
 
 
PROCEDURAL CHECKLIST FOR VARIANCE APPLICATIONS 
          (Application to be typed or printed clearly please) 
 

 1.  Apply to Zoning Officer for a permit for a use or structure not permitted by the zoning 
ordinance.  A letter of denial will be issued and signed by the Zoning Officer citing the 
reasons for the denial of a building permit or certificate of occupancy. 

 
 2.  Secure a copy of the application form from the Board Secretary.  Applications must be 

filed within twenty (20) days of the issuance of denial from the Zoning Officer. 
 

 3.  Plans and survey must be prepared and certified by a licensed land surveyor, 
architect or engineer.  Plans must be drawn to scale indicating the relation of existing 
and/or the proposed structure with structures on all adjoining properties and a scale 
drawing of existing and/or proposed structures indicating changes or alterations 
contemplated.  Please specify the location of all wells, septic systems, or sewer lines on 
plans.   Submitted plans must show floor plan (footprint) of all levels and elevations.  

 
 4.  Submit 16 copies of completed application (signed and notarized), 16 copies of 

Zoning Officer’s denial letter, 16 copies folded plans and 16 copies of most recent sealed 
survey of the property.  All copies mentioned must be in packet form and submitted to the 
Board Secretary. 

 
 5.  Two separate checks for the application fees and escrow fees made out to the 

Borough of Oakland. 
 
 6.  A hearing date will be assigned upon the receipt of a completed application, review 

process and appropriate fees.  The Board of Adjustment regularly meets on the second 
Tuesday of each month at 8:00 p.m. in the Oakland Council Chambers, 10 Lawlor Drive, 
Oakland, New Jersey. 

 
 7.  Obtain a list of all property owners within 200-feet of the property in question from the 

Tax Assessor’s office after variance application has been filed with the Board Secretary 
and a meeting date has be assigned. 

 
 8.  Once a hearing date has been assigned and a 200-foot property owner list has been 

obtained, send notice of appeal to property owners within 200-feet.  Sample forms are a 
part of your application package given by the Board Secretary.  Notice must be served to 
all property owners in adjoining municipalities, if applicable.   In such cases, notice must 
be served to the Municipal Clerk of that Borough.  Every Notice must be served no less 
than 10 days prior to hearing date by certified mail or in person.  If noticing in person, the 
applicant must have each property owner print name and address, sign and date a copy 
of the notice that they have been informed.  Notice is to be placed in the official 
newspaper of the Borough (The Record) no less than 10 days prior to the hearing date. 

 
 9.  Upon the completion of service to all applicable property owners, the notice must be 

sworn before a notary by the person making the service.  Proof of service must be given 
to the Board Secretary prior to the hearing date, which should include, copy of the letter 
served to property owners, affidavit from the official newspaper and white postal receipts 
with date of mailing stamped by the post office. 

 
 10.  Appear at public hearing in person, by agent or attorney.  All Corporations must be 

represented by an attorney at all Board hearings. 
 
 



 
 
Important: 
 
In order to expedite the processing of your application the applicant should comply with the above 
instructions.  The Board can take no action until the above requirements are fully complied with 
and if unable to act within 90 days from the date of application, the Board will be deemed by law 
to have decided adversely to the application.  The action taken by the Board will be advertised in 
the official newspaper as soon as possible after the hearing.  Decisions of the Board will be 
mailed to the applicant or applicant’s attorney as soon as possible but not later than 30 days 
thereafter.  The building inspector must receive a copy of the resolution of approval before he can 
issue a building permit or certificate of occupancy. 
 
Any questions regarding the application or filing requirements should be directed to the Board 
Secretary at 201-337-811 x 2030 
 
PLEASE NOTE:  The area where the variance is requested must be staked out so that the Board 
member can see where application is proposed upon their site inspections. 
 
 


