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Part 1:  
Introduction 
 

This Procedures Manual contains brief descriptions, procedures, and submittal 
requirements of the development review procedures in the City of Fredericksburg.  It is 
intended to give applicants, developers, citizens, and others an overview of what is 
involved in the review and decision-making process for development and redevelopment in 
the City. 

The development procedures described in this Procedures Manual are covered in more 
detail in the City’s Unified Development Ordinance (UDO).  Copies of the UDO and the 
Official Zoning Map are available for public inspection during business hours in the 
Planning Office, in Room 209 of City Hall, 715 Princess Anne Street, Fredericksburg or on-
line at http://www.fredericksburgva.gov/index.aspx?nid=926. The Official Zoning Map is 
available for purchase in the Graphics Office (540) 372-1023. 

The requirements of this manual do not override the provisions in the UDO. 

This manual includes resource, reference, and supporting information that may change 
periodically without advance notice.   

This Procedures Manual is organized into three main parts:  

• Part 1 is the Introduction, and includes general information about 
development review in Fredericksburg including descriptions, procedures, 
submittal requirements and other things to know.  

• Part 2 details each of the development review procedures set out in Article 
72-2: Administration, in the UDO. 

• Part 3 includes resources for applicants, such as contact information and 
links to review schedules and application fees. 
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1: HOW TO USE THIS MANUAL: 
• Step 1: Determine the zoning designation of your land. 

Consult the City’s Official Zoning Map in the office of the Zoning Administrator.  The 
City’s GIS web page (“FredGIS”) also shows the zoning map designations at 
http://gis.fredericksburgva.gov/parcelViewer/.  Find your property, and note its 
zoning district designation. Remember that one or more zoning district overlays 
may also apply (also visible at FredGIS). 

• Step 2: Determine if the use you want is permitted, and if so, under what 
procedure(s). 

Consult the Use Table in Article 72-4: Use Standards in the City’s UDO  Find the 
appropriate zoning district along the top of the table and then look down through 
the range of uses. Uses with a “P” are permitted by-right.  Uses with an “S” require 
a special use permit.  If the cell does not have an “S” or a “P”, then the use is 
prohibited in that zoning district. 

• Step 3: Turn to Part 2 of this Manual and find the applicable procedure(s) 
you must follow. 

Each of the development application procedures in the UDO are listed 
alphabetically in Part 2 of this manual.  Review the procedure description, process 
flow chart, submittal requirements, and “things to know.” 

• Step 4: Review the approval criteria and other relevant information in Article 
72-2: Administration, of the City’s UDO. 

• Step 5: Determine if a pre-application conference is required for your 
application. 

Section 72-21.2 in the City’s UDO sets out the information related to submitting an 
application, including the types of applications subject to a mandatory pre-
application conference requirement.  Any applicant may request a pre-application 
conference, even if one is not required. 

• Step 6: Submit an application. 

Complete a pre-application conference (if required or desired).  Obtain an 
application form and submit it, along with all other submittal requirements and 
required fees, as appropriate, to the Zoning Administrator ((540) 372-1179) Ext: 
288), the Development Administrator ((540) 372-1179 Ext: 297) or the 
Stormwater Administrator ((540) 372-1080 Ext: 280) in accordance with the 
application review schedule in Part 3 of this Procedures Manual.  

• Step 7: Confirm with the appropriate City staff that the application is 
complete and thus officially submitted. 

Official submission initiates the time frames specified for City action. 
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2: HOW TO GET HELP: 
For assistance, contact the Office of the Zoning Administrator, Development 
Administrator, or Stormwater Administrator between the hours of 8:15 am and 
4:30 pm Monday through Friday.   

Zoning Administrator 

Telephone:                (540) 372-1179 Ext: 288 
 
Physical address:    Room 215, 2nd Floor, City Hall 
                                  715 Princess Anne Street  
                                  Fredericksburg, VA 22401  

Mailing address:      Department of Planning and Community Development 

                                   P.O. Box 7447  
                                   Fredericksburg, VA 22404 
Facsimile:                 (540) 372-6412 

Webpage:                 http://va-fredericksburg.civicplus.com/index.aspx?NID=947 
  
Development Administrator 

Telephone:                (540) 372-1179 Ext: 297 
 
Physical address:    Room 215, 2nd Floor, City Hall 
                                  715 Princess Anne Street  
                                  Fredericksburg, VA 22401  

Mailing address:      Department of Planning and Community Development 

                                   P.O. Box 7447  
                                   Fredericksburg, VA 22404 
Facsimile:                 (540) 372-6412 

Webpage:                 http://va-fredericksburg.civicplus.com/index.aspx?NID=926   

 Stormwater Administrator 

Telephone:               (540) 372-1080 Ext: 280   

Physical address:    Room L6, Basement Level, City Hall 

                                  715 Princess Anne Street  
                                  Fredericksburg, VA 22401  

Mailing address:     Building and Development Services 
                                  P.O. Box 7447  
                                  Fredericksburg, VA 22404 

Facsimile:                 (540) 310-0636 

Webpage:                http://va-fredericksburg.civicplus.com/index.aspx?NID=944   
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Part 2:  
Procedures 
1: TECHNICAL REVIEW COMMITTEE  

Development applications are reviewed by the Technical Review  
Committee (TRC).  The committee consists of the following representatives or their 
designees:  Building Official, Development Administrator, Economic Development 
Director, Fire Marshal, Planning Director, Public Works Director, Stormwater 
Administrator, and Zoning Administrator. 

The TRC meets two (2) times per month on the 2nd and 4th Thursdays. A schedule 
of meetings and submittal deadlines is available in the Planning Services Division 
and at www.fredericksburgva.gov. 

The TRC is responsible for pre-application conferences, determining if applications 
are complete, and review of subdivision and site plans. 

 

2: PRE-APPLICATION CONFERENCES 
A pre-application conference is a meeting between key City staff and an applicant 
(or applicant’s representative) for the purposes of discussing a potential 
development application prior to submittal.  The conference is intended to 
familiarize applicants with the City’s review procedures and City staff with the 
applicant’s proposal. Pre-application conferences are mandatory before filing the 
following types of development applications (and 
voluntary for all others): 

• Zoning Map amendments (with or without 
proffers)  

• Special use permits 
• Special exceptions 
• Subdivisions 
• Site plans 
• Changes of use (unless exempted by the Zoning 

Administrator or Building Official) 

 
Fredericksburg, Virginia Unified Development Procedures Manual  Page 4 

Adopted: October 8, 2013 / Revised February 24, 2015 

http://www.fredericksburgva.gov/


 

Applicants required to participate in a pre-application conference must contact the 
office of the Development Administrator at (540) 372-1179 to get on the 
conference agenda and obtain an application.  Applications are also available on 
the City’s website.  Applicants should inquire about what information to bring to the 
pre-application conference. 

During the pre-application conference, City staff will explain the relevant 
development review procedures(s), the associated review schedule, required 
application fees, application submittal requirements, and any applicable City 
policies. 

Applicants are reminded that the pre-application conference is a preliminary 
meeting.  Comments made during a pre-application conference do not constitute 
official assurances or representations by the City or its officials regarding any 
aspect of the plan or submittal.  City staff cannot guarantee all relevant issues will 
be discussed or that initial staff comments will reflect the ultimate staff 
recommendation. 

The more detailed the information brought to the meeting, the more thorough and 
specific the response from City staff. In general, the amount of detail on a pre-
application conference differs by the type of submittal. 

Pre Application Conference Checklist: 

1 Application for Pre-Application Meeting  

2 
Written summary of the proposed project, proposed zoning 
map amendment, or other request, as applicable 

 

3 
Name and contact information (telephone, e-mail address, 
and mailing address) 

 

4 Zoning of property  

5 GPIN #  

6 Previous use and proposed use  

7 
As applicable, sketch plan, elevations, other appropriate 
information as to provide necessary information. 

 

 

3: SUBMITTING AN APPLICATION  
The landowner, owner’s agent, or contract purchaser may apply for any zoning 
approval, including rezoning, special use permit, special exception, variance, or 
zoning permit. 

Please note that all applications must be signed by property owner(s). If there are 
multiple owners, contract purchasers, or other persons authorized to submit the 
application, then all such persons must sign the application or a document 
consenting to the application.   

The application must indicate a primary contact person for the application, along 
with the contact’s telephone number, fax number, mailing address, e-mail address, 
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and preferred method of contact.  To avoid confusion, official communication with 
an applicant by the City is limited to the designated contact person and the 
property owner(s) identified in the application materials. 

Applications are submitted with the Zoning Administrator, Development 
Administrator, and Stormwater Administrator. 

The following table lists the application and staff contact: 

Office of the Zoning Administrator 
• Administrative Permits 
• Administrative Modifications 
• Change in Nonconforming Use 
• Certificate of Appropriateness 

(Historic District) - Refer to ARB 
staff 

• Home Occupation Permit 
• Interpretation (Zoning) 
• Sidewalk Café 
• Special Exception 
• Special Use Permit 

• Temporary Use Permit 
• Zoning Appeal 
• Zoning Map Amendment, with or 

without proffered conditions and 
Planned Development 

• Zoning Variance 
• Zoning Verification 

 
 

 

Office of the Development Administrator 
• A-Frame Sidewalk Signs 
• As-Built Plan (no application) 
• Construction Plans 
• Corridor Design Review 
• Fence Permit 
• Interpretation (Subdivision) 

 

• Sign Permit 
• Subdivision, Preliminary & Final 
• Site Plans, Major & Minor 
• Subdivision Exception 

 

Office of the Stormwater Administrator 
• Land Disturbance Permit • Residential Lot Grading Plan 

 

Whenever possible, the City will process multiple applications for the same 
proposed development (e.g. a special use permit and special exception) 
concurrently.  However, the Administrators may require applications to be 
sequenced in a logical fashion, depending on the permissions required and the 
regulations outlined in the UDO. The Administrators shall establish the 
requirements for application contents and forms.  Digital versions of application 
forms can be obtained on-line at www.fredericksburgva.gov. 
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4: TIME FRAME 
Applications for permits or development approvals will be reviewed by the City in 
accordance with the deadlines established by law.  The timeframes in this 
Procedures Manual are set out as applicant service standards only and are not 
legally binding, when they establish a shorter time period than that established by 
law. Applications submitted after a required submittal date shall be processed 
during the following review cycle. 

In cases where the review procedure for a permit or development approval is 
subject to a maximum timeframe or review period established by the 
Commonwealth, the maximum timeframe may only be extended upon written 
authorization by the applicant, or as otherwise authorized by the Code of Virginia. 

The review period commences on the date the application is determined to be 
complete (officially submitted), not the date the application is submitted. 

5: APPLICATION FEES 
The City Council establishes a fee schedule for applications.  Links to the fees for 
development applications are summarized in Part 3 of this manual.  Fee amounts 
may be changed from time-to-time by the City Council, as deemed appropriate.  

The appropriate application fees must be submitted before City staff initiates 
processing of an application.  Application fees may be waived in cases where an 
application is initiated by the City Council or other City review and decision-making 
body.  An application that does not include the required fee(s) is not complete. 
Application fees shall be paid by cash, credit card, cashier’s check, certified check, 
or personal check made out to “City of Fredericksburg.”  

Fees are nonrefundable except in instances where the City determines an 
application was accepted in error, the fee paid exceeds the actual fee required, 
refunds are limited to the amount of overpayment, or an application requiring a 
public hearing is withdrawn prior to the provision of public notification.   In these 
cases, the request for withdrawal must be filed with the Zoning Administrator, 
Development Administrator, & Stormwater Administrator prior to any required 
public notification.                   

6: ACTION BY COUNCIL/COMMISSION/BOARDS WITH        
         PUBLIC HEARING 

Development applications listed below require public notice and public hearings 
before the City Council, Planning Commission, Architecture Review Board, or Board 
of Zoning Appeals, as appropriate per application.  A public hearing is an open 
meeting conducted by these decision making bodies where the public is provided 
an opportunity to comment on the application being considered before a 
recommendation or decision is made.  Applications requiring a public hearing 
include: 

• Appeal to the Board of Zoning Appeals; 

• Certificate of Appropriateness; 

• Comprehensive Plan Amendment; 
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• Special Exception; 

• Special Use Permit; 

• Subdivision Exception (Major and Minor Subdivisions); 

• Subdivision, Final Plat (Minor Subdivision without a Preliminary Plat); 

• Subdivision, Preliminary Plat (Major and Minor Subdivisions); 

• Text Amendment; 

• Variance; 

• Zoning Map Amendment (including rezoning, with or without proffered 
conditions, and planned development). 

A public record is established for all proceedings. The publicly available files 
include the application, support materials, any materials submitted by persons 
either for or against the application, findings, and the decision. 

Each decision-making body has adopted rules of procedure/bylaws that govern 
how meetings and public hearings are conducted.  These rules can be obtained by 
contacting the office of the Zoning Administrator. 

7: ADMINISTRATIVE ACTION WITH PUBLIC NOTICE 
The following development applications are acted on by City staff after notice is 
provided requesting written comments from the public: 

• Administrative Modification 

• Change of Nonconforming Use 

• Construction Plan 

• Corridor Design Review (new construction) 

• Major Site Plan 

• Minor Expansion of Nonconforming Use 

• Site Plan Exception 

• Subdivision Exception (Administrative Subdivisions); 

• Zoning Determination 

8: TYPES OF PUBLIC NOTICES PROVIDED 
Public notice is provided by the City in accordance with UDO Section 72-21.1.D and 
the Code of Virginia, and may take one of four forms: (1) notice published in the 
Free Lance-Star newspaper, (2) posted notice (a sign), (3) mailed notice to 
adjoining property owners, and/or (4) on the City website.  

PUBLISHED NOTICE 
Prior to holding a public hearing before a decision making body, an advertisement 
shall be published once a week for two successive weeks, with not less than six  
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days elapsing between the first and second publication, in a newspaper published 
or having general circulation in the City.  The public hearing shall be held not less 
than five days nor more than 21 days after the second advertisement appears in 
the newspaper.  Every public hearing advertisement shall contain a descriptive 
summary of the proposed action, the time and place of the hearing at which 
persons affected may appear and present their views and a reference to the place 
or places within the City where copies of the proposed plans, ordinances or 
amendments may be examined.    
 
POSTED NOTICE 
A sign physically posted on property that is the subject of a public hearing.  Except 
as otherwise shown in the Public Notification sections below, signs shall be posted 
at least five (5) days before the public hearing.  
 
Signs and sign posting procedures are provided by the Office of the Zoning 
Administrator, or Development Administrator, as appropriate.    

WRITTEN (MAILED) NOTICE 
Written notices for an application initiated by a property owner or contract 
purchaser are sent by return receipt mail, to the address shown on the current real 
estate tax assessment records, to the owner or owners, their agent or the occupant 
of each parcel that adjoins (abuts or is directly across the street or road from) the 
subject property including those parcels which lie in other localities of the 
Commonwealth.  The written notice shall be mailed at least five days prior to the 
first public hearing or 14 days before administrative decision. The notice will 
specify the type of application received or action requested and the date, place 
and manner in which persons affected may present their views. All written notices 
shall also be sent to abutting property owners. 
 
WEBSITE  
The text of the published notice shall be placed on the City website seven days 
before the public hearing. 
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PUBLIC HEARING NOTIFICATION 
The following applications are approved by decision making bodies after a public 
hearing with notice as shown: 

 

 

APPLICATION TYPE WRITTEN (MAILED) 
NOTICE 

PUBLISHED NOTICE POSTED NOTICE WEBSITE NOTICE 

Certificate of 
Appropriateness 

Yes, for new 
construction 

Yes No Yes 

Comprehensive Plan 
Amendment 

Yes 

 

Yes 

 

No Yes 

Final Subdivision 
Plat (Minor 
Subdivision without 
an Approved 
Preliminary Plat) 

Yes Yes Yes Yes 

Preliminary (Major 
and Minor) 
Subdivision Plat 

Yes Yes Yes Yes 

Special Exception Yes Yes Yes Yes 

Special Use Permit Yes Yes Yes Yes 

Text Amendment No 

 

Yes No Yes 

Variance Yes Yes Yes Yes 

Zoning Appeal Yes Yes Yes  Yes 

Zoning Map 
Amendment 
• Conditional 

Zoning 

• Planned 
Development 

Yes Yes Yes, unless 25 or 
more parcels 

Yes 
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PUBLIC INPUT NOTIFICATION 
The following applications are approved administratively, with the public notice 
shown: 

APPLICATION TYPE WRITTEN (MAILED) 
NOTICE 

PUBLISHED NOTICE POSTED NOTICE WEBSITE NOTICE 

Administrative 
Modification 

Yes No Yes Yes 

Corridor Design 
Review 

Yes, for new 
construction 

No No Yes 

Major Site Plans  Yes No Yes Yes 

Nonconforming Use, 
Change of Use 

Yes No Yes Yes 

Nonconforming Use, 
Minor Expansion 

Yes No Yes Yes 

Site Plan Exception Yes No No No 

Subdivision 
Exception 
(Administrative 
Subdivision) 

Yes No No No 

Zoning 
Determination 

No, unless the 
applicant is not the 

property owner 

No No No 

 

9: PROCEDURES 
The following pages of Part 2 include details on the procedures set out in the UDO 
Article 72-2: Administration.  Each procedure is listed in alphabetical order and 
includes the following information: 

• General Description; 

• Review Procedure; 

• Things to know (helpful information for applicants); and 

• Submittal Requirements. 

NOTE:  When reference is made in the Procedures Manual to days, the term days 
shall mean calendar days.      

 
Fredericksburg, Virginia Unified Development Procedures Manual  Page 11 

Adopted: October 8, 2013 / Revised February 24, 2015 



 

Administrative Modification 
1. General Description 

A modification of any zoning regulation relating to physical requirements on 
a lot or parcel of land, including but not limited to:  size, height, location or 
features of, or related to, any building, structure, or improvements that may 
be granted by the Zoning Administrator. In non-
residential areas such modification may not 
exceed 5% of the requirement. In residential 
areas such modification may not exceed 10% of 
the requirement. 

2. Review Procedure 

a. Applicant may request a pre-application 
conference with the Zoning Administrator 
prior to submitting an application for an 
Administrative Modification.  

b. Within five (5) days prior to submitting an 
application, applicant shall provide 
written notice to abutting property owners 
by certified return receipt mail. Said 
notice shall ask for public comment on 
the requested Administrative Modification 
to be submitted, in writing, to the office of 
the Zoning Administrator within 10 days.  
Evidence of return receipt of such notice 
shall be provided to the Zoning 
Administrator with application and fee.  

c. Applicant submits an application and fee, 
to the office of the Zoning Administrator. 

d. The Zoning Administrator may determine 
that the requested Administrative 
Modification should be a variance and 
reviewed by the Board of Zoning Appeals. 
When this occurs, the Zoning 
Administrator shall notify the applicant, 
schedule the application for the next BZA 
meeting and transfer any fees paid for the 
Administrative Modification application to 
the BZA’s variance process 
(Determination of Action). 

e. The Zoning Administrator reviews the 
application for completeness within ten 
(10) days, and notifies the applicant, in 
writing, if the application is not complete 
and describes the additional information 
needed for resubmission. 

f. The applicant has thirty (30) days to 
provide the additional information and 
resubmit the application or request, in 
writing, that the application be re-
reviewed as is.  Failure of the applicant to respond within the 
specified time shall be considered a withdrawal of the application. 

Process Flow Chart 
Administrative Modification 

Application and 
Fee Submitted 

Determination of 
Completeness 

Staff Review 

Determination of Action 
Zoning Administrator or BZA 

Notice to Abutting 
Property Owners by 

Applicant 

Notice Posted on City 
Website 

Notice of Action to 
Abutting Property 
Owners by Zoning 

Administrator 

STAFF DECISION 
Staff can request additional 

information before approving.  
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g. Once determined complete, the Zoning Administrator will 
commence review of the application for UDO compliance. 

h. The Zoning Administrator shall post a Notice of the request on the 
City of Fredericksburg’s website at least five (5) days prior to any 
action. 

i. Following the expiration of the public comment period, the Zoning 
Administrator may approve, approve with conditions, or deny the 
request based on compliance with the UDO. Within seven (7) days 
of the Zoning Administrator’s decision, written notice will be given 
to the abutting property owners.   

j. Any person aggrieved by a written decision of the Zoning 
Administrator may appeal to the Board of Zoning Appeals in 
accordance with Code of Virginia Section 15.2-2311.  

3. Things to Know 

In accordance with Code of Virginia Section 15.2-2286(A)(4) Administrative 
Modifications shall apply only to the physical requirements on a lot or 
parcel of land to a limited extent.  Land uses and density cannot be 
modified. 

Detailed information on the Administrative Modification process is 
established in UDO 72-24.2. 

An Administrative Modification must be obtained prior to any other 
required permit or development approvals. 

Approval of an Administrative Modification does not guarantee approval of 
any subsequent application for permit or development approval. 

4. Submittal Requirements 

The following checklist includes the submittal requirements for an 
Administrative Modification application: 

1 Application and fee submitted.  

2 Return Receipt for Public Notice  

3 Scaled drawing showing existing structures, proposed 
modifications to structures, boundaries of the 
property, and structures and use types of the 
buildings on abutting properties. 

 

4 A list of all abutting property owners (including 
parcels), as shown on the current real estate tax 
assessment records,  including  geographic parcel 
identification number and the name and mailing 
address of the property owner. 

 

5 A copy of a map highlighting the properties where 
property owner information is provided. 

 

6 
A written statement addressing: 

a. How the strict application of the requirement 
would produce undue hardship. 

b. How such hardship is not shared generally by 
other properties in the same zoning district 
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and the same vicinity. 

c. How the authorization of such modification 
will not be of substantial detriment to abutting 
properties and that the character of the 
zoning district will not be changed by the 
granting of the modification. 
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B. Administrative Permit 
1. General Description 

The term “Administrative Permit” is the process used for review of several 
different application types, including: 

By the Zoning Administrator: 
• Change of Nonconforming Use – The replacement of one 

nonconforming use with another nonconforming use, subject to 
specific criteria in UDO Section 72-24.4.  
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 

• Home Occupation Permit – A permit required before a homeowner 
or renter may operate a business out of a residential dwelling, 
subject to the standards in UDO Section 72-42.6.D. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 

• Interpretation -  A written description of a UDO requirement, aspect 
of the Official Zoning Map, condition of approval, or proffer that is 
prepared by the Zoning Administrator. 

• Temporary Use Permit – A permit required prior to operation of a 
temporary use or installation of a temporary structure, subject to 
the standards in UDO Section 72-43. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 

• Zoning Permit – A document indicating that proposed development 
complies with all zoning-related requirements in the UDO. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 

• Zoning Verification -  A letter or other form prepared by the Zoning 
Administrator indicating the zoning designation of land in the City 
as well as whether or not the development on a particular lot or site 
complies with all applicable City development regulations, in 
accordance with UDO Section 72-24. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 
 

By the Development Administrator: 

• Accessory Structure Permit – A permit required for construction of 
any accessory structure subject to the standards in UDO Section 
72-42. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 

• Fence/Wall Permit – A permit required for construction of any 
permanent fences or walls two or more feet in height subject to the 
standards in UDO Section 72-56. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
 

• Interpretation - A written description of a UDO requirement 
prepared by the Development Administrator. 

• Sign Permit – A permit required for installation of a sign, subject to 
the standards in UDO Section 72-59. 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 
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By the Stormwater Administrator: 

• Land Disturbance Permit – A permit required for all development 
located in the Chesapeake Bay Preservation Overlay District (CBPO) 
that will disturb 2,500 square feet or more of ground area, subject 
to the standards in UDO Section 72-34.5. 
http://www.fredericksburgva.gov/documentcenter/view/780  
 

2. Review Procedure 

a. Applicant submits an application and fee to 
the office of the Zoning Administrator, 
Development Administrator, or Stormwater 
Administrator, as appropriate. 

b. The Administrator reviews the application 
for UDO compliance within 15 days. 

c. The Administrator may approve, approve 
with conditions, or deny the application. 

d. Decisions of the Zoning Administrator may 
be appealed to the Board of Zoning Appeals 
within 30 days of the decision date in 
accordance with Code of Virginia Section 
15.2-2311. 

3. Things to Know 

Zoning Permits 

Zoning Permits are required for all forms of 
development, a new use, change in use, change in 
ownership (prior to obtaining a business license), or 
change in the business location.  A Business 
License must be obtained from the Commissioner 
of Revenue before any nonresidential use begins to 
operate in the City. 

Home Occupation Permit 

Anyone conducting a home-based business must obtain a Business 
License from the Commissioner of Revenue after obtaining a Home 
Occupation permit from the Planning Office. 

Interpretations 

The Development Administrator interprets portions of UDO Articles 72-2 
and 72-5 provisions related to subdivisions.  The Zoning Administrator is 
responsible for all other UDO interpretations. An interpretation is a binding 
document that may be appealed to the BZA.   

Signs 

The design of signs in Historic Districts requires a Certificate of 
Appropriateness from the Architectural Review Board.  The design of signs 
in the Princess Anne Gateway Corridor Overlay and Lafayette Boulevard 
Gateway Corridor Overlay require approval of the Development 
Administrator. Signs being erected, constructed, posted, painted, altered, 
or relocated require a sign permit. Applicants should check with the 
Development Administrator before modifying or adding any signage. 
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4. Submittal Requirements 

Applications are available on the City’s website or in the Planning Services 
Division and Building Services Division. Links to the applications are also 
available in Part 3 of this Procedures Manual. 
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C. A-Frame Sign in Public Right-of-Way 
1. General Description 

One A-Frame advertising sign per building may be permitted in the public 
right-of-way to promote the economic well-being of the City.     

2. Review Procedure 

a. Applicant submits an application, as provided by the office of the 
Development Administrator.   

b. The Development Administrator reviews the application for 
completeness within fifteen (15) business days, and notifies the 
applicant if the application is not complete and describes the 
revisions necessary for resubmission. 

c. The applicant has thirty (30) business days to revise and resubmit 
the application.  Failure of the applicant to respond within the 
specified time shall be considered a withdrawal of the application.  

d. Once determined complete, the Development Administrator will 
commence review. 

e. If the application fails to comply with the review standards, the 
Development Administrator will notify the applicant and describe 
the revisions necessary for resubmission. 

f. The applicant has thirty (30) business days to revise and resubmit 
the application or request the application be re-reviewed with no 
changes.  Failure of the applicant to respond within the specified 
time shall be considered a withdrawal of the application.  

g. Following the revision and re-submission of the application, if 
applicable, the Development Administrator will make a decision to 
approve or deny the A-Frame sign permit. 

h. Appeals of the Development Administrator’s decision may be taken 
to the Board of Zoning Appeals.  

3. Things to Know 

a. The City of Fredericksburg regulates signs to ensure public safety, 
to protect property values and to maintain the visual attractiveness 
of the City and its environment.  

b. A-Frame signs are not allowed without a permit.   
c. Only one A-Frame sign is permitted per building.  Advertising space 

should be subdivided as necessary to accommodate the number of 
businesses approved for the sign. 

d. Sign placement must maintain at least a five (5) foot minimum 
pedestrian walkway along the sidewalk; must not obstruct 
pedestrian movement and safety, including the ability to safely 
cross the street, and safely enter and alight from vehicles without 
obstruction. 

e. Signs placement must allow clear access to curb ramps, not block 
private driveways, alleys or walkways.  

f. Signs must not be within five (5) feet of a curb or curb ramp when 
next to an ADA accessible-only parking space. 

g. Signs must be freestanding with a maximum of four (4) feet in 
height and three (3) feet in width. 

h. Signs are to be constructed of metal or wood (not grained plywood).  
All sign edges must be covered with molding. 
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i. Sign lettering must be: 

(1) Appropriate to the scale of the sign.   
(2) Not include advertising trademarks or logos, other than that 

of the business.   
(3) Professionally painted or applied vinyl letters and should 

not consist of interchangeable letters. 

j. Signs may not be lighted or flashing in any manner.  No 
attachments such as pennants, balloons, etc. are allowed. 

k. A-Frame signs are to be displayed only during the business 
establishment’s hours of operation. 

l. All A-Frame signs are the sole responsibility of the business owner.  
The business owner shall assume liability for claims, situations, or 
occurrences involving the sign.  The City shall not be held liable for 
any incident arising as a result of a sign. 

m. Signs not meeting all requirements are subject to enforcement 
action. 

n. Signs in significant disrepair or that pose a hazard to pedestrians 
will be removed immediately. 

o. Sign applicants shall sign a Hold Harmless and Indemnity 
Agreement with the City before a permit may be issued. 

4. Submittal Requirements 

The following checklist includes the submittal requirements for an A-Frame 
sign in the public right-of-way application: 

1 Application is submitted to the office of the 
Development Administrator. 

 

2 Non-refundable application fee.  

3 Detailed plan or photos showing the sign location, 
dimensions, materials, and pedestrian accessibility. 

 

4 A Hold Harmless and Indemnity Agreement signed by 
the business owner. 

 

5 Point-of-contact information for one or more persons 
responsible for the placement and maintenance of 
the sign. 

 

 

 

 
Fredericksburg, Virginia Unified Development Procedures Manual  Page 19 

Adopted: October 8, 2013 / Revised February 24, 2015 



 

D. As-Built Plan 
1. General Description 

All entities who construct public water or sewer lines, storm drainage 
systems, bike paths, sidewalks, trails or streets to be maintained by the 
City of Fredericksburg must submit an “As-Built” set of construction 
drawings to the office of the Development Administrator for approval as 
part of the City’s acceptance process. Additionally, 
entities constructing any stormwater management 
(SWM) or stream restoration facilities must submit an 
“As-Built” set of construction drawings. Submission 
for review and approval of an As-Built Plan to the 
Development Administrator is required prior to final 
bond release. 

The As-Built information shall preferably be shown on 
the original construction drawings. Placing As-Built 
information upon a scanned image or other 
reproduction of the original construction drawings is 
acceptable so long as the quality, integrity, and 
legibility of the original drawings are not 
compromised. The As-Built Plan set shall be 
submitted for signature and shall contain the same 
red-lined information as approved in the As-Built 
review.  

2. Review Procedure 

a. The initial submittal shall include an 
application and six (6) sets of “red-lined” 
marked up prints, delivered to the office of 
the Development Administrator for 
distribution. This submittal shall include 
recorded copies of any public easements 
required with the project. 

b. The Development Administrator will distribute 
to City departments (and state agencies, if 
necessary) for review and approvals. The 
Development Administrator may request 
additional information as needed. 

c. Final approval by Development Administrator. 
d. The design engineer will be notified to submit an electronic version 

of the plan once all changes have been satisfactorily shown. 
e. Applicant may request bond release. 

3. Things to Know 

As-Built Plans shall clearly show any changes or variations from the 
approved design. Horizontal variations greater than 1.0 foot should be 
shown dimensionally or through plus stations. Horizontal variations greater 
than 5.0 feet should also show the graphic relocation of the object. Vertical 
elevation variations greater than 0.02 feet shall be provided for all design 
elevations. 

Staff Review 

Process Flow Chart 
As-Built Plan 
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For a surface SWM facility as-built data that demonstrates that the 
constructed facility varies from the original design storage elevations by 
greater than or equal to one percent (1%), will have to be corrected 
(regrades) prior to submission for review unless storage is verified. All 
constructed features not previously approved on the original construction 
drawings may have to be modified at the City’s discretion. 

The plan preparer shall submit an electronically formatted computer file 
containing all information shown on the As-Built Plan. The computer file 
shall conform to 2004 CAD format (current City standards as of adoption 
date) and be submitted to the City of Fredericksburg FTP site in its final 
form prior to final bond release. 

4. Submittal Requirements 

 
A. General Information 

1 The initial submittal shall include an application and 
six (6) sets of “red-lined” marked up prints, which 
should be delivered to the office of the Development 
Administrator. 

 

2 A benchmark elevation, benchmark description, and 
location shall be provided on each plan sheet. 

 

4 All As-Built information shall be blocked in and shown 
on the original construction drawings and shall be 
blocked in, as thus: [        ] 

 

5 The following As-Built Certificate shall be signed and 
sealed by a VA professional engineer or a VA 
professional land surveyor and shall appear on the 
cover sheet of the As-Built Plan set. All sheets 
included in the permit set must be submitted in the 
final As-Built Plan: 

As-Built Certificate:  
I hereby certify that the information shown on this 
record drawing is an accurate and complete 
representation of data established from field 
information obtained under the direction of a 
Professional Land Surveyor or a Professional 
Engineer, and that the physical dimensions or 
elevations shown thus: [      ] are as-built information 
and the facility was constructed according to the 
approved plans, except as otherwise noted hereon. 

 

Name, License # 

 
Title, Date 

 

6 Boundary of the site as shown on the approved site 
plan. The as-built plan shall show any geodetic 
reference points located on the site. 
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7 Deed book and page number(s)/Instrument numbers 
of the recordation in the land records of the City of 
Fredericksburg of dedications and easements 
reflected on the approved plan. 

 

8 Area of the site as shown on the approved site plan 
and subsequent to any fee simple dedications to 
public use and the land area of such dedications.  
 

 

9 Location and height of all buildings showing the yard 
dimensions and all official building numbers 
(addresses) posted. 

 

10 Identify front, rear and side building restriction lines 
and current setbacks. 

 

11 Current calculations for open space, floor area ratio, 
parking. 

 

12 Location and width of sidewalks.  

13 Location and width of travel lanes.  

14 Buffer and screening devices to separate uses within 
the development. 

 

15 Location and screening (if applicable) for mechanical 
units. 

 

16 Location of outside waste facilities/trash receptacles 
and screening. 

 

17 Location of exterior lighting.  

18 Location of any signs; stop signs, directional, 
monument, etc. 

 

19 Parking Area  

a. Marked parking spaces showing width, depth 
and layout dimensions  

b. Parking spaces marked and designated for 
handicapped persons, locations of ramps per 
ADA. 

 

20 Locations and size of loading areas  

21 Zoning classification.   
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B. Global Positioning System 

1 The following GPS data shall be included: 

a. GPS coordinates on the outfalls and storm 
water management (SWM) structure; included 
but not limited to SWM pond outfalls and 
emergency spillways, discharge points from 
BMP facilities, level spreaders, and other 
similar SWM or BMP facilities. 

b. The following GPS Tie In Note just be placed 
on cover sheet: 

GPS Tie In Note: 

The As-Built Plan shown hereon is references to the 
Virginia Coordinate System of 1983 as computed 
from a field survey which ties this development 
boundary to _______. The grid factor (elevation factor 
x scale factor) that has been applied to the field 
distance to derive the referenced coordinates is 
(insert complete grid factor). Unless otherwise stated, 
the distances shown are intended to be horizontal 
distances measured at the mean elevation of the 
development. The bearings shown are referenced to 
Virginia State Plane 1983 Gird North. 

 

 

C. SWM Facility 

1 As-Built Plans for a surface SWM facility shall include 
the following additional information: 

a. Length, width, slope information, and depth or 
contours (1 foot intervals) of the pond area 
along with a verification of the original design 
volume. 

b. A benchmark on the riser, inlet headwall, or 
other approved location. 

c. Revised design computations verifying the 
functionality of the pond. Computations shall 
be submitted, with an additional paper copy 
of the As-Built Plan. 

d. The grading/storage volumes must be 
approved by Building and Development 
Services prior to landscaping/planting. All 
plantings must be added to the As-Built Plan 
after plant installation. As-Built Plan will not 
be approved without required plantings. 
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D. Streets  

1 The following information must be shown for public 
streets: 

a. Street Names; 

b. Right of Way; 

c. Pavement width (feet); 

d. Center line (miles); 

e. Number of lanes; 

f. Function class; and 

g. Confirmation that streets have been recorded 
and dedicated. 

 

 

 

 

 

 

 

 E. Utilities  

1 The location of all storm sewers, sanitary sewers, fire 
hydrants, and associated easements including all 
waterline easements. For storm and sanitary sewers, 
the pipe sizes, lengths, top and invert elevations and 
percent grade of pipe as computed shall also be 
shown. 
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E. Certificate of Appropriateness 
1. General Description 

 The Old and Historic Fredericksburg Overlay District 
(HFD) seeks to maintain and assist in revitalizing the 
City’s central business district and surrounding 
neighborhoods, through design review that focuses on 
the architectural integrity of historic buildings.   The 
following areas of the City are included within this 
historic preservation overlay: 

a. Downtown historic district 
b. Old mill historic district 
c. Old Walker-Grant historic district 
d. Selected properties on Washington Avenue and 

William Street 
e. Fall Hill 
The Architectural Review Board (ARB) engages in design 
review for the following activities: 

(1) New construction 
(2) Exterior alterations/additions to existing 

buildings 
(3) Moving or demolishing a building 
(4) Installation of fences 
(5) Installation of signs 

Additional guidance is contained within the City’s 
Historic District Handbook, available on the City’s 
website or from the Planning Services Division of the 
Community Planning and Building Department. 

2.  Review Procedure 

a. Applicant submits application and fee to the staff of the ARB, in 
accordance with filing deadline schedule.  

b. The ARB staff reviews the application for completeness within ten 
(10) days, and notifies the contact person if not complete. 

c. ARB must act within sixty (60) days of official submission. Staff 
reviews request, prepares staff report and gives public notice, as 
appropriate. 

d. Item is presented to ARB for public hearing. ARB can approve, 
deny, or defer item. Applicant or representative may be present at 
the public hearing. 

e. Any person aggrieved by a decision of the ARB may appeal such 
decision to the City Council, provided such appeal is filed within 
fourteen (14) days from the date of the ARB’s decision. 

3. Things to Know 

There are specific review criteria for applications that deal with alteration 
of existing structures, construction of new structures, demolition or 
relocation of structures, and signs. A Certificate of Appropriateness shall 
expire one year after the date of such approval unless: 

a. A building or sign permit has been obtained and work begun; or 

Staff Review 
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b. An extension has been granted by the ARB which shall not exceed 
six months. 

The ARB is available, upon request, for informal work sessions on the 
fourth Monday of the month to provide guidance for specific projects. 

4. Submittal Requirements 

The following items are required unless waived by the staff: 

A. General Information 

1 Application with ten (10) copies of any applicable 
drawings, photographs, or other written materials. 

 

2 Fee  

B. New construction, addition, exterior alterations, and accessory 
structures 

1 A site map for any proposed construction  

2 Drawings or elevations showing the size, form, 
orientation, and/or materials 

 

3 Historic evidence if proposing any restoration  

4 Photographs/maps/drawings that will help the ARB to 
understand the proposal 

 

 C. Fence/Perimeter Wall  

1 Map of property showing fence/wall location  

2 
Drawing/photo of fence/wall showing dimensions 
and materials 

 

 D. Sign(s)  

1 
Photo/drawing of sign showing dimensions and 
materials 

 

2 Elevation showing sign(s) in place  

3 
Drawing/specifications of sign bracket(s) and 
mounting hardware 

 

E. Demolition 

1 Documentation of structural condition  

2 Documentation of inordinate hardship (if applicable)  

3 Plans for property once demolition is accomplished  
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F. Corridor Design Review 
1. General Description 

Gateway Corridor Overlay Districts (GCO) provide additional architectural 
and site requirements for development and redevelopment along key 
roadways leading into the City.  The intent is to preserve 
and enhance the aesthetic and historic values of the 
designated entryway. Single family detached dwellings 
are exempt from Corridor Design Review. Portions of the 
following road ways are within the Gateway Corridor 
Overlay Zoning Districts: 

a. Cowan Boulevard 
b. Fall Hill Avenue 
c. Lafayette Boulevard 
d. Princess Anne Street 
Items that will be reviewed by the Development 
Administrator include, but not limited to: 

(1) Building design, scale, and materials 
(2) Signage; size, colors, and materials 
(3) Streetscape buffers 
(4) Vehicular access 
(5) Exterior lighting 
(6) Screening 
(7) Landscaping 

The Gateway Corridor Overlays are comprised of a series 
of sub-districts, each having its own design standards.  
These overlay standards apply in addition to any other 
applicable base and overlay zoning district regulations.   

2. Review Procedure 

a. Within five (5) days prior to submitting an 
application, applicant shall provide written notice 
to abutting property owners by certified return 
receipt mail. Said notice shall ask for public 
comment on the requested Corridor Design 
Review to be submitted, in writing, to the office 
of the Development Administrator within ten (10) 
days.  Evidence of return receipt of such notice 
shall be provided to the Development 
Administrator with application.  

b. Applicant should submit a Corridor Design Review application (no 
fee required) and any relevant supporting materials to the office of 
the Development Administrator. 

c. The Development Administrator will review the application for 
completeness within ten (10) days and notify the contact person of 
any deficiencies. 

d. The Development Administrator shall complete the necessary 
review. 

e. The Development Administrator shall act to approve, approve with 
modifications, or deny any request within sixty (60) days of official 
submission. Action must be in writing and submitted to the 
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applicant within seventeen (17) days of the action. 
f. Any person aggrieved by a decision may appeal such decision to 

City Council within fourteen (14) days of the action. 

3. Things to Know 

Additional information relating to the Gateway Corridor Overlay Districts 
may be found in Sections 72-23.2 and 72-34 of the UDO. 

A notice of Development Administrator issued under the provisions of this 
section shall expire one year after the date of such approval unless: 

a. A building or sign permit has been obtained and work begun; or 
b. An extension has been granted by the Development Administrator 

or ARB, as appropriate, which shall not exceed six months. 

4. Submittal Requirements 

A. General Information 

1 Application (no fee required)  

2 Return Receipt for Public Notice  

B. For new construction, façade changes, building additions and 
accessory structures: 

1 A plat of the property showing the location of the 
proposed construction and/or changes, including the 
building footprint. 

 

2 Drawings of elevations that are visible from a public 
right-of-way 

 

3 A list of the proposed materials, including material 
specifications 

 

4 Setbacks, existing and proposed  

5 Design and location of the proposed parking lots  

6 Vehicular access  

7 Landscaping (including streetscape buffer), existing 
and proposed 

 

8 Lighting, as applicable  

C. For Fences 

1 A plat of the property showing the location of the 
proposed fence with all setbacks labeled 

 

2 A drawing or photograph, in color, of the fence design  

3 A list of the proposed materials and dimensions  

4 Setbacks, existing and proposed  

D. For Signs 

1 A drawing of the building elevation showing the sign 
location(s) or for freestanding signs the location of 
the pole or foundation with all setbacks labeled 
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2 An artist’s rendering, photograph or sign proof, in 
color, of the proposed sign(s) 

 

3 Sign dimensions, proposed materials and any other 
specifications 

 

4 Landscaping, existing and proposed  

5 Lighting, as applicable  
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G. Nonconforming Use, Change of Use 
1. General Description 

The Zoning Administrator may authorize a continuation or replacement of a 
more restrictive nonconforming use, using specific review criteria as 
described in the UDO, when such an expansion allows reasonable 
continued use of a property.   

2. Review Procedure 

a. Applicant may request a pre-application 
conference with the Zoning Administrator 
prior to submitting an application for a 
continuation or change of nonconforming 
use. 

b. Within five (5) days prior to submitting an 
application, the applicant shall provide 
written notice to abutting property owners by 
certified return receipt mail.  Said notice 
shall ask that public comment on the 
requested change of nonconforming use be 
submitted, in writing, to the office of the 
Zoning Administrator within ten (10) days of 
the date of the letter.  Evidence of the 
receipt of such notice shall be provided to 
the Zoning Administrator with the application 
and fee. 

c. The Zoning Administrator reviews the 
application for completeness within ten (10) 
business days, and notifies the applicant, in 
writing, if the application is not complete 
and describes the additional information 
needed for resubmission. 

d. The applicant has thirty (30) business days 
to provide the additional information and 
resubmit the application or request, in 
writing, that the application be re-reviewed 
as is.  Failure of the applicant to respond 
within the specified time shall be considered 
a withdrawal of the application. 

e. Once determined complete, the Zoning 
Administrator will commence review of the 
application for UDO compliance and provide 
a sign to the applicant for posting on each 
parcel of land involved in the subject 
request. 

f. The Zoning Administrator shall post a Notice 
of the request on the City of Fredericksburg’s website at least five 
(5) days prior to any action. 

g. Following the expiration of the public comment period, the Zoning 
Administrator may approve, approve with conditions, or deny the 
request based on compliance with the UDO.   

h. Within seven (7) days of the Zoning Administrator’s decision, 
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written notice of the request’s approval or denial is mailed, by the 
office of the Zoning Administrator, to the abutting property owners. 

i. Any person aggrieved by a written decision of the Zoning 
Administrator may appeal to the Board of Zoning Appeals in 
accordance with Code of Virginia Section 15.2-2311.  

3. Submittal Requirements 

1 Application and fee.  

2 A written narrative that addresses the following: 

a. The number and size of parking spaces 
serving the new use; 

b. The appearance of the buildings and site on 
which the new use is located; 

c. The use, type, area, and appearance of new 
signs; 

d. The intensity of the new nonconforming use, 
including the days and hours of operation, 
traffic, noises, and similar impacts; 

e. The lighting provisions of the site for the new 
use; 

f. The landscaping provisions of the site for the 
new use; 

g. The amount of vehicular traffic in the 
neighborhood; and 

h. The potential effect on the fair market value 
of neighboring properties from the new use. 
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H. Nonconforming Use, Minor Expansion 
1. General Description 

The Zoning Administrator may authorize a minor expansion of a 
nonconforming use, using specific review criteria as described in the UDO, 
when such an expansion allows reasonable continued use of a property.  

2. Review Procedure 

a. Applicant may request a pre-application 
conference with the Zoning Administrator 
prior to submitting an application for a minor 
expansion of a nonconforming use. 

b. Within five (5) days prior to submitting an 
application, the applicant shall provide 
written notice to abutting property owners by 
certified return receipt mail.  Said notice shall 
ask that the public comment on the 
requested minor expansion of a 
nonconforming use be submitted, in writing, 
to the office of the Zoning Administrator 
within ten (10) days of the date of the letter.  
Evidence of the receipt of such notice shall be 
provided to the Zoning Administrator with the 
application and fee. 

c. The Zoning Administrator reviews the 
application for completeness within ten (10) 
business days, and notifies the applicant, by 
mail, if the application is not complete and 
describes the additional information needed 
for resubmission. 

d. The applicant has thirty (30) business days to 
provide the additional information and 
resubmit the application or request, in writing, 
that the application be re-reviewed as is.  
Failure of the applicant to respond within the 
specified time shall be considered a 
withdrawal of the application. 

e. Once determined complete, the Zoning 
Administrator will commence review of the 
application for UDO compliance and provide a 
sign to the applicant for posting on each 
parcel of land involved in the subject request. 

f. The Zoning Administrator shall post a Notice 
of the request on the City of Fredericksburg’s 
website at least five (5) days prior to any 
action. 

g. Following the expiration of the public comment 
period, the Zoning Administrator may approve, 
approve with conditions, or deny the request 
based on compliance with the UDO.    

h. Within seven (7) days of the Zoning Administrator’s decision, 
written notice of the request’s approval or denial is mailed, by the 
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office of the Zoning Administrator, to the abutting property owners. 
Any person aggrieved by a written decision of the Zoning 
Administrator may appeal to the Board of Zoning Appeals in 
accordance with Code of Virginia Section 15.2-2311.  
 

3. Things to Know  

Construction of any new building or structure is limited to accessory 
buildings or structures and additions that do not exceed five percent of the 
GFA. 

4. Submittal Requirements 

1 Application and fee.  

2 A written narrative that addresses the following: 

a. What is the percentage of increase in the 
number of seats, parking spaces, or 
students? 

b. Will the expansion cause a reduction in the 
effectiveness of existing transitional 
screening, buffering, landscaping or open 
space? 

c. How will the changes to bulk, mass, 
orientation or location adversely impact 
abutting property? 

d. If the change involves a new accessory 
building, structure or addition to an existing 
building, what will be the percentage of all 
such structures or additions in relation to the 
existing gross floor area (GFA)? 

e. What will be the total existing and proposed 
floor area ratio? 
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I. Residential Lot Grading Plan 
1. General Description 

When required by Section 72-26.2 of the UDO, a Residential Lot Grading 
Plan must be submitted to the Stormwater 
Administrator for review prior to the issuance of a 
building permit. 

2. Review Procedure 

a. Applicant submits application, fee, and 6 
copies of the residential lot grading plan to 
the office of the Stormwater Administrator. 

b. Staff determines if application is complete 
and will notify applicant if additional 
information is required. 

c. Staff reviews plan and provides comments to 
the applicant of any necessary changes to the 
plan. 

d. Staff decision on plan. 
e. Applicant can obtain a Land Disturbance 

Permit.  

3. Things to Know 

There should be a minimum five percent (5%) slope 
away from the building foundation. 

To ensure adequate over-lot drainage, the minimum 
lot grade should be two percent. Any swales on a lot 
must be at a minimum two percent slope but should 
preferably be at three percent. On single-family 
subdivision lots, a driveway parking pad shall be installed to accommodate 
the off-street parking requirement. This parking pad should be no greater 
than five percent grade and no less than one percent. The portion of the 
driveway from the street to the parking pad should be on grade of no more 
than 15 percent and no less than one percent. A waiver request to the 
Stormwater Administrator shall accompany any plans unable to conform to 
these driveway standards. 

Lot grading plans for subdivision houses should be designed so that, if 
stormwater is collected in a midblock swale along the rear yards and 
routed toward the street in an open swale running between two adjacent 
houses, the maximum allowable watershed area for such a surface swale 
passing between two adjacent houses shall be one acre with the average 
(C×A) factor not to exceed 0.50. 

For all lots located wholly or partially within the Chesapeake Bay 
Preservation Overlay (CBPO) district, the plan shall meet all applicable 
requirements of the UDO. 

All elevations shall be relative to one point, which point shall be designated 
on the grading plan as a benchmark, the elevation of which may be 
arbitrary and need not be actually related to sea level. 

Staff Review 
Staff can request 

additional information 
before approving.  
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Surface water may be drained across the public sidewalks or sidewalk 
areas only at a driveway; however, not more than 125 square feet of lot 
area may be drained per linear foot of channel width across a public 
sidewalk or sidewalk area. When more than 125 square feet of lot area will 
be drained per linear foot of channel width, underground channeling of 
water shall be required by means of a pipe not exceeding four inches in 
diameter, to be installed under the public sidewalk or sidewalk area, which 
shall extend to the curb and gutter. If the volume of water exceeds the 
capacity of a four-inch pipe, such underground channeling must extend 
under the public sidewalk or sidewalk area and connect to the city 
underground storm drainage system, if any; if no city underground storm 
drainage system is available then such underground channeling shall 
extend to a city roadside ditch. Underground channeling shall be necessary 
whenever there is a continuous flow of surface water to be drained. For 
purposes of this section, a continuous flow of water shall be deemed a flow 
of water continuing for at least five days of no precipitation. 

4. Submittal Requirements 

 A. General Information  

1 Residential lot grading plans shall be in a scale of one 
inch equals 30 feet or less on all lots and shown on 
sheets that are a minimum of 18 inches by 24 inches 
in size, unless waived by the Stormwater 
Administrator. 

All plans shall have two-foot contours defining 
existing elevations and finished lot grading with all 
proposed elevation changes at the time the plan is 
submitted. 

 

2 Existing elevations on each property corner.  

3 Existing elevations at the centerline of the street 
opposite each lot corner and opposite the center of 
the lot. 

 

4 All physical improvements on the lot shall be 
graphically indicated. Spot elevations are required to 
be shown at all house entrances, at the driveway 
entrance and at all changes in grade of the driveway. 
Spot elevations should be shown at each corner of 
the house. Walk-out basements should be indicated 
on the plans, showing the entrance and the 
appropriate spot elevations. The proposed elevation 
of the first floor or grade floor of each building or 
structure, or addition thereto, shall be shown. 

 

5 Where no curb and gutter street section is planned or 
exists, the minimum size allowed for a driveway 
culvert is 12 inches and the inverts for the pipe must 
be shown. In any case where a driveway culvert must 
be larger than 12 inches based on the flow, culvert 
computations must be submitted. 
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6 The lead walk and all risers must be shown on the 
plan and the elevations of the risers must be 
specified. 

 

7 Erosion controls are required for all areas on the lot 
where the ground will be disturbed. The original 
erosion controls for the subdivision shall be sufficient 
for areas that they cover, provided the erosion 
controls are not removed or the erosion control bond 
escrow released until all the construction on the lot is 
completed and the ground cover has been stabilized. 

 

8 All existing water, storm drainage, sanitary sewer, and 
other utility easements shall be indicated. Utility 
connection points to the lot should be indicated. 
Existing drainage easements must be honored and 
additional easements provided for all areas of 
concentrated flow on lot grading plans and 
subdivision plans. These areas include natural 
drainage ways (swales) concentrating flow from 
several lots, swales leading into culverts, and those 
stabilized existing drainage ways handling the outfall 
of other drainage structures. 

 

9 All existing streams, swales, and ditches, and all 
natural or constructed surface and underground 
drains, water piping and conduits of watercourses 
within the lot 

 

10 To ensure the maintenance of the original intent for 
subdivision stormwater management, lot grading 
plans should either delineate the drainage divide 
within the applicable area of the subdivision, or bear 
a notation by the engineer to the effect that the plan 
conforms to the approved overall drainage plan for 
the subdivision. 

 

11 The solution to or provisions to be made on or over 
the lot for channeling water, if the proposed 
construction will change the existing drainage through 
or on the lot. 
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J. Site Plan, Major 
1. General Description 

A Major Site Plan is a required submission for 
development where the land disturbance will be 
2,500 square feet or greater, prepared and approved 
in accordance with the provisions of Section 72-26, 
Site Plan, which is a detailed engineering drawing of 
the proposed improvements required in the 
development of a property. 

2. Review Procedure 

a. The applicant submits application for a 
Technical Review Committee (TRC) pre-
application conference to the office of the 
Development Administrator to discuss project 
with City staff. 

b. The applicant or representative attends pre-
application meeting. 

c. Within five (5) days prior to submitting an 
application, applicant shall provide written 
notice to abutting property owners by 
certified return receipt mail. Said notice shall 
ask for public comment on the requested 
Major Site Plan to be submitted, in writing, to 
the office of the Development Administrator 
within 21 days.  Evidence of return receipt of 
such notice shall be provided to the 
Development Administrator with application 
and fee. 

d. The applicant submits site plan application, 
nine (9) copies of the site plan, electronic 
copy of plan, and applicable fee to the office 
of the Development Administrator. The 
Development Administrator will review the 
application to determine completeness.  The 
“completeness” review determines whether 
the application includes the required 
submittals.  If the application is incomplete, 
the applicant must address the deficiencies.  
Once the application is complete, it is 
officially submitted.   

e. Staff distributes site plan for TRC review and 
schedules site plan for TRC meeting.   

f. The applicant attends TRC meeting to review 
staff and public comments on the plan. 

g. The applicant addresses plan deficiencies 
and submits for second review. 

h. The Site Plan is distributed to TRC members.  
If major revisions, it may be scheduled for an 
additional TRC meeting. 

i. The SWP/BMP agreement is submitted, if 

Staff Review 
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deficiencies, if any. 
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applicable, to the office of the Stormwater Administrator.  
Agreement is reviewed, approved, and recorded: 

(1) Applicant submits draft copy of completed agreement to 
the Stormwater Administrator during plan review. 

(2) City staff reviews document. Once approved, the owner will 
submit final agreement with signatures. 

(3) Agreement is signed by City officials. 
(4) Applicant records agreement in Circuit Court land records. 
(5) Applicant submits copy of recorded agreement and 

recording receipt to the Stormwater Administrator. 

j. The Development Administrator shall post a Notice of the request 
on the City of Fredericksburg’s website at least five (5) days prior to 
any action. 

k. Action is taken by the Development Administrator with 
TRC/Department Head Concurrence with TRC members within 60 
days of the determination of an official submission. 

l. Performance Guarantees are submitted to the Development 
Administrator. 

m. Applicant may apply for land disturbance permit. 

3. Things to Know 

All Major Site Plans shall be submitted to the office of the Development 
Administrator in clearly legible blue or black line copies. 

Major Site Plans or any portion thereof involving engineering, architecture, 
landscape architecture or land surveying shall be certified by an engineer, 
architect, land surveyor or landscape architect who is duly authorized to 
practice and whose practice is registered by the Commonwealth of Virginia. 
No person shall prepare or certify design elements of Major Site Plans 
which are outside the limits of their professional expertise and licenses. 
Stormwater management and utility designs shall be prepared by a 
licensed professional qualified to prepare such designs. 

Major Site Plans shall be prepared to a scale of one inch equals 50 feet or 
larger. The sheets shall be 24 inches by 36 inches. 

A Major Site Plan may be prepared on as many sheets as necessary to 
clearly show the information required by this division and to facilitate the 
review and approval of the plan. If prepared on more than one sheet, 
match lines shall clearly indicate where the several sheets join. 

Not all uses require a site plan.  Site plans are not required for: 

a. Single family detached dwellings and their related uses and 
structures 

b. Educational facilities located in religious institutions, or 
c. Renovations of buildings with existing site improvements that 

comply with the development standards of the UDO. 
Site plans that disturb less the 2,500 square feet will follow the minor site 
plan process. 

 
Prior to Plan Approval 

If dedicating streets for public use, contact the Public Works Department 
for any required agreements for Streets, Signs, and Landscaping. 
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Lot consolidation plats, off-site easement dedication plats, and right-of-way 
dedication plats, if necessary, must be reviewed, approved, and recorded 
in accordance with Section O. Subdivisions, Final Plat, prior to plan 
approval. 

The SWM/BMP Agreement must be reviewed, approved, and recorded prior 
to plan approval. 

Prior to Issuance of a Land Disturbance Permit 

Bonds for public infrastructure and maintenance fee must be posted prior 
to release of land disturbance permit. 

Prior to Work within the Public Right-of-Way 

A special excavation permit is required when working in the Right-of-Way 
(ROW). To work in a city Right-of-Way the contractor must have an 
approved Class A contractor’s license.   The application is filed in the 
Building Services Division. 

Prior to Issuance of Certificate of Occupancy 

Dedication of on-site easements must be reviewed, approved, and 
recorded in accordance with Section O. Subdivisions, Final Plat, prior to 
issuance of the Certificate of Occupancy for the site. 

A Cost Estimate Analysis/Site Work Certification prepared by an engineer, 
architect, land surveyor, or landscape architect who is duly authorized to 
practice and whose practice is registered by the Commonwealth of Virginia, 
must accompany a request for a Certificate of Occupancy to ensure 
completion of site work in accordance with the approved site plan.  The 
completion of the public and other site related improvements associated 
with the development shall be bonded in accordance with the Performance 
Guarantee Schedule found in Part 3 of the Procedures Manual.   

Prior to Release of Bonds 

As-Built plans must be submitted to Development Administrator prior to the 
release of bonded improvements. 

Period of Validity for Plan Approval 

Unless provided otherwise by statue, the period of validity of an approved 
final site plan, and any extensions thereof, shall be the governed by Code 
of Virginia Section 15.2-2261, which states a final site plan shall be valid 
for a period of five years. The Development Administrator is authorized to 
approve or deny requests for an extension of time in accordance with that 
section. 

City Water and Sewer Tap Procedures 

(1) The contractor/owner shall notify the office of the Building Official prior 
to any tap work within the City to obtain approval, pay fees, and obtain 
permits.  

(2) A copy of the approved utility plan will be required for all submission 
requests for taps. This approved utility plan must provide the size and 
material of the water and sewer lines, taps, and water meter sizes, types, 
and materials.  
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(3) If the site contractor will install the taps, the contractor will need to 
send a letter to the Director of Public Works requesting permission to 
perform such taps. This letter will need to include three references from 
similar jobs. Once approved, a copy of the approval needs to be provided 
by the contractor to the Building Official.  

(4) If the contractor would like the City to install the taps, fees for the taps 
will be paid at time of permit pick up. A work order (green sheet) for water 
and sewer services installation in the City will not be released to the City 
Shop until Utility Billing has reviewed this application and an account is set 
up. All fees must be paid and required inspections performed for taps to 
include a pre meter inspection. 

4. Submittal Requirements 

A. General Information 

1 Application, nine (9) copies of plans, list of abutting 
property owners, copy of public notice letter, return 
receipts for public notice, and fee. 

 

2 Project name.  

3 Brief narrative describing project.  

4 Geographic Parcel Identification Number (GPIN) number 
for parent parcel(s). 

 

5 Name and address of developer.  

6 Name and address of owner.  

7 Source of Title. A certificate signed by the surveyor or 
engineer shall be submitted setting forth the source of 
title of the owner of the tract and the place of record of 
the last instrument in the chain of title. 

 

8 Engineer’s Certificate. A certificate signed by the 
surveyor/engineer stating that all requirements of the City 
of Fredericksburg, Virginia, have been complied with. 

 

9 Names of holders of any easements affecting the 
property. 

 

10 Name and address of the individual who prepared the 
plan. 

 

11 Date of drawing (including the revision dates).  

12 Number of sheets.  

13 Match-line key plan, if multiple sheets; overall plan, if 
multiple sheets, showing the plan in its entirety on one 
sheet, with an information legend and without the match-
line key plan information. 

 

14 North arrow shown, and where practical, oriented to the 
top of the page; graphic scale. 
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15 Approval Block containing, signature lines for the 
Development Administrator, Zoning Administrator, 
Stormwater Administrator, Public Works, and Fire Marshal 
with the following notations: 

 

Approved for Fire Lanes and Signage, Hydrant locations 
and Color Coding, FDC and PIV Locations, Turning Radii 
and Roadway Width for Emergency Vehicles  

_________________________________________________ 
Fire Marshal 
 
Approved for Work Related to Public Water, Sewer, Storm 
Drainage, Street Trees and Rights-of-Ways 

_________________________________________________ 
Department of Public Works 
 

 

16 Vicinity map. The location of tract shall be shown by an 
vicinity map at a scale of not less than one inch equals 
2,000 feet, indicating scaled coordinates referred to in 
United States Coast and Geodetic Survey (USC&GS), 
Virginia grid north 1983, and such information as the 
names and numbers of adjoining roads, streams and 
bodies of water, railroads, subdivisions, and districts or 
other landmarks sufficient to clearly identify the location 
of the property. 

 

17 Boundary. A boundary survey of the tract with an error of 
closure within the limit of one in 10,000 related to the 
true meridian and showing the location and type of 
boundary evidence shall be included. The survey shall be 
related to United States Coast and Geodetic Survey 
(USC&GS), Virginia grid north 1983, and the coordinates 
of two adjacent corners shall be indicated. 

 

18 Owner names and GPIN numbers labeled for abutting 
properties.    

 

19 All horizontal dimensions shown on the plan shall be in 
feet and decimal fractions of a foot to the closest 1/100 
foot, and all bearings in degrees, minutes and seconds to 
the nearest ten seconds. 

 

20 A geotechnical report, prepared by or under the direction 
of a professional engineer experienced in soil and 
foundation engineering, shall be included for site plans. 

 

21 Geometric location data and areas for all private or public 
rights-of-way, common areas, utility centerlines and 
easements, structures, and lot lines shall be indicated. 
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22 Existing topography with a maximum contour interval of 
two feet shall be provided, except where existing ground 
is on a slope of less than two percent, and then either 
one-foot contours or spot elevations, not more than 50 
feet apart in both directions, shall be provided. 

 

23 Proposed finished grading by two foot contours shall be 
indicated, to be supplemented where necessary by spot 
elevations and sectional information. Limits of grading 
shall be clearly indicated. 

 

24 Historic/Archaeological. All known historic and 
archaeological sites and resources, as identified by the 
Virginia Department of Historic Resources or by the 
Fredericksburg Planning Office, shall be delineated. 

 

25 Cemeteries.  Any grave, object or structure marking a 
place of burial shall be identified 

 

26 Building Use.  Plans shall identify proposed building types 
by building use codes as defined in the Virginia Uniform 
Statewide Building Code 

 

27 Additional information specific to the proposed use shall 
be included, as deemed necessary by the Development 
Administrator for adequate site plan review 

 

28 Provide Hydraulic Grade lines (HGL).  

29 Note Sixth Order Hydraulic Unit Code (HUC). 

a. Celebrate Virginia – HUC RA45 

b. All other City locations – HUC RA46 

 

B. Environmental 

1 Perennial streams delineated, and report provided, if 
applicable. 

 

2 Wetlands shall be delineated, and report provided, if 
applicable. 

 

3 Floodplain shall be delineated, and report provided, if 
applicable 

 

4 Chesapeake Bay Resource Protection Areas shall be 
delineated, and report provided, if applicable. 

 

5 Location(s) of threatened or endangered species and/or 
habitats per the Virginia Department of Conservation and 
Recreation National Heritage Database shall be indicated 

 

6 Additional construction plan information required for 
development or redevelopment within the Chesapeake 
Bay Preservation Overlay District shall be included, as set 
forth in Section 72-34.5. 
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7 Plans of contributing drainage areas and the computed 
limits of the 100-year floodplain, with drainage way cross 
sections and water surface elevations plotted on profile of 
the pre-development and post-development condition. 

 

8 Notation on plan stating, due to recent findings of 
possible acid sulphate soils (PASS) within the proximity of 
the City of Fredericksburg, the developer, builder and 
engineer acknowledge that if acid sulphate soils or other 
soils that produce a pH of <4 are present on the project 
site, extensive treatment to bring the soils acid/pH level 
to an acceptable level to sustain plant growth may be 
required. 

 

9 Provide FIRM note: The property shown hereon is located 
in Zone (insert flood hazard area, i.e. zone), an area 
determined to be (insert percent) annual chance flood, as 
graphically shown on FIRM map community panel no. 
(insert panel number), dated September 19, 2007 (last 
revised FIRM). 

 

10 Provide Chesapeake Bay Note: 

Chesapeake Bay Preservation Act. The parcel described 
within this plan does/does not (select one)lies within the 
Resource Management Area (RMA) and does/does not 
(select one) contain Resource Protection Areas (RPA) 
within the Chesapeake Bay Preservation Area Overlay 
District 

 

11 Responsible Land Disturber Note (on the coversheet): 

Until further notice, the Responsible Land Disturber for 
this project is: 

____________________     ___________________ 
Name                                     Certification # 
 
___________________ 
Expiration Date 

 

C. Fire Protection 

1 Locations of existing and proposed fire hydrants including 
proposed connection points. 

 

2 Flow calculations for fire hydrants in gallons per minute.  

3 Fire lane locations and markings per the Statewide Fire 
Prevention Code. 

 

4 Post indicator valve locations.  

5 Typical detail including make and model number for 
proposed fire hydrants. 

 

6 Turning radius on all turns including cul-de-sacs.  

7 Connections and color flow charts. 
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D. Stormwater/Erosion Sediment Control 

1 Typical details for stormwater management facilities and 
erosion and sediment control devices shall be provided. 

 

2 Plans and profiles detailing the provisions for the 
adequate disposition of natural water and stormwater in 
accordance with the city's design and construction 
standards shall be submitted, indicating the location, 
size, type and grade of ditches, catchbasins and pipes 
and connections to existing drainage systems, and on-site 
stormwater management, with supporting contributing 
area and design data computations and calculations. 
Plans and profiles shall be submitted to a scale of one 
inch (horizontal) equals 50 feet or larger and one inch 
(vertical) equals five feet or larger. 

 

3 Provisions for the adequate control of erosion and 
sedimentation shall be included, indicating the proposed 
temporary and permanent control practices and 
measures that will be implemented during all phases of 
clearing, grading and construction as required by UDO 
Article 72-5, and design standards of the state soil 
conservation service 

 

4 Bond estimates for stormwater and erosion and sediment 
control devices and facilities plus 25% for maintenance 

 

5 Provide Impervious Surface Ratio (ISR).  

E. Streets 

1 All existing and proposed streets and easements, 
identified with names, numbers and widths. 

 

2 An estimate of the daily vehicle trips generated by the 
project shall be included. 

 

3 Typical street and parking area pavement and design 
sections shall be included. 

 

4 Plans and profiles for all streets shall be included, 
including centerline elevations computed to the nearest 
1/100 foot at 50 foot horizontal station intervals and at 
other locations of geometric importance. 

 

5 Bond estimates for public street improvements and 
drainage. 

 

6 Address plan, if applicable.  

7 Traffic control plan, where appropriate, for work with the 
public right-of-way. 

 

F. Water/Sewer 

1 Existing and proposed utilities and easements.  

2 Provide water and sewer analysis.  

3 Plans and profiles shall be included detailing all existing  
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and proposed utilities, including water and sanitary sewer 
facilities, all pipe sizes, types and grades with supporting 
capacity calculations, and where connection is to be 
made to the City or to another utility system.  Plans and 
profiles shall be submitted on federal aid sheets or the 
equivalent thereof, to a scale of one inch (horizontal) 
equals 50 feet or larger and one inch (vertical) equals five 
feet or larger. 

4 Bond estimates for public water and sewer improvements 
plus maintenance fee. 

 

G. Zoning 

1 The zoning classification and land use for the area being 
developed and for adjoining properties.  As applicable, a 
copy of the conditional zoning ordinance, variance 
approval, special exception, and/or special use permit 
resolution for the property being developed with narrative 
and graphic description how proffers and/or conditions 
will be implemented shall be included on the plan. 

 

2 Density.  Calculations comparing the permitted and 
proposed residential density, where applicable. 

 

3 Open Space.  Calculations comparing the minimum 
required open space and proposed open space for the 
area being developed. 

 

4 Setbacks. Building setback requirements shall be noted 
on the plan. 

 

5 The proposed location, general use, number of floors, 
height, floor area ratio and the net and gross floor area 
for each building shall be indicated, including outside 
display areas. 

 

6 Parking calculations comparing the minimum required 
parking and proposed parking. 

 

H. Other Site Improvements 

1 All off-street parking, related driveways, entrance types, 
loading spaces and walkways shall be shown, indicating 
type and dimensioning of surfacing, size, stalls, width of 
aisles and a specific schedule showing the number of 
parking spaces provided and the number required by UDO 
Article 72-5. 

 

2 Locations for all open spaces, identifying areas for and 
improvements to all recreational facilities, tot lots, natural 
areas, and related pedestrian accommodations, shall be 
included. 

 

3 A detail and the location of the proposed project sign. 
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4 The location and method of garbage and refuse collection 
in accordance with Section 72-57 of the UDO shall be 
indicated.  All screening of refuse shall be shown with 
typical detail. 

 

5 A detail and the location and method of lighting for 
streets and parking areas shall be indicated. 

 

6 A landscape plan, including dimensions and distances 
and the location, size and description of all proposed 
landscape materials as required by UDO Article 72-5 shall 
be submitted. Existing vegetation, proposed removal of 
vegetation, and proposed replacement of vegetation shall 
also be indicated. 

 

7 Location, type, size and height of fencing, retaining walls 
and screen planting, as required by the provisions of by 
UDO Article 72-5, shall be indicated. 
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K. Site Plan, Minor 
1. General Description 

A Minor Site Plan is a required submission for 
development where the land disturbance will be less 
than 2,500 square feet. Minor Site Plans are not 
required to incorporate detailed engineering 
drawings but may consist of a sketch or simple 
drawing depicting a lot or site, existing built aspects, 
and a depiction of buildings or site features to be 
constructed.    

2. Review Procedure 

a. The applicant submits application for a 
Technical Review Committee (TRC) pre-
application conference to the office of the 
Development Administrator to discuss project 
with City staff. 

b. The applicant or representative attends pre-
application meeting. 

c. The applicant submits site plan application, 
nine (9) copies of the site plan, electronic 
copy of plan, and applicable fee to the office 
of the Development Administrator.  

d. The Development Administrator will review 
the application to determine completeness.  
The “completeness” review determines 
whether the application includes the required 
submittals.  If the application is incomplete, 
the applicant must address the deficiencies.  
Once the application is complete, it is 
officially submitted.   

e. Staff distributes site plan for TRC review.   
f. The applicant addresses plan deficiencies 

and submits for second review. 
g. The site plan is distributed to TRC members.   
h. The SWP/BMP agreement is submitted, if 

applicable, to the office of the Stormwater 
Administrator.  Agreement is reviewed, 
approved, and recorded: 

(1) Applicant submits draft copy of 
completed agreement to the 
Stormwater Administrator during plan 
review. 

(2) City staff reviews document. Once 
approved, the owner will submit final 
agreement with signatures. 

(3) Agreement is signed by City officials. 
(4) Applicant records agreement in 

Circuit Court land records. 
(5) Applicant submits copy of recorded 

Process Flow Chart 
Minor Site Plan 

Application and Fee 
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Performance Guarantees 
submitted, as appropriate, by 

Applicant 
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Pre-Application 
Conference 
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agreement and recording receipt to the Stormwater 
Administrator. 

i. Action is taken by the Development Administrator with 
TRC/Department Head Concurrence with TRC members within sixty 
(60) days of the determination of an official submission. 

j. Performance Guarantees are submitted to the Development 
Administrator. 

3. Things to Know 

All Minor Site Plans shall be submitted to the office of the Development 
Administrator in clearly legible blue or black ink. 

When a Minor Site Plan is required, it shall be drawn to the scale of one 
inch equals 40 feet or larger, on 11 inch by 17 inch (or larger, but not to 
exceed 36 inches in any dimension) sheet of paper. 

4. Submittal Requirements 

1 Application and nine (9) minor site plans.  

2 The scale of the plan, the name of the individual who 
prepared the plan and north arrow shall be shown. 

 

3 Owner names and Geographic Parcel Identification 
Number labeled for land being developed and adjoining 
properties 

 

4 The zoning classification for the area being developed 
and for adjoining properties. As applicable, a copy of the 
conditional zoning ordinance, variance approval, special 
exception, and/or special use permit resolution for the 
property being developed with narrative and graphic 
description how proffers and/or conditions will be 
implemented shall be included on the plan 

 

5 Names and locations of abutting property owners and 
subdivisions shall be identified. 

 

6 The following information shall also be shown: 

a. Project narrative explaining the changes to the 
site and proposed use; 

b. The boundaries of the subject property and 
building setback lines; 

c. The location and dimension of all existing and 
proposed structures; 

d. The location of all parking and loading spaces; 
e. Calculations for required and proposed parking; 
f. Calculations for required and proposed open 

space area; 
g. Calculations for the required and proposed floor 

area ratio; 
h. Existing and proposed ingress/egress to and from 
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the property; 
i. The location of required buffer yards and 

landscape areas; 
j. The location of existing and proposed fire 

hydrants; 
k. Any other information which the Development 

Administrator may deem necessary in order to 
fully evaluate the Minor Site Plan. 

 

 

 

7 Approval Block containing, signature lines for the 
Development Administrator, Zoning Administrator, 
Stormwater Administrator, Public Works, and Fire Marshal 
with the following notations: 

 

Approved for Fire Lanes and Signage, Hydrant locations 
and Color Coding, FDC and PIV Locations, Turning Radii 
and Roadway Width for Emergency Vehicles  

_________________________________________________ 
Fire Marshal 
 
Approved for Work Related to Public Water, Sewer, Storm 
Drainage, Street Trees and Rights-of-Ways 

_________________________________________________ 
Department of Public Works 
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L. Special Exception 

1. General Description 

A Special Exception is the process by which the City 
Council modifies or grants exceptions to any of the 
general regulations within any zoning district. The 
purpose of a special exception is to provide needed 
elasticity and usefulness of the zoning regulations, in 
extraordinary or special circumstances. The granting of a 
special exception for a use not otherwise permitted by 
the zoning regulations may be appropriate for uses 
which are unique and unlikely of recurrence.  

2. Review Procedure 

a. The Applicant or representative must participate 
in a pre-application meeting with the Technical 
Review Committee before submitting an 
application for a Special Exception.  

b. Following a pre-application conference, the 
applicant submits an application and fee for the 
Special Exception to the office of the Zoning 
Administrator. 

c. The Zoning Administrator reviews the application 
for completeness within ten days, and notifies 
the contact person if the application is not 
complete. 

d. Once the application is determined complete, 
the Zoning Administrator distributes the 
application to the Technical Review Committee 
and the City Attorney and commences review.  
The amount of time necessary to complete the 
staff review is variable depending on the 
complexity of the application and the accuracy of 
the submitted material.  The Zoning 
Administrator will provide the applicant with 
written comments at the end of the staff review.  
The applicant may revise the application in 
response to these staff comments. 

e. The Planning Office prepares the staff report.  
The City Attorney, in consultation with the 
Planning Office, prepares a draft resolution.  The 
Planning Office then schedules the public 
hearing by the Planning Commission, works with 
the applicant to provide required public 
notification, and forwards the application and 
staff report to the Planning Commission. 

f. The Planning Commission reviews the 
application and provides a recommendation to 
the City Council for approval, approval with 
conditions, or denial. Failure of the Planning Commission to report 
within 100 days of the first meeting of the Planning Commission 

Staff Review and Comment 
Recommendation 

Process Flow Chart 
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shall be deemed as a recommendation of approval, unless the 
application has been withdrawn by the applicant prior to the 
expiration of that time period. 

g. Following the Planning Commission recommendation, City staff 
schedules the public hearing on the application with the City 
Council, works with the applicant to provide the required public 
notification, and forwards the application, staff report, and 
Planning Commission recommendation to the City Council. 

h. Upon receipt of the report and recommendation of the Planning 
Commission, the City Council holds at least one public hearing and 
takes final action. 

i. The City Council reviews and decides on the application following a 
public hearing. 

j. The City Council may include conditions of approval with a Special 
Exception permit and may also require posting of a performance 
guarantee. 

k. Applicant must sign and record a notice of Special Exception and 
record it in the Circuit Court of the City of Fredericksburg.  Proof of 
recording must be submitted to the Office of the Zoning 
Administrator within 30 days of action. 

3. Things to Know  

The request for a Special Exception from bulk regulations should only be 
considered in the context of a Special Use Permit, Special Exception (use) 
or Conditional Rezoning application. 

City Council may grant a Special Exception conditioned upon suitable 
regulations and safeguards, reasonably related to the Special Exception 
application. 

When the Planning Commission and City Council review, consider, and act 
upon an application for a Special Exception, they shall do so using the 
following criteria: 

1. Whether the grant of the Special Exception is consistent with the City’s 
Comprehensive Plan; 

2. Whether the Special Exception is consistent with the goals, purposes 
and objectives of the UDO; 

3. Whether there has been a sufficient period of time for investigation and 
community planning with respect to the application; 

4. Whether the Special Exception is consistent with the principles of good 
zoning practice, including the purposes of the district in which the 
Special Exception would be located, existing and planned uses of 
surrounding land, and the characteristics of the property involved. 

5. Whether the proposed use or aspect of the development requiring the 
Special Exception is special, extraordinary or unusual. 

6. Whether the proposed modification or exception potentially results in 
any adverse impact(s) on the surrounding neighborhood, or the 
community in general; and if so, whether there are any reasonable 
conditions of approval that would satisfactorily mitigate such impacts. 

 

 
Fredericksburg, Virginia Unified Development Procedures Manual  Page 51 

Adopted: October 8, 2013 / Revised February 24, 2015 



 

4. Submittal Requirements 

Requests to for approval of a Special Exception shall include the applicable 
fee and twelve copies of the application, with the following information: 

1 Application, fee, and background materials loaded to 
the City’s FTP website. 

 

2 A notarized affidavit, signed by the applicant and 
containing the following: 

a. A listing of the names and addresses of all 
applicants, title owners, contract purchasers, 
and lessees of the land described in the 
application, and, if any of such persons is a 
trustee, each beneficiary having an interest in 
such land, and all attorneys, real estate 
brokers, architects, engineers, planners, 
surveyors and other agents who have acted or 
will act on behalf of any of such persons with 
respect to the application. If any of the 
applicants, title owners, contract purchasers, or 
beneficiaries is a corporation, then the 
application shall also contain a listing of all 
shareholders who own ten percent or more of 
any class of stock issued by the corporation 
and, where such corporation has ten or less 
shareholders, a listing of all shareholders. The 
application shall also contain a listing of all 
partners, both general and limited, in any 
partnership with an ownership interest in the 
property. 

b. A statement indicating whether or not any 
member of the City Council or the Planning 
Commission or any member of their immediate 
household or family owns or has any financial 
interest in such property or has any financial 
interest in the outcome of the decision. 

 

 

3 For any application filed by an agent, contract 
purchaser or lessee of the property, a written statement 
signed by each title owner confirming the applicant’s 
status as the owner’s agent or contract purchaser and 
indicating his endorsement of the application. 
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4 Certified boundary survey of the property signed and 
sealed by a professional surveyor, engineer, and/or 
architect showing the following: 

a. The metes and bounds of all boundary lines of 
the subject property, and the bearings and 
distances of each zoning district crossing or 
abutting the property. 

b. The total area of the property, presented in 
either square feet or acres. 

c. A scale and north arrow. 

d. The location and dimensions of all existing 
buildings, and easements of record. 

e. The names and route numbers of all boundary 
roads or streets and the width of existing rights-
of-way. 

f. The signature and seal of the person preparing 
the plat. 

g. The location, names of owners, and GPIN of 
abutting properties. 

 

 

 

 

 

 

 

5 A General Development Plan providing the following 
items, unless waived (in whole or in part) by the Zoning 
Administrator: 

a. A general narrative of planning objectives to be 
achieved. 

b. A schematic land use plan, at a scale of not less 
than one inch to 100 feet showing: proposed 
uses, structures, site improvements, facilities, 
parking and loading access points, utilities, lot 
layout, setback, height, lot coverage, floor area 
ratios, density, open space, landscaping, buffer 
areas and building restriction lines. 

c. An environmental analysis of the proposed site, 
including a graphic inventory and any proposed 
preservation of 100-year floodplain areas, 
slopes in excess of 25 percent, unbuildable 
soils, existing tree cover, topography at a 
maximum contour interval of 5 feet, cemeteries, 
watercourses, unique natural features, and all 
known historic sites and resources, as 
identified by the Virginia Department of Historic 
Resources and the Fredericksburg Planning 
Department. 

d. For sites located wholly or in part within the 
Chesapeake Bay Preservation Overlay District, 
an environmental site assessment prepared in 
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accordance with UDO Section 72-34.5, and 
other relevant information requested by the 
Zoning Administrator. 

e. If applicable, a phasing plan delineating the 
proposed phases of the development, the 
approximate commencement date for 
construction and a proposed build-out 
timeframe. 

f. A transportation analysis which includes a 
circulation plan, including location of existing 
and proposed vehicular, pedestrian, bicycle and 
other circulation facilities; general information 
on the circulation facilities, including trip 
generation, ownership and maintenance;  and 
proposed construction standards location and 
general design of parking and loading facilities.  
A full Traffic Impact analysis may be required by 
the Zoning Administrator. 

g. A public facilities assessment plan presenting 
the potential impact the proposed special 
exception could have, at the maximum density 
of development allowed in the proposed zoning 
district (i.e., build-out), on the following public 
facilities: 

(1) Water treatment storage and transmission 
facilities. 

(2) Sewage transmission and treatment facilities. 
(3) Streets and other public transportation 

systems. 
(4) Storm sewerage and drainage, including 

stormwater management facilities, both on-site 
and off-site. 

(5) Public schools, libraries and other educational 
institutions. 
Public parks and recreational facilities. 

h. A statement certifying that the use and 
development of the property, and all 
improvements thereon, are subject to the final 
General Development Plan as well as to the 
generally applicable regulations set forth in 
UDO Section 72-33. 

i. Other pertinent information as requested by the 
Zoning Administrator. 
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6 A written statement that addresses the following: 

a. The proposed use including, but not limited to, 
ownership, hours of operation, proposed 
number of employees, operator’s qualifications, 

b. How the request is consistent with the City’s 
Comprehensive Plan (cite specific section and 
page number). 

c. How the request is consistent with the goals, 
purposes, and standards of the City’s UDO. 

d. Description of the development’s impact on 
abutting and neighboring properties. 

e. How the request is consistent with the 
principles of zoning and good zoning practice, 
including the purposes of the zoning district, the 
characteristics of the property involved, and 
whether there are adverse impacts of the 
proposed use. 

 

8 A list of all abutting property owners, including those 
located across the street, to include the names, 
Geographic Parcel Identification Numbers, and mailing 
addresses. 

 

9 The Zoning Administrator may request additional 
information applicable to the specific nature of a given 
structure or use as deemed necessary to fully evaluate 
the Special Exception.   
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M. Special Use Permit 
1. General Description 

A Special Use Permit is authorization to establish a 
use type that has unique characteristics or potential 
impacts on abutting uses that warrant special 
consideration by the City Council.  Uses with an “S” in 
the use table in UDO Section 72-40.2 require 
issuance of a Special Use Permit in accordance with 
UDO Section 72-22.6. 

2. Review Procedure 

a. The applicant or representative must 
participate in a pre-application meeting with 
the Technical Review Committee before 
submitting an application for a Special Use 
Permit.  

b. Following a pre-application conference, the 
applicant submits an application and fee for 
the Special Use Permit to the office of the 
Zoning Administrator. 

c. The Zoning Administrator reviews the 
application for completeness within ten days, 
and notifies the contact person if the 
application is not complete. 

d. Once the application is determined complete, 
the Zoning Administrator distributes the 
application to the Technical Review 
Committee and the City Attorney and 
commences review.  The amount of time 
necessary to complete the staff review is 
variable depending on the complexity of the 
application and the accuracy of the submitted 
material.  The Zoning Administrator will 
provide the applicant with written comments 
at the end of the staff review.  The applicant 
may revise the application in response to 
these staff comments. 

e. The Planning Office prepares the staff report.  
The City Attorney, in consultation with the 
Planning Office, prepares a draft resolution.  
The Planning Office then schedules the public 
hearing by the Planning Commission, works 
with the applicant to provide required public 
notification, and forwards the application and 
staff report to the Planning Commission. 

f. The Planning Commission reviews the 
application and provides a recommendation 
to City Council for approval, approval with 
conditions, or denial. Failure of the Planning 
Commission to report within 100 days of the first meeting of the 
Planning Commission shall be deemed as a recommendation of 

Staff Review and Comment 
Recommendation 
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approval, unless the application has been withdrawn by the 
applicant prior to the expiration of that time period. 

g. Following the Planning Commission recommendation, City staff 
schedules the public hearing on the application with the City 
Council, works with the applicant to provide the required public 
notification, and forwards the application, staff report, and 
Planning Commission recommendation to the City Council. 

h. Upon receipt of the report and recommendation of the Planning 
Commission, the City Council holds at least one public hearing and 
takes final action on the application. 

i. The City Council may include conditions of approval with a Special 
Use Permit and may also require posting of a performance 
guarantee. 

j. Applicant must sign and record a notice of Special Use and record 
it in the Circuit Court of the City of Fredericksburg.  Proof of 
recording must be submitted to the Office of the Zoning 
Administrator within 30 days of action. 

3. Things to Know 

Approval of a Special Use Permit is not an inherent right and the City 
Council may apply special conditions of approval. 

The City Council may revoke a Special Use Permit for failure to comply with 
the conditions of approval. 

Any use authorized by a Special Use Permit shall commence within two 
years of the date of approval of the Special Use Permit, as a condition of 
the Special Use Permit, unless provided otherwise by the City Council. 

4. Submittal Requirements 

Requests for approval of a Special Use Permit shall include the applicable 
fee and twelve copies of the application and the following information: 

1 Application, fee, and background materials loaded to the 
City’s FTP website. 

 

2 A notarized affidavit, signed by the applicant and containing 
the following: 

a. A listing of the names and addresses of all applicants, 
title owners, contract purchasers, and lessees of the 
land described in the application, and, if any of such 
persons is a trustee, each beneficiary having an 
interest in such land, and all attorneys, real estate 
brokers, architects, engineers, planners, surveyors 
and other agents who have acted or will act on behalf 
of any of such persons with respect to the application. 
If any of the applicants, title owners, contract 
purchasers, or beneficiaries is a corporation, then the 
application shall also contain a listing of all 
shareholders who own ten percent or more of any 
class of stock issued by the corporation and, where 
such corporation has ten or less shareholders, a 
listing of all shareholders. The application shall also 
contain a listing of all partners, both general and 
limited, in any partnership with an ownership interest 
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in the property. 

b. A statement indicating whether or not any member of 
the City Council or the Planning Commission or any 
member of their immediate household or family owns 
or has any financial interest in such property or has 
any financial interest in the outcome of the decision. 

3 For any application filed by an agent, contract purchaser or 
lessee of the property, a written statement signed by each 
title owner confirming the applicant’s status as the owner’s 
agent or contract purchaser and indicating his endorsement 
of the application. 

 

4 Certified boundary survey of the property signed and sealed 
by a professional surveyor, engineer, and/or architect 
showing the following: 

a. The metes and bounds of all boundary lines of the 
subject property, and the bearings and distances of 
each zoning district crossing or abutting the property. 

b. The total area of the property, presented in either 
square feet or acres. 

c. A scale and north arrow. 

d. The location and dimensions of all existing buildings, 
and easements of record. 

e. The names and route numbers of all boundary roads 
or streets and the width of existing rights-of-way. 

f. The signature and seal of the person preparing the 
plat. 

g. The location, names of owners, and deed book 
references of adjoining properties. 

 

 

 

 

 

 

 

5 A General Development Plan providing the following items, 
unless waived (in whole or in part) by the Zoning 
Administrator: 

a. A general narrative of planning objectives to be 
achieved. 

b. A schematic land use plan, at a scale of not less than 
one inch to 100 feet showing: proposed uses, 
structures, site improvements, facilities, parking and 
loading access points, utilities, lot layout, setback, 
height, lot coverage, floor area ratios, density, open 
space, landscaping, buffer areas and building 
restriction lines. 

c. An environmental analysis of the proposed site, 
including a graphic inventory and any proposed 
preservation of 100-year floodplain areas, slopes in 
excess of 25 percent, unbuildable soils, existing tree 
cover, topography at a maximum contour interval of 5 
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feet, cemeteries, watercourses, unique natural 
features, and all known historic sites and resources, 
as identified by the Virginia Department of Historic 
Resources and the Fredericksburg Planning 
Department. 

d. For sites located wholly or in part within the 
Chesapeake Bay Preservation Overlay District, an 
environmental site assessment prepared in 
accordance with UDO Section 72-34.5, and other 
relevant information requested by the Zoning 
Administrator. 

e. If applicable, a phasing plan delineating the proposed 
phases of the development, the approximate 
commencement date for construction and a proposed 
build-out timeframe. 

f. A transportation analysis which includes a circulation 
plan, including location of existing and proposed 
vehicular, pedestrian, bicycle and other circulation 
facilities; general information on the circulation 
facilities, including trip generation, ownership and 
maintenance;  and proposed construction standards 
location and general design of parking and loading 
facilities.  A full Traffic Impact analysis may be 
required by the Zoning Administrator. 

g. A public facilities assessment plan presenting the 
potential impact the proposed special use could 
have, at the maximum density of development 
allowed in the proposed zoning district (i.e., build-out), 
on the following public facilities: 

(1) Water treatment storage and transmission facilities. 
(2) Sewage transmission and treatment facilities. 
(3) Streets and other public transportation systems. 
(4) Storm sewerage, including stormwater management 

facilities, both on-site and off-site. 
(5) Public schools, libraries and other educational 

institutions. 
Public parks and recreational facilities. 

h. A statement certifying that the use and development 
of the property, and all improvements thereon, are 
subject to the final General Development Plan as well 
as to the generally applicable regulations set forth in 
UDO Section 72-33. 

i. Other pertinent information as requested by the 
Zoning Administrator. 
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6 A written statement that addresses the following: 

a. The proposed use including, but not limited to, 
ownership, hours of operation, proposed number of 
employees, and operator’s qualifications. 

b. How the request is consistent with the City’s 
Comprehensive Plan. (cite specific section and page 
numbers) 

c. How the request is consistent with the goals, 
purposes, and intent of the City’s UDO district 
regulations. 

d. A description of the development’s impact on existing 
and planned uses of abutting and neighboring 
properties. 

e. How the request is consistent with the principles of 
zoning and good zoning practice, including the 
purposes of the zoning district, the characteristics of 
the property involved, and whether there are adverse 
impacts of the proposed use. 

 

 

 

 

 

8 A list of all abutting property owners, including those located 
across the street, to include the names, Geographic Parcel 
Identification Numbers, and mailing addresses. 

 

9 The Zoning Administrator may request additional information 
applicable to the specific nature of a given structure or use, 
as deemed necessary to fully evaluate the Special Use. 
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N. Subdivision 
1. General Description 

A subdivision is the division or reconsolidation of any lots, parcels, or tracts 
of land into one or more lots, or parcels, of any size, for the purpose of 
transfer or ownership or building development, and boundary line 
adjustment. The term includes resubdivision, and, when appropriate to the 
context, shall relate to the process of subdividing or to the land subdivided.  

There are three kinds of subdivisions: Major, Minor, and Administrative.  

An administrative subdivision involves up to nine (9) lots.  An applicant for 
an administrative subdivision submits a final plat application (and 
construction plan application, as applicable) to the Development 
Administrator for administrative review and action. 

A minor subdivision involves between ten (10) to fifty (50) lots.  The review 
of a minor subdivision takes one of two paths, at the option of the 
landowner.  Either option includes at least one public hearing and decision 
by the City Council. 

Path A – An applicant for a minor subdivision submits a final plat 
application (and construction plan application, as applicable) to the 
Development Administrator.  Following review by the TRC, the Development 
Administrator refers the final plat application to the Planning Commission 
for recommendation and to the City Council for final action.  The 
construction plan is reviewed and approved administratively. 

Path B – At its option, the landowner submits a preliminary plat application 
for review and approval by City Council.  The preliminary plat application is 
submitted to the Development Administrator.  Following review by the TRC, 
the Development Administrator refers the application to the Planning 
Commission for recommendation and to the City Council for final action.  
The Planning Commission and the City Council each hold a public hearing 
prior to taking action.  After City Council approval of the preliminary plat, 
the applicant submits an application for a final plat (and construction plan, 
as applicable) to the Development Administrator for administrative review 
and action. 

A major subdivision involves fifty-one (51) or more lots.  An applicant 
submits a preliminary plat application to the Development Administrator.  
Following review by the TRC, the Development Administrator refers the 
application to the Planning Commission for recommendation and to the 
City Council for final action.  The Planning Commission and the City Council 
each hold a public hearing prior to taking action.  After City Council 
approval of the preliminary plat, the applicant submits applications for final 
plats and construction plans to the Development Administrator for 
administrative review and action. 
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 Process Flow Chart 
Preliminary Plat 

(Major Subdivision and  
Minor Subdivision,  

at the option of the landowner) 

Pre-Application 
Conference 

ACTION BY CITY COUNCIL 
 

Planning Commission Review 
Legal Public Notice; Public 

Hearing; Commission Meeting; 
Recommendation to City 

Council 

City Council Review 
Legal Public Notice; 

Public Hearing; 
Council Meeting 

 Application and 
Fee Submitted 

Staff Review 
Identification of plat 
deficiencies, if any. 

Plat Revision 
Applicant/Engineer  

address all plat  
deficiencies, if any.  

Notice to Abutting 
Property Owners by 

Applicant 

Determination of 
Completeness / 

Official Submission 
  

 

All subdivisions are approved in accordance with UDO 
Section 72-25. 

The following sections detail the development review 
aspects of the subdivision process: 

a. Preliminary Plats 

b. Construction Plans 

c. Final Plats 
 

Preliminary Plats 
(1) General Description 

A preliminary plat shows the proposed 
layout of the subdivision. Preliminary 
plats are required for major subdivisions 
and can be submitted at the option of the 
landowner for a minor subdivision. 

(2) Review Procedure 
i The applicant submits application for 

a Technical Review Committee (TRC) 
pre-application conference to the 
office of the Development 
Administrator to discuss project with 
City staff. 

ii The applicant or representative 
attends pre-application meeting. 

iii Within five (5) days prior to 
submitting an application, applicant 
shall provide written notice to 
abutting property owners by certified 
return receipt mail. Said notice shall 
ask for public comment on the 
requested Preliminary Subdivision 
Plat to be submitted, in writing, to the 
office of the Development 
Administrator within 21 days.  
Evidence of return receipt of such 
notice shall be provided to the 
Development Administrator with 
application and fee. 

iv The applicant submits preliminary 
plat application, nine (9) copies of the 
preliminary plat, electronic copy of 
plat, and applicable fee to the office 
of the Development Administrator.   
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v The Development Administrator will review the 
application to determine completeness.  The 
“completeness” review determines whether the 
application includes the required submittals.  If the 
application is incomplete, the applicant must address 
the deficiencies.  Once the application is complete, it is 
officially submitted.   

vi Staff distributes preliminary plat for TRC review and 
schedules preliminary plat for TRC meeting.   

vii The applicant attends TRC meeting to review staff and 
public comments on the plat. 

viii The applicant addresses plat deficiencies and submits 
for second review. 

ix The preliminary plat is distributed to TRC members.  If 
major revisions, it may be scheduled for an additional 
TRC meeting. 

x The Planning Office prepares the staff report, schedules 
the public hearing on the application with the Planning 
Commission, provides the required posted and 
published public notification, and forwards the 
application and staff report to the Planning 
Commission.  The applicant is responsible for providing 
all required public notification by mail and submitting 
certified mail receipts to City. 

xi The Commission shall review the application and 
provide a recommendation for approval, approval with 
conditions, or denial to the City Council.   

xii Following the Planning Commission recommendation, 
City staff shall schedule the public hearing on the 
application with the City Council, provide the required 
posted and published public notification, and forward 
the application, staff report, and Planning Commission 
recommendation to the City Council.  The applicant is 
responsible for providing all required public notification 
by mail and submitting certified mail receipts to City 
staff. 

xiii The City Council shall review and decide on the 
application following a public hearing.  City Council 
must act within 90 days of an official submission. 
Applicants can request and Council may agree to an 
extension of review time. 

xiv If approved, applicant can proceed with submission of 
construction plans. 

(3) Things to Know 
If approval of a feature(s) of the preliminary subdivision plat 
by a state agency or public authority authorized by state law 
is necessary, the Development Administrator shall forward 
the preliminary subdivision plat to the appropriate state 
agency or agencies for review within 10 days of the official 
submission. 

The approved preliminary plat shall serve as a guide in the 
preparation of the construction plan and final subdivision 
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plat, which must be submitted for final approval and 
recordation. The approval of the preliminary plat does not 
guarantee approval of the final plat. 

Once a preliminary subdivision plat is approved, it shall be 
and remain valid for the periods, and extended periods, 
specified within Code of Virginia Sections 15.2-2209.1 and 
15.2-2260(F) and (G), as may be applicable. 

(4) Submittal Requirements 
Submit nine (9) copies to the office of Development 
Administrator in clearly legible blue or black line copies and 
shall contain the following information: 

A. General Information 

1 Application, return receipt for public notice, fee, and nine (9) 
plats; 

 

2 Subdivision name;  

3 Names and addresses of the owners and subdivider and 
names of holder of any easements affecting the property and 
the name and address of the individual who prepared the 
plat; 

 

4 Source of Title. A certificate signed by the surveyor or 
engineer shall be submitted setting forth the source of title of 
the owner of the tract and the place of record of the last 
instrument in the chain of title. 

 

4 Date of drawing (including the revision dates);  

5 Number of sheets;  

6 Match-line key plan, if multiple of sheets;  

7 Overall plan, if multiple sheets, showing the preliminary plat 
in its entirety on one sheet, with an information legend and 
without the match-line key plan information; 

 

8 North arrow shown, and where practical, oriented to the top 
of the page; 

 

9 Graphic scale;  

10 Approval Block containing, signature lines for the 
Development Administrator, Zoning Administrator, 
Stormwater Administrator, Public Works, and Fire Marshal 
with the following notations: 

Approved for Fire Lanes and Signage, Hydrant locations and 
Color Coding, FDC and PIV Locations, Turning Radii and 
Roadway Width for Emergency Vehicles  

_________________________________________________ 
Fire Marshal 
 
Approved for Work Related to Public Water, Sewer, Storm 
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Drainage, Street Trees and Rights-of-Ways 

_________________________________________________ 
Department of Public Works 
 

11 Vicinity map at a scale of one inch to 2,000 feet, which shall 
be included on the plat showing the relationship of the 
proposed subdivision to the adjoining property and the area 
within a one-mile radius, describing all adjoining roads, City 
corporate limits, neighboring subdivisions, and other 
landmarks; 

 

12 When the subdivision consists of land acquired from more 
than one source of title, the outlines of the various tracts, 
which shall be indicated by dashed lines. Identification of the 
respective tracts shall be placed on the plat; 

 

13 A certified boundary survey and topographic mapping with a 
horizontal scale not less than one inch equals 100 feet and a 
contour interval of not greater than two feet, describing the 
area covered by the proposed subdivision; 

 

14 Parcels of land intended to be dedicated or reserved for 
public use, or to be reserved by deed for the common use of 
property owners in the subdivision; 

 

15 Areas described in the comprehensive plan as proposed sites 
for schools, trails, parks, or other public uses, which are 
located wholly or in part within the land being subdivided; 

 

16 Lots: Number and approximate area of all lots. Lots shall be 
numbered consecutively (beginning with "1, 2, 3...") 
throughout the subdivision so that there is no duplication of 
lot numbers. 

 

17 Amenities. Private amenities to be located within the 
subdivision shall be identified by graphic descriptions and 
narratives within identified sections of the subdivision. 

 

18 A proposed phasing plan indicating the location of those land 
areas and improvements to be sequentially developed and 
the anticipated timing to the achieve each phase of 
development 

 

19 Identify proposed building types by building use codes as 
defined in the Virginia Uniform Statewide Building Code. 

 

B. Zoning, Land Uses and Abutting Properties 

1 The zoning classification, land use, and GPIN for the area 
being subdivided and for abutting properties; 

 

2 Names, zoning, and GPIN numbers of abutting property 
owners and subdivisions shall be identified;   

 

3 As applicable, a copy of the conditional zoning ordinance, 
variance approval, special exception, and/or special use 
permit resolution for the property being developed with 
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narrative and graphic description how proffers and/or 
conditions will be implemented shall be included on the plat; 

4 A table comparing the permitted and proposed density, open 
space, and floor area ratio for the area being developed;   

 

5 Building setbacks, minimum frontage, and minimum lot width 
requirements. 

 

C. Streets and Utilities 

1 The names, locations, and dimensions of the following: all 
streets (existing and platted), public water and sewer 
facilities; easements; rights-of-way; lot lines. Total acreage of 
each parcel in each use, both proposed and existing.   

 

2 Names, locations, and dimensions of proposed streets and 
lots, including a boundary survey or existing survey of record 
with an accuracy of not less than one foot in twenty-five 
hundred (2,500). Indicate the number of total acres in each 
use. The location of all driveways and street access point 
including sight distance along existing public streets shall be 
shown. 

 

3 Utilities: Preliminary locations and sizes of all utilities, 
including water supply and sewage disposal.   

 

4 Bridges and Culverts: Preliminary locations and sizes of any 
proposed bridges or culverts. 

 

D. Environmental 

1 Stormwater Management: Descriptions and general locations 
of structures and facilities required from stormwater 
management as regulated by Article 72-5 of the UDO. 

 

2 All Chesapeake Bay Resource Protection Areas shall be 
delineated.  The 100-year FEMA floodplain and floodway 
limits shall be delineated where applicable.  Wetlands shall 
be delineated. 

 

3 Location(s) of threatened or endangered species and/or 
habitats per the Virginia Department of Conservation and 
Recreation Natural Heritage Program database shall be 
indicated. 

 

4 Cemeteries: Any grave, object or structure marking a place of 
burial shall be identified. 

 

5 Historic/Archaeological:  All known historic and 
archaeological sites and resources, as identified by the 
Virginia Department of Historic Resources or Fredericksburg 
Planning Department, shall be delineated. 

 

6 The 100-year HUD floodplain limits shall be delineated, 
where applicable. 
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Construction Plan 
(1) General Description 

A Construction Plan is a detailed drawing 
delineating an overall development 
scheme or proposal on a lot as well as 
off-site improvements (e.g., 
infrastructure), if appropriate. Submission 
of a Construction Plan follows the 
approval of a Preliminary Plat for a Major 
Subdivision or in conjunction with 
submittal of a Final Subdivision Plat 
application for a Minor Subdivision or an 
Administrative Subdivision where 
associated infrastructure is required to 
be constructed. 

(2) Review Procedure 
i Within five (5) days prior to submitting 

an application, applicant shall provide 
written notice to abutting property 
owners by certified return receipt 
mail. Said notice shall ask for public 
comment on the requested 
Construction Plan to be submitted, in 
writing, to the office of the 
Development Administrator within 21 
days.  Evidence of return receipt of 
such notice shall be provided to the 
Development Administrator with 
application and fee. 

ii The applicant submits site plan 
application, nine (9) copies of the site 
plan, electronic copy of plan, and 
applicable fee to the office of the 
Development Administrator.   

iii The Development Administrator will 
review the application to determine 
completeness.  The “completeness” 
review determines whether the 
application includes the required 
submittals.  If the application is 
incomplete, the applicant must 
address the deficiencies.  Once the 
application is complete, it is officially 
submitted.   

iv Staff distributes construction plan for 
TRC review and schedules 
construction plan for TRC meeting.   

v The applicant attends TRC meeting to 
review staff and public comments on 
the plan. 

Process Flow Chart 
Construction Plan 

ACTION BY DEVELOPMENT 
ADMINISTRATOR WITH 

TRC/DEPARTMENT HEAD 
CONCURRENCE 

 

 Application and Fee 
Submitted 

 

SUBMITTAL OF  
AS-BUILT PLAN 

 

Performance Guarantees 
Submitted, as appropriate, by 

applicant. 
 

PERMITS 
Sitework by Developer  

Staff Review 
Identification of plan 
deficiencies, if any. 

Plan Revision 
Applicant/Engineer  

Address all plan 
deficiencies, if any.  

 

Notice to Abutting 
Property Owners by 

Applicant 

Notice of Action to Abutting 
Property Owners by 

Development Administrator 

Determination of 
Completeness / 

Official Submission 
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vi The applicant addresses plan deficiencies and submits 
for second review. 

vii The construction plan is distributed to TRC members.  If 
major revisions, it may be scheduled for an additional 
TRC meeting. 

viii The SWP/BMP agreement is submitted, if applicable, to 
the office of the Stormwater Administrator.  Agreement 
is reviewed, approved, and recorded: 

• Applicant submits draft copy of completed 
agreement to the Stormwater Administrator 
during plan review. 

• City staff reviews document. Once approved, 
the owner will submit final agreement with 
signatures. 

• Agreement is signed by City officials. 
• Applicant records agreement in Circuit Court 

land records. 
• Applicant submits copy of recorded agreement 

and recording receipt to the Stormwater 
Administrator. 

ix Application is official submitted. Action is taken by the 
Development Administrator with TRC/Department Head 
Concurrence with TRC members within 60 days of the 
determination of an official submission. 

x Performance guarantees are submitted to the 
Development Administrator. 

xi Applicant may apply for land disturbance permit. 
xii Applicant submits final plat. 

(3) Things to Know 
 

Plan Items 

All Construction Plans shall be submitted to the office of the 
Development Administrator in clearly legible blue or black 
line copies. 

Construction Plans or any portion thereof involving 
engineering, architecture, landscape architecture or land 
surveying shall be certified by an engineer, architect, land 
surveyor or landscape architect who is duly authorized to 
practice and whose practice is registered by the state. No 
person shall prepare or certify design elements of standard 
construction plans which are outside the limits of their 
professional expertise and licenses.  

Stormwater management and utility designs shall be 
prepared by a licensed professional engineer. 

Construction Plans shall be prepared to a scale of one inch 
equals 50 feet or larger. The sheets shall be 24 inches by 
36 inches. 

Construction Plans may be prepared on as many sheets as 
necessary to clearly show the information required by this 
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division and to facilitate the review and approval of the 
plan. If prepared on more than one sheet, match lines shall 
clearly indicate where the several sheets join. 

 

Prior to Plan Approval 

If dedicating streets for public use, contact the Public 
Works Department for any required agreements for Streets, 
Signs, and Landscaping. 

Off-site easement dedication plats, if necessary, must be 
reviewed, approved, and recorded in accordance with 
Section O. Subdivisions, Final Plat, prior to plan approval. 

The SWM/BMP Agreement must be reviewed, approved, 
and recorded prior to plan approval. 

Prior to Issuance of a Land Disturbance Permit 

Bonds for public infrastructure and maintenance fee must 
be posted prior to release of land disturbance permit. 

Prior to Work within the Public Right-of-Way 

A special excavation permit is required when working in the 
Right-of-Way (ROW). To work in a city Right-of-Way the 
contractor must have an approved Class A contractor’s 
license.   The application is filed in the Building Services 
Division. 

If dedicating streets for public use, contact the Public 
Works Department for any required agreements for Streets, 
Signs, and Landscaping. 

Prior to Release of Bonds 

As-Built plans must be submitted to Development 
Administrator prior to the release of bonded improvements. 

City Water and Sewer Tap Procedures 

i The contractor/owner shall notify the office of the 
Building Official prior to any tap work within the City to 
obtain approval, pay fees, and obtain permits. 

ii A copy of the approved utility plan will be required for all 
submission requests for taps. This approved utility plan 
must provide the sizes, types, and materials of the 
water and sewer lines, taps, and water meters.  

iii If the site contractor will install the taps, the contractor 
will need to send a letter to the Director of Public Works 
requesting permission to perform such taps. This letter 
will need to include three references from similar jobs. 
Once approved, a copy of the approval needs to be 
provided by the contractor to Building and Development 
Services.  
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iv If the contractor would like the City to install the taps, 
fees for the taps will be paid at time of permit pick up. A 
work order (green sheet) for water and sewer services 
installation in the City will not be released to the City 
Shop until Utility Billing has reviewed this application 
and an account is set up. All fees must be paid and 
required inspections performed for taps to include a pre 
meter inspection. 

(4) Submittal Requirements 
A. General Information 

1 Application, nine (9) copies of plans, and fee.  

2 Project name.  

3 Brief narrative describing project.  

4 Geographic Parcel Identification Number (GPIN) number for 
parent parcel(s). 

 

5 Name and address of developer.  

6 Name and address of owner.  

7 Source of Title: A certificate signed by the surveyor or 
engineer shall be submitted setting forth the source of title 
of the owner of the tract and the place of record of the last 
instrument in the chain of title. 

 

8 Engineer’s Certificate. A certificate signed by the 
surveyor/engineer stating that all requirements of the City of 
Fredericksburg, Virginia, have been complied with. 

 

9 Names of holders of any easements affecting the property.  

10 Name and address of the individual who prepared the plan.  

11 Date of drawing (including the revision dates).  

12 Number of sheets.  

13 Match-line key plan, if multiple sheets; overall plan, if 
multiple sheets, showing the construction plan in its entirety 
on one sheet, with an information legend and without the 
match-line key plan information. 

 

14 North arrow shown, and where practical, oriented to the top 
of the page; graphic scale. 

 

15 Approval Block containing, signature lines for the 
Development Administrator, Zoning Administrator, 
Stormwater Administrator, Public Works, and Fire Marshal 
with the following notations: 

Approved for Fire Lanes and Signage, Hydrant locations and 
Color Coding, FDC and PIV Locations, Turning Radii and 
Roadway Width for Emergency Vehicles  

_________________________________________________ 
Fire Marshal 
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Approved for Work Related to Public Water, Sewer, Storm 
Drainage, Street Trees and Rights-of-Ways 

_________________________________________________ 
Department of Public Works 

16 Vicinity map. The location of tract shall be shown by an 
vicinity map at a scale of not less than one inch equals 
2,000 feet, indicating scaled coordinates referred to in 
United States Coast and Geodetic Survey (USC&GS), Virginia 
grid north 1983, and such information as the names and 
numbers of adjoining roads, streams and bodies of water, 
railroads, subdivisions, and districts or other landmarks 
sufficient to clearly identify the location of the property. 

 

17 Boundary. A boundary survey of the tract with an error of 
closure within the limit of one in 10,000 related to the true 
meridian and showing the location and type of boundary 
evidence shall be included. The survey shall be related to 
United States Coast and Geodetic Survey (USC&GS), Virginia 
grid north 1983, and the coordinates of two adjacent 
corners shall be indicated. 

 

18 Owner names and GPIN numbers labeled for adjoining 
properties.   

 

19 All horizontal dimensions shown on the plan shall be in feet 
and decimal fractions of a foot to the closest 1/100 foot, 
and all bearings in degrees, minutes and seconds to the 
nearest ten seconds. 

 

20 A geotechnical report, prepared by or under the direction of 
a professional engineer experienced in soil and foundation 
engineering, shall be included for construction plans. 

 

21 Geometric location data and areas for all private or public 
rights-of-way, common areas, utility centerlines and 
easements, structures, and lot lines shall be indicated. 

 

22 Existing topography with a maximum contour interval of two 
feet shall be provided, except where existing ground is on a 
slope of less than two percent, and then either one-foot 
contours or spot elevations, not more than 50 feet apart in 
both directions, shall be provided. 

 

23 Proposed finished grading by two foot contours shall be 
indicated, to be supplemented where necessary by spot 
elevations and sectional information. Limits of grading shall 
be clearly indicated. 

 

24 Historic/Archaeological. All known historic and 
archaeological sites and resources, as identified by the 
Virginia Department of Historic Resources by the 
Fredericksburg Planning office, shall be delineated. 

 

25 Cemeteries.  Any grave, object or structure marking a place  
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of burial shall be identified. 

26 Building Use. Plans shall identify proposed building types by 
building use codes as defined in the Virginia Uniform 
Statewide Building Code. 

 

27 Provide Hydraulic Grade lines (HGL).  

28 Note Sixth Order Hydraulic Unit Code (HUC) 

• Celebrate Virginia – HUC RA45. 

• All other City locations – HUC RA46. 

 

 

 

29 Additional information specific to the proposed use shall be 
included, as deemed necessary by the Development 
Administrator for adequate construction plan review. 

 

B. Environmental 

1 Perennial streams with their names shall be delineated and 
report provided, if applicable.  

 

2 Wetlands shall be delineated and report provided, if 
applicable. 

 

3 Floodplain limits should be delineated and report provided, 
of applicable. 

 

4 Chesapeake Bay Resource Protection Areas shall be shown 
and a report provided if applicable. 

 

5 Location(s) of threatened or endangered species and/or 
habitats per the Virginia Department of Conservation and 
Recreation’s National Heritage Program and information 
from their data explorer shall be provided. 

 

6 Additional construction plan information required for 
development or redevelopment within the Chesapeake Bay 
Preservation Overlay District shall be included, as set forth in 
Section 72-34.5. 

 

7 Plans of contributing drainage areas and the computed 
limits of the 100-year floodplain, with drainage way cross 
sections and water surface elevations plotted on profile of 
the pre-development and post-development condition. 

 

8 Provide the following General PASS note: 

Due to recent findings of possible acid sulphate soils (PASS) 
within the proximity of the City of Fredericksburg, the 
developer, builder and engineer acknowledge that if acid 
sulphate soils or other soils that produce a pH of <4 are 
present on the project site, extensive treatment to bring the 
soils acid/pH level to an acceptable level to sustain plant 
growth may be required. 

 

9 Provide FIRM note: The property shown is located in Zone 
(insert flood hazard area, i.e. zone), an area determined to 
be (insert percent) annual chance flood, as graphically 
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shown on FIRM map community panel no. (insert panel 
number), dated September 19, 2007 (last revised FIRM). 

10 Provide Chesapeake Bay Note: 

Chesapeake Bay Preservation Act. The parcel described 
within this plan does/does not (select one) lies within the 
Resource Management Area (RMA) and does/does not 
(select one) contain Resource Protection Areas (RPA) within 
the Chesapeake Bay Preservation Area Overlay District. 

 

11 Responsible Land Disturber Note (one the coversheet): 

Until further notice, the Responsible Land Disturber for this 
project is: 

_________________________    ____________________ 
Name                                            Certification # 
_____________________ 
Expiration Date 

 

C. Fire 

1 Locations of existing and proposed fire hydrants including 
proposed connection points. 

 

2 Flow calculations for fire hydrants in gallons per minute.  

3 Fire lane locations and markings per the Statewide Fire 
Prevention Code. 

 

4 Post indicator valve locations and Fire Department 
connections, color flow charts, and  

 

5 Typical detail including make and model number for 
proposed fire hydrants. 

 

6 Turning radius on all turns including cul-de-sacs.  

D. Stormwater/Erosion Sediment Control 

1 Typical details for stormwater management facilities and 
erosion and sediment control devices shall be provided. 

 

2 Plans and profiles detailing the provisions for the adequate 
disposition of natural water and stormwater in accordance 
with the city's design and construction standards shall be 
submitted, indicating the location, size, type and grade of 
ditches, catchbasins and pipes and connections to existing 
drainage systems, and on-site stormwater management, with 
supporting contributing area and design data computations 
and calculations. Plans and profiles shall be submitted to a 
scale of one inch (horizontal) equals 50 feet or larger and one 
inch (vertical) equals five feet or larger. 

 

3 Provisions for the adequate control of erosion and 
sedimentation shall be included, indicating the proposed 
temporary and permanent control practices and measures 
that will be implemented during all phases of clearing, 
grading and construction as required by UDO Article 72-5, 
and design standards of the state soil conservation service. 
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4 Bond estimates for stormwater and erosion and sediment 
control devices and facilities. 

 

5 Provide Impervious Surface Ratio (ISR).  

E. Streets 

1 All existing and proposed streets and easements, identified 
with names, numbers and widths. 

 

2 An estimate of the daily vehicle trips generated by the project 
shall be included. 

 

3 Typical street and parking area pavement and design 
sections shall be included. 

 

4 A detail and the location of street signs shall be shown.  

5 Plans and profiles for all streets shall be included, including 
centerline elevations computed to the nearest 1/100 foot at 
50 foot horizontal station intervals and at other locations of 
geometric importance. 

 

6 Bond estimates for public street improvements and drainage.  

7 Address plan, if applicable.  

8 Traffic control plan, where appropriate for work with the 
public right-of-way. 

 

F. Water/Sewer 

1 Existing and proposed utilities and easements.  

2 Provide water and sewer analysis.  

3 Plans and profiles shall be included detailing all existing and 
proposed utilities, including water and sanitary sewer 
facilities, all pipe sizes, types and grades with supporting 
capacity calculations, and where connection is to be made to 
the City or to another utility system.  Plans and profiles shall 
be submitted to a scale of one inch (horizontal) equals 50 
feet or larger and one inch (vertical) equals five feet or larger. 

 

4 Bond estimates for public water and sewer improvements.  

G. Zoning 

1 The zoning classification and land use for the area being 
subdivided and for adjoining properties.  As applicable, a 
copy of the conditional zoning ordinance, variance approval, 
special exception, and/or special use permit resolution for 
the property being developed with narrative and graphic 
description how proffers and/or conditions will be 
implemented shall be included on the plan.    

 

2 Calculations comparing the permitted and proposed density.  

3 Calculations comparing the minimum required open space 
and proposed open space for the area being developed. 

 

4 Bulk Regulations. Building setbacks, minimum frontage 
requirements, and minimum lot width requirements shall be 
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noted on the plan. 

5 Where applicable, the proposed location, general use, 
number of floors, height, floor area ratio and the net and 
gross floor area for each building shall be indicated, including 
outside display areas, and the number, size and type of 
dwelling units. 

 

6 Parking calculations comparing the minimum required 
parking and proposed parking. 

 

H. Other Site Improvements 

1 Where applicable, all off-street parking, related driveways, 
entrance types, loading spaces and walkways shall be shown, 
indicating type and dimensioning of surfacing, size, stalls, 
width of aisles and a specific schedule showing the number 
of parking spaces provided and the number required by UDO 
Article 72-5. 

 

2 Locations for all open spaces, identifying areas for and 
improvements to all recreational facilities, tot lots, natural 
areas, and related pedestrian accommodations, shall be 
included. 

 

3 A detail and the location of the proposed subdivision sign and 
street signs. 

 

4 The location and method of garbage and refuse collection in 
accordance with Section 72-57 of the UDO shall be indicated.  
All required screening of refuse shall be shown with typical 
detail. 

 

5 A detail and the location and method of lighting for streets 
shall be indicated. 

 

6 A landscape plan, including dimensions and distances and 
the location, size and description of all proposed landscape 
materials as required by Section 72-55 shall be submitted. 
Existing vegetation, proposed removal of vegetation, and 
proposed replacement of vegetation shall also be indicated. 
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Final Subdivision Plat 

(1) General Description 

(2) A final subdivision plat is a schematic 
representation of land divided or to be 
divided, which is prepared by a 
professional who is licensed to 
prepare such plat.  Review Procedure 
for a Major or Minor Subdivision with 
an Approved Preliminary Plat and 
Administrative Subdivisions 
i Applicant may submit application 

for Technical Review Committee 
(TRC) pre-application conference to 
the office of the Development 
Administrator if the Development 
Administrator determines the 
project is sufficiently complex.  

ii Applicant or representative attends 
pre-application meeting. 

iii Applicant submits application fee, 
and nine (9) subdivision plats to the 
Office of the Development 
Administrator. Plats must be clearly 
legible blue or black line copies. 

iv The Development Administrator will 
review the application to determine 
completeness.  The “completeness” 
review determines whether the 
application includes the required 
submittals.  If the application is 
incomplete, the applicant must 
address the deficiencies.  Once the 
application is complete, it is 
officially submitted. 

v Development Administrator routes 
plats to TRC. TRC identifies plat 
deficiencies, if any. 

vi The applicant addresses plat 
deficiencies and submits for second 
review. 

vii Performance guarantees and deed 
of dedication are submitted by the 
applicant, as appropriate. 

viii Development Administrator and 
TRC members take action on final 
plat within 60 days of the 
determination of an official 
submission. Applicants can request 
an extension of review time. 

ix Final plat and deed of dedication are recorded with the 
Clerk of Circuit Court. 

Process Flow Chart 
Final Subdivision Plat for a  

Major or Minor Subdivision with an 
Approved Preliminary Plat and 

Administrative Subdivisions 

Application and Fee 
Submitted 

 

Development Administrator 
Decision with TRC/Department 

Head Concurrence 
 

RECORDATION IN THE 
LAND RECORDS OFFICE 
WITHIN 6 MONTHS OF 

APPROVAL 
 

Performance Guarantees/Deed of 
Dedication submitted, as 

appropriate, by Applicant 
 

Staff Review 
Identification of plat 
deficiencies, if any. 

Plat Revision 
Applicant/Surveyor  

address all plat 
deficiencies, if any.  

 

Determination of 
Completeness / 

Official Submission  
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x Applicant delivers a copy of recorded plat to 
Development Administrator prior to the issuance of 
building permits. 

(3) Review Procedure for a Minor 
Subdivision without an Approved 
Preliminary Plat 
i Applicant may submit application for 

Technical Review Committee (TRC) 
pre-application conference to the 
office of the Development 
Administrator if the Development 
Administrator determines the project 
is sufficiently complex.  

ii Applicant or representative attends 
pre-application meeting. 

iii Applicant submits application fee, and 
nine (9) subdivision plats to the Office 
of the Development Administrator. 
Plats must be clearly legible blue or 
black line copies. The Development 
Administrator will review the 
application to determine 
completeness.  The “completeness” 
review determines whether the 
application includes the required 
submittals.  If the application is 
incomplete, the applicant must 
address the deficiencies.  Once the 
application is complete, it is officially 
submitted. 

iv Development Administrator routes 
plats to TRC. TRC identifies plat 
deficiencies, if any. 

v The applicant addresses plat 
deficiencies and submits for second 
review. 

vi The Planning Office prepares the staff 
report, schedules the application with 
the Planning Commission (no public 
hearing), and forwards the application 
and staff report to the Planning 
Commission. 

vii The Commission shall review the application and 
provide a recommendation for approval, approval with 
conditions, or denial to the City Council.   

Application and Fee 
Submitted 

 

Development Administrator 
Decision with TRC/Department 

Head Concurrence 
 

Performance Guarantees/Deed of 
Dedication submitted, as 

appropriate, by Applicant 
 

Staff Review 
Identification of plat 
deficiencies, if any. 

Plat Revision 
Applicant/Surveyor  

address all plat 
deficiencies, if any.  

 

Determination of 
Completeness / 

Official Submission  
 

RECORDATION IN THE 
LAND RECORDS OFFICE 
WITHIN 6 MONTHS OF 

APPROVAL 
 

Process Flow Chart 
Final Subdivision Plat for  

Minor Subdivisions without an 
Approved Preliminary Plat 
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viii Following the Planning Commission recommendation, 
City staff shall schedule the public hearing on the 
application with the City Council, provide the required 
posted and published public notification, and forward 
the application, staff report, and Planning Commission 
recommendation to the City Council.  The applicant is 
responsible for providing all required public notification 
by mail and submitting certified mail receipts to City 
staff. 

ix The City Council shall review and decide on the 
application following a public hearing.  City Council 
must act within 60 days of an official submission. 
Applicants can request and Council may agree to an 
extension of review time. 

x Performance guarantees and deed of dedication are 
submitted by the applicant, as appropriate. 

xi Final plat and deed of dedication are recorded with the 
Clerk of Circuit Court. 

xii Applicant delivers a copy of recorded plat to 
Development Administrator prior to the issuance of 
building permits. 

(4) Things to know 

Homeowners Associations must be established prior to the 
final plat recordation when open space or other facilities 
are being created which are intended to be owned and 
maintained by the Homeowners Association. 
 
Plats shall be clearly legible blue or black line copies. 
 
All final plats of subdivision shall be prepared at a scale of 
not less than one inch equals 100 feet with letters and 
figures not less than 0.10 inch in height, on sheets not to 
exceed 18 inches by 24 inches.   
 
Approval of the plat is granted only on the completion or 
installation of all required improvements or the posting of 
performance guarantees ensuring the completion or 
installation of such improvements.  

Final plat approval and recordation is required before lots 
can be sold or transferred. 

The subdivider shall record the approved final subdivision 
plat in the land records of the Circuit Court within six 
months of the approval of the plat. If the plat is not 
recorded within this time, the approval of the plat expires. 
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(5) Submittal Requirements 
A. General Information 

1 Application, fee, and nine (9) plats.  

2 Subdivision name.  

3 Name of owner and address, city, state.  

4 North point.  

5 Scale.  

6 Date of drawings and the number of sheets, if shown on more 
than one sheet, match lines shall clearly indicate where the 
several sheets join and shall be accompanied by a key plan 
showing the entire development. 

 

7 Location of the proposed subdivision shall be indicated by an 
insert map at a scale of not less than one inch equals 2,000 
feet describing thereon the north point, adjoining roads and 
their names and identifying numbers, City corporate limits, 
neighboring subdivisions, and other landmarks. 

 

8 When the subdivision consists of land acquired from more 
than one source of title, the outlines of the various tracts 
shall be shown on the plat. 

 

9 The plat shall indicate the accurate location and dimension 
by bearings and distances of all lots and street lines; 
boundaries of all easements, parks and school sites or other 
public areas; total acreage of subdivided area; the numbers 
and areas of all building sites; all existing and platted streets 
and their names, numbers, and widths; watercourses and 
their names; names of owners; and property lines, both 
within the boundaries of the subdivision and adjoining such 
boundaries. 

 

10 All curves on a final subdivision plat shall be defined by their 
radii, central angles, arc lengths, tangent lengths, chord 
lengths, and chord bearings. Such curve data shall be 
expressed by a curve table lettered on the face of the plat, 
each curve being tabulated and numbered to correspond with 
the respective numbered curve shown throughout the plat. 

 

11 All dimensions shall be shown in feet and decimals of a foot 
to the closest 1/100 foot, and all bearings shall be shown in 
degrees, minutes and seconds to the nearest second. 

 

12 Geographic Parcel Identification Numbers (GPIN) for the 
parent parcel and proposed lots shall be labeled on the plat 
and for adjoining properties. 

 

13 The zoning classification, including references to any 
applicable conditional zoning, variance, special exception, 
and/or special use permit approvals for the area being 
subdivided shall be identified. 
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14 All Chesapeake Bay Resource Protection Areas, floodplain 
limits, and wetlands shall be delineated. 

 

15 Provide FIRM note: The property shown is located in Zone 
(insert flood hazard area, i.e. zone), an area determined to be 
(insert percent) annual chance flood, as graphically shown on 
FIRM map community panel no. (insert panel number), dated 
September 19, 2007 (last revised FIRM). 

 

16 Provide Chesapeake Bay Note: 

Chesapeake Bay Preservation Act. The parcel described 
within this plan lies within the Resource Management Area 
(RMA) and does/does not (select one) contain Resource 
Protection Areas (RPA) within the Chesapeake Bay 
Preservation Area Overlay District. 

 

17 Monuments and property corners.   

All monuments and property corners required under Article 
72-5 shall be shown on the plat. 

The plat shall reference at least two (2) monuments at 
subdivision corners to the Virginia Coordinate System (VCS) 
1983 North. The bearings shown on the plat shall be 
referenced to the VCS 1983 North. The geodetic control 
monument from which the coordinate reference is desired 
shall be referenced including their identifiers and the VCS 
1983 North coordinates. The following notes shall be 
required on the plat: 

a. The plat is referenced to the Virginia Coordinate 
System (VCS) 1983 North as computed from a field 
survey which ties this subdivision boundary to the City 
of Fredericksburg, Spotsylvania County, Stafford 
County, Virginia Department of Transportation, United 
States Department of Defense or National Geodetic 
Survey monument (insert number and name of 
monument). 

b. The grid factor (elevation factor (X) scale factor) which 
has been applied to the field distance to derive the 
referenced coordinates is (insert complete grid 
factor). Unless otherwise stated, the plat distances 
shown are intended to be horizontal distances 
measured at the mean elevation of the subdivision. 

c. The bearings shown are referenced to VCS 1983 Grid 
North. To convert to True North apply the 
convergence angle (insert complete convergence 
angle and direction). The foot definition used for 
conversion of VCS 1983 North coordinates is the 
"U.S. Survey Foot" (1 foot = 12/39.27 meter). 

d. The elevations shown are referenced to (insert NAVD 
88, NGVD 29, or assumed) vertical datum. 

 

18 Global Positioning System (GPS). GPS coordinates on two  
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property corners by: 

a. VA State Plane, North Zone, 1983 Datum X,Y 
coordinate values on two adjacent outer perimeter 
property pins, or 

b. Surveyed distance and bearing traverses from and 
between adjacent outer perimeter property pins. 

19 Private or public restrictions and their period of existence. If 
the restrictions are of such length as to make their lettering 
on the plat impractical, reference shall be made on the plat 
to a separate instrument. 

 

20 Easements.  

a. Exact location of all easements, their width, use, and 
ownership, and a note that all easements provided 
for street purposes are to be maintained by the City of 
Fredericksburg only to the extent necessary to serve 
roadway purposes. 

b. Streets, alleys, and easements are labeled as either 
“public” and “hereby dedicated” to the City or 
“private”.  It must be very clear what is public and 
what is private. 
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21 Required forms and signatures: 

a. Certificate of title: The surveyor or engineer shall affix 
upon each plat his/her name and address with a 
certificate signed by him/her stating the source of the 
title of the owner of the land subdivided and the place 
of record of the last instrument in the chain of title. 

b. Surveyor's or engineer's certificate: The surveyor or 
engineer shall affix upon each plat and sign the 
following certificate: "I hereby certify, to the best of 
my knowledge and belief, that all of the requirements 
of the City Council and ordinances of the City of 
Fredericksburg, Virginia, regarding the platting of 
subdivisions within the City have been met." Given 
under my hand this 
__________/__________/__________ day of 
_________, 20_____. 
_________________________Date________________ 
State Licensed Land Surveyor or Engineer 

c. Owner's consent dedication statement:   
1. The owners listed in this section exactly 

match those in the Certificate of Title. 
2. Owner name matches GIS records (which are 

taken from tax and land records). 
3. Owner is listed with the Virginia SCC as 

authorized to do business in Virginia (for 
corporations, limited partnerships, limited 
liability companies). 

4. The person signing has authority to do so: 
i.   Individual: may sign personally. 
ii. Corporation: a president, vice president, 

or   other person as may be authorized by 
the board of directors may sign.  

iii. LLC: a member or a manager may sign; 
NOT a president or VP.  

iv. Limited Partnership: a general partner 
may sign.  

v. General Partnership: any partner may sign 
in the name of the partnership. 

5. Owner’s signature block must contain this 
language exactly: 
“The platting or dedication of [insert 
description of the land] is with the free 
consent and in accordance with the desire of 
the undersigned owners, proprietors and 
trustees, if any.” 

6. If easements are being dedicated to the City, 
this must appear after the language in e.: 
“The easements labeled as public 
____________ easements are hereby 
dedicated to public use.” 
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7. The owner’s signature must be notarized. 
d. Certificate of approval: The following signature panel 

shall be provided for the Development Administrator, 
as applicable: "This subdivision known as 
____________ Subdivision (Section ____________, if 
applicable) is approved by the undersigned in 
accordance with existing subdivision regulations and 
may be admitted to record." 
_________________________    _____________ 
Development Administrator        Date 

 

e. Notary Clauses 

1. The notary clause is the correct format to 
correspond to the owner type:  

See § 55-113 for the general form for a 
notary clause and § 55-118.6 for more forms, 
including for a corporation, partnership, etc. 

See § 55-118.1 for out of state notary 
clauses. 

2. The Notary The notary clause includes the 
date upon which the notarial act was 
performed, the county or city and state in 
which it was performed, a reproducible image 
of the notary’s seal, and the date of expiration 
of the notary’s commission. 

 
22 Address. The street address for the proposed lots shall be 

affixed on the plat prior to final approved and recordation. 
 

23 GIS digital data. The plat preparer shall submit an 
electronically formatted computer file containing all 
information shown on the final plat. The computer file shall 
conform to 2004 CAD format and be submitted to the City of 
Fredericksburg ftp site in its final form prior to recordation of 
the plat. 

 

24 A separate deed of subdivision, dedication and easement 
shall be included, containing a legal description of the tract 
being subdivided, the fee simple dedication of any rights-of-
way, open space, or other lands located within the 
boundaries of the property shown on the final plat that are 
required by this division to be dedicated to the City, and all 
on-site public utility or other easements required by this 
division to be dedicated. Such deed shall be approved as to 
form by the City Attorney prior to recordation. 

 

25 Where applicable, separate documentation verifying the 
existence of a Homeowners Association or similar entity shall 
be provided prior to final plat approval. 

 

B. Streets 
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1 The accurate location and dimensions of all existing and 
proposed streets, both within and adjoining the subdivision. 
Streets shall be named and shall not duplicate existing or 
platted street names, unless the new street is a continuation 
of existing or platted streets, in which case it shall bear the 
name of the existing or platted street. 

 

2 Temporary cul-de-sacs where needed. When one or more 
temporary turnarounds are shown, the following statement 
shall be included on the plat: "The area on this plat 
designated as temporary turnaround shall be constructed 
and used until (street name) is/are extended, at which time 
the excess land in the temporary turnaround area shall be 
abandoned for street purposes and shall revert to adjoining 
lot owners in accordance with specific provisions in their 
respective deeds." 

 

3 Private Streets under the provisions of UDO Article 72-5. Such 
private streets shall be recorded within private 
ingress/egress easements, and the plat and such deed of gift 
or transfer, shall include notes stating: 

a. Which lots are served and any property that will be 
restricted from being served; 

b. That the City of Fredericksburg has the right of use to 
the ingress/egress easement for public emergency 
response and governmental purposes; and 

c. The private ingress/egress easement depicted on the 
plat is considered a private ingress/egress easement 
and is intended for the exclusive use of the property 
owner(s) identified by the final plat. The easement will 
not be eligible for funding for maintenance for 
improvement from public resources managed by the 
City of Fredericksburg or the Virginia Department of 
Transportation. 
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O. Subdivision and Site Plan Exceptions 

1. General Description 

In cases where the strict adherence to 
the subdivision regulations of the UDO 
would result in substantial hardship, 
the Development Administrator (for 
site plans and administrative  
subdivisions) or City Council (for major 
and minor subdivisions) may vary any 
of the subdivision and site plan related 
provisions of the UDO, under the 
terms, procedures, and conditions 
established in UDO Section 72-25.3. 

2. Review Procedure for Site Plan 
Exceptions and Administrative 
Subdivision Exceptions 

a. Within five (5) days prior to 
submitting an application, 
applicant shall provide written 
notice to abutting property 
owners by certified return 
receipt mail. Said notice shall 
ask for public comment on the 
requested Subdivision or Site 
Plan Exceptions to be 
submitted, in writing, to the 
office of the Development 
Administrator within 10 days. 
Evidence of return receipt of 
such notices shall be provided 
to the Development 
Administrator with application 
fee. 

b. Applicant submits in writing the 
provision from which the 
exception is requested and the 
grounds therefore, to the office 
of the Development 
Administrator. The subdivider 
shall submit the request with 
the site plan or final plat 
application. 

c. The Development 
Administrator reviews the 
application for completeness within ten (10) days, and notifies the 
applicant, by mail, if the application is not complete and describes 
the additional information needed for resubmission. 

d. Once determined complete, the Development Administrator will 
commence review of the application and may schedule the 
application for the next TRC meeting, if determined appropriate.  

Staff Review 

Subdivision and Site Plan Exceptions 

DEVELOPMENT 
ADMINISTRATOR 

DECISION  
Site Plans and 
Administrative 
Subdivisions 

 

Application 
Submitted 

Determination of 
Completeness 

CITY COUNCIL 
DECISION 

Major and Minor Subdivisions 
 

Planning Commission 
Review 

Property owner 
notification and legal 
public notice; Public 

Hearing; Commission 
Meeting; Recommendation 

City Council Review 
Property owner 

notification and legal 
public notice; Public 

Hearing; Council Meeting 

Site Plans and 
Administrative 

Subdivisions 

Major and Minor 
Subdivisions 

 
Notice of Action to 

Abutting 
Property Owners 
by Development 
Administrator 
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e. The TRC will review exception request and make a decision. 
f. Within seven (7) days of the TRC’s decision, written notice of the 

subdivision exception of such decision is mailed, by the office of 
the Development Administrator to the applicant. 

g. If exception is approved by the Development Administrator, the 
applicant can proceed with their final plat. 

h. Any person aggrieved by the Development Administrator’s decision 
may appeal the action to the City Council on written application 
filed with the Development Administrator within 14 days from the 
date of the decision. 

3. Review Procedure for Subdivision Exceptions for Major and Minor 
Subdivisions 

a. Applicant submits in writing the provision from which the exception 
is requested and the grounds therefore, to the office of the 
Development Administrator. The subdivider shall submit the 
request with the preliminary plat application. 

b. The Development Administrator reviews the application for 
completeness within ten (10) days, and notifies the applicant, by 
mail, if the application is not complete and describes the additional 
information needed for resubmission. 

c. Once determined complete, the Development Administrator will 
commence review of the application and schedule the application 
for the next TRC meeting. 

d. The applicant or representative may participate in the TRC meeting.   
e. The office of the Development Administrator shall schedule the 

item for the next Planning Commission agenda and commence 
review. 

f. The office of the Development Administrator prepares the staff 
report, schedules the public hearing with the Planning Commission, 
provides required public notification, and forwards the application, 
with the preliminary plat, and staff report to the Planning 
Commission. 

g. Following the Planning Commission recommendation, City staff 
shall schedule the public hearing on the application with the City 
Council, provide the required public notification, and forward the 
application, staff report, and Planning Commission 
recommendation to the City Council. 

h. The City Council shall review and decide on the application 
following a public hearing. 

i. If request is approved by Council, applicant can proceed with 
preliminary plat. 

j. Any person aggrieved by the City Council, may appeal to the Circuit 
Court in accordance with the Code of Virginia. 

4. Things to Know 

Exceptions from the site plan and subdivision provisions are treated as a 
site plan or subdivision exception and are considered by the City Council 
for major and minor subdivisions and the Development Administrator for 
site plans and administrative subdivisions.  

The grantor of the exception may revoke the exception for failure to comply 
with the conditions of approval. 
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Please see Section 72-25.3 in the UDO for additional details.  

5. Submittal Requirements 

1 Each request for an exception of the terms of the Site 
Plan or Subdivision Regulations shall be made in 
writing by the applicant, stating specifically the 
provision from which the exception or modification is 
requested, and the grounds therefore.   

 

2 All  exception requests shall be accompanied by such 
plats, drawings, and engineering documents required 
by the Development Administrator to allow the 
Development Administrator or City Council to 
understand and act on the exception or modification. 

 

3 A list of all abutting property owners (including 
parcels), as shown in the current real estate tax 
assessment records. Including tax map and 
geographic parcel identification number and the 
name and mailing address of the property owner. 

 

4 A copy of a map highlighting the properties where 
property owner information is provided. 

 

5 Copy of letter to abutting property owners and return 
receipt for public notice, as appropriate. 
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P. Text Amendment 
1. General Description 

A text amendment is a legislative amendment of City Code Chapter 72, the 
Unified Development Ordinance.  

2. Review Procedure 

a. Only the Planning Commission and City 
Council may initiate a text amendment.  
The Planning Commission action takes 
the form of a motion, while the City 
Council’s action takes the form of a 
resolution.   

b. The appropriate administrator or City 
Attorney may develop a proposal for a 
text amendment.  For each proposed 
amendment, the administrator will meet 
with the City Attorney to review the 
proposal, determine whether there is 
statutory authority for the proposal, and 
identify any other planning or legal 
issues. 

c. The administrator will prepare the 
public hearing notice, subject to the 
review and approval of the City Attorney.   

d. The City Attorney will draft the motion or 
resolution and ordinance for the text 
amendment in consultation with the 
administrator.  The administrator will 
prepare the staff report.   

e. When the draft ordinance, motion or 
resolution, public hearing notice, and 
staff report are complete, the 
administrator will refer the text 
amendment to the Planning 
Commission or City Council to 
commence the legislative process. 

 

3. Submittal Requirements 

Not Applicable. 

 

4. Things to Know 

Not Applicable. 

Staff Review and 
Comment 

Recommendation 

Process Flow Chart 
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Q. Zoning Appeal 
1. General Description 

Any person aggrieved or any officer, department, board or bureau of the 
City affected by any decision of the Zoning Administrator, or Development 
Administrator, as applicable, or from any order, 
requirement, decision or determination made by 
any other administrative officer in the 
administration or enforcement of the UDO, as 
specifically described in the UDO, may make 
appeal to the Board of Zoning Appeals (BZA).  
Such appeal shall be made within the specified 
time frame set forth in the notice or written order.    

2. Review Procedure 

a. Applicant submits, in writing, the specific 
order, requirement, decision or 
determination being appealed, with the 
applicable fee, to the office of the Zoning 
Administrator. 

b. The Zoning Administrator reviews the 
appeal for completeness and timeliness 
within 5 days.  If complete, the Zoning 
Administrator schedules the appeal for 
the next BZA meeting.  If incomplete, the 
Zoning Administrator requests additional 
information from the applicant.  If the 
appeal is not timely, within the specified 
time frame set forth in the Code of 
Virginia, the applicant is notified that the 
order, requirement, decision or 
determination being appealed is final and 
unappealable.      

c. The Zoning Administrator, in conjunction 
with the City Attorney, prepares a report to 
the BZA, works with the applicant to 
provide required public notification and 
gives notice to the parties of interest. 

d. The BZA holds a public hearing and shall make a decision to 
reverse or affirm, wholly or partly, or modify, an order, requirement, 
decision or determination being appealed within 90 days. 

3. Submittal Requirements 

1 A signed statement setting forth the determination 
being appealed, to include the following information: 

a. The order, requirement, decision, 
determination or notice of violation that is the 
subject of the appeal. 

b. The date upon which the decision being 
appealed was made. 

c. The grounds for the appeal. 

 

Staff Review and 
Comment 

Recommendation 

Process Flow Chart 
Zoning Appeal 

Board of Zoning 
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Legal Public Notice; 
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d. Specifically how the appellant is an aggrieved 

person 

e. Any additional supporting data such as plats, 
plans, drawings, charts or other related 
material 

2 Application fee.  

 

4. Things to Know 

In no case shall a written order, requirement, decision or determination 
made by the Zoning Administrator or other administrative officer be subject 
to change, modification or reversal by the Zoning Administrator or other 
administrative officer after 60 days have elapsed from the date of the 
written order, requirement, decision or determination. 
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R. Zoning Map Amendment     
 (Rezoning, Rezoning with Proffers, and Planned Development) 

1. General Description 

A zoning map amendment or rezoning is a legislative 
amendment to the official zoning map, which may 
include changing the boundaries of one or more 
districts, the district classification of one or more 
parcels or the proffers from an existing map 
amendment.  Zoning map amendments may be 
initiated by a property owner, a contract purchaser, 
the owner’s agent, the Planning Commission, or the 
City Council. 

In connection with a zoning map application, the land 
owner may voluntarily proffer reasonable conditions 
not generally applicable to land similarly zoned.  Once 
accepted by the City Council, these proffers become 
part of the zoning regulations applicable to the land 
and they run with the land until it is rezoned.  A map 
amendment application with proffers is referred to as 
a conditional rezoning.   

An application for a planned development zoning 
district is a type of conditional rezoning. A general 
development plan is submitted by the applicant to 
show compliance with the requirements of the UDO 
and the Comprehensive Plan. The Planned 
Development district is established to encourage 
innovative and creative design, to facilitate the use of 
the most advantageous construction techniques and 
to protect natural resources.  The district is designed 
to permit a greater degree of flexibility in terms of 
layout, design and construction.   

2. Review Procedure 

a. Unless waived by the Zoning Administrator, 
the applicant will meet with the Technical 
Review Committee before submitting a zoning 
map amendment application.                                                    

b. Following completion of the pre-application 
conference, the applicant may submit an 
application, fee, and 12 copies of the 
submittal requirements for the zoning map 
amendment.   

c. The Zoning Administrator will review the 
application to determine completeness. The 
“completeness” review determines whether 
the application includes the required 
submittals.  The Zoning Administrator may 
accept the application signature(s) subject to the review and 
approval of the City Attorney. If the application includes proffers, 
the city attorney will determine whether or not the proffer 

Staff Review and Comment 
Recommendation 

Process Flow Chart 
Zoning Map Amendment  

Pre-Application 
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Planning Commission Review 
Property Owner Notification 
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 Application and Fee 
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by City Attorney). Proof of recording must 
be submitted to the Planning Office within 

30 days. 
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statement is legally sufficient.  The Zoning Administrator will notify 
the applicant if the application is complete or incomplete.  If the 
application is incomplete, the Zoning Administrator will ask the 
applicant for the information necessary to address the deficiencies. 

d. Once the application is determined complete, the Zoning 
Administrator will distribute the application to the Technical Review 
Committee and the City Attorney and commence review.  The 
amount of time necessary to complete the staff review is variable 
depending on the complexity of the application and the accuracy of 
the submitted material.  The Zoning Administrator will provide the 
applicant with written comments at the end of the staff review.  The 
applicant may revise the application in response to these staff 
comments. 

e. When the staff review is complete, any application revisions are 
made, and after the City Attorney drafts the zoning map 
amendment ordinance in consultation with the Planning Office, the 
Planning Office schedules the public hearing on the application 
with the Planning Commission, works with the applicant to provide 
required public notification, and forwards the application and staff 
report to the Planning Commission.  For any application, the Zoning 
Administrator may schedule a work session prior to the public 
hearing, to present the project to the Planning Commission and to 
seek direction in addressing issues related to the project. 

f. The Planning Commission conducts a public hearing, reviews the 
application, and provides a recommendation for approval, approval 
with conditions, or denial to the City Council.   The Planning 
Commission acts within 100 days of the date of the first meeting of 
the Commission after the application has been accepted. 

g. Following the Planning Commission recommendation, City staff 
schedules a public hearing on the application with the City Council, 
works with the applicant to provide the required public notification, 
and forwards the application, staff report, and Planning 
Commission recommendation to the City Council. 

h. Applicant must sign and record a notice of Conditional Zoning in a 
form approved by the City Attorney and record it in the Circuit Court 
of the City of Fredericksburg.  Proof of recording must be submitted 
to the Office of the Zoning Administrator within 30 days of City 
Council action. 

3. Things to Know 

Proffers are conditions, voluntarily offered by the applicant, to be accepted 
by the City Council. In no instance shall a proffer be less restrictive than the 
requirements in the UDO.  See Part 3: Section 4 Resource List for a link to 
the Proffer Checklist. 

Any changes to proffers must be submitted to the Zoning Administrator at 
least seven (7) days prior to the City Council meeting. 

4. Submittal Requirements 

In addition to the GDP, requests to amend the zoning map shall include 
twelve copies of the application and the following information: 
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A. General Information 

1 Application, fee, and background materials loaded to 
the City’s FTP website. 

 

2 A notarized affidavit, signed by the applicant and 
containing the following: 

a.  A listing of the names and addresses of all 
applicants, title owners, contract purchasers, 
and lessees of the land described in the 
application, and, if any of such persons is a 
trustee, each beneficiary having an interest in 
such land, and all attorneys, real estate 
brokers, architects, engineers, planners, 
surveyors and other agents who have acted or 
will act on behalf of any of such persons with 
respect to the application. If any of the 
applicants, title owners, contract purchasers, 
or beneficiaries is a corporation, then the 
application shall also contain a listing of all 
shareholders who own ten percent or more of 
any class of stock issued by the corporation 
and, where such corporation has ten or less 
shareholders, a listing of all shareholders. The 
application shall also contain a listing of all 
partners, both general and limited, in any 
partnership with an ownership interest in the 
property. 

b. A statement indicating whether or not any 
member of the City Council or the Planning 
Commission or any member of their 
immediate household or family owns or has 
any financial interest in such property or has 
any financial interest in the outcome of the 
decision. 

 

3 For any application filed by an agent, contract 
purchaser or lessee of the property, a written 
statement signed by each title owner confirming the 
applicant’s status as the owner’s agent or contract 
purchaser, and  indicating his endorsement of the 
application. 

 

4 A certified plat of the property to be zoned sealed by a 
professional surveyor, engineer, and/or architect 
shall include: 

a. The metes and bounds of all boundary lines 
of the subject property, and the bearings and 
distances of each zoning district crossing or 
abutting the property. 

b. The total area of the property, presented in 
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either square feet or acres. 

c. A scale and north arrow. 

d. The location of all existing buildings, 
structures, and easements of record. 

e. The names and route numbers of all 
boundary roads or streets and the width of 
existing rights-of-way. 

f. The signature and seal of the person 
preparing the plat. 

g. The location, names and GPIN references of 
abutting property owners. 

 

 

 

 

 

5 A General Development Plan providing the following 
items, unless waived (in whole or in part) by the 
Zoning Administrator: 

a. A general narrative of planning objectives to 
be achieved. 

b. A schematic land use plan, at a scale of not 
less than one inch to 100 feet showing: 
proposed uses, structures, site 
improvements, facilities, parking and loading 
access points, utilities, lot layout, setback, 
height, lot coverage, floor area ratios, density, 
open space, landscaping, buffer areas and 
building restriction lines. 

c. An environmental analysis of the proposed 
site, including a graphic inventory and any 
proposed preservation of 100-year floodplain 
areas, slopes in excess of 25 percent, 
unbuildable soils, existing tree cover, 
topography at a maximum contour interval of 
5 feet, cemeteries, watercourses, unique 
natural features, and all known historic sites 
and resources, as identified by the Virginia 
Department of Historic Resources and the 
Fredericksburg Planning Office. 

d. For sites located wholly or in part within the 
Chesapeake Bay Preservation Overlay District, 
an environmental site assessment prepared 
in accordance with UDO Section 72-34.5, and 
other relevant information requested by the 
Zoning Administrator. 

e. If applicable, a phasing plan delineating the 
proposed phases of the development, the 
approximate commencement date for 
construction and a proposed build-out 
timeframe. 
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f. A transportation analysis which includes a 
circulation plan, including location of existing 
and proposed vehicular, pedestrian, bicycle 
and other circulation facilities; general 
information on the circulation facilities, 
including trip generation, ownership and 
maintenance;  and proposed construction 
standards location and general design of 
parking and loading facilities.  A full Traffic 
Impact Analysis may be required by the 
Zoning Administrator. 

g. A public facilities assessment plan presenting 
the potential impact the proposed rezoning 
could have, at the maximum density of 
development allowed in the proposed zoning 
district (i.e., build-out), on the following public 
facilities: 

(1) Water treatment storage and transmission 
facilities. 

(2) Sewage transmission and treatment facilities. 
(3) Streets and other public transportation 

systems. 
(4) Storm sewerage and drainage, including 

stormwater management facilities, both on-
site and off-site. 

(5) Public schools, libraries and other educational 
institutions. 
Public parks and recreational facilities. 

h. A statement certifying that the use and 
development of the property, and all 
improvements thereon, are subject to the 
final General Development Plan as well as to 
the generally applicable regulations set forth 
in UDO Section 72-33. 

i. Other pertinent information as requested by 
the Zoning Administrator. 

6 In addition to the information listed in 5 above, a 
General Development Plan for a planned 
development zoning district which involves ten or 
more lots for a Zoning Map Amendment shall meet 
the requirements set forth in the Procedures Manual 
for a Preliminary Plat. 

 

7 A written statement that addresses the following: 

a. The proposed use including, but not limited 
to, ownership, hours of operation, proposed 
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number of employees, operator’s 
qualification. 

b. How the request is consistent with the City’s 
Comprehensive Plan (Cite specific section and 
page number). 

c. How the request is consistent with the goals, 
purposes, and standards of the City’s UDO. 

d. Description of the development’s impact on 
abutting and neighboring properties. 

e. How the request is consistent with the 
principles of zoning and good zoning practice, 
including the purposes of the zoning district, 
the characteristics of the property involved, 
and whether there are adverse impacts of the 
proposed use.  

8 For conditional zoning applications, a written proffer 
statement signed by the owner(s) and applicant. 

 

9 A list of all abutting property owners, including those 
located across the street, to include the names, 
Geographic Parcel Identification Numbers, and 
mailing addresses. 

 

10 The Zoning Administrator may request additional 
information applicable to the specific nature of a 
given structure or use, as deemed necessary to fully 
evaluate the request. 
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S. Zoning Variance 
1. General Description 

The Board of Zoning Appeals (BZA) may authorize a Zoning Variance in 
accordance with UDO Section 72-22.8, when a literal enforcement of the 
provisions will result in unnecessary hardship 
experienced by a single property due to unique 
circumstances associated with the property (not 
those created by the action of the property owner).   

2. Review Procedure 

a. Applicant may request a pre-application 
conference with the Zoning Administrator 
prior to submitting an application for a 
zoning variance. 

b. Applicant submits an application, written 
narrative, and fee, to the office of the 
Zoning Administrator. 

c. The Zoning Administrator reviews the 
application for completeness within ten 
(10) days, and notifies the applicant, by 
mail, if the application is not complete and 
describes the additional information 
needed for resubmission. 

d. The applicant has thirty (30) days to 
provide the additional information and 
resubmit the application or request, in 
writing, that the application be re-reviewed 
as is.  Failure of the applicant to respond 
within the specified time shall be 
considered a withdrawal of the application. 

e. Once determined complete, the Zoning 
Administrator will commence review of the 
application and schedule the item for a 
Board of Zoning Appeals meeting.   

f. The Zoning Administrator prepares the 
staff report, provides required public 
notification, and forwards the application 
and staff report to the Board of Zoning 
Appeals. 

g. The Board of Zoning Appeals shall review 
the application and may approve, approve with conditions, or deny 
the request. 

h. If application is denied, the applicant may appeal to Circuit Court. 

3. Things to Know 

In order for the BZA to grant a variance, the applicant must prove hardship.  

To prove hardship, a property owner must show that his property was 
acquired in good faith but that the strict application of the terms of the 
ordinance would effectively prohibit or unreasonably restrict the use of the 
property. A variance may be justified by (1) the exceptional narrowness, 

Staff Review 
Recommendation 
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shallowness, size or shape of a property at the time of the effective date of 
the ordinance, or by (2) other exceptional topographic conditions or other 
extraordinary situation of such property. The BZA must be satisfied, upon 
the evidence heard by it, that the granting of such variance will alleviate a 
clearly demonstrable hardship, as distinguished from a special privilege or 
convenience sought by the applicant. 

Only provisions regulating the size or area of a lot or parcel of land, or the 
size, area, bulk or location of a building or structure may be the subject of a 
Zoning Variance application.  

The property that is granted a variance shall be treated as conforming for 
all purposes under State Law and the UDO.  

4. Submittal Requirements 

A. General Information 

1 Application, fee, and background materials loaded to 
the City’s FTP website. 

 

2 Certified boundary survey of the property signed and 
sealed by a professional surveyor, engineer and/or 
architect showing the: 

a. Total area of the property. 

b. If applicable, the location, dimensions, and 
setbacks of all existing structures. 

 

 

3 A written narrative that addresses the following: 

a. How the strict application of the UDO would 
alleviate a clearly demonstrated hardship. 

b. How the hardship is not shared generally by 
other properties in the same zoning district 
and the same vicinity. 

c. How the authorization of the variance will not 
be of substantial detriment to adjacent 
property and that the character of the district 
will not be changed by the granting of the 
variance.  

d. Whether the property is of an exceptional size 
(small or narrow lot) shape, topographic 
condition, or has any other extraordinary 
situation. 
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Part 3:  
Schedules, 
Fees, & 
Resources 
Part 3 of the Procedures Manual includes resources and contact information for 
applicants.  The fee schedule may change, so applicants should check the City’s web 
page http://www.fredericksburgva.gov/Departments/Planning/index.aspx to ensure they 
have the most recent version of this Procedures Manual (the version of this manual is 
printed in the lower left-hand corner of this page).   

1: MEETING SCHEDULES 
The following pages: 

Planning Commission: 
 http://www.fredericksburgva.gov/index.aspx?NID=241 
 
Architectural Review Board (ARB): 
http://www.fredericksburgva.gov/index.aspx?NID=223 
 
Board of Zoning Appeals (BZA): 
http://www.fredericksburgva.gov/index.aspx?NID=225 
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2: APPLICATIONS AND FEE SCHEDULES 
Fees: 

Planning Services: 
http://www.fredericksburgva.gov/DocumentCenter/View/399 
 
Building Services: 
 
General & Administrative: 
http://www.fredericksburgva.gov/DocumentCenter/View/225 
 
Commercial: 
http://www.fredericksburgva.gov/DocumentCenter/View/226 
 
Residential: 
http://www.fredericksburgva.gov/DocumentCenter/View/227 
 
Applications for: 

Administrative Permits for Certificate of Zoning Use, Change of Nonconforming 
Use, Fence, Home Occupation, Sign, Temporary Use, and Zoning Verification: 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 

Certificate of Appropriateness, Gateway Corridor Overlay (Corridor Overlay 
Review), Planned Development (Rezoning Application) Sidewalk Café, Special 
Exception, Special Use Permit, Zoning Appeal, and Zoning Variance: 
http://www.fredericksburgva.gov/DocumentCenter/Index/103 

Subdivision: 
http://www.fredericksburgva.gov/index.aspx?NID=929  
Site Plan, Major or Minor: 
http://www.fredericksburgva.gov/index.aspx?NID=931 
 
Comprehensive Plan Amendment, Construction Plan, Map Amendment & 
Conditional Rezoning, Planned Development, Subdivision Variance: 
See procedures within this manual. 
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3: CONTACTS 
The following contacts are provided for the convenience of applicants. 

A. Office of the Building Official and Stormwater 
Administrator 

Telephone:  (540) 372-1080 

Address:  715 Princess Anne Street, Fredericksburg, Virginia 22401 

   Room L6 

Mailing Address: P.O. Box 7447 Fredericksburg, Virginia 22404   

Facsimile:  (540) 310-0636 

Webpage:  http://www.fredericksburgva.gov/index.aspx?NID=269  

 

B. Office of the Zoning Administrator and Office of the 
Development Administrator 

Telephone:  (540) 372-1179 

Address:  715 Princess Anne Street, Fredericksburg, Virginia 22401 

   Room 209 

Mailing Address: P.O. Box 7447 Fredericksburg, Virginia 22404   

Facsimile:  (540) 372-6412 

Webpage:  http://www.fredericksburgva.gov/index.aspx?NID=386  

 

C. Fire Marshal 
Telephone:  (540) 372-1061 

Address:  601 Caroline Street, Fredericksburg, Virginia 22401 

   7th Floor  

Mailing Address: P.O. Box 7447 Fredericksburg, Virginia 22404   

Facsimile:  (540) 372-1050 

Webpage:  http://www.fredericksburgva.gov/index.aspx?NID=340  
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D. Commissioner of the Revenue 
Telephone:  (540) 372-1004 

Address:  715 Princess Anne Street, Fredericksburg, Virginia 22401 

   1st Floor  

Mailing Address: P.O. Box 7447 Fredericksburg, Virginia 22404   

Facsimile:  (540) 372-1197 

Webpage:  http://www.fredericksburgva.gov/index.aspx?NID=301  

E. Public Works 
Telephone:  (540) 372-1023 

Address:  715 Princess Anne Street, Fredericksburg, Virginia 22401 

   Room L6  

Mailing Address: P.O. Box 7447 Fredericksburg, Virginia 22404   

Facsimile:  (540) 372-1158 

Webpage:  http://www.fredericksburgva.gov/index.aspx?NID=459  

F. Virginia Department of Transportation 
Telephone:  (540) 899-4288 

Address:  87 Deacon Road, Fredericksburg, Virginia 22405 

Webpage:  http://www.virginiadot.org/about/fred_quick-
directions.asp 

4: RESOURCE LIST 
The following pages include resources for applicants that are not part of the City’s 
UDO but do include requirements for new development proposed in the City. 

• Community Planning and Building, Planning Services Division 

Historic District Handbook 
This publication includes an overview of the City’s history, a section on how 
historic overlay zoning works, guidelines for renovations as well as new 
construction in a historic context, a review of Fredericksburg’s architectural 
history, a glossary of architectural terms, and more. 
http://www.fredericksburgva.gov/documentcenter/view/175 
 
Lafayette Boulevard Design Guidelines 
This publication includes guidelines for new construction and alterations within 
the Lafayette Boulevard Corridor Overlay District. 
http://www.fredericksburgva.gov/documentcenter/view/396 
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Princess Anne Street Design Guidelines 
This publication includes guidelines for new construction and alterations within 
the Princess Anne Street Corridor Overlay District. 
http://www.fredericksburgva.gov/documentcenter/view/393 
 
Notice of Conditional Zoning 
This document must be completed and recorded by Applicant following City 
Council approval of a Conditional Zoning request.  Evidence of recording must be 
provided to Planning Services within thirty (30) days of City Council action. 
http://www.fredericksburgva.gov 
 
Notice of Special Exception 
This document must be completed and recorded by Applicant following City 
Council approval of a Special Exception request.  Evidence of recording must be 
provided to Planning Services within thirty (30) days of City Council action. 
http://www.fredericksburgva.gov 
 
Notice of Special Use Permit 
This document must be completed and recorded by Applicant following City 
Council approval of a Special Use Permit request.  Evidence of recording must be 
provided to Planning Services within thirty (30) days of City Council action. 
http://www.fredericksburgva.gov 
 
Notice of Zoning Variance 
This document must be completed and recorded by Applicant following City 
Council approval of a Variance request.  Evidence of recording must be provided 
to Planning Services within thirty (30) days of Board of Zoning Appeals action. 
http://www.fredericksburgva.gov 
 
Proffer Checklist 
The proffer review checklist is a guide to formatting proffers for zoning map 
amendments.  The guide will be used by the City Attorney’s office to provide 
comments on submitted proffer statements. 
http://www.fredericksburgva.gov 
 

• VDOT 

 
2011 Virginia Work Area Protection Manual 
The 2011 Virginia Work Area Protection Manual (WAPM) has been adopted by the 
Commonwealth Transportation Board. The 2011 WAPM is effective on and after 
Jan. 1, 2012, for VDOT crews, new maintenance projects, new traffic control 
devices, sign manufacturing, and renewal contracts. 
http://www.virginiadot.org/business/resources/wztc/Virginia_WAPM_2011_web.
pdf 
 
Drainage Manual  
http://www.virginiadot.org/business/locdes/hydra-drainage-manual.asp 
 
Road Design Manual 
http://www.virginiadot.org/business/locdes/rdmanual-index.asp 
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Traffic Engineering Design Manual 2011 
http://www.virginiadot.org/business/locdes/traffic-engineering-manual.asp 
 
Road and Bridge Standards and Specifications 
 
2008 Road and Bridge Standards 
http://www.virginiadot.org/business/locdes/2008_road_and_bridge_standards.
asp 
 
2007 Road and Bridge Specifications (Imperial) 
http://www.virginiadot.org/business/const/spec-default.asp 
 
Revisions to 2007 Road and Bridge Specifications 
Please note that the 2007 Road and Bridge Specifications 
book will be effective starting on the July 2008 Advertisement 
http://www.virginiadot.org/business/const/spec-default.asp 
 
Structure and Bridge Manuals 
The standards, details, and design aids included in the various Manuals of the 
Structure and Bridge Division, Volume V - series, are provided for informational 
purposes only. VDOT does not warranty any of the information contained therein. 
It is the responsibility of the designer/engineer to perform adequate checks to 
insure that the designs, details, calculations are adequate/appropriate for the 
specific design with the applicable specifications. 
Refer to the memoranda with each part of the Manuals of the Structure and 
Bridge Division for updates on information on new issues, revisions and other 
miscellaneous information. All the manuals are in pdf. 
Micro Station DGN files are included as file attachments to the PDF files for Part 
3 thru Part 8.  
http://www.virginiadot.org/business/bridge-manuals.asp 
 
Other Structure and Bridge Manuals, Guides & Instructional and Informational 
Memoranda 
http://www.virginiadot.org/business/bridge-manuals-default.asp 
 

• Federal Highway Administration 

Manual on Uniform Traffic Control Devices (MUTCD) 2009 Edition 
http://mutcd.fhwa.dot.gov/pdfs/2009r1r2/pdf_index.htm 
 
The 2009 edition of the MUTCD, published Dec. 16, 2009, was formally approved 
by the Commonwealth Transportation Board in December, 2011. 

The document contains new federal requirements and guidelines for the use of 
traffic signals, signs, and pavement markings on all public roadways and private 
roadways open to public travel.   

Several new sections were added, and guidelines were revised as a result of new 
research and practices throughout the country. 

The effective date for implementation was Jan. 1, 2012. 
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The Virginia Supplement to the 2009 Manual of Uniform Traffic Control Devices 
(MUTCD) contains standards, guidance, options, and support for the design, 
application, and placement of traffic control devices on roadways in Virginia. 
http://www.virginiadot.org/business/virginia_mutcd_supplement.asp 
 
FHWA Standard Highway Signs 
In addition to the MUTCD, the FHWA has a companion document called the 
Standard Highway Signs Book. 
http://mutcd.fhwa.dot.gov/ser-shs_millennium.htm 
 

Virginia Standard Highway Signs, 2011 Edition 
http://www.virginiadot.org/business/resources/ted/final_mutcd/standard_high
way_signs_book.pdf 
As is the case with the Virginia SHS Book (see above), the FHWA Standard 
Highway Signs Book serves as an aid to sign designers and fabricators. 

5: PERFORMANCE GUARANTEE SCHEDULE 
Per UDO Section 72-27, Performance Guarantees. The chart below outlines the 
plan/plat type that generates the need to review a cost estimate, which items 
should be included in the cost estimate, and when the performance guarantee is 
required to be secured. 

Plan/Plat Type Improvements When Required 

 

Early Clearing and 
Grading Plan 

 
Erosion and Sediment Control and/or 

Stormwater Management 

 
Prior to Issuance of 

Land Disturbance Permit 

 

Preliminary Plat 

 

None 

 

n/a 

Construction Plan 

 
Erosion and Sediment Control and/or 

Stormwater Management 

 
Prior to Issuance of 

Land Disturbance Permit 
 

Work within existing public rights-of-way,  
unless waived by Public Works. 

 
Prior to Issuance of  

Special Excavation Permit 
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Final Subdivision Plat 

 
Site improvements that have not been completed  
and accepted per the approved Construction Plan 

for any of the following items: 
Water and Sewer 

Street Improvements 
Lighting 

Landscaping/Buffering 
Recreational Facilities 

Proffered Improvements 
Monumentation 

Prior to Final Subdivision 
Plat Approval 

Major Site Plan 

 
Erosion and Sediment Control and/or 

Stormwater Management 

Prior to Issuance of 
Land Disturbance Permit 

 
Site improvements that have not been completed 
and accepted per the approved Major Site Plan. 

Includes, but is not limited to, landscaping, signage, 
and lighting. 

 
Note:  All site improvements that affect public safety 
and welfare must be completed and accepted prior 

to the Issuance of Occupancy Permit. 

Prior to Issuance of 
Occupancy Permit 

 
Work within existing public rights-of-way, unless 

waived by Public Works. 

Prior to Issuance of  
Special Excavation Permit 
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	1. General Description
	2. Review Procedure
	a. Applicant may request a pre-application conference with the Zoning Administrator prior to submitting an application for an Administrative Modification.
	b. Within five (5) days prior to submitting an application, applicant shall provide written notice to abutting property owners by certified return receipt mail. Said notice shall ask for public comment on the requested Administrative Modification to b...
	c. Applicant submits an application and fee, to the office of the Zoning Administrator.
	d. The Zoning Administrator may determine that the requested Administrative Modification should be a variance and reviewed by the Board of Zoning Appeals. When this occurs, the Zoning Administrator shall notify the applicant, schedule the application ...
	e. The Zoning Administrator reviews the application for completeness within ten (10) days, and notifies the applicant, in writing, if the application is not complete and describes the additional information needed for resubmission.
	f. The applicant has thirty (30) days to provide the additional information and resubmit the application or request, in writing, that the application be re-reviewed as is.  Failure of the applicant to respond within the specified time shall be conside...
	g. Once determined complete, the Zoning Administrator will commence review of the application for UDO compliance.
	h. The Zoning Administrator shall post a Notice of the request on the City of Fredericksburg’s website at least five (5) days prior to any action.
	i. Following the expiration of the public comment period, the Zoning Administrator may approve, approve with conditions, or deny the request based on compliance with the UDO. Within seven (7) days of the Zoning Administrator’s decision, written notice...
	j. Any person aggrieved by a written decision of the Zoning Administrator may appeal to the Board of Zoning Appeals in accordance with Code of Virginia Section 15.2-2311.

	3. Things to Know
	4. Submittal Requirements

	B.  Administrative Permit
	1. General Description
	2. Review Procedure
	a.  Applicant submits an application and fee to the office of the Zoning Administrator, Development Administrator, or Stormwater Administrator, as appropriate.
	b. The Administrator reviews the application for UDO compliance within 15 days.
	c. The Administrator may approve, approve with conditions, or deny the application.
	d. Decisions of the Zoning Administrator may be appealed to the Board of Zoning Appeals within 30 days of the decision date in accordance with Code of Virginia Section 15.2-2311.

	3. Things to Know
	4. Submittal Requirements

	C. A-Frame Sign in Public Right-of-Way
	1. General Description
	2. Review Procedure
	a. Applicant submits an application, as provided by the office of the Development Administrator.
	b. The Development Administrator reviews the application for completeness within fifteen (15) business days, and notifies the applicant if the application is not complete and describes the revisions necessary for resubmission.
	c. The applicant has thirty (30) business days to revise and resubmit the application.  Failure of the applicant to respond within the specified time shall be considered a withdrawal of the application.
	d. Once determined complete, the Development Administrator will commence review.
	e. If the application fails to comply with the review standards, the Development Administrator will notify the applicant and describe the revisions necessary for resubmission.
	f. The applicant has thirty (30) business days to revise and resubmit the application or request the application be re-reviewed with no changes.  Failure of the applicant to respond within the specified time shall be considered a withdrawal of the app...
	g. Following the revision and re-submission of the application, if applicable, the Development Administrator will make a decision to approve or deny the A-Frame sign permit.
	h. Appeals of the Development Administrator’s decision may be taken to the Board of Zoning Appeals.

	3. Things to Know
	a. The City of Fredericksburg regulates signs to ensure public safety, to protect property values and to maintain the visual attractiveness of the City and its environment.
	b. A-Frame signs are not allowed without a permit.
	c. Only one A-Frame sign is permitted per building.  Advertising space should be subdivided as necessary to accommodate the number of businesses approved for the sign.
	d. Sign placement must maintain at least a five (5) foot minimum pedestrian walkway along the sidewalk; must not obstruct pedestrian movement and safety, including the ability to safely cross the street, and safely enter and alight from vehicles witho...
	e. Signs placement must allow clear access to curb ramps, not block private driveways, alleys or walkways.
	f. Signs must not be within five (5) feet of a curb or curb ramp when next to an ADA accessible-only parking space.
	g. Signs must be freestanding with a maximum of four (4) feet in height and three (3) feet in width.
	h. Signs are to be constructed of metal or wood (not grained plywood).  All sign edges must be covered with molding.
	i. Sign lettering must be:
	(1) Appropriate to the scale of the sign.
	(2) Not include advertising trademarks or logos, other than that of the business.
	(3) Professionally painted or applied vinyl letters and should not consist of interchangeable letters.

	j. Signs may not be lighted or flashing in any manner.  No attachments such as pennants, balloons, etc. are allowed.
	k. A-Frame signs are to be displayed only during the business establishment’s hours of operation.
	l. All A-Frame signs are the sole responsibility of the business owner.  The business owner shall assume liability for claims, situations, or occurrences involving the sign.  The City shall not be held liable for any incident arising as a result of a ...
	m. Signs not meeting all requirements are subject to enforcement action.
	n. Signs in significant disrepair or that pose a hazard to pedestrians will be removed immediately.
	o. Sign applicants shall sign a Hold Harmless and Indemnity Agreement with the City before a permit may be issued.

	4. Submittal Requirements

	D.  As-Built Plan
	1. General Description
	2. Review Procedure
	a. The initial submittal shall include an application and six (6) sets of “red-lined” marked up prints, delivered to the office of the Development Administrator for distribution. This submittal shall include recorded copies of any public easements req...
	b. The Development Administrator will distribute to City departments (and state agencies, if necessary) for review and approvals. The Development Administrator may request additional information as needed.
	c. Final approval by Development Administrator.
	d. The design engineer will be notified to submit an electronic version of the plan once all changes have been satisfactorily shown.
	e. Applicant may request bond release.

	3. Things to Know
	4. Submittal Requirements

	E.  Certificate of Appropriateness
	1. General Description
	a. Downtown historic district
	b. Old mill historic district
	c. Old Walker-Grant historic district
	d. Selected properties on Washington Avenue and William Street
	e. Fall Hill
	(1) New construction
	(2) Exterior alterations/additions to existing buildings
	(3) Moving or demolishing a building
	(4) Installation of fences
	(5) Installation of signs


	2.  Review Procedure
	a. Applicant submits application and fee to the staff of the ARB, in accordance with filing deadline schedule.
	b. The ARB staff reviews the application for completeness within ten (10) days, and notifies the contact person if not complete.
	c. ARB must act within sixty (60) days of official submission. Staff reviews request, prepares staff report and gives public notice, as appropriate.
	d. Item is presented to ARB for public hearing. ARB can approve, deny, or defer item. Applicant or representative may be present at the public hearing.
	e. Any person aggrieved by a decision of the ARB may appeal such decision to the City Council, provided such appeal is filed within fourteen (14) days from the date of the ARB’s decision.

	3. Things to Know
	a. A building or sign permit has been obtained and work begun; or
	b. An extension has been granted by the ARB which shall not exceed six months.

	4. Submittal Requirements

	F.  Corridor Design Review
	1. General Description
	a. Cowan Boulevard
	b. Fall Hill Avenue
	c. Lafayette Boulevard
	d. Princess Anne Street
	(1) Building design, scale, and materials
	(2) Signage; size, colors, and materials
	(3) Streetscape buffers
	(4) Vehicular access
	(5) Exterior lighting
	(6) Screening
	(7) Landscaping


	2. Review Procedure
	a. Within five (5) days prior to submitting an application, applicant shall provide written notice to abutting property owners by certified return receipt mail. Said notice shall ask for public comment on the requested Corridor Design Review to be sub...
	b. Applicant should submit a Corridor Design Review application (no fee required) and any relevant supporting materials to the office of the Development Administrator.
	c. The Development Administrator will review the application for completeness within ten (10) days and notify the contact person of any deficiencies.
	d. The Development Administrator shall complete the necessary review.
	e. The Development Administrator shall act to approve, approve with modifications, or deny any request within sixty (60) days of official submission. Action must be in writing and submitted to the applicant within seventeen (17) days of the action.
	f. Any person aggrieved by a decision may appeal such decision to City Council within fourteen (14) days of the action.

	3. Things to Know
	a. A building or sign permit has been obtained and work begun; or
	b. An extension has been granted by the Development Administrator or ARB, as appropriate, which shall not exceed six months.

	4. Submittal Requirements

	G.  Nonconforming Use, Change of Use
	1. General Description
	2. Review Procedure
	a. Applicant may request a pre-application conference with the Zoning Administrator prior to submitting an application for a continuation or change of nonconforming use.
	b. Within five (5) days prior to submitting an application, the applicant shall provide written notice to abutting property owners by certified return receipt mail.  Said notice shall ask that public comment on the requested change of nonconforming us...
	c. The Zoning Administrator reviews the application for completeness within ten (10) business days, and notifies the applicant, in writing, if the application is not complete and describes the additional information needed for resubmission.
	d. The applicant has thirty (30) business days to provide the additional information and resubmit the application or request, in writing, that the application be re-reviewed as is.  Failure of the applicant to respond within the specified time shall b...
	e. Once determined complete, the Zoning Administrator will commence review of the application for UDO compliance and provide a sign to the applicant for posting on each parcel of land involved in the subject request.
	f. The Zoning Administrator shall post a Notice of the request on the City of Fredericksburg’s website at least five (5) days prior to any action.
	g. Following the expiration of the public comment period, the Zoning Administrator may approve, approve with conditions, or deny the request based on compliance with the UDO.
	h. Within seven (7) days of the Zoning Administrator’s decision, written notice of the request’s approval or denial is mailed, by the office of the Zoning Administrator, to the abutting property owners.
	i. Any person aggrieved by a written decision of the Zoning Administrator may appeal to the Board of Zoning Appeals in accordance with Code of Virginia Section 15.2-2311.

	3. Submittal Requirements

	H.  Nonconforming Use, Minor Expansion
	1. General Description
	2. Review Procedure
	a.   Applicant may request a pre-application conference with the Zoning Administrator prior to submitting an application for a minor expansion of a nonconforming use.
	b. Within five (5) days prior to submitting an application, the applicant shall provide written notice to abutting property owners by certified return receipt mail.  Said notice shall ask that the public comment on the requested minor expansion of a n...
	c. The Zoning Administrator reviews the application for completeness within ten (10) business days, and notifies the applicant, by mail, if the application is not complete and describes the additional information needed for resubmission.
	d. The applicant has thirty (30) business days to provide the additional information and resubmit the application or request, in writing, that the application be re-reviewed as is.  Failure of the applicant to respond within the specified time shall b...
	e. Once determined complete, the Zoning Administrator will commence review of the application for UDO compliance and provide a sign to the applicant for posting on each parcel of land involved in the subject request.
	f. The Zoning Administrator shall post a Notice of the request on the City of Fredericksburg’s website at least five (5) days prior to any action.
	g. Following the expiration of the public comment period, the Zoning Administrator may approve, approve with conditions, or deny the request based on compliance with the UDO.
	h. Within seven (7) days of the Zoning Administrator’s decision, written notice of the request’s approval or denial is mailed, by the office of the Zoning Administrator, to the abutting property owners. Any person aggrieved by a written decision of th...

	3. Things to Know
	4. Submittal Requirements

	I.  Residential Lot Grading Plan
	1. General Description
	2. Review Procedure
	a. Applicant submits application, fee, and 6 copies of the residential lot grading plan to the office of the Stormwater Administrator.
	b. Staff determines if application is complete and will notify applicant if additional information is required.
	c. Staff reviews plan and provides comments to the applicant of any necessary changes to the plan.
	d. Staff decision on plan.
	e. Applicant can obtain a Land Disturbance Permit.

	3. Things to Know
	4. Submittal Requirements

	J.  Site Plan, Major
	1.  General Description
	2. Review Procedure
	a. The applicant submits application for a Technical Review Committee (TRC) pre-application conference to the office of the Development Administrator to discuss project with City staff.
	b. The applicant or representative attends pre-application meeting.
	c. Within five (5) days prior to submitting an application, applicant shall provide written notice to abutting property owners by certified return receipt mail. Said notice shall ask for public comment on the requested Major Site Plan to be submitted,...
	d. The applicant submits site plan application, nine (9) copies of the site plan, electronic copy of plan, and applicable fee to the office of the Development Administrator. The Development Administrator will review the application to determine comple...
	e. Staff distributes site plan for TRC review and schedules site plan for TRC meeting.
	f. The applicant attends TRC meeting to review staff and public comments on the plan.
	g. The applicant addresses plan deficiencies and submits for second review.
	h. The Site Plan is distributed to TRC members.  If major revisions, it may be scheduled for an additional TRC meeting.
	i. The SWP/BMP agreement is submitted, if applicable, to the office of the Stormwater Administrator.  Agreement is reviewed, approved, and recorded:
	(1) Applicant submits draft copy of completed agreement to the Stormwater Administrator during plan review.
	(2) City staff reviews document. Once approved, the owner will submit final agreement with signatures.
	(3) Agreement is signed by City officials.
	(4) Applicant records agreement in Circuit Court land records.
	(5) Applicant submits copy of recorded agreement and recording receipt to the Stormwater Administrator.

	j. The Development Administrator shall post a Notice of the request on the City of Fredericksburg’s website at least five (5) days prior to any action.
	k. Action is taken by the Development Administrator with TRC/Department Head Concurrence with TRC members within 60 days of the determination of an official submission.
	l. Performance Guarantees are submitted to the Development Administrator.
	m. Applicant may apply for land disturbance permit.

	3. Things to Know
	a. Single family detached dwellings and their related uses and structures
	b. Educational facilities located in religious institutions, or
	c. Renovations of buildings with existing site improvements that comply with the development standards of the UDO.

	4. Submittal Requirements

	K.  Site Plan, Minor
	1. General Description
	2. Review Procedure
	a. The applicant submits application for a Technical Review Committee (TRC) pre-application conference to the office of the Development Administrator to discuss project with City staff.
	b. The applicant or representative attends pre-application meeting.
	c. The applicant submits site plan application, nine (9) copies of the site plan, electronic copy of plan, and applicable fee to the office of the Development Administrator.
	d. The Development Administrator will review the application to determine completeness.  The “completeness” review determines whether the application includes the required submittals.  If the application is incomplete, the applicant must address the d...
	e. Staff distributes site plan for TRC review.
	f. The applicant addresses plan deficiencies and submits for second review.
	g. The site plan is distributed to TRC members.
	h. The SWP/BMP agreement is submitted, if applicable, to the office of the Stormwater Administrator.  Agreement is reviewed, approved, and recorded:
	(1) Applicant submits draft copy of completed agreement to the Stormwater Administrator during plan review.
	(2) City staff reviews document. Once approved, the owner will submit final agreement with signatures.
	(3) Agreement is signed by City officials.
	(4) Applicant records agreement in Circuit Court land records.
	(5) Applicant submits copy of recorded agreement and recording receipt to the Stormwater Administrator.

	i. Action is taken by the Development Administrator with TRC/Department Head Concurrence with TRC members within sixty (60) days of the determination of an official submission.
	j. Performance Guarantees are submitted to the Development Administrator.

	3. Things to Know
	4. Submittal Requirements

	L.  Special Exception
	1.  General Description
	2. Review Procedure
	a. The Applicant or representative must participate in a pre-application meeting with the Technical Review Committee before submitting an application for a Special Exception.
	b. Following a pre-application conference, the applicant submits an application and fee for the Special Exception to the office of the Zoning Administrator.
	c. The Zoning Administrator reviews the application for completeness within ten days, and notifies the contact person if the application is not complete.
	d. Once the application is determined complete, the Zoning Administrator distributes the application to the Technical Review Committee and the City Attorney and commences review.  The amount of time necessary to complete the staff review is variable d...
	e. The Planning Office prepares the staff report.  The City Attorney, in consultation with the Planning Office, prepares a draft resolution.  The Planning Office then schedules the public hearing by the Planning Commission, works with the applicant to...
	f. The Planning Commission reviews the application and provides a recommendation to the City Council for approval, approval with conditions, or denial. Failure of the Planning Commission to report within 100 days of the first meeting of the Planning C...
	g. Following the Planning Commission recommendation, City staff schedules the public hearing on the application with the City Council, works with the applicant to provide the required public notification, and forwards the application, staff report, an...
	h. Upon receipt of the report and recommendation of the Planning Commission, the City Council holds at least one public hearing and takes final action.
	i. The City Council reviews and decides on the application following a public hearing.
	j. The City Council may include conditions of approval with a Special Exception permit and may also require posting of a performance guarantee.
	k. Applicant must sign and record a notice of Special Exception and record it in the Circuit Court of the City of Fredericksburg.  Proof of recording must be submitted to the Office of the Zoning Administrator within 30 days of action.

	3. Things to Know
	4. Submittal Requirements

	M.  Special Use Permit
	1. General Description
	2. Review Procedure
	a. The applicant or representative must participate in a pre-application meeting with the Technical Review Committee before submitting an application for a Special Use Permit.
	b. Following a pre-application conference, the applicant submits an application and fee for the Special Use Permit to the office of the Zoning Administrator.
	c. The Zoning Administrator reviews the application for completeness within ten days, and notifies the contact person if the application is not complete.
	d. Once the application is determined complete, the Zoning Administrator distributes the application to the Technical Review Committee and the City Attorney and commences review.  The amount of time necessary to complete the staff review is variable d...
	e. The Planning Office prepares the staff report.  The City Attorney, in consultation with the Planning Office, prepares a draft resolution.  The Planning Office then schedules the public hearing by the Planning Commission, works with the applicant to...
	f. The Planning Commission reviews the application and provides a recommendation to City Council for approval, approval with conditions, or denial. Failure of the Planning Commission to report within 100 days of the first meeting of the Planning Commi...
	g. Following the Planning Commission recommendation, City staff schedules the public hearing on the application with the City Council, works with the applicant to provide the required public notification, and forwards the application, staff report, an...
	h. Upon receipt of the report and recommendation of the Planning Commission, the City Council holds at least one public hearing and takes final action on the application.
	i. The City Council may include conditions of approval with a Special Use Permit and may also require posting of a performance guarantee.
	j. Applicant must sign and record a notice of Special Use and record it in the Circuit Court of the City of Fredericksburg.  Proof of recording must be submitted to the Office of the Zoning Administrator within 30 days of action.

	3. Things to Know
	4. Submittal Requirements

	N.  Subdivision
	1. General Description
	a. Preliminary Plats
	b. Construction Plans
	c. Final Plats
	(1) General Description
	(2) Review Procedure
	i The applicant submits application for a Technical Review Committee (TRC) pre-application conference to the office of the Development Administrator to discuss project with City staff.
	ii The applicant or representative attends pre-application meeting.
	iii Within five (5) days prior to submitting an application, applicant shall provide written notice to abutting property owners by certified return receipt mail. Said notice shall ask for public comment on the requested Preliminary Subdivision Plat to...
	iv The applicant submits preliminary plat application, nine (9) copies of the preliminary plat, electronic copy of plat, and applicable fee to the office of the Development Administrator.
	v The Development Administrator will review the application to determine completeness.  The “completeness” review determines whether the application includes the required submittals.  If the application is incomplete, the applicant must address the de...
	vi Staff distributes preliminary plat for TRC review and schedules preliminary plat for TRC meeting.
	vii The applicant attends TRC meeting to review staff and public comments on the plat.
	viii The applicant addresses plat deficiencies and submits for second review.
	ix The preliminary plat is distributed to TRC members.  If major revisions, it may be scheduled for an additional TRC meeting.
	x The Planning Office prepares the staff report, schedules the public hearing on the application with the Planning Commission, provides the required posted and published public notification, and forwards the application and staff report to the Plannin...
	xi The Commission shall review the application and provide a recommendation for approval, approval with conditions, or denial to the City Council.
	xii Following the Planning Commission recommendation, City staff shall schedule the public hearing on the application with the City Council, provide the required posted and published public notification, and forward the application, staff report, and ...
	xiii The City Council shall review and decide on the application following a public hearing.  City Council must act within 90 days of an official submission. Applicants can request and Council may agree to an extension of review time.
	xiv If approved, applicant can proceed with submission of construction plans.

	(3) Things to Know
	(4) Submittal Requirements
	(1)  General Description
	(2) Review Procedure
	i Within five (5) days prior to submitting an application, applicant shall provide written notice to abutting property owners by certified return receipt mail. Said notice shall ask for public comment on the requested Construction Plan to be submitted...
	ii The applicant submits site plan application, nine (9) copies of the site plan, electronic copy of plan, and applicable fee to the office of the Development Administrator.
	iii The Development Administrator will review the application to determine completeness.  The “completeness” review determines whether the application includes the required submittals.  If the application is incomplete, the applicant must address the ...
	iv Staff distributes construction plan for TRC review and schedules construction plan for TRC meeting.
	v The applicant attends TRC meeting to review staff and public comments on the plan.
	vi The applicant addresses plan deficiencies and submits for second review.
	vii The construction plan is distributed to TRC members.  If major revisions, it may be scheduled for an additional TRC meeting.
	viii The SWP/BMP agreement is submitted, if applicable, to the office of the Stormwater Administrator.  Agreement is reviewed, approved, and recorded:
	 Applicant submits draft copy of completed agreement to the Stormwater Administrator during plan review.
	 City staff reviews document. Once approved, the owner will submit final agreement with signatures.
	 Agreement is signed by City officials.
	 Applicant records agreement in Circuit Court land records.
	 Applicant submits copy of recorded agreement and recording receipt to the Stormwater Administrator.
	ix Application is official submitted. Action is taken by the Development Administrator with TRC/Department Head Concurrence with TRC members within 60 days of the determination of an official submission.
	x Performance guarantees are submitted to the Development Administrator.
	xi Applicant may apply for land disturbance permit.
	xii Applicant submits final plat.

	(3) Things to Know
	i The contractor/owner shall notify the office of the Building Official prior to any tap work within the City to obtain approval, pay fees, and obtain permits.
	ii A copy of the approved utility plan will be required for all submission requests for taps. This approved utility plan must provide the sizes, types, and materials of the water and sewer lines, taps, and water meters.
	iii If the site contractor will install the taps, the contractor will need to send a letter to the Director of Public Works requesting permission to perform such taps. This letter will need to include three references from similar jobs. Once approved,...
	iv If the contractor would like the City to install the taps, fees for the taps will be paid at time of permit pick up. A work order (green sheet) for water and sewer services installation in the City will not be released to the City Shop until Utilit...

	(4) Submittal Requirements
	(1)  General Description
	(2) A final subdivision plat is a schematic representation of land divided or to be divided, which is prepared by a professional who is licensed to prepare such plat.  Review Procedure for a Major or Minor Subdivision with an Approved Preliminary Plat...
	i Applicant may submit application for Technical Review Committee (TRC) pre-application conference to the office of the Development Administrator if the Development Administrator determines the project is sufficiently complex.
	ii Applicant or representative attends pre-application meeting.
	iii Applicant submits application fee, and nine (9) subdivision plats to the Office of the Development Administrator. Plats must be clearly legible blue or black line copies.
	iv The Development Administrator will review the application to determine completeness.  The “completeness” review determines whether the application includes the required submittals.  If the application is incomplete, the applicant must address the d...
	v Development Administrator routes plats to TRC. TRC identifies plat deficiencies, if any.
	vi The applicant addresses plat deficiencies and submits for second review.
	vii Performance guarantees and deed of dedication are submitted by the applicant, as appropriate.
	viii Development Administrator and TRC members take action on final plat within 60 days of the determination of an official submission. Applicants can request an extension of review time.
	ix Final plat and deed of dedication are recorded with the Clerk of Circuit Court.
	x  Applicant delivers a copy of recorded plat to Development Administrator prior to the issuance of building permits.

	(3)  Review Procedure for a Minor Subdivision without an Approved Preliminary Plat
	i Applicant may submit application for Technical Review Committee (TRC) pre-application conference to the office of the Development Administrator if the Development Administrator determines the project is sufficiently complex.
	ii Applicant or representative attends pre-application meeting.
	iii Applicant submits application fee, and nine (9) subdivision plats to the Office of the Development Administrator. Plats must be clearly legible blue or black line copies. The Development Administrator will review the application to determine compl...
	iv Development Administrator routes plats to TRC. TRC identifies plat deficiencies, if any.
	v The applicant addresses plat deficiencies and submits for second review.
	vi The Planning Office prepares the staff report, schedules the application with the Planning Commission (no public hearing), and forwards the application and staff report to the Planning Commission.
	vii The Commission shall review the application and provide a recommendation for approval, approval with conditions, or denial to the City Council.
	viii Following the Planning Commission recommendation, City staff shall schedule the public hearing on the application with the City Council, provide the required posted and published public notification, and forward the application, staff report, and...
	ix The City Council shall review and decide on the application following a public hearing.  City Council must act within 60 days of an official submission. Applicants can request and Council may agree to an extension of review time.
	x Performance guarantees and deed of dedication are submitted by the applicant, as appropriate.
	xi Final plat and deed of dedication are recorded with the Clerk of Circuit Court.
	xii Applicant delivers a copy of recorded plat to Development Administrator prior to the issuance of building permits.

	(4) Things to know
	Homeowners Associations must be established prior to the final plat recordation when open space or other facilities are being created which are intended to be owned and maintained by the Homeowners Association.
	Plats shall be clearly legible blue or black line copies.
	All final plats of subdivision shall be prepared at a scale of not less than one inch equals 100 feet with letters and figures not less than 0.10 inch in height, on sheets not to exceed 18 inches by 24 inches.
	(5) Submittal Requirements



	O.  Subdivision and Site Plan Exceptions
	1.  General Description
	2. Review Procedure for Site Plan Exceptions and Administrative Subdivision Exceptions
	a. Within five (5) days prior to submitting an application, applicant shall provide written notice to abutting property owners by certified return receipt mail. Said notice shall ask for public comment on the requested Subdivision or Site Plan Excepti...
	b. Applicant submits in writing the provision from which the exception is requested and the grounds therefore, to the office of the Development Administrator. The subdivider shall submit the request with the site plan or final plat application.
	c. The Development Administrator reviews the application for completeness within ten (10) days, and notifies the applicant, by mail, if the application is not complete and describes the additional information needed for resubmission.
	d. Once determined complete, the Development Administrator will commence review of the application and may schedule the application for the next TRC meeting, if determined appropriate.
	e. The TRC will review exception request and make a decision.
	f. Within seven (7) days of the TRC’s decision, written notice of the subdivision exception of such decision is mailed, by the office of the Development Administrator to the applicant.
	g. If exception is approved by the Development Administrator, the applicant can proceed with their final plat.
	h. Any person aggrieved by the Development Administrator’s decision may appeal the action to the City Council on written application filed with the Development Administrator within 14 days from the date of the decision.

	3. Review Procedure for Subdivision Exceptions for Major and Minor Subdivisions
	a. Applicant submits in writing the provision from which the exception is requested and the grounds therefore, to the office of the Development Administrator. The subdivider shall submit the request with the preliminary plat application.
	b. The Development Administrator reviews the application for completeness within ten (10) days, and notifies the applicant, by mail, if the application is not complete and describes the additional information needed for resubmission.
	c. Once determined complete, the Development Administrator will commence review of the application and schedule the application for the next TRC meeting.
	d. The applicant or representative may participate in the TRC meeting.
	e. The office of the Development Administrator shall schedule the item for the next Planning Commission agenda and commence review.
	f. The office of the Development Administrator prepares the staff report, schedules the public hearing with the Planning Commission, provides required public notification, and forwards the application, with the preliminary plat, and staff report to th...
	g. Following the Planning Commission recommendation, City staff shall schedule the public hearing on the application with the City Council, provide the required public notification, and forward the application, staff report, and Planning Commission re...
	h. The City Council shall review and decide on the application following a public hearing.
	i. If request is approved by Council, applicant can proceed with preliminary plat.
	j. Any person aggrieved by the City Council, may appeal to the Circuit Court in accordance with the Code of Virginia.

	4. Things to Know
	5. Submittal Requirements

	P.  Text Amendment
	1. General Description
	2. Review Procedure
	a. Only the Planning Commission and City Council may initiate a text amendment.  The Planning Commission action takes the form of a motion, while the City Council’s action takes the form of a resolution.
	b. The appropriate administrator or City Attorney may develop a proposal for a text amendment.  For each proposed amendment, the administrator will meet with the City Attorney to review the proposal, determine whether there is statutory authority for ...
	c. The administrator will prepare the public hearing notice, subject to the review and approval of the City Attorney.
	d. The City Attorney will draft the motion or resolution and ordinance for the text amendment in consultation with the administrator.  The administrator will prepare the staff report.
	e. When the draft ordinance, motion or resolution, public hearing notice, and staff report are complete, the administrator will refer the text amendment to the Planning Commission or City Council to commence the legislative process.

	3. Submittal Requirements
	4. Things to Know

	Q.  Zoning Appeal
	1. General Description
	2. Review Procedure
	a. Applicant submits, in writing, the specific order, requirement, decision or determination being appealed, with the applicable fee, to the office of the Zoning Administrator.
	b. The Zoning Administrator reviews the appeal for completeness and timeliness within 5 days.  If complete, the Zoning Administrator schedules the appeal for the next BZA meeting.  If incomplete, the Zoning Administrator requests additional informatio...
	c. The Zoning Administrator, in conjunction with the City Attorney, prepares a report to the BZA, works with the applicant to provide required public notification and gives notice to the parties of interest.
	d. The BZA holds a public hearing and shall make a decision to reverse or affirm, wholly or partly, or modify, an order, requirement, decision or determination being appealed within 90 days.

	3. Submittal Requirements
	4. Things to Know

	R.  Zoning Map Amendment      (Rezoning, Rezoning with Proffers, and Planned Development)
	1. General Description
	2. Review Procedure
	a. Unless waived by the Zoning Administrator, the applicant will meet with the Technical Review Committee before submitting a zoning map amendment application.
	b. Following completion of the pre-application conference, the applicant may submit an application, fee, and 12 copies of the submittal requirements for the zoning map amendment.
	c. The Zoning Administrator will review the application to determine completeness. The “completeness” review determines whether the application includes the required submittals.  The Zoning Administrator may accept the application signature(s) subject...
	d. Once the application is determined complete, the Zoning Administrator will distribute the application to the Technical Review Committee and the City Attorney and commence review.  The amount of time necessary to complete the staff review is variabl...
	e. When the staff review is complete, any application revisions are made, and after the City Attorney drafts the zoning map amendment ordinance in consultation with the Planning Office, the Planning Office schedules the public hearing on the applicati...
	f. The Planning Commission conducts a public hearing, reviews the application, and provides a recommendation for approval, approval with conditions, or denial to the City Council.   The Planning Commission acts within 100 days of the date of the first...
	g. Following the Planning Commission recommendation, City staff schedules a public hearing on the application with the City Council, works with the applicant to provide the required public notification, and forwards the application, staff report, and ...
	h. Applicant must sign and record a notice of Conditional Zoning in a form approved by the City Attorney and record it in the Circuit Court of the City of Fredericksburg.  Proof of recording must be submitted to the Office of the Zoning Administrator ...

	3. Things to Know
	4. Submittal Requirements

	S. Zoning Variance
	1. General Description
	2. Review Procedure
	a. Applicant may request a pre-application conference with the Zoning Administrator prior to submitting an application for a zoning variance.
	b. Applicant submits an application, written narrative, and fee, to the office of the Zoning Administrator.
	c. The Zoning Administrator reviews the application for completeness within ten (10) days, and notifies the applicant, by mail, if the application is not complete and describes the additional information needed for resubmission.
	d. The applicant has thirty (30) days to provide the additional information and resubmit the application or request, in writing, that the application be re-reviewed as is.  Failure of the applicant to respond within the specified time shall be conside...
	e. Once determined complete, the Zoning Administrator will commence review of the application and schedule the item for a Board of Zoning Appeals meeting.
	f. The Zoning Administrator prepares the staff report, provides required public notification, and forwards the application and staff report to the Board of Zoning Appeals.
	g. The Board of Zoning Appeals shall review the application and may approve, approve with conditions, or deny the request.
	h. If application is denied, the applicant may appeal to Circuit Court.

	3. Things to Know
	4. Submittal Requirements
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