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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)

Submit Review 

Comments to Senior 

Site Plan Reviewer 1 

Day Prior to SPRC 

Meeting

Complete and 

Forward SPRC Notes 

to Applicant and 

Committee within 3 

Days of the Meeting
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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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