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TOWN OF PITTSFIELD
PLANNING BOARD

RULES OF PROCEDURE

l. AUTHORITY

These Rules of Procedure are adopted under theréutbf New
Hampshire Revised Statues Annotated, Chapter 676:1.

[1. MEMBERSHIP; TERMSOF OFFICE; OFFICERS;
VACANCIES

1.

Pursuant to RSA 673:2, the Planning Board stwaibist of
seven (7) members, six (6) of whom shall be resglehthe
community elected at Town Meetingnd the seventh member
shall be a selectman designated by the Board et8eén as
an ex-officio member with the power to vote.

Except for the Selectmen’s representative, mesndtzall be
elected in staggered terms pursuant to RSA 67Bi&
membership of the Board shall be elected in sucia@ner so
that two (2) members shall be appointed each year.

Term of Office shall commence upon election aftdr the
Board member has been sworn in.

The Planning Board shall elect officers fromnitsmbers,

provided, however, that the Selectmen’s ex offromber
shall not serve as Chairman. RSA @/provides that the
Board may create other officers as deemed necessary



5. A Chairman shall be elected annually in the maitApril or
at such times as may be determined by the Boagedrbgjority vote of
the Board members present and voting. Said Chaighall serve for
one year and shall be eligible for re-election.e Thairman shall preside
over meetings and hearings and shall make suchrappmmnts as the
Board may direct and shall act for the Board omaltters not requiring
a vote of the members.

6. A Vice-Chairman shall be elected annually awvidexd in No. 5
above. The Vice-Chairman shall have the full p@aserd
duties of the Chairman on all matters that comereethe
Board during the absence of the Chairman.

7. A secretary shall be appointed as needed. d¢retary shall
be responsible for preparing and maintaining misatieall meetings and
hearings, and for filing minutes with the Town &las provided by RSA
91-A:2, Il, and for such other functions as the Board shedlctli
However, the Board may retain a recording secratdayse minutes
shall be reviewed by the Board for accuracy. Taer&ary shall
countersign the Chairman’s endorsement of the Beagproval on plats
and other documents as required. In the abserite &ecretary, the
Vice-Chairman shall countersign the endorsemetti@Board’s
approvals

8. An elected Planning Board may appoint five (&raate
members for a term of three (3) years each, whieli be
staggered in the same manner as elected membsisaptito
673:5, Il.

9. Removal of members shall be in accordance with
RSA 673:13, II: after public hearing, elected mensband
alternates may be removed by the Board of Selectipen
written findings of inefficiency, neglect of dutgr malfeasance
in office.



[11. ADMINISTRATIVE ASSISTANCE

The Office of the Building Inspector or the Offioéthe Town
Administrator shall provide administrative assisgto the Board. The
assistance shall ordinarily include the following:

1. To receive applications and fees for Site PlaprAvals, Subdivision of
Land, Mergers of Lots, Boundary Line Adjustmentartk Excavations,
requests to amend the Zoning Ordinances, applicafar Driveway
permits, requests for re-hearings, and other Slitigat are required to be
received and heard by the Planning Board.

2. To review all applications or filings under Nlbabove and to prepare a
written report or oral presentation for the PlaignBoard on such filing
with regard to any deficiencies within such apgimas.

3. To conduct such correspondence as the Boarddirest regarding
applications submitted under No. 1 above or thereeinent of orders of
the Board.

4. To provide other administrative assistance aglmearequired in order to
fulfill the obligations of the Board.

V. MEETINGSAND HEARINGS

1. Meetings shall be regularly held each monthhenfirst
Thursday at 7:00 PM. Notice of the time and plateach
meeting shall be given to Board members and altesrend
shall be posted in two places in the Town, at I8ddtours,
excluding Sundays and legal holidays, before sueétimg, as
required by RSA 91-A:2, Il. The Board shall holdnk
sessions as needed; they will ordinarily be heltherthird
Thursday of each month at 7:00 PM.

2. Regular or special meetings of the Board stehdéld in Town
Hall unless the Board shall vote to meet at sorheralifferent
place for a particular meeting.



Special meetings of the Board shall be heltia@tall of the
Chairman or by written request of a majority of Beard
members.

Any Board member who will be unable to attendeseting
shall notify the Chairman, Vice Chairman, Town
Administrator, or Building Inspector as soon assilalse. The
Board encourages members and alternate membetisnd all
meetings of the Board. Members who are consigtatisent
may be subject to removal in accordance with RSA 5.

Public Hearings on applications and approvalsHe actions
under the jurisdiction of the Board will be helddonjunction
with the regular meeting. Notice of each publiarmeg shall be
sent by certified mail to the applicant and evdyytter, shall be
posted, and shall be published in a newspaperrargé
circulation in the area for not less than five days before the
date fixed for the hearing of the appeal. Notieallsalso be
given to the Board of Selectmen and to others witi@Board
feels may have an interest in the case.

A public hearing shall be held within thirty (3fays of receipt
of a completed application.

Following the approval of a subdivision, the @iman or Vice
Chairman and Secretary will sign and date the Plan and
instruct that the Plan be recorded with the RegistiDeeds
within 10 calendar days of approval.

Should a subdivision be conditionally approved, Rifet Plan
will be signed following the receipt of documentattithat
substantiates fulfillment of said conditions.

All meetings and records of the Board shall peroto the
public in accordance with RSA 91-A:4. Minutes $hal
available within five (5) business days of the Bbareeting.



V. QUORUM

1. A quorum for all meetings of the Board shall barfmembers,
including alternates sitting in place of a regutaamber.

2. If any regular Board member is absent from aegting or
hearing, or disqualifies himself from sitting oparticular case,
the Chairman shall designate an alternate memtst ito place
of the absent or disqualified member, and suchradte shall
be in all respects a full member of the Board whdesitting.

3. An affirmative vote of a majority of members mgfon a
motion shall be sufficient for adoption of the nooti Members
of the Board present may be counted to determiregiven a
quorum is present although they may abstain frotimgo
affirmatively or negatively. Persons abstaininglshot be
considered “members voting” in determining whethanotion
has been adopted. Members are expected to vatatiars
before the Board, unless that member has recused
himself/herself. Abstaining from a vote is discaged, unless
the issue pertains to business that took place wWiemember
was absent.

VI. DISQUALIFICATION

If any member shall find it necessary to disqualifynself from sitting in a
particular case, he shall notify the Chairman, @uad) Inspectorpr Town
Administrator as soon as possible so that an altermay be requested to be
present to sit in his/her place. The disqualifmashall be announced by
either the Chairman or the member disqualifyingdathbefore the
beginning of the public hearing on the case. Teenbver disqualifying
himself shall absent himself from the Board tahleir the public hearing
and during all deliberation on the case in accardamith RSA 673:14: No
member of the Planning Board shall participateaoiding or shall sit upon
the hearing of any question which the board isacidk in a judicial
capacity if that member has a direct personal ouprry interest in the
outcome which differs from the interest of othdizeins, or if that member
would be disqualified for any cause to act as arjupon the trial of the

6



same matter in any action at law. Reasons for digguation do not include
exemption from service as a juror or knowledgeheffacts involved gained
in the performance of the member's official duti€See RSA 673:14, 1.)
RSA 500-A:12 provides that any juror may be reqliipg the court, on
motion of a party in the case to be tried, to amsyp®n oath if he:

(a) Expects to gain or lose upon the dispositiothefcase;

(b) Is related to either party;

(c) Has advised or assisted either party;

(d) Has directly or indirectly given his opinion loas formed an
opinion;

(e) Is employed by or employs any party in the case

(N Is prejudiced to any degree regarding the case;

(g) Employs any of the counsel appearing in the aagsny action
then pending in the court.
If it appears that any juror is not indifferent, $teall be set aside
on that trial.

VII. ORDER OF BUSINESS

The order of business for a regular meeting sleafidfollows:
1. Roll call and confirmation of a quorum.
2. Minutes of the previous meeting.

3. Public Hearings on completed applications fdrdsuision or
site plan.

Public Hearing on design review stage of sulstwvi.
Conceptual consultation of subdivision or sitnp

Other business.

VIIl. CONDUCT OF PUBLIC HEARINGS
The conduct of Public Hearings shall be governethbyfollowing rules:

1. The Chairman shall declare the hearing in sassio



2. The applicant shall be called to make his/hes@ntation on the
request.

3. The applicant shall be allowed to speak to tmaraents and/or
testimony of those in opposition to the proposdidac

4. Members of the Board may ask questions at amyt garing the
presentation. Questions shall be directed thrabglChairman.

5. Any person who is not a Board member or alteraatd who
desires to ask a question of another person must dlorough the
Chairman.

6. The Chairman, at his/her discretion, may peattier interested
persons to speak or to ask questions pertinehetapplication.

7. Each person who speaks shall be required te Bisfher name and
indicate whether he/she is a party to the appboatr an agent or
counsel to the application, or an abutter or othkerested person.

8. The hearing on the application shall be declatesed, and the
next application called up.

IX.JOINT MEETINGS AND HEARINGS

1. RSA 676:2 provides that the Planning Board nly joint
meetings or hearings with other Town “land use ds4rnncluding
the Board of Adjustment, the Building Code BoardAppeals, and
the Inspector of Buildings, and that each Board $faeve
discretion as to whether to hold a joint meetinghveiny other land
use board.

2. Joint business meetings with any other landoaosed may be held
at any time when called jointly by the Chairmanvwd boards.

3. A public hearing on any appeal to the Board djuatment will be
held jointly with that Board only under the follawg conditions:



I. The joint public hearing must be a formal pulilEaring on
appeals to both boards regarding the same subgtem

ii. RSA 676:2 requires that the Chairman of thenRiag Board
shall Chairman the joint hearing.

iii. The provisions covering the conduct of puldiearings, set
forth in Section VIII of the bylaws, together wiskich
additional provisions as may be required by theoboard,
shall be followed.

iv. The other board shall concur with these cond&gi

X. APPLICATION FOR SITE PLAN OR SUBDIVISION APPROVAL

1. Each application for approval of actions undherjurisdiction of
the Board shall be made on forms provided by ther@and shall
be presented to the Office of the Building Inspectbhe person
receiving the application shall stamp it with treedreceived, note
the fee paid, and initial it.

2. The Building Inspector shall inform the applicahany
deficiencies and assist him/her in modifying thplegation as
necessary to comply with applicable requirememgulations,
and/or ordinances. It is the desire of the Bohad applicants be
assisted in all matters appropriate to insure aciexiit approval
process.

3. The Board will cause notice of public hearindpéogiven and will
act at its regular monthly meeting on all applicas that are
properly completed and received at least fifteds) (lays before
the date of said meeting.

4. Within ninety (90) days after submission of duenpleted
application, the Board shall act to approve, coodélly approve,
or disapprove the application. The result of thafflts decision
will be made available for public inspection witlid4 hours, as
required by RSA 676:3, and shall be filed with theords of the



Board. If the application is denied, the noticalkimclude the
reason therefor.
XI.INSTRUCTIONSTO APPLICANTS
The Board shall provide written instructions to g@yson who may inquire
about filing an application for any land use cohtnader the jurisdiction of
the Board.
X11. COMMUNICATIONS
Any communications, advertising, or letters to ¢aitor by the Planning
Board or any committees appointed by the Planniogr® must be reviewed
by the Town Administrator and approved by the PiagiBoard.
XI11. AMENDMENT
These Rules of Procedure may be amended by a gajote of the Board
members present and voting.

CERTIFICATION

These Rules of Procedure were adopted by a majwigyof the Pittsfield
Planning Board on

Date:  August 6, 2009

/sl Gerard Leduc
Gerard LeducChalir

/s/ Bill Miskoe
Bill Miskoe, Vice Chair
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/s/ Dan Greene
Dan Greene

/s/ Rich Hunsberger
Rich Hunsberger

/s/ Jim Pritchard
Jim Pritchard

Dan Schroth

/sl Fred Hast
Fred HastSelectman Ex Officio
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