
1

Pre-Application Meeting

The applicant reviews the 
proposed development with 

Town staff to understand 
permitting procedure prior to a 
formal application for review.

2

Site  Plan Review Formal 
Application Submittal

The proposed development is 
formally submitted with 

required documents for review 
by the applicant. 

3

SPR Committee  
Review Meeting

The Planning Department 
schedules a meeting with the 

applicant to review the project 
and discuss preliminary 

comments and coordination. 
Subsequently planning staff 

issues formal zoning comments 
for the applicant to address. 

4

Apply for Special 
Exception and/or 

Variance (if required)

Should a special exception or 
variance be required for the 
development, the applicant 

must receive approval from the 
Board of Zoning Appeals prior to 

SPR approval.

5

Resubmit as Needed 
until Site Plan Review is 

Approved

The applicant will 
communicate back and forth 

with the Planning Department 
to provide responses to issued 
comments until all comments 

have been satisfied.

6

Apply for Zoning Permit 
and Submit Building Plans 

for Review and 
Permitting

After the applicant has 
addressed all comments and 
staff has approved SPR, the 

applicant will formally apply for 
a zoning permit and submit for 

building plan review through the 
Building Services Department. 

7

Schedule Zoning 
Final Site Inspection

The applicant will schedule a 
final zoning inspection. This final 
zoning inspection is conducted 

after landscape has been 
installed. 

START

Site Plan Review Process

Site Plan Review (SPR) is a process used to 
examine all proposed developments, except 
for single family detached residential, 
for the purpose of ensuring compliance 
with local and state requirements. The 
purpose of a site plan review is to ensure 
that all applicable requirements of the 
zoning ordinance are complied with prior 
to the issuance of a zoning and building 
permit. The SPR Committee consists of 
representatives from various state and 
local agencies who will address the 
issues of the project including zoning, 
building codes, health standards, 
traffic/highway regulations, 
drainage/road requirements, compliance 
with wetland regulations, and Storm 
Water regulations. 
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4

Apply for Special 
Exception and or Variance

 (if required)

Should a special exception or 
variance be required for the 

development, the applicant shall 
receive approval from the Board 
of Zoning Appeals prior to SPR 

approval.

5 

Apply for Landscape and 
Tree Preservation Board 

Approval 

(if required)

Should a  tree preservation plan 
be required for the proposed 

development, the applicant shall 
receive approval from the TPB 

prior to SPR approval.

5

Resubmit as needed until 
site plan review is 

approved

The applicant will go back and 
forth with the Planning 
Department to provide 

responses to issued comments 
until all comments have been 

satisfied.

6

Apply for Zoning Permit & 
Submit building plans for 

review & permitting

After the applicant has 
addressed all comments and 
staff has approved SPR, the 

applicant will formally apply for 
a zoning permit and submit for 

building plan review through the 
building department. 

7

Schedule zoning final 
site inspection

The applicant will schedule a 
final zoning inspection. This final 
zoning inspection is conducted 

after landscape has been 
installed. 

START

Site Plan Review Process

Site Plan Review (SPR) is a process used 
to examine all proposed developments, 
except for single family detached 
residential, for the purpose of ensuring 
compliance with local and state 
requirements. The purpose of a site plan 
review is to ensure that all applicable 
requirements of the zoning ordinance 
are complied with prior to the issuance 
of a zoning and building permit. The SPR 
Committee consists of representatives 
from various state and local agencies 
who will address the issues of the 
project including zoning, building codes, 
health standards, traffic/highway 
regulations, drainage/road 
requirements, compliance with wetland 
regulations and Storm Water 
regulations. 
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