
REQUIREMENTS FOR SUBMISSION OF AN APPLICATION 
FOR 

DESIGN REVIEW BOARD INITIAL REVIEW 
 
 

1. Application filled out in duplicate and signed by owner of property in all 
places applicable to the work being done along with the Building Permit 
Application. 

2. Provide 2 copies of an up-dated Survey showing all existing improvements 
(house, garage, decks, etc.) 

3. Copies of Nassau County Board of Assessors form, in duplicate, completely 
            filled out and signed. 
4. Copies of Workman’s Compensation Insurance Certificate (C105.2) and 

Disability Insurance Certificate (DE120.1) and Liability Insurance with 
Village named as Certificate Holder, and your license from Nassau 
County or Towns. 

5. Two (2) complete sets of plans signed and sealed by an Architect or Engineer 
licensed by the State of New York. Computer printout showing compliance 
with new IBC Energy Code must be submitted with plans. (See 
www.energycodes.gov for info). 

6. Check made out to: Inc. Village of Russell Gardens for the Building Permit Fee 
which is non-refundable and Design Review Board fee (non-refundable). 

7. Indicate if dumpster will be required. If so, dumpster cannot be placed on any 
Village street, but must be placed on homeowner’s property. A fee of $10.00 
must be paid before placing dumpster on property. 
 
Once application is reviewed for Zoning compliance, it will be forwarded to the 
Design Review Board for determination to see if it is a Major Application or 
Minor Application. 
 
Please see attached additional requirements. 
 
 

NOTE: ALL OF THE ABOVE DOCUMENTS MUST BE SUBMITTED BEFORE 
ANY ACTION WILL BE TAKEN ON YOUR APPLICATION. 
 
Appointment is to be made with the Building Inspector for final inspection. A Fire 
Underwriter’s Certificate is required where necessary. 
 
 
 
INC. Village of Russell Gardens 
6 Tain Drive, Great Neck, NY 11021           
 
 
 



 
ALTERATION     
Any structural or nonstructural change or addition to an existing building or structure, 
excluding the ordinary repair or replacement. The addition or removal of any window, or the 
change in size or shape of an existing window, and the replacement of an entire roof, or 
section thereof, with a material or color that is different from the existing roof shall be 
deemed to be an “alteration”. 
 
The repair, replacement, alteration or addition to an existing building or structure of 40% or 
more of its floor area or walls shall be considered new construction. 
 
DRIVEWAYS        
All spaces for the parking of vehicles must be depicted on a driveway plan and approved by 
the Board. Circular driveways are prohibited. Only driveways and parking areas depicted on 
a driveway plan approved by the Board are permitted. Driveways, parking pads and parking 
areas are prohibited within the first 40 feet of a front yard measured from the property line 
that abuts the street, except for the driveway approved by the Board. 
 
MAJOR APPLICATION    
A major application before the Board shall include all applications that are not deemed minor 
applications that involve an alteration to the existing façade of a building or structure. 
 
When like kind materials are not available for façade finishes, the entire façade must be 
replaced and such application shall constitute a major application. 
 
MINOR APPLICATION 
A minor application before the Board shall include the repair or partial replacement or 
alteration of exterior façade elements to an existing building or structure with comparable 
materials of like kind and quality which will match the color and design of the existing 
façade. 
 
The repair or replacement of windows, roof shingles, siding and other façade materials or the 
painting of a façade shall constitute a minor application when like kind materials are used. 
 
The repair or replacement of a walkway or driveway proposed in the same location, with the 
same dimensions, shall constitute a minor application when like kind materials are used. 
 
The repair or replacement of like kind air conditioning units and other outdoor equipment 
shall constitute a minor application provided the location of these structures were previously 
approved by the Board and no significant change is proposed that would impact abutting 
properties. 
 
The repair or replacement of an entire roof which does not change the existing roof line shall 
constitute a minor application. Where an entire roof is being repaired or replaced, the 
applicant may propose different material provided such material is consistent with the 
architectural style of the building. Where only a part of the roof is repaired or replaced, the 



applicant must use like kind shingles of the color and quality. If such material is not 
available, the applicant must replace the entire roof. 
 
MASSING 
1. Large undifferentiated volumes and/or wall surfaces are prohibited. 
2. Abrupt transitions between volumes of a building shall be avoided. 
3. In single-family dwellings, pitched roofs are required for no less than 
    Three-quarters (3/4) of the surface area of the building’s roof structure. 
4. Pitched roofs should consist of at least two (2) sloped surfaces except when 
    Adjoining higher vertical surfaces (i.e. shed, roofs). Neither sloped surface 
    Should be less than one-third (1/3) the length of the longer side. 
5. Pitched roofs shall have a minimum pitch of 1:3 except for dormers and shed 
    Roofs. 
6. The front façade of a single-family residence must have a pitched roofline as 
    Defined herein. 
 
MATERIALS 
Designs will rely on a limited palette of materials for the main body of the building, 
excluding the roof. These materials will be limited to: brick, brick veneer, cement  
products with the appearance of brick; brick stucco; stone, stone veneer, cement 
products with the appearance of stone; wood shingles or wood clapboard. These 
products may be used individually or in combination thereof. When appropriate, 
these surfaces shall be relieved by trim, molding and other decorative elements 
such as shutters and other design elements. 
 
LANDSCAPING 
The use of evergreen plant material (e.g. pine, cedar, hemlock, holly, laurel, yew, 
pachysandra, myrtle, etc.) is required to ensure that any planned visual buffers function 
effectively year-round. All applications for the removal of trees shall be governed by 
the standards set forth in Chapter 51A-6. 
 
COLOR 
The Board encourages the use of colors, singly or in combination, which is consistent 
with the visual character of the existing buildings and landscape of the Village. 
Strident color schemes and/or colors which compete with the colors of the natural 
landscape are prohibited. 
 
FENCES 
All proposed fences must comply with Chapter 60-59.2. 
 




























