
Initial contact 
discussion with 
Zoning and/or 

Planning staff or 
other agencies

If the use is 
determined to be 
a "permitted use," 

go directly to 
permit process

If the use is 
determined to be 
a conditional use, 
demolition permit, 
rezone, PUD or 

other use requires 
ZBA, UDC and LC 

approval.

Pre-application 
meeting with 
Planning and 

Zoning

If required, 
UDC review 

process 

Meetings 
with other 
agencies

Optional 
pre-application meeting 
with the Development 

Assistance Team, 
including: Planning, 

Mayor, Fire, Eng., TE, 
Metro, Zoning, Parks, 

Disability Rights, 
MGE/Alliant, others

Applicant files 15 
copies of 

application with 
Zoning. Reviewed 
for completeness & 
logged in; fees paid.

Applicant notifies Ald., 
NA, & business assoc. 

in area. *Notice to 
Alder & NA must be 
provided at least 30 
days prior to filing 
application (unless 
waived by Ald. or 
DPCED Director)

PRE-APPLICATION STAGE

Applicant is 
given a sign to 

post on site 
indicating public 
hearing dates



BOARD/COMMISSION REVIEW STAGE

UDC, Planning 
& Zoning staff 

meeting on new 
applications

Application/plan/proposal 
not accepted, applicant 

contacted, staff 
explains reasons

Application / 
plan / 

proposal is 
accepted

Zoning sends 
letter to 

applicant with 
outline of dates 
and next steps

Plan staff or 
Clerk places 

public hearing 
notice in 

newspaper legal 
notice seciton

Planning staff 
prepares case 
files, circulates 

plans to 
reviewing City 

depts.

Staff prepares 
public hearing 

mailing 
list-sends letter 

of public hearing 
notice to 

properties within 
200' of site, NA, 
Ald., Business 

Assoc.

Planning staff 
posts 

plans/application 
materials on City 

website

If a proposed 
rezoning/PUD 
application is 

provided to City 
Attorney to draft 

& provide 
Ordinance to 
City Clerk for 

Council 
introduction

City Dept. 
review of 

plans/proposal. 
Reviewing 

depts. include: 
Fire, Eng., 

Metro, Water, 
Parks, Disability 

Rights 
Coordinator, 
Zoning, EDD, 
School District, 
Madison Metro 

Sewer

If a conditional 
use, demolition 
permit, Planning 

staff prepare 
public hearing 

notice & mailing 
to notice 

property owners 
& occupants

Public hearing 
set, notices sent 
and published

Review dept. 
staff reports are 
sent to Planning 

staff for 
distribution to 

Plan 
Commission. 
Comments 

posted on web 
page & 

"Legistar."

Development 
Assistance 
Team staff 
meeting to 

discuss 
proposals

City Clerk adds 
ordinance for 
introduction to 

Common 
Council agenda. 
Referral to Plan 
Commission & 
future public 

hearing. Public 
hearing set.

Clerk sends 
notice to nearby 

owners / 
occupants and 
publishes public 
hearing notice in 

paper

Plan 
Commission 

meeting-public 
hearing and 

action

Approve

Approve subject 
to staff 

comments

Refer for more 
information, 
then back to 

Plan 
Commission at 

later date

Reject

If a rezoning / 
PUD-subdivision, 

Plan 
Commssion 
reports their 

recommendation 
to the Common 

Council

Common 
Council 

meeting-public 
hearing & 

action

Approval letter 
explaining 

conditions of 
approval (if any) 
and next steps 

to obtain permits 
is sent to the 
applicant by 

Planning staff

Letter sent to 
applicant by 

Planning staff 
with reasons for 

rejection and 
appeal process

Approve

Approve subject 
to staff-Plan 
Commission 
conditions

Refer for more 
info-or back to 

Plan 
Commission

Reject

Approval letter 
explaining 

conditions of 
approval (if any) 
and next steps 

to obtain permits 
is sent to the 
applicant by 

Planning staff

Letter sent to 
applicant by 

Planning staff 
with reasons of 

Council 
rejection



PLAN SIGN-OFF/PERMITTING/INSPECTION STAGE

Applicant revises 
plans to address 
any conditions 

contained in Plan 
Commission or 

Common Council 
approval letters

Applicant 
submits building 

and/or HVAC 
and plumbing 
plans to BI for 
review (State 

Codes anytime)

Applicant submits 
revised plans (not 

bldg., HVAC, 
plumbing plans) to 

Zoning for final 
staff "sign-off" by 

all reviewing depts. 
& agencies

Possible 
meetings 
with other 
agencies Plans 

reviewed by 
BI for Code 
compliance

Revised plans 
are posted on 

"ducks" website, 
notice to 

reviewing depts. 
for final review

Building plans 
rejected or 

withheld

Building plans 
are approved. 
Letter sent to 

architect 
explaining next 

steps.

City staff review 
for compliance 
with conditions 

of approval

Applicant 
corrects 
plans, 

resubmits to 
Zoning

All review depts. 
"sign-off" on 
final plans

Conditions not 
met, notice to 
applicant to 

correct

Zoning issues 
zoning 

certificate or if 
PUD proposals 
records plans in 

Dane County 
Register of 

Deeds

If not already 
done, applicant 

submits 
buildings plans 

if required

Applicant has 
option to 

revise/correct plan 
or apply to Building 
Board of Appeals 
to obtain variance 
(results in longer 

timeline)

Building Board 
of Appeals 

rejects appeal 
variance

Building Board 
of Appeals 

grants variance

Plans are 
approved. BI 

sends approval 
letter.

Applicant obtains 
building, HVAC, 

plumbing, electrical 
permits (and street 

occupancy, if 
needed)

Construction of 
building starts. 

Builder will call BI 
for various 
inspections 
througout 

project-footing, 
foundation, rough 

and final.

All inspections 
complete-all 
inspectors 

sign-off 
certificate of 
occupancy, 

inspections are 
approved.

Design 
professional is 
sent notice of 
compliance 

statement by BI 
staff.

If inspection 
results in Code 
violation project 
is "red tagged" 
until corrected

Problem 
corrected

Certificate of 
Occupancy is 

issued. Building 
can be 

occupied.
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PLAN SIGN-OFF STEPS IN CITY TRAFFIC ENGINEERING/CITY ENGINEERING

Step 1 in Traffic 
Engineering 

Planning 
Section

TE Operation
TE Electrical
TE Planning

TE Electrical 
Section

Required Fees 
Driveway 

Approach Fees
Conduit PVC 

Deposits

Permits
1. Driveway

2. PVD Conduit
Collect Fees Sign-off

TE-Planning

Permits
1. Street Occupancy
2. Terrace Excavation

Collect fees, 
deposits

If conditions of approval 
requires developer's 
agreement, applicant 
contacts CE to set up 
scheduling meeting

At scheduling 
meeting, 

determine 
timeline for 

construction of 
r/w 

improvements

Resolution to 
BPW to 

authorize City to 
enter into 

contract with 
developer

Common 
Council accepts 

resolution to 
enter into 
contract

Developer executes 
contract, provides surety, 
deposits, subcontractor 
list, and appicable fees 

outlined in contract

City executes 
contract

Plans and specs 
issued for 

construction 
(work in r/w 

only)

If condition of approval 
requires stormwater 

management, erosion 
control compliance or 
DNR approval, must 

contact Engineering to 
coordinate

Contract requires compliance 
with Affirmative Action. 

Developer should contact AA 
as soon as possible to get a 

plan on file. This adds 
significant delays otherwise.

Other issues that will require 
additional time: Easement 

dedication
R/W dedication

Street Occupancy Permits
Privilege in Streets Permits

DNR Permits (State)
Permits to execavate in R/W

CSM
Maintenance Agreements

Engineering to 
work with other 
depts. to draft 

developer 
agreement

Engineers and other 
depts. prepare plans 

and specs for 
issuance by City for 

work in r/w. This 
requires developer to 
submit data files to 

Engineering for 
design preparation.

Traffic Engineering

City Engineering


