
PLANNING BOARD
COMPLETED APPLICATIONS



RSA 676:4



STEP 1

APPL ICATION IS  DEL IVERED TO THE PLANNING BOARD



Only the Planning 
Board can determine if 

an application is 
complete.

STEP 2

AT THE NEXT MEETING FOR WHICH NOTICE CAN BE 
GIVEN, OR 30 DAYS FROM DEL IVERY OF APPL ICATION, THE 

BOARD DETERMINES IF  THE APPL ICATION IS  COMPLETE



MECHANICS OF COMPLETENESS

The application has to be accepted as 
complete at a meeting, with notice.  There 

is no statutory requirement for the 
completeness discussion to take place at a 

hearing.



MECHANICS OF COMPLETENESS



IMPORTANCE OF DISTINCTION BETWEEN 
SUBMISSION OF APPLICATION AND PUBLIC 

HEARING

• Submission of application happens at a public meeting with no requirement 
that the applicant or the public be allowed to speak or give input.

• Until the application is accepted as complete, it is not within the Board’s 
jurisdiction, the public hearing cannot begin, no action can be taken on the 
application, and no decisions made for approval, disapproval or conditional 
approval.

"In some municipalities, the planning board will accept an 
application and hold the public hearing on the same night.  This 
procedure is allowed, but make sure that the board votes to accept 
the application as complete before starting the public hearing."
From:  The Planning Board in New Hampshire, November 2019, NH OSI



IF THE APPLICATION IS INCOMPLETE

• RSA 676:4 I. (c) (1) Upon determination by the board that a submitted 
application is incomplete according to the board’s regulations, the board shall 
notify the applicant of the determination in accordance with RSA 676:3 
(Notice of Decision), which shall describe the information, procedure, or other 
requirement necessary for the application to be complete.

"If an application is truly incomplete, the planning board (or other land use 
board) cannot assert jurisdiction over it and hence, cannot "disapprove" it -
that is a judgment on the substance of the application.  The board's recourse is 
to reject the application as incomplete and not to accept it and open the public 
hearing; that is, send the applicant packing."
From:  Ben Frost's answer to a question regarding incomplete applications posted to PlanLink
in 2008



IF THE APPLICATION IS COMPLETE



STEP 3
PLANNING BOARD BEGINS FORMAL CONSIDERATION OF 

THE APPL ICATION

• This could mean moving into the public hearing, or

• Scheduling the public hearing

• RSA 676:4 I. (d) (1) contemplates a two-step process but permits this to 
happen at the same meeting as long as notice has been given for both the 
acceptance and the public hearing. 



WHAT IS COMPLETE?

Subdivision Regulations
Non-Residential Site Plan Review 

Regulations

Section 210.2 Final Review Phase
Section 210.3 Final Plat(s)

Section 210.4 Submission Documents 
for Lott Line Change and Recording

Section 3.1 Submission Procedures
Section 3.2 Submission Requirements



WHAT IS COMPLETE?

• "Some boards worry that accepting an application as complete 
means that the plans are in final form and ready to be 
approved.  This is not true.  "Acceptance" simply means that 
the minimum information has been submitted in accord with 
the board's regulations so that the application can be accepted 
for review - acceptance is what triggers the jurisdiction of the 
board to review the application and eventually render a final 
decision.  The board may then require a great deal of 
additional information and plan changes in a particular case 
as the project goes through the public hearing and board review 
process."

• From:  Procedural Basics for Planning and Zoning Boards.  NHMA Law Lecture, 2017



THE DIFFERENCE BETWEEN COMPLETE 
AND CORRECT

• An application can be accepted as complete by the planning board 
even though it doesn’t necessarily follow local regulations.  If an 
applicant has provided all the necessary materials, studies, or reports 
required in your application form and/or checklist, then the 
application must be accepted as complete even though the planning 
board might know that it will probably be denied later for not 
following local regulations.

From:  The Planning Board in New Hampshire, November 2019, NH OSI



WAIVERS

• Completeness

Waivers for items in the list of things required for a completed 
application as specified in the regulations.

There will be times when requiring every report and piece of paper 
on the list makes no sense.

• Content

Waivers for information contained within the items required for a 
completed application.



STEP 4
WITHIN 65 DAYS , THE PLANNING BOARD MUST RENDER A 

DECIS ION



IF THE APPLICATION IS NOT APPROVED

• The applicant is notified in writing within five business days of the reasons for 
disapproval (RSA 676:3).

• The applicant may:

• Revise and resubmit its application, or

• Appeal to Superior Court or the ZBA.



IF THE APPLICATION IS APPROVED

• A Notice of Decision is issued within 
five business days which includes a 
detailed description of all conditions 
necessary to obtain final approval 
(RSA 676:3).

• Once conditions precedent to an 
approval are fulfilled, the plans are 
signed and subdivision plans 
recorded at the Hillsborough 
County Registry of Deeds.  Site plans 
are not recorded.



PLANNING BOARD ACTION ITEMS FOR 
CONSIDERATION

• Discuss the current process and determine whether or not the Board is still in favor of 
holding the completeness determination and the public hearing under the same notice 
and potentially at the same meeting.

• Be mindful of the terminology of the statutes and be sure to accept applications as 
complete.

• Do not have any discussion or presentation of the application until the completeness 
determination has been made and the public hearing has begun.  Make it clear at 
meetings which phase of the process the Board is in.

• Consider the items listed in the regulations that are required for a completed 
application and determine whether or not the lists are still appropriate.

• Consider adding items needed for completeness for Conditional Use Permit 
applications which currently do not include such lists.

• Revise the Rules of Procedure to remove reference to accepting applications as 
complete from the Public Hearings section.

• Unless compelling and extenuating circumstances exist, do not continue incomplete 
applications, it defies the purpose of the statute.  Reject the application as incomplete, 
issue a Notice of Decision indicating the items required for completeness, and require 
the applicant to reapply with all the required information included in their application.



QUESTIONS?
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