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This Planning Department's Procedure Manual Contains the Following
Flow Charts:

Page #

Annexation 1

Internal Annexation Process 2

Board of Adjustment 3

Certificate of Appropriateness 4
Drainageway and Open Space Dedication within Subdivisions 5
Easement Release 6
Final Plat 7
Neighborhood Conservation Overlay District Process 8
Neighborhood Planning Process 9
Planning and Zoning Review for Multifamily Dwelling Permits 10
Permits 11
Plan Review Process 12
Redevelopment Plan Production Process 13
Rezoning (including comp plan amendment) 14
Sign Permit 17
Special Use Permit 18
Street Closing 19
Street Name Change 20
Text Amendment 21
Utility Vegetation Management Ordinance 22
Water and Sewer Outside the Corporate Limits 23
Zoning Compliance 24

Promoting quality growth with professional and knowledgeable staff,
outstanding customer service, and innovative problem-solving.
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ANNEXATION AND ORIGINAL ZONING PROCEDURE

Annexation Original Zoning

Discuss With and Submit TIS to 2.1 Days Pnor. to
Transportation Planning and Zoning
P Commission Deadline
File Signed Annexation Petition File Zol?mg Ap.p.llcatu.m /File 4.5 Days Pnor. to
; L Annexation Petition with Legal Planning and Zoning

with Legal Description . N Lo .
Description Commission Meeting

h

Send/Receive Staff Comments
(Ability to Provide Service)

h

v

Staff Report and Recommendation
Prepared

Two Weeks Prior to
Planning and Zoning
Commission Meeting

TRC Meeting for Recommendation

h

PLANNING AND ZONING COMMISSION MTG for Annexation / Zoning
(Recommendation)

h

City Council Sets Public Hearing
Date for the Annexation

h

4

City Council Hearing Date for Annexation / Zoning

Annexation / Zoning Becomes Effective

~=— NOTE: Site Plans and Subdivisions Can be
Submitted for TRC Review Prior to the Effective
Review Process Complete Date of Annexation at the Applicant's Risk,
Inasmuch as the Annexation Approval and
Zoning Approval Are Being Assumed

Development Plan Approval / Permit Issued

6/15/2021
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Voluntary Annexation Petition Process
(Internal)

Submit Petition and the Legal Description
(45 Days Before the P&ZC Mtg.)

Staff Sends Information to Service
Review Team
(Map & Future Use)

Staff Verifies That State Statues ﬁ
Allows Site to be Annexed

DR Response Received from Service

| Get ltem on a TRC Agenda Review Team

TRC Meeting For Recommendation

— Staff Report, Maps and

Recommendation Prepared

Staff Sends Annexation Agreement

m— Letters

(60 to 180 Days Before Ordinance Adoplion)

Planning and Zoning Commission
Meeting For Recommendation
(Third Monday of the Month)

—] Notify City Clerk of the Council Date

—V Staff Writes Legal Description for the Public Hearing

h Clerk Verifies Petition Sufficient h Staff Prepares the Council Memo

and Resolution to Set the City

Council Public Hearing Date
(Enters Info Into Legistar)

Agenda Prep Meeting

ltems for Legistar: Map, Petition,
SOS., PB Minutes, Resolution

City Council Meeting > Staff Prepares D-Drawing and >
(Second Meeting of the Month) Delivers to Clerk
Staff Prepares the Council Memo
and Ordinance
(Enters Info Into Legistar)
Agenda Prep Meeting <

ltems for Legistar: Map, Petition,
SOS, PB Minutes, Ordinance

CC Public Hearing Date
(Second Meeting of the Month)

Clerk Advertises Item for the Council Meeting (X2)

Effective Date of Annexation
(Upon Adoption)

Planning Files Copy of Adopted
Annexation Ordinance / Updates GIS Legal Notifies the Secretary of State Clerk Records in Register of Deeds
(CL, Historic, Zoning)

6/15/2021
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BOARD OF ADJUSTMENT PROCESS

(Variance, Standards in Histroic District, Decision of Enforcement Officer, and Special Exception)

Pre-application Meeting

Application Submittal
(30 Days Prior to the Scheduled Meeting)

Staff Review

Site Visits and Pictures

Notification - Ad and Mailed
(10 Days Prior to the Meeting)

Recommendation by Historic Preservation
Commission, If Applicable

BOA Meeting
(Fourth Monday of the Month)

In order to grant a variance request, the Board must make
the following findings of fact:

1. There are practical difficulties or unnecessary
hardships that would result from carrying out the strict
letter of this ordinance. The Board of Adjustment may
reach this conclusion if it finds that:

a. if the applicant complies with the provisions of this
ordinance, no reasonable use could be made of the
property;

b. the hardship of which the applicant complains results
from unique circumstances related to the applicant’s
property;

c. the hardship results from the application of this
ordinance to the property; and

d. the hardship is not the result of the applicant's own
actions.

2. The variance is in harmony with the general purpose
and intent of this ordinance and preserves its spirit.

3. The granting of the variance assures the public safety
and welfare and does substantial justice.

*An affirmative 4/5 majority of members present vote
is required

NOTE: Appeal of BOA's Decision Within 30 Days is Heard on the Record by the Guilford County Superior Court

City of Greensboro, North Carolina - 9/1/20

9/1/2020
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Steps for Obtaining a Certificate of
Appropriateness (COA) for Exterior Work

/ Helpful Hints \ /

—A COA is required

CONTACT CITY STAFF \

Check with staff at 336-373-2349 or e-mail*to determine if

el LRI @ your project needs a COA. Staff will help determine if a COA is

exterior of the
building and the L
Commission.

property. k /
—Review the Historic

District Program

required and if so at what level it can be reviewed: Staff or

Manual and Design
SO /OBTAIN and FILL OUT an APPLICATION\
understand what type
of approach is 1) Request an application:
suggested for work in To be mailed or faxed to you: 336.373.2349-or-
a historic district. Downloaded from website:

www.greensboro-nc.gov/hdprogram
—Contact staff to

attend the Design 2) Refer to the Historic District Program Manual and Design
Review Committee Guidelines for what documentation is required for your
monthly meeting for \project.
suggestions for your 1
project.

— Plan to attend the

SUBMIT YOUR COA

Historic Preservation
Commission meeting Submit application along with the documentation to city staff.
to answer questions
about your project. The deadline to submit applications for Historic Preservation

Commission review is 2 weeks prior to the scheduled meeting.
—Attend the

Neighborhood

Association meeting

prior to attending the

HPC meeting. w

k j Once a completed application that meets the guidelines is
approved, you will receive your COA in the mail, post the green

f \ placard in an easily visible location. You may now begin work!
*CITY STAFF CONTACT INFORMATION:

373-2349

P.O. Box 3136,

Greensboro, NC 27402
Mike.cowhig@greesnboro-nc.gov
Stefan-geary@greensboro-nc.gov

\ )

City of Greensboro, North Carolina - 10/9/12 Page 4
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EASEMENT RELEASE PROCESS

Receive Application / Map and the Filing Fee

|

Staff Circulates to Utility Companies and Water Resources

<«

Applicant Contacts 811 to Have Any Utilities within the
Easment Marked

- . Request Modified / Revised and/or
Utility Companies and Water Resources Approve Release “ Utilities Relocated

Technical Review Committee Meeting

<«

<«

<«

Application / Map and TRC Approval Sent to Legal

<«

Deed Releasing Easement Prepared by Legal
(Includes provision to "less and except” Duke Energy)

<«

Deed Recorded by Legal

<«

File and GIS Layer Updated

|

Process Complete
(Pending Permits Can Be Released for Issuance)

5/5/2022

City of Greensboro, North Carolina - 5/5/22 Page 6


galantis
Text Box
City of Greensboro, North Carolina -  5/5/22                                                                                    Page 6


Final Plat Review Process

(Exempt Plats, also.)

Conference Between Planning
Staff and Surveyor

Enter as a TRC
plan in the system
and include "Final
Plat" in the title

!

Plat Uploaded into Electronic
Plan Submittal System

| }

Declaration, By-Laws and
Art. of Inc.
Submitted/Reviewed
(If Required)

Review Fee is Delivered to
Planning

Construction and Utility
Plan Submitted/Reviewed
(If Required)

|

Declaration, By-Laws and
Art. of Inc. Approved

(If Rimired)

Copy / Original of Appr Dec,
By-Laws and Art. of Inc.
Submitted
(If Required)

V/"Verify that Documents have \

\Qeen Approved by Planning."/|

Plat Review by Staff
(Format / TRC Approval)
Comments Returned to
Surveyor Via Plan Tracking
System

‘Compare to preliminary’sit

\ plan and construction )

Construction and Utility
Plan Approved

(If R(iuired)

/"Verify Status of the Public\
Improvements with
\\ Engineering Records." /

Public Improvements
Completed/Bonded
(If Required)

/O' erify Status of the BMP with]

\. Water Resources." /

BMP
Completed/Bonded
(If Required)

¥

Surveyor Sends Recording
Package / Fee to Planning

Plat Reviewed / Approved by
Legal
(Proper Notes/Signatures)

no

Planning Verifies All
Comments Addressed

yes

Plat Signed by Review Officer
and Planning Director

¥

PLAT TAKEN BY PLANNING
TO REISTER OF DEEDS FOR
RECORDING

City of Greensboro, North Carolina - 10/20/15

Plat Addressed, Distributed,
Filed, and Entered into GIS

11/2/2015

Page 7
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Neighborhood Conservation Overlay District Process

Discuss Potential Boundary / Goals and Objectives

Pre-application Meeting (Neighborhood Characteristics)

Petition signed by property owner(s) representing
at least 25% of the land area and at least 25% of
the parcels within the proposed district; or
Request by a property owner within the proposed
district, pursuant to an adopted neighborhood or
other area plan that recommends a Neighborhood
Conservation Overlay District,; or

By City Council

Application Initiation

A

Application Filed

\ 4

City Determines Eligibility Decision not to proceed can be appealed to BOA

N

Notice of Eligibility Decision can not be appealed

\ 4

Plan must be initiated within 60 days of the Public

Public Information Meeting Informational Meeting

\ 4

Community Meetings

v
Create Neighborhood Plan and
Design Manual

The neighborhood has 6 months to return the
petition illustrating 51% support of the Plan
following this meeting.

Public Information Meeting

Public Hearing __

Process

\

y

Petition

Submitted

A

y

Zoning Commission
Recommendation

A

City Council Meeting and Adoption

—

City of Greensboro, North Carolina - 6/15/21

Boundary / Plan / Design Manual and Text
Amendment

6/15/2021
Page 8
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Neighborhood Planning Process

First Public
Meeting Introduce
Process

Existing Conditions
Report

Summary of data gathered
before public process Get feedback on assets,
weaknesses, threats, visions

Second Public
Meet with Steering Meeting

Committee Develop Plan Goals

Priot to each subsequent Begin to Develop Strategies
meeting (or more)

Subsequent Public
Meetings

Review Goals, Strategies

Public Hearing Review Draft of
Final Plan

Implement,
Assesss

City of Greensboro, North Carolina - 10/9/12 Page 9
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Planning and Zoning Review Process

(Multifamily Building Permits)

Preliminary Subdivision Plat (Site Plan) Approved by the
Technical Review Committee

Townhouse Condominium and Apartments
(Separate Lots) (One Lot)

Plot Plan Delivered to Planning

Request Modified /
Revised

Setbacks Reviewed, Compared to TRC Approved
Plan and Ordinance Minimum Requirements

Review

!

Approved Plot Plan Delivered to Permit Technician

Footing and Foundation Permit Issued

!

Footing and Foundation Installed

As-Built Foundation Location Delivered to Planning

Verify that Final Plat is in for

Setbacks Reviewed, Compared to TRC Approved Plan and “ Request Modified / Revised

Ordinance Minimum Requirements

Townhouse Condo / Apt

Approved As-Built Delivered to Permit Technician

-

Completion Permit Issued

-

Residential Building Is Constructed

-

Final Plat Recorded

-

Planning Inspection for Final Plat

-

Landscape and Zoning Inspections

-

CO Issued

5/4/12016

City of Greensboro, North Carolina - 5/4/16

Page 10
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SEC

Grading/Erosion
Control Plan

Grading/Erosion
Control Reviewed

Grading/Erosion
Control Approved

Plans corrected and
resubmitted to
Building Inspections:

TRC

Building Inspections

Water Resources
Planning

Soil Erosion Control

e~ ——

Plan Review Process

Bl

Building and parking

additions less than 3,000

sq. ft. outside of
watershed

Building Drawings
to

Address assigned by
Planning

Building Code
Compliance reviewed by
BI Staff

* (Site Plan review by
Staff for Non-TRC Plans)

BP

Approved by staff?
No

Building Permit Issued

TRC

Al New Buildings, parking,
or additions greater than or
equal to 3,000 q. ft. &
Sites in Watershed &
Subdivisions or Group
Developments

Submit Preliminary Plans

*
NOTE: Building drawings and permit application can be
submitted to Building Inspections Office at any point in the
Plan Review Process.

Plans Corrected and

to Planning Department.
Address assigned.

!

Plan Review by Staff (10
working days for initial
review and 5 working days
thereafter.)

ALL REVIEW POINTS
APPROVED

Resubmitted

‘Comments Returned to
Preparer

l

New building and additions
< 15,000 sq.ft. outside of
watershed

or

Approved by Staff
(FYiat next TRC Meeting) | o

Yes

Appeal to TRC

Street and Utilty Design
drawings required?

Submit Street and Utility
Drawings to Engineering

|

All Watershed Plans, New.
Buildings and Additions
15,000 sq.ft.,
Subdivisions, or Group
Developments

Approved by TRC? (meet I

every day 10 AM)

Approved Plan

Plans Corrected and

Comments Returned
Preparer

Resubmitted

to

Plan Approved and
Forwarded to the Building
Inspections Office

le——1

No

Final Plat Required?

Submit Final Plat

No

l P

Plat Approved?

No

Required Public

Improvements Built or

Bonded

Complete or Bond
Watershed Devices

Recorded with
Register of Deeds

Department of Planning and Community Development

City of Greensboro, North Carolina - 10/9/12

Greensboro, NC

Plat Corrected
and Resubmitted

i

‘Appeal to
Planning
Board?

Comments
Returned to Approved by
City Council?
preparer Yes No

Page 12


galantis
Text Box
City of Greensboro, North Carolina - 10/9/12                                                                                    Page 12


Staff analyzes potential
redevelopment area

|

Area meets standards set in
State Urban Redevelopment Law
Statute 160A-513

l

Redevelopment Commission
Meeting -
RCG authorizes Staff to proceed

|

Staff places 'certification as
blighted' on Planning Board
Meeting agenda

l

Staff notifies residents and

property owners within the

boundaries of the proposed
redevelopment area

Planning Board
Meeting - PB
certifies area as

blighted per 160A-

513(a)

| yes

Redevelopment Plan Production Process
and
Redevelopment Plan Amendment Process

Staff Implements
Redevelopment Plan

[

approves amends

1 |

City Council Meeting -
CC holds public hearing
and approves, amends,
or rejects Plan

* Per 160A-513(k), A Redevelopment
Plan may be modified at any time by
the Redevelopment Commission.
Where the proposed modification will
substantially change the
Redevelopment Plan as previously
approved by the City Council, the
modification must similarly be
approved by the City Council.

Publish second notice in
local paper 7 days
after first publication

Staff notifies owners of
property on acquisition list

Plan Amendment process

begins here *

Staff prepares Redevelopment

v

Redevelopment Commission
> | Meeting - RCG sets Public Hearing
date

\l/ yes

Publish first notice in local paper at|

Plan

.

For 10 days prior to Public Hearing,
Plan document and
Planning Board recommendation

Publish second notice in local

least 15 days prior to public
hearing

amends

shall be made available
for public inspection
at location(s) specified in notice

paper 7 days after first publication

J/i

Redevelopment
Commission Meeting
- RCG holds public
hearing and
approves Plan

Staff publishes first notice

\l/ ves in local paper at least
15 days prior to public hearing

Plannllj\g Board approves
Meeting - PB City Council Meeting - CC sets
approves, amends Public Hearing date
or rejects Plan
[ END ] | No response for 45 days ‘

City of Greensboro, North Carolina - 10/9/12

Page 13
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REZONING PROCESS

Rezonings, Overlays, Original Zoning

Pre-Application Meeting
(TIS / Concept Plan / Conditions / Annexation )

2

TIS Submitted to GDOT
(21 Days Prior to Application Deadline)

L

Application Submittal
(45 Days Prior to the Scheduled Meeting)

Within Historic District?

|

N/

Staff Review

|

Site Visits and Pictures

Completed and Signed Application

Map of Site, Legal Metes and Bounds,
Conditions

Third Party Authorization

]

Notification - Advertised, Mailed and
Property Posted
(10 to 24 Days Prior to Meeting)

Recommendation by Historic
District Commission

!

Recommendation

Filing Fees Cannot be
Refunded at this Point

l Withdrawal at This Point Invokes Waiting

Planning and Zoning Commission
Meeting

See Next Page for the Planning and
Zoning Commission's Vote and Next
Steps

City of Greensboro, North Carolina - 6/15/21

Period for Similar Requests

6/15/2021

Page 14
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Rezoning Process for Planned Unit Developments

Traffic Impact Study
Scoping and
Preparation

(GDOT)

1. ZONING CONCEPT PLAN / UNIFIED DEVELOPMENT PLAN

Unified Development Plan
Containing All Development
Regulations Prepared

Zoning Concept Plan
(Bubble Map)

Plans Submitted to Planning Department

Plan Corrected # Review by Staff
c R d Yes
omments Returned to
0
— « Comments?
No

TRC Meeting for Approval To
Proceed

City of Greensboro, North Carolina - 5/10/22

2. PUBLIC HEARING

>

Submit Traffic Impact Study

pra—

Submit Zoning Concept Plan /
UDP along with Rezoning
Application

pra—

Planning and Zoning
Commission Meeting

pra—

No
Zoning Approved?

Yes

e

UDP Recorded in Register of

hg

Site Plan Approval
(Permits Issued)

5/10/2022

Ry

Page 16
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Sign Permit Process

Pre-Application Meeting

1

Application and Review Fee Received

Submittal Complete?

No
IYes
Initial Review
Sign Permitted in Zoning District, Location, and Meets
Other Applicable Standards?
No
I Yes
If Located within a Historic District a Certificate of
Appropriateness Must be Issued
Field Check by Zoning Compliance Officer
Existing Signs in Field not Referenced on Permit
o i o
Yes Application or Non-Conforming*~
Permit Issued
Applicant referred to Inspections if Electrical is
Involved and to Follow-up on Required Building
Permits
10/9/2012

City of Greensboro, North Carolina - 10/9/12 Page 17
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SPECIAL USE PERMIT PROCESS

Pre-application Meeting

l

Application Submittal
(45 Days Prior to the Scheduled Meeting)

l

Staff Review

l

Site Visits and Pictures

Notification - Ad and Mailed
(10 Days Prior to the Meeting)

Recommendation by Historic Preservation
Commission, If Applicable

BOA Meeting
(Fourth Monday of the Month)

In order to a special use permit request, the Board must
make the following findings of fact:

1.That the proposed use will not be detrimental to the
health or safety of persons residing or working in the vicinity
or injurious to property or improvements in the vicinity;

2.That the proposed use at the particular location provides
a service or facility that will contribute to the general well-
being of the neighborhood or the community; and

3.That the location and character of the proposed use will
be in harmony with the area in which it is to be located and
in general conformity with the Comprehensive Plan.

NOTE: Appeal of BOA's Decision Within 30 Days is Heard on the Record by the Guilford County Superior Court

City of Greensboro, North Carolina - 9/1/20 Page 18
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Recommendation by
Historic District
Commission, if

Applicable

=)

Receive Petition and the
Filing Fee
(45 Days Before the P&ZC Mtg.)

Notify GDOT, Water
Resources and Duke
Power

Get Response From
GDOT, Water Resources
and Duke Power

TRC Meeting for
Recommendation

STREET CLOSING PROCESS

Prepare Staff Report /
Display Maps
(Two Weeks Prior to P&ZC Meeting)

Planning and Zoning
Commission Meeting
For Recommendation
(Third Monday of the
Month)

Certified Notice Sent to
Abutters Who Didn't Sign
Petition

Notify City Clerk of the
Council Date for the Public

Hearing

CC Public Hearing Date
(Second CC Meeting of
the Month)

Clerk Advertises Item for
the CC Meeting (2X)

Agenda Prep Meeting

Ml

Staff Prepares the
Council Memo
(Enters Info Into eSCRIBE)

Effective Date of Closing

City of Greensboro, North Carolina - 8/9/22

File Copy of Adopted Street
Closing Resolution

8/9/2022
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STREET NAME CHANGE PROCESS

City of Greensboro, North Carolina - 6/15/21

Pre-Application Meeting

Submit Application / Petition and the Filing
Fee
(45 Days Before the P&ZC Mtg.)

-

Staff Verifies the New Street Name is
Valid
(Request Modified / Revised as Needed)

-

Staff Determines at least "80% of the
Property Owners Affected" Threshold is
Met on Petition

-

Recommendation by Historic District
Commission,
(if Applicable)

-

Notice Mailed to Abutters

-

Planning and Zoning Commission Meeting
(Third Monday of the Month)

-

Notice Mailed to Abutters

-

City Council Meeting
(Second Meeting of the Month)

-

Effective Date of Name Change
(Conditions Meet, if Applicable)

-

Street Signs Are Changed

6/15/2021

Page 20
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TEXT AMENDMENT PROCESS

Receive Request

Work with Stakeholder's Group to Formulate the Change in Draft Form

City Council Waiver Process : 2222:?
h 4
Prepare Council Memo to Set
Hearing Date mEuEnm > Agenda Prep meeting
(Enters Info Into Legistar)

<III

City Council Meeting to Set Public
Hearing Date

v A 4

Work with Stakeholder's Group to Finalize the Changes
(Ordinance to Amend the Ordinance)

L]
: l
| |
n
n
: Historic Preservation Commission
n Recommendation, If Applicable
L ] -
| |
' l
Prepare Ad and Deliver to City ‘
Clerk/Legal Planning and Zoning Commission
Meeting For Recommendation
Clerk (Third Monday of the Month)
Advertises
Item for the
CC Meeting
(2X)

Prepare Display Maps / Council
Memo ﬁ Agenda Prep Meeting
(Enters Info Into Legistar)

City Council Public Hearing

}

Effective Date of Ordinance Change

6/15/2021

City of Greensboro, North Carolina - 6/15/21 Page 21
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WATER / SEWER CONNECTION PROCESS

Initial Contact with Planning for Annexation Determination

¥ - |

Submit Signed Annexation Petition Submit Signed Utility Agreement
and Original Zoning Application (Utility Agreement is Recorded)

L

Planning and Zoning Commission
(Annex, Original Zoning)

|

City Council
(Annex, Zoning)

Submit Applicable Inside-City Submit Applicable Outside-City
Water/Sewer Fees Water/Sewer Fees

City Site Plan, Subdivision, and
Construction Review / Approval, If
Applicable

1

Connect to City Utilities Connect to City Utilities

6/15/2021
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Zoning Compliance Process

Complaint Received

!

*Issuance of a
Warrant may be
Necessary.

Inspector Inspects Site* - Is There a
Violation?

Appeal to the Superior Court}

Yes

]

Notice of Violation (NOV) is Written and

Mailed to the Property Owner by Certified

Mail; If Confirmation is Not Received the
NOV is Hand Delivered

BOA Hearing
Inspector Upheld?

I}

Yes l

Is NOV Appealed Within 30 Days?

No l The Property Owner Also Has the Option of
Asking for a Zoning Change as a Method of

Inspector Re-inspects to See Whether Violation Has Been Corrected.
Are Violations Corrected?

Achieving Compliance

Inspector Closes
the Case as No
Violation Present

| Yes

No Civil Penalties are Issued Until

the Property Comes Into
Compliance

Civil Penalty is Written and Mailed to the Property Owner|
by Certified Mail; If Confirmation is Not Received the

Civil Penalty is Hand Delivered

Inspector Closes the Case
as in Compliance by the
Owner

()

If Same Violation Occurs Within a Five Year
Period

City of Greensboro, North Carolina - 9/9/19

9/9/2019
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