
Process Flow Chart for Construction Drawings, Site Plan, Minor Site Plan, 
Site Plan Waiver, Modification to Approved Plans, Rough Grading Plans & Traffic Signal Plan

Central Plan Intake (CPI) – Department of Plan Review (DPR)

All meetings noted herein are highly encouraged and recommended in order to promote a more efficient and predictable plan review 
process.
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package and 
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(Town does all 

applicable 
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consolidated comment 
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consolidated 
comment letter, 
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post comment 

meeting with Town 
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(Town project 
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staff at meeting)

Post comment 
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to review all 
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changes on 

construction plan and 
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at meeting)
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to review all revised 
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2nd submission of 
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Notes: 

1.  Signature sets may be requested with earlier or later submissions 
depending upon the actual quality of plans & related documents   
submitted to the Town for review.

2.  The applicant shall be required to coordinate and submit directly to 
Loudoun County to obtain required building and grading permits.
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package and 
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45 day 
Town 
review 
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does all 
applicable 
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Town provides 
consolidated comment 

letter within 45 days 
(Applicable County fire 

Marshall and E&S 
comments as well as 

VDOT comments 
attached if received)

Applicant sets up 
meeting with Town 
project manager 
and meets with 
Town to discuss 
final comments

Applicant addresses 
final comments and 

highlights final 
changes on one set 

of plans

Applicant sets up 
meeting with Town 
project manager 

and meets to review 
highlighted plan set 

with applicable 
Town staff

Applicant prepares 
signature set 
package for 

submission to Town

Signature Sets 
Submitted to Town
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Intake accepts 

plans for review

Yes
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Applicant 
completes 
application 

package and 
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45 day Town review begins (Town 
does all applicable referrals)

After review, are plans found to be in 
an approvable form?

No Yes
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final comments to 
applicant (for plan 
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final changes to 
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documents
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improvements 
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changes are 

correct
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records all applicable plats
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performance bond

Town provides zoning 
clearance letter to 
Loudoun County 

(required for county to 
issue building permits 

as well as grading 
permits)

Plans signed approved 
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applicant for 
construction
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Applicant inserts all 
signature set plans at 

Town with revised 
insert sheets
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