) 

PLANNING BOARD REVIEWS PLANS AND CONSULTS WITH  

All Land Use and Service Departments and Appropriate Reviewing Agencies 

and Consultants.  (Applicant pays all required review fees.) 

 

PLANNING BOARD SHALL, WITHIN 45 DAYS: 

APPROVE PLAN, 

APPROVE PLAN WITH MODIFICATIONS, or 

DISAPPROVE PLAN. 

(Notifying the Applicant and Town Clerk) 
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PERMITTING PROCESS 
LUNENBURG, MASSACHUSETTS 

 

DEFINITIVE PLAN 

Rules and Regulations Governing the Subdivision of Land 

Section 3.3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* The Planning Board may require Soil Surveys and Percolation Tests, according to Section 3.3.5. 

APPLICANT SUBMITS PLANS AND ADMINISTRATIVE FEES 

TO THE PLANNING BOARD 

APPLICANT PREPARES PLANS,  

FORMS C, D, AND E, AND APPROPRIATE SCHEDULES 

(12 prints each of plans prepared according to Sections 3.3.1.1, 

3.3.2, and 3.3.3.) 

APPLICANT FILES WITH TOWN CLERK 

(By written notice) 

APPLICANT STAKES CENTER LINE OF ALL PROPOSED 

STREETS AT TIME OF FILING  

(Minimum of every 100 feet) 

PLANNING BOARD REVIEWS PLANS AND CONSULTS WITH  

All Land Use and Service Departments and Appropriate Reviewing 

Agencies and Consultants. (Reviewing fees to be paid by Applicant.) 

 

PLANNING BOARD HOLDS A PUBLIC HEARING, AND WITHIN 90 DAYS: 

APPROVES PLAN, 

APPROVES PLAN WITH MODIFICATIONS, 

DISAPPROVES PLAN, OR, 

At the request of the Applicant, 

DETERMINES A LONGER TIMELINE BEFORE MAKING A DETERMINATION 

(Notifying the Applicant and Town Clerk)  
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PERMITTING PROCESS 
LUNENBURG, MASSACHUSETTS 

 

DEVELOPMENT PLAN REVIEW  

Protective Bylaw 

Section 8.4. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

APPLICANT PREPARES PLANS  

[8 prints each of plans prepared according to Section 8.4.3.1.a)] 

 

APPLICANT SUBMITS PLANS AND ADMINISTRATIVE FEES  

TO THE PLANNING BOARD 
 

 

IF NO SPECIAL PERMIT IS REQUIRED,  

THE PLANNING BOARD SHALL,  

WITHIN 45 DAYS, SUBMIT A REPORT 
WITH DIRECTIVES AND/OR 

CONDITIONS TO THE APPLICANT 

AND COPY THE TOWN CLERK AND 

THE BUILDING OFFICIAL. APPLICANT 

IS REQUIRED TO FILE SAID 

DOCUMENT IN THE REGISTRY OF 

DEEDS AND RETURN FORM TO 

PLANNING DEPARTMENT. 

IF A SPECIAL PERMIT IS REQUIRED, THE  

SPECIAL PERMIT GRANTNG AUTHORITY  

(if other than the Planning Board), SHALL  

RECEIVE A REPORT FROM THE PLANNING 

BOARD, PRIOR TO THEIR PUBLIC HEARING. 

(Copy to Town Clerk and Building Official) 
 

THE PLANNING BOARD SHALL SUBMIT A 

REPORT WITHIN 90 DAYS TO THE 

APPLICANT, COPY TO THE TOWN CLERK 

AND BUILDING OFFICIAL. Due to the time 

involved in Development Plan Review, the 

Applicant and Planning Board may agree on an 

extension of time. 

THE PLANNING BOARD WILL REVIEW PLANS AND CONSULT WITH ALL LAND USE AND 

SERVICE DEPARTMENT AND APPROPRIATE REVIEWING AGENCIES AND CONSULTANTS  

(Applicant pays all required review fees) 

THE PLANNING BOARD MAY REQUIRE MODIFICATIONS,  

CONDITIONS AND SAFEGUARDS RELATED TO THE  

ENVIRONMENTAL IMPACT AND DESIGN STANDARDS OF SECTON 8.4. 

THE APPLICANT MAY BE APPROVED,  WITH DIRECTIVES AND CONDITIONS, 

OR DISAPPROVED, IN WHICH CASE THE APPLICANT MAY RESUBMIT  A 

REVISED PLAN FOR FURTHER REVIEW WITHOUT PREJUDICE 
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PERMITTING PROCESS  
LUNENBURG, MASSACHUSETTS 

 

TYPES OF PERMITS 

 

BUILDING PERMIT *: Required for most construction projects, including any new  

construction or changes made to a building. 

 

Granted by the Building Official 

 

DEMOLITION PERMIT:  Required for the removal of any part of a building, except  

when included in a building permit.  Demolition will require a determination by 

the Historic Commission with input by the Building and Fire Departments. 

 

Granted by the Building Official 

 

HEATING PERMIT:  Required for the installation, alteration or repair of a heating  

system as follows: 

 

Oil System- Granted by the Fire Department 

      Gas System - Granted by the Plumbing Inspector 

 

PLUMBING PERMIT:  Required for the installation or alteration of a plumbing system. 

Granted by the Plumbing Inspector 

 

SEPTIC PERMIT:    Required for the installation of a septic system(s) 

   

Granted by the Board of Health 

 

SEWER PERMIT:   Required for the construction or connection to Lunenburg Sewer System. 

 

Granted by the Sewer Commission 

 

POOL PERMIT:   Required for the installation or alteration of a swimming pool. 

 

Granted by the Building Official 

 

SIGN PERMIT:   Required for the installation or alteration of a sign. 

 

Granted by the Building Official, except with  

a Development Plan Review, in which case the determination will be made by 

Planning Board and the Building Official. 

 

• To find out if a permit is required, contact the Lunenburg Building Department at 582-4146. 
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Planning Office Pre-Application Process and Initial Technical Review 

 

The purpose of a pre-application meeting is for the Planning Director (and/or the Chair of the Board) 

to meet with property owners, developers and their consultants to discuss the development concept, potential 

issues and concerns.  This promotes better communication between the Town and the Owner/Applicants 

without determining any substance issues to be determined later in the official review by the Planning Board 

and other Permitting Boards.  

 

 Benefits are that the applicant receives a data sheet that identifies all permits necessary in the process 

of review to gain approval.  The pre-application meeting is an opportunity to explain the permit processes, 

requirements, timetables and the sequence of all boards’ approvals.  It also determines any additional needed 

information and/or studies that may be required.  It clarifies the fee process for administration, peer review 

and monitoring process for the project.  

 

The next step in the preliminary stages is an initial technical peer review meeting that involves all 

land use and service departments and appropriate reviewing agencies and consultant representatives.  This 

procedure defines the concerns that need to be addressed, such as traffic, fire service accessibility, wetland 

problems, drainage issues and roadway concerns.  It familiarizes the applicant/developer with the Protective 

Bylaw of the Town of Lunenburg, Rules and Regulations Governing the Subdivision of Land and other 

regulations.  It determines the completeness of a submittal before the official filing of a proper plan.   

 

 This procedure is considered “Best Practice” and helps the permitting body and the tech team, 

through this process, to meet the needs of multiple boards and commissions without conflict.  It further 

assists the owner/applicant in time saving and monies as the submittal presented by them will be in 

compliance with the procedure before an official review of the project begins.  It also assists putting the 

project on an appropriate timetable for all other permitting necessary for the project. 

 
Tech Team:  Planning Board, Board of Health, Conservation Commission, Building Official, Sewer Commission, ZBA, Police Dept., Fire Dept., 

DPW, Water District, Peer Reviewing Engineer, Traffic Engineer and any other professional input as deemed necessary.  
 

 

Forms/landUsePermittingProcedures 


