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Application Review Process  
 

Step 1: CNS Planning Assistant processes application per checklist in Appendix 1.   
 
Step 2: Planning staff determine and verify type of review required based on project 

specifications and zone district (39-12.02).  These processes include 
the following projects: 

1. Rezoning 
2. Planned Unit Development 
3. Site Plan approval 
4. Special Land Use  
5. Text amendments 
6. Site Condominium 
7. Subdivision plat 
8. Traditional Condominium 

 
Step 3: Zoning Administrator (ZA) Reviews: if the project meets established criteria 

(residential dwellings with 1-4 units, accessory structures, fencing, 
and signage), the ZA is responsible for the review.  Notices are 
only required for accessory dwellings.      

 
Step 4: Public hearing notices sent to residents within 300 ft. radius (min. 15 days 

prior to meeting or admin review), as required, depending upon 
project type and relevant zone district.    

 
Step 5: Legal notice sent to Holland Sentinel newspaper (min. 15 days prior to meeting 

or admin review) 
 
Step 6: Assistant enters project into BS&A and creates a folder in J Drive to house all 

applications and site plans. See instructions below (pg 8).  
 
            Organization of Electronic Packet 
             Posting on BS&A – combine document in following order:  
              1. Application and Narrative  
              2. Site Plan including Landscape Plan 
              3. Elevations, Photometric Map, etc.   
              4. Supplementary Information, i.e. Sustainability Checklist, lighting 

details  
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             Planning Commission Packet– combine into following 

categories:  
             1. Application and Supplementary Information   
                 - Application  
                 - Written Summary  
                 - Public Outreach Summary Report (if applicable)  
                 - Sustainability Checklist  
                 - Lighting Details  
              

                          2. Site Plan   
                             - Site Plan (most updated only)  
                             - Renderings (if applicable) 
                             - other maps if applicable          

 
                          *Note: If there are a lot of supplementary information documents, 

should include as a third category.  i.e., traffic study, etc.   
 
Step 7: Assistant emails Administrative Review Team a notice of the application, the 

location it is in BS&A and with a deadline for comments. 
 

Staff Report   

Step 1: Planner conducts a preliminary review and provides comments to 
applicant, as needed, of additional information or revisions.  

                  Step 2: Administrative Review Team reviews site plan and application 
materials 

Step 3: Staff write comments in their designated folder (see BS&A Folder 
Tree).   

Staff Comments must be received at least 6 days prior to the 
meeting or admin review date so that Planner has enough time to 
write the Staff Report. Public Comments must be received 8 days 
prior to the meeting or admin review date. 

Step 4: Staff marks their folder ‘Status’ as either: 

- Submitted: Indicates staff is still working on adding 
comments (yellow checkmark) 

 

- Approved: Indicates staff approves the site plan with or 
without conditions (green checkmark) 
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- Disapproved: Indicates staff does not approve the site 
plan as submitted (red checkmark) 

Step 5: Planner copies comments and conditions into staff report with a 
checklist platform. 

 

           Step 6:  Planner enters Conditions of Approval Checklists into the BP 
(Building Permit) and CO (Certificate of Occupancy) folders 
depending on where it belongs, located under Planner SPR.  If 
conditions haven’t been provided yet, the checkmark shall remain 
as Disapproved.  When conditions are all submitted, it shall be 
switched to Approved.  If some conditions have been provided, it 
should be noted as Submitted. 

 

Building Permit Process  
 

Step 1: Upon receipt of condition of approval materials, staff writes comments 
with dates under the BP or CO checklist item in BSA. This includes 
phone conversations.  

 
Step 2: Planner changes the checkmark color accordingly.  
 

Step 3: Building Inspector keeps track of folders in project and knows 
issuance of a Building Permit is approved by staff when the 
checkmarks are green. 

If checkmarks are still yellow, Planner will check with staff to ask 
for BS&A updates and will provide a deadline date. If comments 
and a change in checkmark is not made by deadline, Planner will 
assume approval is granted. 

If checkmarks are red, Planner will work with staff and applicant to 
obtain necessary information. 

 

Certificate of Occupancy  
 

             Steps 1-3 above are followed.  
 
          Step 4:  Planner conducts a Site Inspection to make sure that the following items 

are built according to the approved site plan:   
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- Building orientation and overall site layout  
- Landscaping  
- Exterior lighting fixtures match those approved  
- Parking spaces are striped and the number approved installed   

  
           Step 5:  Planner enters notes and approves or denies the Site Inspection in 

BS&A.   
                      
   See example below. 
 
 

 

 

Hardcopy Folders  
 

             Step 1: Assistant creates folder when they process the application and provides  

                      folder to Planner.    

         Step 2: Planner files folder in file cabinet in Senior Planner’s office until the 
development is built and the Site Inspection is approved.   

         Step 3: Planner moves folder into the cabinet for finished projects to stay for at 
most 5 years.  

         Step 4: File is put into a box to store downstairs – with list on box of files/dates.  
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Electronic Folders  
 

Create an electronic folder in the J Drive under Planning – CNS Planning Notices – 
year.  If an Administrative Review, put in ADMIN folder.    

Create the following subfolders in the project folder (named by address)  

- Application  
- Legal Notice  
- Site Plan  
- Supplementary Info  
- Staff Report and Approval   

 

 

Development Tracking List  
 

Assistant (and Planners) shall maintain the Development Tracking List at least a 
monthly basis so that everyone is aware of which projects are occurring and the status.  
 
This tracking list provides information useful at budget time in preparing year end 
statistics, as well as in preparing the Planning Dept Annual Report.    
 
Screenshot of development tracking list: 

 
 
Field names: File number, Review Type (PC/Admin); Application Date; Address; Name 
of Applicant; Project Description; Fee paid; Approval Date; # of approved resid units; # 
of affordable units; Dev Review Survey Sent; Building Permit Issuance; Final/CoO; Sq. 
ft.; Fiscal Year; and Summary of Public Engagement. 
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BS&A Processing Instructions  
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APPENDIX:  
 

 

1. SITE PLAN DEVELOPMENT PROCESS SUMMARY FLOW CHART  
 

2. REZONING OR TEXT AMENDMENT PROCESS POST COUNCIL ADOPTION 
 

3. APPLICATION PROCESS CHECKLIST  
 



Appendix 1 
 

 
 
 

Site Plan Development Process Summary for plans reviewed by the Zoning Administrator, 
Administratively, or by the Planning Commission 

 
    
  
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
             
 
 

 

Zoning Administrator Review:  
ZA responsible for making staff 
level review for certain project 
types.   Notices only required for 
accessory dwellings.   
Examples of projects include 1-4 
residential units, non-residential 
additions up to 1,000 sf, accessory 
structures up to 200 sf, fences, 
signage.  
Typical review time: 2-3 weeks 
from application. 

Administrative Review:  Planning 
staff member responsible for 
review.  Notices are sent for all 
projects; neighbors may request 
review by Planning Commission.   
Examples of projects include new 
mixed use > 1,000 sf, 5+units 
residential, industrial additions > 
10,000 sf.  
Typical review time: 3 weeks from 
application.* 

Planning Commission: 
Responsible for review of large 
development requests.  Notices 
are sent for all projects for review 
by PC.  Examples of projects 
include, rezoning, PUD review, 
special land uses and text 
amendments. 
Typical review time: 4 weeks from 
application.* 

Prospective applicant 
contacts CNS about project 

Schedule Concept Plan 
Framework Meeting  

Public Outreach Workshop (if 
required).  Report due to CNS at least 
10 days prior to public hearing. 

Applicant submits completed packet to CNS.  Staff determine 
review process based on project type, specifications, and zone 
district per 39-12.02. 

Schedule Administrative Review 
Team Meeting 

CNS and other City staff review 
site plan; staff comments are 
communicated to applicant, and 
plans are revised and resubmitted 
as needed. 

* If project requires rezoning, City 
Council must review and approve, 
which requires an additional 
month of time. 

CNS staff provide report to 
applicant, and report is uploaded 
to City website as required.  
Decision letter mailed to 
applicant. 

Shaded box denotes may not 
be required. 



What to do when a Rezoning or Text Amendment is approved by City Council 

1. SharePoint Portal         Council Documents (under Libraries on left pane)                                                                         

20_ _ Council Referral Packets          Meeting date – Referral Packet                                                                                    

Summary of the Council Meeting          locate the agenda item (rezoning or text 

amendment) to obtain the ordinance amendment number located in bold and the Council 

Action number to the left of the agenda item         Note these number.  

 

2. Scroll down through document to find ‘NOTICE OF REFERRAL’ page for correct item       

Ensure numbers identified above are the same as on this page. If not notify Clerk’s 

office.        Print page as a PDF and save in electronic file folder for item.       Print one 

(1) hardcopy of Notice.   

  

3. J: Planning        CNS Notices        20 _ _        Address or Item file folder       Ordinance 

and Summary provided for council (WORD)       enter ordinance number and dates 

where blanks are.       Save as PDF.        Print two (2) hardcopies of Ordinance.  

 

4. Email WORD copies of updated Ordinance and Summary to Clerk Admin.  

 

5. If rezoning or text amendment related to specific address         BS&A       click address 

link on top of page        enter address number to locate project address        + Project 

(left pane)       Attachments right click       Add       2. Attach External Document                                         

Browse to address or item file        first attach saved Referral Notice, then attach pdf 

copy of modified Ordinance.   

 

6. If rezoning: Property        Zoning link        uncheck current zone box       check new zone 

box       ensure changed on primary page   

 

7. If rezoning: Email GIS Tech the address and the new zone district with the effective date                                

Determine next printing date       Ask to have the zoning layer changed and resaved in 

S:GIS folder.       Replace in electronic GIS maps  

 

8. Hardcopy File Folder: add 1 copy of the Notice of Referral & 1 copy of the Ordinance  

 

9. ‘Ordinances 1600 –‘ binder: hole punch 1 copy of Ordinance and put in binder.   

 

10. If rezoning: Email pdfs of Notice of Referral and Ordinance with a brief email stating 

approval of rezoning and looking forward to working with you on the site plan… 
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Planning Notes & Checklist 

 

Site Plan / Rezoning Application Process 

 

Site Plans and Rezoning applications: 

 Due 3 weeks minimum prior to PC meeting date (by 5:00 p.m.) 

 2 copies of site plan / 2 copies of rezoning (narrative, boundary survey, site plans, etc.) 

 Public outreach Workshop Summary Report (May not be required) 

 Sustainability Framework 

 1 digital copy of site plan, etc.   

 Check for fee amount ($500 SPR - $300 Amend - Admin SPR $300 - SPR/Rezoning $600 - Rezoning $400) 

 

Checklist: 

 Stamp “Received” on all documents (check correct date on stamp) 

 Create folder on J Drive (Planning/CNS Notices/2019) with all applications & site plans and 

create one document named with the address and “Packet” 

 Load into BSA (See Planning Process Notes) 

 Project – (add the “Packet”) 

 Permit 

 Payment 

 Process Check (See Planning Process Notes) 

 Send out email to Planning Commission Staff Memo with addresses (see sample email) 

 PC Review - Comments must be returned in one week  

 Admin Review – Comments must be returned in one week  

 Upload Site Plans (Packet) to website (See directions on how to upload to website) 

 Public Notice to residents within 300 feet - min. 15 days prior (See template & label instr.)  

 Legal notice to Sentinel of Public Hearing - min. 15 days prior (See template & contact) 

 Write notice (if more than one, combine) 

 Send to Sentinel –  

▪ Deadline for day prior is 3:00 pm 

▪ No affidavit required 

 Cut out newspaper notice for folder 
 

• Is the project in the Airport Review Area? ___Y  ___N (If yes, please send to West Michigan 

Airport Authority Manager) 

• Is this project within 300 feet of a different municipality?  ___Y  ___N (If yes, please work with GIS 

coordinator to obtain addresses for township residents to mail notice & send notice to township) 
  

 Make folder 

 Label folder with Address, Date and Project # 

 Application 

 1 copy of site plan 

 Any additional info (notices, this sheet, etc.) 
 

• One copy to filing area 

• Give folder to planner assigned to project 
 

Additional Notes:___________________________________________________________________________ 

Project Number 

Project Name/Address 

 Stamp Received 
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