Electronic County Planning Board Submission Guide

On August 11, 2021, the Mercer County Planning Board passed Resolution 2021-01 to require
electronic document submission, in addition to paper documents, as part of the submission
process. Electronic submission began during the COVID-19 pandemic but due to the ease and
efficiency of reviewing digital plans, the electronic submission requirement will continue in
perpetuity. In the future, the County may go to an electronic only submission so please review
our website for the most up to date information on submission requirements.

Staff are currently working a hybrid schedule from the office, home and out in the field so for
general inquiries, please email Jill Benner at jpbenner@mercercounty.org

For specific questions regarding the land development process, fees, submission requirements
or your application, please contact Matthew Zochowski at mzochowski@mercercounty.org

For specific engineering matters regarding our standards and construction requirements, please
contact our County Engineer at bmuzaffar@mercercounty.org

Waivers from Full Site Plan Approval:

MERCER COUNTY REVIEWS ALL SUBDIVISIONS occurring within the County regardless of
location on or off a County Highway. For Site Plan projects, please reach out to Merer County
staff to determine if your project will require review.

For applicants who believe their project qualifies for a waiver from site plan review, the County
requires that an applicant submit a signed letter from an authorized representative along with a
survey, set of site plans and traffic report as well as stormwater report if available. The letter
should give a detailed project description of what is proposed, with emphasis on traffic and
stormwater. Please email mzochowski@mercercounty.org with waiver requests and inquiries.

Waiver request, if approved, will not need to submit a full application or fees at this time and will
not need to make an appearance before the County Planning Board.

Paper Submission:

The Mercer County Planning Board requires that paper files are still submitted to meet our State
of New Jersey requirements, but reviews will be performed primarily via electronic submission.
Please submit 2 copies of all paper documents to the Planning Department with your site plan
and subdivision application.
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Electronic Submissions:

Mercer County requires all paper documents to also be submitted in a pdf format. Files over
20MB will need to be submitted via the County’s Online Submission Portal. The Submission
Portal can be found on the County Planning Board website at the following link:
https://www.mercercounty.org/departments/planning/land-development-applications

Electronic Document Submission (Required for Complete Application)

Electronic Site Plan/ Supplemental Document
Subdivision Submissions Submissions

Please use this form to upload your electronic site plan Please use this form to upload adgitional site plan and/or
and/or subdivision submission subdivision documents for active applications

Figure 1: Please click one of the appropriate tabs on the website to access the submission portal. This will bring you to a new
webpage outside of the County website.

Upload File(s)

Click Here to Upload

Figure 2: Within the submission form, near the bottom an upload document option will be located just above the signature block
section.

Upload File(s)

Select Files to Upload

Eile picker open

Figure 3: Files can be uploaded individually or in a batch. You can connect to 3rd party storage as well.
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Smaller documents may also be emailed directly to mzochowski@mercercounty.org

Flash Drives or CD-ROMs are no longer accepted as an acceptable format due to cyber
security concerns. Submitted FLASH DRIVES WILL NOT BE ACCEPTED for completeness.

Please note that every subdivision and site plan application form submitted with each application
must be signed and dated by the title owner(s) of the property(-ies) to be subdivided and/or
developed. The owner(s) shall sign the Owner’s Consent to Filing of Application form which can
be found on the County Planning Department website.

ELECTRONIC APPLICATIONS MUST INCLUDE A COPY OF THE SIGNED APPLICATION FORM.

Required Paper & Electronic Documents:

Please submit two (2) copies of the following documents in paper form and via electronic
submission:
1. Signed County Planning Board Application
a. Electronic applications must include a copy of the signed application form.
Survey created by Licensed Surveyor
Site Plan Set or Subdivision Plan Set
a. Preferably consolidated into single pdf versus individual sheets
Stormwater Report or Letter Requesting Waiver
a. If requesting waiver, please detail the following in your letter:
i. Amount of existing impervious coverage
ii. Impervious coverage added since February 2, 2004 (NJAC 7:8)

iii. New impervious added and new regulated motor vehicle surfaces added
as part of the current application.

Traffic Impact Report (for projects having 50 or more parking spaces) or Letter Requesting
Waiver

a. If requesting a waiver, please detail the following in your letter:
i. Number of existing parking spaces.
ii. Number of new parking spaces.
iii. Type of use for the new development.
iv. Number of peak hour trips expected.
Municipal Engineer Review (if available)

Additional Agency Review Reports (if available)
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