Town of Leesburg
Coversheet Instructions

A guide for filling out the required
and necessary information on the
new TOL-DPR 11-2013 coversheet
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Fill out “TL” number as supplied by the front counter. A “TL” number can be obtained in advance of submission from
Christine Favereaux @ 703-771-2772.

Add associated plan in labeled box. If more room needed add reference sheet where info can be found.

Add sheet number.

(Keep text sizes as original sizes throughout the set.)
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Pick from the titles what type of plan is being prepared, pick only one. For example title could be:

- “Final Site Plan”
- “Construction Drawings”
-”Minor Site Plan”

or other as determined at pre submission meeting.
Add the project name and other legal information here. Text sizes in this box can be modified. No text less than 0.10”.
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Add engineering consultant information here. No text less than 0.10”.
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Move the marker to the appropriate column as necessary and add supporting information about required
information to the space at right. Additional spaces for plats, reports, studies, determinations,etc... This

information is required to be shown for plan approval.
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If the plan is a commercial development, fill out the site plan side of the zoning requirements and cross out the
subdivision (“ Construction Drawing” )side. If a residential subdivision is proposed fill out the subdivision( “
Construction Drawing” )side and cross out the site plan portion.
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Add a vicinity map at a scale of 1” = 1000’ with the site clearly labeled.
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Add the pro rata share information here. Check with Department of Public Works to see if and/or what would
apply to your site.

Town of

STUDIES, REFERRALS AND APPROVALS REQUIRED

FRIOR TO PLAN APPROVAL

Virginia

TOTAL PAAKING BRACES: Reguired:

woT oz
BEg m§ couumTs N
T AT A oA o i~
Fuas Locariom T
erT. o eomvincmenTaL BLETT Jruis sten ts smswer vo na povowne #w mata pon
[ waren
[ [ E
] wrmcn wemars w0 mx parn wen oarae semrr aee peatro
BTEERETATION oF Derd
o B} G N e
[ pep— E
: T §
E
WOTE: ALL REVISTONS WILL REQUTRE & REVIRED FEF SCHEDULE. = I =]
VICINITY MAP Qs
sarp Sians: 1 houn SHEET INDEX =811
3 coe st
SITE PLAN CONSTRUCTION DRAWINGS I Goncua morrs )
REQUIREMENTS & TABULATIONS TONING HEQUIREMENTS & TABULATIONS g TTRGAL BLIA & CONSTIETEN SEILY S o T £ O
1 mm 1) sowins 2 THIS APPROVAL 1S NOT A COMMITMENT
13 TO PROVIDE PUBLIC SANITARY SEWER m
#1 Peoscass use: @) aceoscn v, OR WATER. (=
3 oy oosTLeT 3 ovmay sasTaIr 5
o Town uns owr
I - =
81 SMClM EESEFTION AMPROWED LMISE s uTiow 8 oaTh apmovEE. 81 SMICEML EXCHFTION ARFRIID: LMESe st o AT arrD o
o e - e o 3 @
N s s . oras.y | 7 sma o cem mack: meguires; % X Y it or asy
P — | e e s s e N S g
W AME oF oPIN SACEResuLrea: % (7. e ac.) Praviges: % ar.or e | @) wamon or Lors
191 dia G ACTIV MISATI GUN SPACH SRR % ST or wsgereviesi__S___ (T, o a5.) | 1) sema o Lors [ F——
el & e
“: :: e :' :: ::: STORMWATER MANAGEMENT FRBITET HAME:
. oL - o aas L [ a—
L R L (r. ae acy liponsss: =
IS, or a5 | 1aN AREA OF PARCELISUTAST o0 (L Ry aaall ]
frwen: Jr ey ———— >
rrp | s amee o pemeeeuner e [
(rrp | 18 ama o sTagET Seccarson [CrN rr—— Ao, pIaTE O Co0 & TGS WOOR =
ey | o e e s, e : []
rp | e wnoe o anea: mesutres: 18T, o 2. Pravises: (ot o ac.) e A, EtaT R TR [ )
o | e oo o eSS
e ——— o . e o — P P
1. o aey | 2wt v memimee : winiem: o —— e e —— , 1 irbermg soguee) s St >
251 500 RS MEGUIRNT winimms_______ 751 Provisea: e o n e sseren B ne  werew  parie T
— Masy st Previsee [T [P —— e f—— ey e
. a1 oDt e ——— ey [e— e e wor E
- . - PR T PRSPOSD mARN OF FLoORS, OIS PRIR T APPROVAL NS T APPROVID TRANTSOS
oo e Ep— P v LR ek S— —
§1 TR MAGECAPPID P SPACH: R srovisea £ —
) TTAL WM ACCHSSIBLE MAMIECAPFYD FARKIL SPACKR RITeS: rroviens: [ .
41 TR Acant et SR o srovisa: bl
oF

IS TIEE



Fill out the fee schedule.
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Add the sheets of the planset here. If more room is needed, reference on what sheet the list can be found.
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Fill out required information for treatment within the shed and add the coordinates of the proposed BMP

facilities.
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Revision block to be used ONLY for revisions to an approved plan. Number embedded in triangle shall be next
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Revision block for engineer/consultants use at any time. If more room needed, add reference and sheet where
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Add the geotechical review and acceptance letter in this space. The Geotechnical recommendations are to be

apart of the plan set in the latter half of the planset.
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Consultant to fill out all required information. If not applicable, place “N/A” in space provided.
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This area has been provided to allow space for consultant to add specific, or other desired notes, not covered

in the standard notes.
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Consultant/engineer to add the required narratives in this space. If more space needed, continue and
reference sheet where info can be found.
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Important contacts list. Update as necessary.
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Consultant/engineer revision block for use at anytime.
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Typical Town of Leesburg details list to be completed by consultant/engineer. Move marker into appropriate
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information not able to fit on first 2 sheets.
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Consultant/engineer revision block as on previous sheets.
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Consultant/engineer professional seal/signature space as on previous sheets.
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You have finished the instructions for the new
cover and note sheets for the Town of Leesburg.

If you have any questions regarding the
information provided or need further help,
please give us a call :

Department of Plan Review
703-771-2740



	Town of Leesburg�Coversheet Instructions
	Coversheet
	Fill out “TL” number as supplied by the front counter. A  “TL” number can be obtained in advance of submission from Christine Favereaux @ 703-771-2772.�Add associated plan in labeled box. If more room needed add reference sheet where info can be found.�Add sheet number.�(Keep text sizes as original sizes throughout the set.)
	Pick from the titles what type of plan is being prepared, pick only one. For example title could be:�- “Final Site Plan” �- “Construction Drawings”�-”Minor  Site Plan”�or other as determined at pre submission meeting.�Add the project name and other legal information here. Text sizes in this box can be modified. No text less than 0.10”.�
	Add engineering consultant information here. No text less than 0.10”.�
	Move the marker to the appropriate  column as necessary and add supporting information about required information to the space at right. Additional spaces for plats, reports, studies, determinations,etc...  This information is required to be shown for plan approval.�
	If the plan is a commercial development, fill out the site plan side of the zoning requirements and cross out the subdivision (“ Construction Drawing” )side. If a residential subdivision is proposed fill out the subdivision( “ Construction Drawing” )side and cross out the site plan portion. �
	Add a vicinity map at a scale of 1” = 1000’ with the site clearly labeled. �
	Add the pro rata share information here. Check with Department of Public Works to see if and/or what would apply to your site.
	Fill out the fee schedule.
	Add the sheets of the planset  here. If more room is needed, reference on what sheet the list can be found.
	Fill out  required information for treatment within the shed and add the coordinates of the proposed BMP facilities.
	Fill out  required information  of prior approved waivers and modifications “AND” add any proposed modification requests  of DCSM standards to the tables below. Each modification and/or waiver will have a number imbedded in a triangle and on shown on the associated sheet next to area/item being modified. Separate submissions are required for modifications and waivers. 
	This space is for approvals by the Town, leave blank.
	Space for professional seal and signature.
	Space for Town date stamp, leave blank.
	Provide the Project Name, Owner and Consultant information in this space.  The “address, include zip code and telephone  number” note is instructional only and should be removed to make room for required information. No text less than 0.10”. If more room is needed add reference and sheet where info can be found.
	To be filled out by submitting engineer for “Revisions to an approved plan” only.
	Revision block  to be used ONLY for revisions to an approved plan. Number embedded in triangle shall be next to all revised (circled/bubbled) areas on corresponding sheets.  
	Revision block  for engineer/consultants use at any time. If more room needed, add reference and sheet where the info can be found.  
	General Notes sheet
	Add soils map and soils data in this space. *Remove the large font text placeholders before adding required info to this sheet.*
	Add the geotechical review and acceptance letter in this space. The Geotechnical recommendations are to be apart of the plan set in the latter half of the planset. 
	Town of Leesburg standard/required notes.
	Consultant to fill out all required information. If not applicable, place “N/A” in space provided.
	This area has been provided to allow space for consultant to add specific, or other desired notes, not covered in the standard notes.
	Consultant/engineer to add the required narratives in this space. If more space needed, continue and  reference sheet where info can be found.
	Important contacts list. Update as necessary.
	Professional seal space.
	Consultant/engineer revision block for use at anytime.�Add total sheets number.
	Add project name and information as done on sheet 1 
	Add consultant /engineer information as done on sheet 1 
	Typical Details and Construction Notes Sheet
	Typical Town of Leesburg details list to be completed by consultant/engineer. Move marker into appropriate column.
	Insert consultant/engineer legend, linteable and abbreviations here. Any unused space can be used for information not able to fit on first 2 sheets.
	Insert consultant/engineer information here.
	Add project  information here as it was done on previous sheets.
	Consultant/engineer revision block as on previous sheets.�Add total sheets number.
	Consultant/engineer professional seal/signature space as on previous sheets.
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