
Process Flow Chart for Boundary Line Adjustment (BLA) Plats, Plats of Vacation, 
Plats of Correction and Minor Subdivision Plats

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.

Pre-application 
meeting with Town 
to review purpose 

of plat

* Submission to 
ESI

* Plats accepted 
by ESI No

Yes

Applicant 
makes 

applicable 
changes

1st Submission of complete 
Land Development Application, 

Plats and related Deed (if 
applicable) to the Town for 

review

Central Plan 
Intake accepts plat 

for review

Yes, 
Application 
complete

No, 
Application 
incomplete

Applicant 
completes 
application 

package and 
resubmits

60 Day Town 
review begins 
(Town does all 

applicable 
referrals)

Town provides 
consolidated 

comment letter 
within 60 days 

Applicant addresses all 
comments, prepares 
comment response 

letter and highlights all 
changes on plat and 

related deed. 
(If applicable)

*Submission to 
ESI

Plats accepted by 
ESI?

NO

Yes

Applicant makes 
applicable 
changes

2nd submission of 
plats and deed (If 

applicable) to 
Town Notes: 

1.  Signature sets may be requested with earlier or later submissions 
depending upon the actual quality of plat and deed submitted to the 
Town for review.

*As Applicable

Central Plan 
Intake accepts 

plats and deed (If 
applicable) for 

review

YesNO

Applicant 
completes 
application 

package and 
resubmits to CPI

45 day 
Town 
review 
begins 
(Town 

does all 
applicable 
referrals)

Town provides 
consolidated 

comment letter 
within 45 days 

Applicant addresses 
final comments and 

highlights final 
changes on one set 

of plats

Applicant prepares 
signature set 
package for 

submission to Town

Signature Sets 
Submitted to Town

Central Plan 
Intake accepts 
plans for review

YesNo

Applicant 
completes 
application 

package and 
resubmits to CPI

45 day Town review begins 
(Town does all applicable 

referrals)

After review, is plat found to be in an 
approvable form?

No Yes

Town provides 
comments to 

applicant (for plat 
inserts)

Applicant makes 
changes to plats

Applicant sends one 
copy of affected 

sheets with changes 
highlighted to Town 

Project Manager

Town Project 
Manager verifies 

all required 
changes are 

correct

No Yes

No Yes

Applicant’s 
Attorney makes 

required changes 
and submits 

revised Deed back 
to Town Attorney

Town Attorney 
coordinates 

with applicant’s 
attorney to 

make required 
changes

Town Attorney reviews 
deed language

Plat and Deed sent to 
Town Attorney for 

review

Applicant sends 
new signature 
sets of plat to 
Town Project 

Manager

Deed approvable?

Town Attorney notifies 
DPR that Deed is in 

approvable form

DPR notifies applicant 
to obtain all required 

signatures on deed and 
submit executed deed 

to DPR

Applicant obtains all 
required signatures and 
submits executed deed 

to DPR

Executed deed 
forwarded to Town 

Mayor for final signature

Mayor signs deed and 
forwards to DPR

DPR marries signature 
sets of plat with 
executed deed

DPR notifies applicant 
that plat and deed are 
ready for recordation

Applicant picks up plats 
and deeds from Town 

and records them at the 
Loudoun County Court 

House

Applicant provides 
Town copies of 

recorded plat & deed

Plats signed “Approved”

Pre-submission 
meeting to review 

plat prior to 1st

submission

Is a deed required?

No

Yes

Plats signed 
“Approved”

DPR notifies applicant 
that plat is ready for 

recordation

Applicant picks up plats 
from Town and records 
them at the Loudoun 
County Court House

Applicant provides 
Town copies of 
recorded plat
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