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Purchase Property 

and Call Zoning to 

Verify Set Backs, 

Design Standards 

and Requirements

Provide Set Backs, 

Design Standards 

and Requirements

Develop Plans

Submit Application 

for Plans Review 

and Building 

Permits

Note: Trades may run concurrently

Clerical Checks to 

Determine if 

“Rounds Have 

Been Made”

Does Application 

Include Public 

Works Stamps?

Obtain Public 

Works Stamp 

Verifying Address 

and Sewer 

Connection

No

Enter Building 

Permit Application 

Information into 

AMANDA

Yes

Permit Application 

Number is 

Assigned. Status 

is Set to “Pending”

Is there a 

Detached 

Garage?

Submit Separate 

Permit Application 

for Garage

Yes

Forward Permit 

Application(s) and 

Plans to 

Construction Plan 

Reviewers

No

Begin Building 

Plans Review

Are Plans 

Complete?

Is Property in 

a Historic 

District?

Review 

Property for 

Heritage 

Preservation 

Decision / 

Conditions

Yes

Correct Plans and 

Resubmit

No
Move Plans from 

Pending to Under 

Review and 

Forward to Zoning 

InspectorNo

Yes

Receive Plans 

from Construction 

Plan Reviewers

1

2

3
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1

2

3

Is Design 

Review 

Needed?

HPC Notifies 

Applicant and Plan 

review of Approval 

and Conditions and 

Updates AMANDA

Reviewer Logs 

Comments / 

Approvals into 

AMANDA

Design 

Review (if in 

High School 

Area conduct 

Site Visit)

Yes
Is a Variance 

Required?

No

Apply for Variance

Yes

Receive Variance 

Application and 

Determine Fee

Clerical Processes 

Fee

Board of 

Zoning 

Appeals 

Review

Review Building 

Plans and Permit 

Application

Board of Zoning 

Appeals Folder 

Created

Folder Number 

Created

Are Design 

Review and 

Variances 

Completed?

Receive Notice of 

Revisions and 

Submit Revised 

Site Plan

No

Review Revised 

Plans

Forward / Return 

to Construction 

Plans Review

Yes

Calculate Permit 

Fee, SAC, and 

Parkland 

Dedication Fees

Notify Applicant of 

Plan / Permit 

Approval and Fees

Update AMANDA 

with Fees

File Plan Sets and 

Forward a Set with 

Permit to Front 

Counter and Notify 

Applicant of Approval 

and Fees

Submit Permit 

Fees

Place Plans and 

Permit Application 

on Hold Until Pick-

Up

4
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4 Verify Contractor 

is Licensed

Verify Correct 

Contractor or 

Homeowner 

Information on 

Permit Application

Enter Contractor 

Information into 

AMANDA

Process Fee, 

Issue Permit and 

Return Plans to 

Applicant

AMANDA Creates 

Building Inspector 

To-Do List

Residential 

Development 

Inspection 

Process
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Phone Inspector 

to Schedule Site 

Visit

Building Inspector 

Conducts 

Inspection

Enter Results into 

AMANDA

Is a Follow-Up 

Inspection 

Required?

Yes
Schedule Building 

Trades Inspections

Building Trades 

Inspectors 

Conduct 

Inspections

No

Is a Follow-Up 

Inspection 

Required?

Yes
Schedule Final 

Inspection

Building Trades 

Conducts Final 

Inspection

Enter Results into 

AMANDA

Review for All 

Sign-offs and 

Approvals

Generate Build 

Certificate of  

Occupancy (CoO) 

Application

Mail Paper Copy and 

Email the Building 

Certificate of 

Occupancy to 

Applicant

Enter Results into 

AMANDA
No

Is an Additional 

Inspection 

Needed?

Yes

No

AMANDA Sends 

Email to Fire 

Inspection

Is the Building 

Owner 

Occupied?

No

End Process

Yes
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