
 

Town of Greenwich 
Planning & Zoning Department 
Town Hall – 101 Field Point Road - Greenwich, CT  06836-2540 
Phone: (203) 622-7894 - Fax: (203) 622-3795 

 
SITE PLAN CHECKLIST 

 
 
APPLICATION NAME.______________________________________________________________________ 

All applications for preliminary and final site plan approval shall be made on the appropriate forms as provided 
by the Planning Staff.  The following items must also be provided with the application.  If any of the following 
items are not filed at the time of application, the application may be returned to the applicant in order that it 
may be filed in the entirety at an appropriate future date.  Required Items: (Sec. 6-14) 

 
CHECK ITEMS SUBMITTED 

 
�   1.  Fifteen copies of a survey, folded to 9" x 12", showing existing conditions, including: 

 
� a.  Locations and dimensions of all existing buildings, structures, fences, retaining walls, utility facilities, trees of  

six (6) inches or more in diameter at breast height, and other similar features. 

� b.  Existing contours at no more than a two-foot vertical interval, unless waived by the commission Staff in 
circumstances where such contours may not be necessarily pertinent.  The survey shall indicate topographic 
conditions of property immediately adjoining the subject parcel.  

� c.  The location of all existing watercourses, intermittent streams wetlands as required by IWWA, Flood Hazard 
Lines as determined by FEMA, springs and rock outcrops, or a note indicating that none exist, with the 
sources of information listed. 

� d.  The zone in which the land to be developed falls and the location of any town and zone boundary lines within 
or adjoining the tract, and yard dimensions to existing buildings.  Lot area, by zone, shall be indicated. 

� e.  The title of the development, date, revision date if any and nature of revision, north arrow, scale, and the name 
and address of owner and names of owners of adjacent land. 

� f.  Street and property lines, curbs, edges of pavement, sidewalks, easements, right-of-way, covenants, and deed 
restrictions. 

� g.  Traffic lights and controls, public trees, catch basins, hydrants, and power and telephone lines in adjacent   
streets. 

� h.  Certification with the signature and seal or registration number of a registered land surveyor licensed in the 
State of Connecticut that the drawing is substantially correct to A-2 Standards, and that the property is in a 
designated zone under the zoning regulations. 

 
�   2.  Fifteen copies of a detailed development plan, at a readable scale, folded to 9" x 12", prepared in accordance with 

all applicable Town standards including the Roadway Design and Drainage Design Manuals, and signed by a 
professional architect, land surveyor, or engineer licensed in the State of Connecticut, showing: 

� a.  Location, dimension, and elevation of all proposed buildings, structures, walls, fences. 
� b.  Location, dimensions and surface treatment of all existing and proposed parking and loading spaces, traffic 

access and circulation drives, and pedestrian walks.  Sidewalks are to be provided as required by the Building 
Zone Regulations. 

� c.  Approximate location of proposed utility lines, including water, gas, electricity, sewer and the location of any 
transformers. 

� d.  Note specifying source of water supply and method of sewage disposal. 
� e.  Existing and proposed contours at units of no more than a two foot interval unless waived by the 

Commission’s staff.  Cuts and fills and estimates of blasting to be submitted at time of final site plan. 
� f.  Location, size and type of proposed landscaping and buffer planting and the designation of those areas of 

natural vegetation not to be disturbed. 
� g.  Any other similar information determined by the Commission staff in order to provide for the proper 

enforcement of the Building Zone Regulations. 
� h.  Zoning statistics including: Gross Floor Area, Floor Area Ratio, Usable Floor Area, Required Parking, Actual 

Parking Provided, Building Height, Building Footprint, and Area Devoted to Surface parking, Building and 
Drives. 

� i.  Provisions for compliance with Americans with Disabilities Act (Handicap Access) and State Building Code). 
� j.  Coastal Area Management Application for projects within the Coastal Overlay Zone. 
 

�   3.  Eight copies of architectural plans, signed and sealed by an architect registered in the State of Connecticut, of all 
floors, all exterior elevations showing existing and proposed grade conditions.  Elevations are to detail architectural 
elements by labeling materials, color and dimensions.  Each architectural elevation shall show the absolute building 
height as well as building height for zoning purposes.  All HVAC facilities are to be shown on architectural 
elevations. 
 

�   4.  Floor Plan Work Sheets with the dimensions and calculated floor areas for each floor prepared in accordance with 
Sec. 6-5(22).  Consult Commission Staff for required format.  (2 Copies). 
 

�   5.  Two copies of “building coverage” computation sheets. 
 

�   6.  Two copies of “area devoted to surface parking, building, and drives” worksheets. 
 

�   7.  Three copies of sight distance certification reports when required by a preliminary site plan review or when advised 
by the commission staff pursuant to item 2(g) of this checklist. 
 

�   8.  Completed Traffic Impact Evaluation Form if applicable.  Submission requirements are defined on the form, 
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available at the Commission office.  A traffic report may be required.   
 
�    9.  Eight copies of completed application form, signed by applicant or authorized agent, owners and contract  
 purchasers, as applicable. 
 
�   10.  Eight copies of completed Special Permit form, if required by Building Zone Regulations. 

 
�   11. Eight copies of detailed, inclusive narrative description of the proposed project.  For those projects involving 

amendments to the Building Zone Regulations and/or amendments to the Building Zone Regulation Map, the 
narrative description must provide the section number and text for the proposed amendments(s) to the BZR and 
an explanation providing justification for the proposal.  For map changes, a scaled drawing at 1” to 400’ needs to 
be provided for affected areas(s). 

 
�   12.  Eight copies of reductions in, 11 x 17 size, or other appropriate size, providing a readable, clear plan of proposed 

site development and architectural plans. 
 

�   13.  A showing that an adequate source of potable water is available to satisfy the needs of the proposed 
development as per Sec. 6-15(a) (5), signed by C.A.W.C. 

 
�   14.  An affidavit certifying that all abutting property owners have been notified, as evidenced by the submission of a 

certificate of mailing or certified or registered mail receipts about said application.  A schedule of names, 
addresses, shown on a GIS map with lot lines indicating the location of the notified property owners.  Owners of 
lots, or portions of lots, which are across a public or private street shall be deemed to be abutting property 
owners.  For projects which require the preliminary review by the Conservation Commission, the notice shall be 
sent by the applicant to abutting owners two weeks prior to any scheduled hearing date of the Conservation 
Commission.   

 
�   15. Authorization for the agent and contract purchasers to act on behalf of the certified property owner(s). 

 
�   16.  A separate schematic plan at a scale no large than 1”-100” indicating buildings, parking and drives on the site 

and all adjoining properties, including those across the street, and the nearest cross street. 
 

�   17.  Five copies of a Drainage Summary Report as per Department of Public Works and the Town Drainage Design 
Manual.  The summary report must be prepared in accordance with the following formats:  PRELIMINARY: 
Existing and proposed storm water distribution, existing and proposed runoff rates, capability of off-site drainage 
facilities to accommodate proposed runoff, capability of off-site soils to accommodate percolation or detention if 
proposed, and identification of proposed drainage structures.  FINAL: Final structure design details, prior approval 
from IWWA, Engineering Division and Conservation Commission as appropriate, and all information required by 
the preliminary report. 

 
�   18.  In accordance with Sec. 6-183.1 to 6-183.9 of the Building Zone regulations, tree protection and sedimentation 

and erosion control plans shall be submitted with all site plan applications.   
 

�   19.  All applications for final site plans shall be in the form of a survey prepared by a registered Connecticut land 
surveyor having metes and bounds, dimensions of all buildings, parking and drives, setbacks of all structures 
from property lines, setbacks between buildings, and certification that building dimensions shown thereon are the 
same as the approved architectural plans Architectural and drainage plans are to be references by title, date(s) 
and sheet numbers. 

 
�   20.  Fee submitted at time of application:  $ _______________ (see fee schedule) 

 
�        "It is the belief of the PZC staff that this application is incomplete because of the failure of the applicant  

 to provide the materials referred to above. This application will be reviewed by the PZC and a decision 
made as to whether it is complete or incomplete at its public meeting to be held in the PZC office." 

  
I certify that the application includes all of the above requirements as noted.  Please explain reasons for any 

omissions: _______________________________________________________________________________ 

Owner name/ signature _____________________________________________________________________ 

Agent name / signature __________________________________________  Date ____________________ 

P&Z Staff Signature________________________________________________________________________ 
 
Applicant Comments: 
________________________________________________________________________________________ 
 
 
NOTE:  Any new documentation presented at Planning and Zoning Meetings shall be submitted to staff so that 
they can be made part of the record.  Please ensure all documents can easily be removed from presentation 
boards. 
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