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Developer / 

Contractor Meets 

with Staff

Conduct 

Preliminary 

Review

Is 

Zoning Action or 

Other  Approval 

Needed?

Meet with PED, 

Zoning, Project 

Facilitator to 

Identify  Project 

Constraints

Yes

Submit Site Plan 

Application

No

Date Stamp 

Application and 

Forward to Clerical 

Support

Enter into 

AMANDA and 

Create Folder

Send Copies of Application, 

Tentative Meeting Date and 

Site Plan to Site Plan Review 

Committee Members and 

District Council

Is Application 

Complete?

Inform Applicant of 

Incomplete / 

Missing Items

Revise Site Plan 

and Resubmit

No

Place Project on 

SPRC Agenda and 

Email it to Members, 

Applicant and 

Interested Parties

Yes

Review Plans, 

Generate Comments 

and Forward to Site 

Plan Reviewer for 

SPRC Meeting

Collect Comments 

and File in Site 

Plan Folder

Conduct 

SPRC 

Meeting

Other Agency Plan 

Review and Approval 

Processes, As 

Needed

Email Meeting Summary 

to Applicant, SPRC Staff, 

District Council and City 

Council including and 

Conditions of Approval.

Applicant May 

Begin Building 

Plans at This 

Point, if Desired

1

Forward Copy of 

Application to 

Appropriate City 

Council Member(s)
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1 Revise Site Plan 

and Resubmit

Distribute Revised 

Plans to SPRC 

Members with 

Comments

Review Revised 

Site Plan and 

Return Comments 

to Site Plan 

Reviewer

Can Site Plan Be 

Approved/Given 

Final Approval?

Send Email to 

Applicant with 

Summary of 

Comments from 

SPRC Staff

Compose Letter of 

Approval to Applicant, 

Including Parkland 

Dedication and Other 

Fees and Permits (as 

Applicable) 

Send Letter and Stamped Copy 

of Approved Site Plan to 

Applicant, Public Works Sewer/

Traffic, Site Plan Folder and DSI 

Address File. Send Copies of 

Letter to City Council Members 

and PED

Begin or 

Continue 

Building Plan 

Review 

Process

Enter Approvals in 

AMANDA

Create Zoning 

Inspection Task 

One Year From 

Approval Date

No

Yes
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Call / Email to 

Schedule 

Preliminary 

Meeting to Review 

Building Plans

Hold Preliminary 

Meeting to Review 

Plans and Inform 

Applicant of SAC 

Determination

Assist Plan 

Reviewer as 

Appropriate

Create Notes and Email 

Copies to Construction 

Plan Reviewer and Other 

Department 

Representatives

Submit 

Application and 

Building Plan

Does Application 

have Public 

Works Stamps?

Obtain Public 

Works Stamps and 

Resubmit 

Application 

No

Enter Building 

Permit Application 

Information into 

AMANDA (by 

address)

Yes

Generate Permit 

Application 

Number and Set 

Status to 

“Pending”

Forward Building 

Permit Application 

to Building Plans 

Reviewer

Begin Review Process, Verify 

SAC Received, and Distribute 

Plans for HVAC Review; Track 

Plans in AMANDA and Change 

Status to “Under Review”

Is Building 

in a Historic 

District?

Review Process 

Inserted into 

AMANDA

Review 

Property for 

Historic 

Preservation

Yes

Review Plans for 

Life Safety and 

Other Outstanding 

Issues

No

Is Business 

License 

Required?

Assist Business 

Owner / Operator 

to Obtain Business 

License

Yes

What Licenses 

Are Needed?

State 

Licensing 

Process for 

(Food, Pools 

and Lodging)

State

Licenses

City Licensing 

Process for 

City

Licenses

No
1
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                                      HVAC/Environmental, River Corridor, and Erosion Control  
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1

Review for All 

Required Sign-

Offs and Verify 

Site Plan Approval

Has SAC 

Determination 

Been 

Submitted?

Scan SAC 

Determination Into 

AMANDA File

Contact 

Metropolitan 

Council to Verify 

SAC Fee

Are All Sign 

Offs in 

AMANDA? *

Notify Applicant of 

Outstanding 

Issues

Yes

No

Submit Revisions

Approve Plans and 

Enter into 

AMANDA

Yes

Notify Applicant of 

Approval and Outstanding 

Fees (SAC, Parkland 

Dedication, Plan Review, 

Building Surcharge)

Pay for Building 

Permit and Pickup 

Plans

Process Payment 

and Double Check 

if Any Permit 

Application Data 

has Changed

Go to 

Commercial 

Development 

Inspection

Process

No
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r Submit Permit 

Application for 

Trades via Mail, 

Online, Fax or at 

Counter

Is Contractor 

License 

Current?

Submit 

License 

Application 

and Fee

No

Enter Permit 

Application 

Information into 

AMANDA and 

Confirm Fee

Permit Application 

Number Assigned 

and Fees 

Calculated

Pay Fees

Yes
Update AMANDA 

with Paid Fees

Forward Plans to 

Applicable Trades 

Inspectors for 

Review

Review (HVAC, 

Mechanical and 

Plumbing) Plans

Can 

Application Be 

Approved?

Mail Approved 

Permits to 

Applicant

Yes

Email Approved 

Permits

Notify Applicant of 

Deficiencies
No

Correct 

Deficiencies and 

Resubmit

Receive Approved 

Permits

Call Inspector to 

Schedule Site Visit

Building Inspector 

Conducts 

Inspections

Enter Results into 

AMANDA

Is a Follow-Up 

Inspection 

Required?

Yes

1
No

Trade Inspection 

Task List Created
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1 Schedule Trades 

Inspections

Trades Inspectors 

Conduct 

Inspections

Enter Results into 

AMANDA

Is a Follow-Up 

Inspection 

Required?

Schedule Final 

Inspection

Yes

No

Conduct 

Inspections

Inspect Building

Inspect Site

Enter Permit 

Approvals into 

AMANDA

Can Permitted 

Work be 

Approved?

Correct 

Outstanding 

Issues Based on 

Approval Plans 

and Specifications

Schedule 

Additional 

Inspection and 

Submit Fees

No Is Building 

Work 

Complete?

Is Site Work 

Complete?

Yes Yes

Issue Temporary 

Certificate of 

Occupancy

No

No

2
Issue Certificate 

of Occupancy
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2
Create Building 

Certificate of 

Occupancy

Send C.O. to 

Building Official 

and Fire Inspector

Send Letter to 

Applicant Notifying 

C.O. Issuance (Good 

for One Year)

Set Fire Inspection 

Recheck in One 

Year

Receive Certificate 

of Occupancy

Close-Out Project 

in AMANDA
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