
Category A Site Plan Review Process – Concept
Pre-Application Meeting between 

applicant, Town Staff and Town 

Engineer

Applicant submits Concept Site

Plan application, fee, and 

accompanying req’d ,materials

Department of Planning & 

Inspections processes Application

Town Planner reviews Major Site 

Plan for completeness 

Public Works Dept Town EngineerElectric Dept

Technical Advisory Committee –

Internal Review & Meeting to 

Compile Town Comments 

Town Planner refers application to 

Planning Commission with staff 

report and recommendation

Planning Commission reviews Concept 

Category A Site Plan and provides general 

design guidance and recommendations

Applicant Actions

Meetings

Town Actions

Color Key

Town Council reviews Concept Category A Site 

Plan and provides general design guidance and 

recommendations



Category A Site Plan Review Process – Preliminary

Applicant submits Category A 

Preliminary Site Plan application, fee, 

and accompanying req’d ,materials

Department of Planning & Inspections

processes Preliminary Plan Application

Town Planner reviews Major Site 

Plan for completeness 

Electric Dept Town EngineerPublic Works Dept

Technical Advisory Committee – Internal 

Review & Meeting to Compile Town Comments 

Town Planner refers application to 

Planning Commission with staff 

report and recommendation

Board of Adjustment 

Review ONLY IF 

APPLICABLE

Planning Commission reviews Preliminary 

Category A Site Plan at public meeting and 

makes recommendation to Town Council 

Town Council reviews Preliminary Category A

Site Plan at public meeting – 4 options: (Approve, 

Approve w/ conditions, Disapprove, Table)

Approve 

Application

Approve Application 

with Conditions

Deny 

Application

Table 

Application

Proceed to Final 

Plan review

Address Conditions of 

Approval and proceed 

to Final Plan Review

Plan of Action to 

be discussed 

with Town Staff

Provide additional 

information and/or 

make req’d changes, 

and resubmit 

Applicant submits 

Site Plan to Office of 

State Planning 

Coordination for 

Preliminary Land 

Use Service (PLUS 

Review)



Category A Site Plan Review Process – Final

Applicant submits Final Category A

Site Plan to address local & state

agency comments

Public Works Dept Electric Dept Town EngineerTown Planner

Compliance Review Meeting – Internal 

review of revised site plan to ensure 

compliance with agency comments and Town 

Council conditions of approval

Regulations & Conditions 

MET

Regulations & Conditions 

NOT MET

Applicant provides 

final approvals from 

all applicable local, 

county, state and 

federal agencies

Town Planner notifies 

applicant that all reviews 

and approvals have been 

completed

Town Manager & Town 

Engineer sign Site Plan 

to indicate Final 

Approval

Category A Site Plan recorded 

with Kent County/NCC 

Recorder of Deeds

Town Planner and/or Town 

Engineer draft and send 

additional review letters until 

all comments and conditions 

have been addressed

Town Engineer drafts 

and executes Public 

Works Agreement – IF 

APPLICABLE

Proceed to Building 

Permit Submission

Applicant submits 

Construction Plans 

to Town Engineer

Town Engineer reviews 

Construction Plans in 

consultation with Town Staff

Applicant submits revised 

Construction Plans addressing 

Town Engineer comments

Town Manager & Town 

Engineer approve and 

sign Construction Plans


