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APPLICATION CHECKLIST - REQUEST FOR DETERMINATION OF APPLICABILITY (RDA) 

 
This checklist must be completed, signed and submitted to the Andover Conservation Department with any 

Request for Determination of Applicability.  Only one copy of this checklist is required to be submitted to the 

Andover Conservation Department with the application.  All required information and notifications must be 

included in order for the application to be considered complete.  

  

Submit two (2) paper hard copies and one electronic copy (via email at the email address below) of the entire 

application (via hand delivery or mailing) to the Andover Conservation Department at 36 Bartlet Street, 

Andover, MA 01810.  The Andover Conservation Department’s email is:  Cdpconservation@andoverma.us.  

The Andover Conservation Department’s phone number is: (978) 623 8630. 

 

Submit one (1) paper hard copy of the entire application by certified mail or hand delivery to the 

Massachusetts Department of Environmental Protection (MassDEP): 

 

MassDEP Northeast Regional Office 

150 Presidential Way 

Woburn, MA 01801 

DOCUMENTS 

 

1.  ______Request for Determination of Applicability application (WPA Form 1) fully filled out and signed.  

Particular emphasis is placed on the importance of these two items: 

A.  ______A thorough written narrative of the proposed project, including a description of any excavation, 

proposed structures and erosion/sedimentation controls. 

B. ______A clear description of the location of the proposed work. 

Note:  WPA Form 1 may be filled out by hand OR electronically (then printed out and signed) through a fillable 

PDF form available on the MassDEP website here:   

MassDEP WPA Form 1 - Fillable PDF - Request for Determination of Applicability   

 

2.  ______Map or Site Plan – An 8.5”x11” Andover GIS wetlands map, engineered plan, or plot plan. 

A link to the Andover GIS mapping website is here:  Andover GIS Viewer 

An example map/site plan is provided on the Andover Conservation Permits and Applications webpage and is 

also included with this application packet. 

 

The Map/Site Plan should clearly show the following:   

A) Location of the wetland resource area. 

            B)  Location and full extent of the proposed work, including the distance between the proposed  

            work and the wetland resource area. 

 C)  A clear note providing the date when structure(s) on the property were constructed. 

D) Existing conditions (structures, tree line, limit of existing lawn, driveway, property lines, fences, pools).  

            E) If known, clearly show boundaries of all resource areas including the 100 foot, 50 foot and 25 

            foot buffer zones as defined in the Wetlands Protection Act and the Andover Wetlands 

            Protection Bylaw.  

            F) Details of the proposed project, including - but not limited to - locations of all proposed 

            structures, grading, trees to be removed, changes to edge of lawn, plantings (including trees) and 

            the proposed tree line.  Show the distance between the limit of the proposed work and the nearest 

            edge of the wetland resource area.  Show any erosion/sedimentation controls clearly. 

 

mailto:Cdpconservation@andoverma.us
https://www.mass.gov/doc/wpa-form-1-request-for-determination-of-applicability-fillable-pdf/download
https://experience.arcgis.com/experience/20b4a43a750f46698f6a7767cdf859aa/
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*****At a minimum, submitted plans shall clearly and accurately show the present conditions and proposed 

scope of work and depict the location of wetlands.  Applications that do not clearly describe the proposed 

scope of work and that do not provide a sufficient site plan will not be accepted.***** 

 

3. _____Waivers/Permissions.   

A.  ____  Waiver for 21 day hearing period. 

B. _____ Request for Exemption, i.e. engineered plans, tree line, contours etc. 

C. _____ Permission to Access Site 

 

4. _____Abutter Notification.  Abutter Notification is only required for projects subject to review under 

the Andover Wetlands Protection Bylaw (the Bylaw). Please refer to the Bylaw Fact Sheet for 

more information.  If the project is work being done on a house or residence constructed prior 

to January 1, 1999 the Bylaw generally does not apply.  The Bylaw Fact Sheet is here:  Bylaw Fact 

Sheet 

A. Contact Andover Conservation Staff via email at cdpconservation@andoverma.us to obtain an 

abutter’s list of abutters within 100 feet of the property.  Note:  this is only applicable for projects 

subject to the Bylaw. 

B. Abutter Notification Form to be sent via certified mail or certificate of mailing not less than 7 calendar 

days prior to the public hearing.  The form shall clearly state the date, time, and location of the 

hearing.  If the hearing is to be held virtually, the place to locate the link for the hearing shall be 

provided as well. 

C. A copy of the completed Abutter Notification Form must be emailed to Conservation staff at 

CDPConservation@andoverma.gov for review and approval prior to mailing.  This review may take 

up to 2 days so please allow sufficient time prior to the mailing deadline. 

D. Proof of mailing of the completed Abutter Notification Form to be forwarded to Conservation Staff 

prior to the hearing date. 

 

5.  ____ Fees.   

A. A legal ad fee in the amount of $145.00 made payable to the Town of Andover via check is to be 

included with the Application.  The Town of Andover does not charge this fee – the Lawrence Eagle-

Tribune does – and public notification in a newspaper is a requirement under the Wetlands Protection 

Act and the Andover Wetlands Protection Bylaw.  Andover Conservation staff coordinate publishing of 

the legal add with Eagle Tribune staff.  Fees are due and payable at the time of application.  The 

application will be deemed deficient and the application will not be accepted if the payment is not 

included. 

B. If you elect to have Conservation Staff record an approved Determination of Applicability permit at the 

Essex North Registry of Deeds on your behalf, also include a check for $105.00 made payable to the 

“Commonwealth of Massachusetts” with your application.   More information on this process is 

available in the last section of this set of instructions under the heading “After the Andover Conservation 

Commission Meeting.”  Review this section of the instructions before submitting your application.   

C. Bylaw Fee.  If the project is subject to the Andover Wetlands Protection Bylaw, an additional fee in the 

amount of $250.00 made payable to the Town of Andover is also required upon filing of an application.  

Please see the Bylaw Fact Sheet about the applicability of the Andover Wetlands Protection Bylaw 

available here:  Bylaw Fact Sheet 

If the Bylaw isn’t applicable for your project, then this $250.00 fee is not required.   

 

6. ____A copy of the current property deed if available.   

 

 

 

 

https://andoverma.gov/DocumentCenter/View/12038/Andover-Wetlands-Protection-By-law-Fact-Sheet
https://andoverma.gov/DocumentCenter/View/12038/Andover-Wetlands-Protection-By-law-Fact-Sheet
https://andoverma.gov/DocumentCenter/View/12038/Andover-Wetlands-Protection-By-law-Fact-Sheet


3 

 

     7.    ____Acknowledgement that you (the applicant or the applicant’s representative) have read the 

               following documents: 

            A. The Wetland Permitting Applicant’s Guide (provided by the Town of Andover Conservation 

            Department); and  

            B.  The Instructions and Supporting Materials for Requests for Determination of Applicability 

           (provided by the Massachusetts Department of Environmental Protection). 

   

Applications which are incomplete will not be accepted/“stamped in” or placed on a Conservation 

Commission Meeting Agenda until the application is complete. 

 

AFTER THE ANDOVER CONSERVATION COMMISSION MEETING 

 

If your permit is approved through a vote of the Andover Conservation Commission at a meeting, the Conservation 

Commissioners will need to physically sign the original Determination of Applicability permit.  After the 

Conservation Commission signatures are obtained, the next step is for the Determination of Applicability permit to 

be recorded at the Essex North Registry of Deeds in Lawrence.  There are two options whereby this process can be 

completed.   

 

Option 1:  Applicants Complete the Recording Process at the Registry. 

 

If applicants prefer to record the Determination of Applicability permit themselves, the permit will be mailed, from 

the Andover Conservation office via Certified Mail - to the applicant.  This original, hard copy Determination of 

Applicability permit can then be recorded at the Northern Essex District Registry of Deeds (the Registry), which is 

located at 1 Union Street, Suite #402, in Lawrence, Massachusetts.  The cost of recording the Determination of 

Applicability is $105.00, which will be charged at the time of recording. 

 

The Registry’s website is here:  https://massrods.com/essexnorth/ 

As of March 2025 the Registry’s recording hours are as follows:  Monday through Friday, 8 AM to 4 PM.   

 

Importantly, the proof of recording information from the Registry must be provided to Conservation Staff prior to 

any work beginning on the project. 

 

The proof of recording information consists of the Registry’s stamp in the upper right hand corner of the 

Determination permit document.  The Registry’s stamp looks like this:   

 

 
 

Once you have recorded the Determination permit at the Registry, scan or take a photo of the front page of the 

Determination permit document with this Registry stamp on it.  Email this scanned copy or picture to 

CDPConservation@andoverma.us and/or to Lynn Viselli – lynn.viselli@andoverma.us - and Ben Meade  - 

Benjamin.meade@andoverma.us. 

 

Please keep in mind that Conservation Staff cannot sign off on your building permit until proof of recording 

information for the Determination of Applicability is provided to our office. 

https://massrods.com/essexnorth/
mailto:CDPConservation@andoverma.us
mailto:lynn.viselli@andoverma.us
mailto:Benjamin.meade@andoverma.us
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Option 2.  Conservation Staff Complete the Recording Process at the Registry.  

 

To assist applicants, as an additional service Andover Conservation Staff are able to record the original 

Determination of Applicability permit at the Essex North District Registry of Deeds on your behalf.  If you elect to 

have Conservation Staff record the Determination of Applicability permit, please include a check made payable to 

the “Commonwealth of Massachusetts” in the amount of $105.00 and include this check with your Request for 

Determination of Applicability application.  

 

Conservation Staff are pleased to provide this additional service for applicants.  It will likely save applicants time 

and the effort of an additional logistical step in the wetland permit application process.  Conservation Staff are 

familiar with the Registry’s processes, are able to make regularly scheduled appointments there, and are glad to help 

with this part of the process for applicants.   

 

A copy of the recorded Determination of Applicability permit will then be emailed to the applicant and the original 

hard copy will be mailed to the applicant. 

 

By choosing this second option, the timeframe for recording the Determination of Applicability permit and signing 

off on the building permit can be shortened from from a few weeks to about a week’s time. 

 

   

 

 

 

 

 

 

__________________________________________________                          ______________________________ 

Signature of Applicant or Applicant’s Representative                Date 
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