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Developer or Consultant completes the Meeting Request Form requesting a 

Preliminary Meeting.  Form submittal and conceptual plans are required by 5:00 

p.m. the Monday prior to Thursday’s scheduled Development Review Meeting. 

Developer and Engineer meet with the Development Review 

Team to discuss the project requirements and the site plan 

application.  Written comments are not provided at the meeting 

and all comments are preliminary. 

A Site Plan Application, fee, 

3 sets of drainage 

calculations and 9 sets of 

folded plans are submitted to 

the Department of Planning 

for distribution to the Team. 

 

1
st
 Submittal: 3 weeks for 

Team to review & provide 

comments to Planning. 

Planning 

reviews 

comments  

Plans are approved and signed by the Development Plan Review Team.  No permits will be issued until Site 

Plan Approval is granted.  Approvals are valid for five (5) years.  A Land Disturbance Permit and surety must 

be submitted prior to any site work commencing.  A copy of the approved plan must remain on site during 

construction.  No deviation from the plan is permitted without the written consent of the Director of Planning. 

Resubmitted plans are 

distributed to the Team. 

 

2
nd

 & subsequent submittals: 

2 weeks for Team to review 

& provide comments to 

Planning. 

 

Consultant addresses 

Team comments and 

submits nine 9 sets of 

revised plans & 3 sets 

of calculations to the 

Planning Department  

Is plan 

approvable? 

Planning reviews 

comments. 

Is plan 

approvable? 

Planning compiles comments 

from all departments and sends a 

letter to the Developer identifying 

the deficiencies within 1 week. 


