
Technical Review Committee (TRC) 
Standard Operating Procedure (SOP) Flow Chart 

  

Plat Application submitted to Staff, including 
(i) Plat; (ii) Utility Plan, and (iii) SWQMP 

(received by Wednesdays, 12 noon) 

Staff Plat Intake meeting 
next day, Thursday 

Days Elapsed: 
Elapsed: 
 

Day 0 
 

Day 1 
 

All required items in submittal? 

No Yes 

TRC Meeting, (Non-PC Week Thursdays) 

Plat sent same day, Thursday to  
Technical Review Committee (TRC) Members for 

Review & Comment.  Memo sent to applicant 

Day 6 
 

Day 7 
 

Staff Evaluates Revisions and Response and preps 
for Planning Commission (8 Day lead time) 

 
(within 7 days) 

Day 8 
 

Applicant Revises Plat and Responds to Comments 

Day 14 
 

Is Public Notice  
Required? 

Start public notice. 23-day 
lead time needed to 
prepare, send, and have 
published a newspaper ad 
and send direct mail notice. 
This period includes the 15-
day state-required notice 
period.  

Scheduled for Next Available  
Planning Commission Meeting 

Send memo listing 
items missing 

Day 1 
 

Receive comments from TRC members by 
Tuesday noon deadline.  Draft TRC Comments 

Compile TRC Comments, send to TRC members by 
Wednesday evening 

Edit/Update TRC Comments and 
Send to applicant by Wednesday 

Clock 
paused 

 

Day 15 - 21 
 

Note: Plat review clock 

paused when Plat sent to 

customer for review and 

comment 

Day 22 - 30 
 

Applicant Revises Plat and Responds to Comments 

Staff Evaluates Revisions and Responds  
(within 7 days) 

Clock 
paused 

 

Public notice and comment 
period completed.  

 Yes 


