


 
 
 

1. Basic Application for Development Plan Review  
This application form must be signed and completed.  Original signatures or clear & legible copies are required.  
 

2. Auditor’s Parcel Map 
Available at the Greene County Auditor’s Office, 69 Greene St., Xenia – www.co.greene.oh.us or Montgomery County 
Auditor’s, Office 451 W. Third St., Dayton – www.mcrealestate.org. 
 

3.  Project Narrative 
 Explain what is being proposed and why. The narrative shall explain the development proposal in context of existing 

structures on the property and adjoining properties and shall provide the approximate allocation of land use by acreage and 
type and shall provide an estimate of the population of the project at build-out. 

 
3. Plans  
□ Thirteen (13) stapled and folded sets of all full-sized plans 

• Fold plans to 9” x 12” maximum size. Plans should be on sheets no greater than 24” x 36”.  
• Include north arrow, date prepared and scale.  
• Acceptable drawing scales are: 1” = 10’, 20’, or 40’ for all site and engineering plans and 1/4”, 3/16”, or 1/8” = 1’ 

for building elevation and floor plans.  Other scales may be appropriate, but should be discussed with Planning 
Department staff before filing.  

• Include the name, phone number and e-mail address of the person preparing the plan(s).  As appropriate or required, 
include the signature/stamp of any licensed architect, landscape architect, surveyor and/or civil engineer that 
prepared the final plans.  

□ One (1) additional set in a reduced format with a paper size not to exceed 11” x 17”.  
□ One (1) additional set provided in PDF digital format. 
 
□ A. Survey (required only for the following project types listed below)  

□ Survey shall be no more than 3 years old from the time of submittal date. 
□ Include the signature/stamp of the land surveyor or civil engineer who prepared the survey.  

 
For all new commercial, mixed use and multi-family buildings or additions to existing buildings: . 
□ Full boundary & topographic survey with field-verifiable monuments set or found by the surveyor.  
□ Location, dimensions, and dimensions to property lines of all existing buildings, existing driveways. 
□ Site topography for all areas of proposed work. 

 
For any new 1, 2 and 3 family residential building or building addition: (except small non-habitable buildings): 
□ Applicable line survey with field-verifiable monuments set or found by the surveyor.  
□ Location, dimensions, and dimensions to property line of all existing buildings and similar structures that are 

adjacent to the applicable property line.  
 

□ B. Site Plan  
□ Location and dimensions of all property boundaries and easements.  
□ Location and dimensions of all existing and proposed buildings, decks, stairs, and patios. 
□ Dimensions of all existing and proposed building setbacks from property lines. 
□ Location of building footprints and approximate height of buildings on adjacent lots for any commercial, mixed-use 

or multi-family project. 
□ Location, dimensions, and paving materials of all adjacent sidewalks, curbs, curb-cuts (including curb-cuts on 

adjacent properties), and streets. 
□ Location and dimension of all existing and proposed driveways, fire lanes, parking spaces, maneuvering aisles, 

wheel-stops, pavement striping/marking, and directional signage. Indicate existing and proposed paving materials. 
□ Location, height, and building materials of all existing and proposed fencing and walls. 
□ Location, height (including top and bottom elevation measurements), and building materials of all existing and 

proposed retaining walls. 
□ Location of all existing trees and indication of any trees to be removed. 
□ Location of drainage ways, wetlands, and floodplains. 
□ For large scale residential development projects; Show the location, dimension, slope, and site area of all existing 

and proposed Public and Private Open Space, including a summary table of site area. 
 
 
 

The following items are required for ALL applications unless otherwise noted.  Each and every item is 
required at the time of application submittal.  APPLICATIONS WITH MISSING ITEMS WILL NOT BE 
ACCEPTED.  The City reserves the right to require additional plans and information as needed for any 
development proposal.  

 

http://www.co.greene.oh.us/
http://www.mcrealestate.org/


□ C. Grading Plan (required only if the project proposes any site grading) 
□ Show proposed grading plan and/or map showing existing and proposed topographic contours (this may be 

combined with the Site Plan for small projects with only minor grading). 
□ Include stormwater management, erosion and sedimentation control plans.  
□ Include a summary table of all proposed excavation, fill, and off-haul volumes.  
 

□ D. Building Elevations (required for new construction, additions, or exterior alterations) 
□ Show all structure elevations (front, sides and rear) that will be affected by the proposed project. 
□ For additions/alterations: label existing and new construction, as well as items to be removed 
□ Identify all existing and proposed exterior materials - including roofing, roof eaves, eave brackets, siding, doors, 

trim, sills, windows, fences, and railings.  Show details of proposed new exterior elements. 
□ Non-Residential and Multi-Family Buildings shall show the architectural base, body and cap. 
□ Show any exterior mechanical, duct work, and/or utility boxes.  
□ Include dimensions for building height and wall length.  
 

□ E. Floor Plan  
□ Include complete floor plan of all floors of entire building, including existing and proposed work. 
□ Label and dimension all rooms. 
□ Show the location of all existing and proposed doors, windows, and walls.  
□ For non-residential projects: show all existing and proposed seating areas including the number of seats, 

mechanical/kitchen equipment, and/or other major functional components of the proposed project. 
 

□ F. Cross Sections (required only for buildings or additions located on a lot with a slope of 20% or more)  
□ Include all critical cross sections, including at least one passing through the tallest portion of the building. 
□ Include floor plate and roof plate elevation heights. 
□ Label the location of the cross-sections on the site plan.  
 

□ G. Landscape Plan (required for new commercial, mixed use and multi-family buildings) 
□ Indicate any existing landscaping that is to be removed.  
□ Indicate the size, species, and location for all plantings.  
□ Include all existing and proposed groundcovers, driveways, walkways, patios, and other surface treatments. 
□ Tree survey (for a project that requires a 100 foot bufferyard) that indicates the size (dbh), species, and location of all 

trees within the required bufferyard and within 20 feet of the bufferyard development including trees located on 
adjoining properties or public right-of-way. 

□ Landscape Bond. 
 

□ H. Sign Plan (when combined with a proposed Site Plan or Development Plan request for non-residential, 
 mixed use and multi-family residential developments) 
□ Include fully dimensioned color elevations for all proposed signs. 
□ Indicate method of lighting and lamp specifications for all proposed signs. 
 

□ I. Lighting Plan (required only for non-residential, multi-family residential, and mixed-use projects)  
□ Show the type, specifications and location of all proposed exterior lighting fixtures (this may be combined with the 

Site Plan for small projects). 
□ Provide a ground level light plot measuring light levels in footcandles for the entire site and 20 feet beyond the 

property lines. 
 

4. Materials & Color Board (required only for non-residential, multi-family residential, and mixed-use projects 
involving new construction or an addition/alteration that does not match existing materials and colors) 

□ Include samples of proposed exterior building materials and paint colors.  
□ Include manufacturer’s brochures as appropriate. 

•  Limit board(s) to a maximum size of 9” x 12”.  Large projects (generally more than 25 dwelling units or 
50,000 square feet of floor area) should also submit a large sized materials & color board (24” x 36”) for 
use at public hearings.  

 
5. Fees (all fees are due at the time of application submittal) – Additional fees may be required if the project 

changes or based on staff’s environmental determination.  
 


