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INFORMATION REGARDING NOTIFICATION PROCESS FOR PUBLIC HEARINGS 
 
 

 1.  PREPARATION OF LEGAL NOTICE 
Following scheduling of the public hearing by the Town Board, the Town Clerk will prepare the Legal 
Notice and email it to the applicant or professional who must mail the Notice to neighboring property 
owners as per Town Code and email the Notice to the Journal News for publication. 

 2.  MAILING OF LEGAL NOTICE 
Contact the North Castle Assessor’s Office to request a list of neighboring property owners within 250 
feet to be notified of the public hearing. The Assessor’s Office requires a minimum of one week’s notice 
and payment of $50 to prepare the mailing list and two sets of labels for your mailing of the Legal Notice. 
The Office can be contacted at 17 Bedford Road, Monday-Friday at 273-3000 x47.  Questions can be 
emailed to assessor@northcastleny.com. 

The Town Clerk’s Office will provide the official envelopes and Certificate of Mailing form.  Using  
the list of neighboring property owners and labels provided by the Assessor’s Office, mail the Legal  
Notice by First Class Mail.  The Legal Notice must be mailed no less than 10 days prior to the public  
hearing date, and no more than 20 days prior to the public hearing date.  The Certificate of Mailing  
(PS Form 3817 or 3877) must include labels for all neighboring property owners on the mailing list and  
must be postmarked and signed by US Post Office on the date of the mailing. 

 
3.  PUBLICATION OF LEGAL NOTICE 
Submit the Legal Notice to the Westchester Journal News here: 
https://legals.gannettclassifieds.com/legals/nys/index.html 

You will have to create your own account if you don’t already have one.  
A. Choose Westchester Journal News  
B. Choose “Govt Public Notices” from Classification Column.  
C. Choose Legal 2 Column full as your layout and copy/paste in the notice headline & text.  
D. Select publication date. The Journal News requires two or more days prior notice, not 

including weekends and holidays, for ad placement. The Legal Notice must be published no 
less than 10 days prior to the public hearing date and no more than 20 days prior to the 
public hearing date.  It is recommended that you purchase the Journal News for your records the 
day the Legal Notice is published. 

E. Make sure 1 Affidavit is checked. The Affidavit of Publication which must be submitted to the 
Town Clerk prior to the public hearing.

 

http://www.northcastleny.com/sites/northcastleny/files/file/file/gis_-_radius_notification_request_form_0.pdf
mailto:assessor@northcastleny.com
https://legals.gannettclassifieds.com/legals/nys/index.html


Note the following REVISED deadlines and information provided by the Journal News: 
 

Date of Publication Deadline Day Deadline Time 

Monday Wednesday  2 PM 

Tuesday Thursday 10 AM 

Wednesday Friday  10 AM 

Thursday Monday 10 AM 

Friday Tuesday  10 AM 

Saturday No paper printed   

Sunday Wednesday  2 PM 

 

 4.  PROOF OF MAILING AND PUBLICATION 
No later than 24 hours prior to the public hearing, the following must be submitted to the Town Clerk’s 
Office. 
 - List of Neighboring Property Owners prepared by the Assessor’s Office 

  -  Certificate of Mailing – PS form 3817 or 3877 postmarked by the US Post Office 
  -  Affidavit of Publication from the Journal News   
   If the Affidavit is not received prior to the hearing, the page from the Journal News  

  which includes the Notice and date of publication should be submitted to the Town  
  Clerk’s  Office.  Affidavit of Publication must be submitted to the Town Clerk’s Office  
  when received to complete the public hearing file. 

 
 
The public hearing will not be held without the required proof of mailing to neighboring 
property owners and proof of publication in the Journal News. At the public hearing, the 
Town Board may approve or deny the application or adjourn the hearing. 


