
ZBA Application Flow Chart 
 
  

Applicant fills out request 
for Abutter’s List 

Applicant prepares Application Package: 
1 original & 9 copies 

Applicant submits original application to the 
Town Clerk who stamps in the application, 

keeps original, and gives Applicant 10 copies.  

Applicant appears at scheduled hearing & presents  
case to the Board who will either vote or reschedule 

if more information is required 

If no appeal within 20 days, Applicant picks up 
certified copy of decision from Town Clerk 

Applicant prepares 2 sets of stamped 
and addressed envelopes. 

Applicant meets with 
the Building Inspector 

Town sends request to 
Assessor’s Office for processing 

Hearing date will be assigned 
by the Building Inspector 

 

Town mails list to Applicant 

Town prepares hearing notice and sends to 
newspaper with invoice being sent to 

Applicant 

Legal notice will appear in 
Reading Daily Chronicle 

1st set of envelopes is sent to abutters  
by Town with copy of legal ad 

 

Applicant files at Registry of Deeds in Cambridge. 

The Board has 14 days to submit  
the decision to the Town Clerk 

Applicant submits building permit application 
to Building Inspector to build in accordance 

with approved plans 

2nd set of envelopes is used to send a copy of 
the decision to the Applicant and abutters 

Applicant adds copy of stamped Application to 
each package and submits completed Application 

Package with $90 fee and reviews the 
package with Building Inspector 

 


