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APPLICATION CHECKLIST 

                                          NOTICE OF INTENT (NOI) 
 
This checklist must be completed, signed and submitted with any Notice of Intent (NOI).  One copy of this checklist 

is required to be submitted along with the two paper copies of the NOI submitted to the Andover Conservation 

Department, including plans.    

 

All required information and notifications must be included in order for the application to be considered complete.  

 

Note:  NOI applications and their required supplemental materials are complex.  Completion and filing of NOIs are 

best handled by professional(s) such as wetland scientists, engineers, land surveyors, or a combination of these 

professionals and others.  Supplemental materials that may be required include a site-specific instrument survey, a 

wetland delineation, a plan drawn and stamped by a professional engineer, a stormwater management analysis, and/or 

other documents and information. 

  

 
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. 

 

One (1) paper copy of the entire application shall be mailed by certified mail or hand delivered by the applicant to 

the Massachusetts Department of Environmental Protection (MassDEP) at this address: 

MassDEP Northeast Regional Office 

150 Presidential Way 

Woburn, MA 01801 

 

Step 1_______.  Review the Notice of Intent Instructions and Supporting Materials available on the 

MassDEP website here:   https://www.mass.gov/how-to/wpa-form-3-wetlands-notice-of-intent 

 

Step 2_______.  Review the Following on the Andover Conservation Permits and Applications website:  

 

Town of Andover’s Applicant’s Guide for Wetland Permitting 

Town of Andover Applicant's Guide for Wetland Permitting 

 

Town of Andover’s Wetlands Protection By-law, Regulations, and By-law Fact Sheet   

 

The Town of Andover’s Wetlands Protection By-law is here: 

Town of Andover Wetlands Protection By-law 

 

The Town of Andover’s Wetland Protection Regulations are here: 

Town of Andover Wetland Protection Regulations 

 

The Town of Andover’s Wetland Protection By-law Fact Sheet is here: 

Town of Andover Wetlands Protection By-law Fact Sheet 

 

Step 3_______.  Download and complete the Notice of Intent form (WPA Form 3) from the MassDEP 

website here:  https://www.mass.gov/doc/wpa-form-3-notice-of-intent-0/download 
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The same NOI application can be used for submitting an NOI application under the Wetlands Protection Act 

and the Town of Andover’s Wetlands Protection By-law.  Many – but not all – projects are jurisdictional under 

both sets of regulations. 

 

Step 4______.  Assemble the appropriate application materials and supporting documents.   

At a minimum, these documents may include (but are not limited to) the following: 

 

4A:  The completed and signed WPA Form 3 – Notice of Intent. 

 

4B:  A clear project narrative that provides the following:  scope of work, wetland resource area description and 

delineation details, summary of existing conditions, summary of proposed conditions, construction details, any 

other pertinent information.  Tell the story of what you want to accomplish. 

 

4C:  NOI Wetland Fee Transmittal Form with the appropriate payments. 

 

Note:  The NOI Wetland Fees vary by the type of project that is being applied for.  Fees are due to the 

both the Town of Andover and the State of Massachusetts, so you will need multiple checks.   

 

4D:  Andover By-law fee.  Please refer to pages 14-16 of the Town of Andover Wetland Protection Regulations 

for fee amounts.  The fee amount will vary based on the specifics of the proposed project. 

 

4E:  Legal advertisement fee for $185 by check made payable to the Town of Andover. 

 

Note:  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 By-Law.  Andover Conservation staff coordinate publishing of the legal ad 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. 

 

4E:  Copy of certified abutters list (please see Step 5 for more information). 

 

4F:  Priority and Estimated Habitat Map, showing data from MA Natural Heritage.  These data are available on 

MassMapper, the MassGIS online data viewer.   

 

4G:  Plan set that clearly illustrates project details and that conforms to the requirements in the Notice of Intent 

Instructions and Supporting Materials.  Plans should include the following:   

• Location of the wetland resource area.  The wetland boundary should be flagged by a wetland scientist. 

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

            work and the wetland resource area. 

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

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

• 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 By-law. 

• 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. 
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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.***** 

 

4H:  Stormwater Management Report and pertinent details, if applicable. 

 

4I:  Copy of Town of Andover-specific waiver/permissions documents:   

____  Waiver for 21 day hearing period. 

_____ Permission to Access Site 

 

4J:  A copy of the current property deed if available.     

 

Step 5_____.  Assemble Certified Abutters List.   

 

5A:  Contact Andover Conservation Staff to obtain an abutter’s list of abutters within 100 feet of the property.  

Notifying abutters about an NOI filing is a requirement under both the state’s Wetlands Protection Act and the 

Town of Andover’s Wetlands Protection Bylaw. 

 

5B:  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.  

Abutters/interested parties must contact the Andover Conservation Office for the meeting link. 

 

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

cdpconservation@andoverma.us for review and approval prior to mailing to abutters.   

 

This review may take up to 2 days, so please allow sufficient time prior to the mailing deadline. 

 

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

hearing date. 

 

Step 6_____.  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 Notices of Intent 

           (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. 

 

 

_____________________________________________________  ________________________ 

Signature of Applicant or Applicant’s Representative   Date 
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