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Town of Monument Development Services Department 
Review Process  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 Note: Staff turnaround from when referrals are sent out depends on workload. While Staff does their best to provide comments within the 

above timeframe, this is not guaranteed. 
**  SPIA – Site Plan Improvement Agreement 
*** See attached list for BOT and PC hearing dates for 2010 
    See Review Process Summary for a more detailed description. 

Pre-Application Stage 

Applicant meets with Staff at a pre-application meeting 

Applicant provides Staff with completed application, fees, checklists, narrative, 
plans, etc and referral agency packages to be sent out. Referral packages 

sent out within a week and the review period begins.  

Staff sends comment letter and referral comments to applicant within 30 days 
of submittal. * 

Applicant submits revised plans addressing all Staff and referral agency 
comments. Staff reviews resubmittal and returns any remaining comments 

within 3 weeks * 

Comments Resolved Comments Not Resolved  

Hearing or Administrative Decision Stage 

Hearing Administrative 

When all comments have been 
addressed, Staff issues 

administrative approval. Applicant 
submits signed mylars and SPIA 

for recording (if applicable)** 

When all comments have been addressed, Staff 
sends the newspaper notice and provides neighbor 
notices and property postings for the applicant to 

send for Planning Commission meeting***. Notices 
required 15 days prior to hearing. Applicant must 

provide proof of posting, and certified mail receipts 
10 days prior to hearing.  

If Planning Commission recommends approval, 
Staff provides neighbor notices and property 
postings for the applicant to send for Board of 
Trustees meeting***. Notices required 15 days 

prior to hearing. Applicant must provide proof of 
posting and certified mail receipts 10 days prior to 

hearing. Applicant submits Engineering 
Plans for administrative approval. 
Note: This can be done at anytime 

during the process, at the 
applicant’s risk 

Applicant meets with Staff for Pre-
Construction meeting, and obtains 

required engineering permits 

If Board of Trustees approves, applicant addresses 
any conditions of approval, and then submits 

signed mylars and SPIA for recording (if 
applicable). ** 

Applicant applies for a Land Use Permit (if 
applicable) 


