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SPECIAL PERMIT AMENDMENT CHECKLIST  

 
CITY OF WORCESTER PLANNING BOARD  

455 Main Street, Room 404; Worcester, MA  01608 
Phone 508-799-1400 - Fax 508-799-1393  

 
 
STEP 1: SUBMIT AN APPLICATION PACKAGE INCLUDING AN ORIGINAL AND FIFTEEN (15) STAPLED 
COPIES OF THE FOLLOWING IN THIS ORDER TO THE DIVISION OF PLANNING & REGULATORY SERVICES 
(DPRS): 
 
A. New Zoning Determination Form  

 Form is provided by the Division of Code Enforcement located at 25 Meade Street. 
 Form must be signed by an authorized Code Enforcement staff member. There is no fee for the zoning 

determination form.  
 
B. Letter explaining what the proposed changes are. 
 
C. New Application 

 A new application with original signatures by all petitioners. 
 
D. New Certification of Tax/Revenue Collection Compliance 

 All current owners of subject property and applicants must certify that all local taxes, fees, assessments, 
betterments, or any other municipal charges of any kind are current with the City Treasurer’s Office. 

 
E. New Certified List of Abutters  

 The original, signed by the Assessor (first floor, City Hall). 
 
F. New Plan of Land depicting changes - See new application checklist for requirements. 
 
G. Original Decision 

 Copy of the original decision for the original approval that was filed with the City Clerk. 
 
H. Original Plan of Land 

 Plan from original approval. You may use a reduced copy (11 x17). 
 
I. Original Rendering, if any  
 
J. New Rendering, if any changes to original 
 
 

 
STEP 2: ALONG WITH THE APPLICATION PACKAGE, SUBMIT THE FOLLOWING TO DPRS: 
 
A. Two Sets of Stamped Envelopes with Assessor’s Address Labels for abutters and the applicant.  

 Create two (2) separate sets of stamped envelopes with Assessor’s abutters’ address labels obtained 
from the Assessor’s Department (see above). 

 Include two stamped, addressed envelopes for each applicant. 
 The return address on the envelopes should be: City of Worcester, Division of Planning; 455 Main 

Street, Room 404; Worcester, MA  01608. (Please note: This office has a return address stamp for 
your convenience if you wish to use it.) 

 These envelopes will be used by DPRS to send notices of the public hearing and outcome. 
 
B. Appropriate fee (consult application fee schedule). Please make checks payable to the City of Worcester. 
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STEP 3: FILE ORIGINAL APPLICATION WITH THE CITY CLERK (2nd floor, City Hall). Your application must be 

processed by the Division of Planning & Regulatory Services before filing with the City Clerk. 
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