
Appendix D – Municipal Plan Review Application and Process 
I. Purpose. The purpose of this document is to provide step-by-step instructions for completing 

initial plan reviews and formal plan reviews as outlined in Chittenden County Regional Planning 
Commission Guidelines and Standards for Confirmation of Municipal Planning Processes, 
Approval of Municipal Plans and Granting Determinations of Energy Compliance. 

 

 
II. Initial Plan Review.  

1. Purpose. The purpose of the initial plan review is to provide information to the municipality 
about new statutory plan requirements, to identify any parts of the municipal plan that may not 
conform to existing statutory requirements or are not compatible with the regional plan 
(including differences between the regional and municipal future land use maps), and to provide 
the municipality with general recommendations about how to improve the content of the 
municipal plan. The initial plan review shall also function as one of the two required 
consultations within an 8-year period (24 V.S.A. § 4350(a)) and will include a review of progress 
made on the existing plan’s implementation program. 

2. Timing. CCRPC Staff will initiate a review of municipal plans approximately 18-24 months prior to 
the expiration of each municipal plan. 

3. Submission Requirements. Staff will ask the municipality to submit a completed Appendix B - 
Municipal Plan Implementation Assessment. This document is not needed to start an initial plan 
review, but is needed by Staff before the initial plan review can be completed and shared with 
the municipality.  

4. Process.  

a. A CCRPC staff member will be assigned by the Planning Program Director as “lead” for a 
specific municipal initial plan review.  



b. The lead staff member will ask the municipality to complete Appendix B and will 
coordinate staff review of the municipal plan. Coordination may include assigning staff 
members to review specific parts of the municipal plan.  

c. The lead staff member will review the completed Appendix B and complete a final draft 
of the initial plan review.  

d. Once completed, the initial plan review memo will be shared with municipal staff, 
municipal planning commissions and CCRPC’s Planning Advisory Committee (PAC). The 
initial plan review will be listed under “Other Business” on the next available PAC 
meeting agenda in case members would like to discuss the review. The lead staff 
member will also provide initial plan review memos to the CCRPC Board representatives 
and alternates from the municipality being reviewed and from adjacent municipalities. 

III. Formal Plan Review.  

1. Purpose. The purpose of formal plan review is to meet the requirements of 24 V.S.A. § 4385 
related to regional review of municipal plans and confirmation of a municipal planning process. 
The formal plan review will serve as the second of the two consultations required every eight 
years by 24 V.S.A. § 4350(a). 

2. Timing. The municipal request for regional approval of the municipal plan, and confirmation, 
may be before or after adoption of the plan by the municipality, at the option of the 
municipality.  However, to aid with CCRPC formal plan review scheduling, CCRPC would prefer if 
the municipal request for formal plan review is made 120 days before the current municipal plan 
expires or 45 days before the municipal Planning Commission’s first public hearing, whichever 
comes first. 

Earlier submittals of municipal plans allow for CCRPC staff and PAC to provide comments to the 
municipal planning commission before the first municipal public hearing to adopt the municipal 
plan. This can benefit the municipality if there are changes needed to the municipal plan in order 
to comply with statutory requirements or compatibility with the regional plan. 

3. Submission Requirements. Municipalities submit the following materials to initiate formal plan 
review:  

a. Cover letter requesting CCRPC review; 

b. Five-year funding summary of planning activities; 

c. Appendix A; 

d. Appendix B; 

e. Appendix C (if seeking a determination of energy compliance); 

f. Draft municipal plan in PDF format (including maps, appendices, and any supporting 
plans incorporated by reference); and 

g. A copy of the Municipal Plan Report (24 V.S.A. §4384(c)). Note that if the plan includes 
any change to the future land use map, this report must address the elements in 24 
V.S.A. § 4384(c)(1)-(5). In addition, the report should address consistency with the 
regional plan’s future land use map and whether any changed land use areas meet the 

https://legislature.vermont.gov/statutes/section/24/117/04384#:~:text=If%20the%20proposal,in%20the%20area.
https://legislature.vermont.gov/statutes/section/24/117/04384#:~:text=If%20the%20proposal,in%20the%20area.


statutory criteria for classification as Downtown or Village Centers, Planned Growth 
Areas, or Village Areas and whether any areas meet the criteria for Tier 1A or Tier 1B 
status.   

4. Process. 

a. Staff Assignment. A CCRPC staff member will be assigned by the Planning Program 

Director as “lead” for a specific municipal formal plan review. The lead staff member will 

coordinate all aspects of the formal plan review process.  Typically, the staff person 

assigned to the formal plan review and the initial plan review will be different.  

b. Staff Review. The lead CCRPC staff member will complete the following upon receiving a 
submission from a municipality: 

i. Conduct a review of municipality’s submission to ensure completeness. 

ii. If submission is complete, the lead staff member will schedule a public 
hearing at the next available PAC meeting. If not, the staff member will 
reach out to the municipality for any additional required materials. 

iii. The lead staff member will then complete a review of the municipal plan 
and draft a staff report for the Planning Advisory Committee (PAC). The staff 
report shall include findings related to determining whether the municipal 
plan is: 

• Consistent with the general goals of §4302; 

• Consistent with the specific goals of §4302; 

• Contains the required elements of §4382; 

• Compatible with the Regional Plan (per §4350); and  

• Compatible with approved plans of other municipalities (per §4350). 
 

The staff report shall also include findings related to planning process 
confirmation requirements in §4350. If the municipality is seeking an 
affirmative determination of energy compliance, the staff report shall also 
include findings related to the statutory requirements of 24 V.S.A. §4352 and 
the Vermont Department of Public Service’s Energy Planning Standards for 
Municipal Plans. 

The staff report should include recommended edits to the municipal plan if 
staff’s review indicates that the municipal plan, or the municipal planning 
process, does not comply with the above cited standards. 

The staff report should contain a draft motion for the PAC related to regional 
approval of the municipal plan, confirmation of the municipal planning 
process, and determination of energy compliance (if applicable).  

c. Public Hearing.  

i. Newspaper. A copy of the public hearing notice shall be published in a 
newspaper or newspapers of general publication in the region affected at 
least 15 calendar days ahead of the scheduled public hearing. This often will 

https://legislature.vermont.gov/statutes/section/24/117/04348a#:~:text=(A)%20Downtown%20or,or%20subdivision%20bylaws.
https://legislature.vermont.gov/statutes/section/24/117/04348a#:~:text=(B)%20Planned%20growth%20areas,4430%20of%20this%20title.
https://legislature.vermont.gov/statutes/section/24/117/04348a#:~:text=(B)%20Planned%20growth%20areas,4430%20of%20this%20title.
https://legislature.vermont.gov/statutes/section/24/117/04348a#:~:text=(C)%20Village%20areas,be%20flood%20resilient.
https://legislature.vermont.gov/statutes/section/10/151/06034#:~:text=(b)%20Tier%201A,the%20municipality%E2%80%99s%20application.
https://legislature.vermont.gov/statutes/section/10/151/06033#:~:text=(c)%20To%20obtain,Tier%201B%20area.


mean coordinating with newspapers at least 21 calendar days ahead of the 
public hearing notice to ensure timely publication.  

ii. Physical Posting. A copy of the public hearing notice shall be physically 
posted at least 15 days before the public hearing in the following locations:  

• CCRPC; 

• Municipal Clerk; and 

• at least one public place within the municipality. 
 

iii. Website Posting. A copy of the public hearing warning shall be posted on the 
CCRPC and municipal websites at least 15 days before the public hearing.  
 

iv. Notice via Email. Notice of the public hearing will also be provided to the 
parties in the list below at least 15 days before the public hearing. Notice to 
these parties should include the public hearing notice, a link to submission 
materials, and a copy of the staff report to PAC (if available). Notice can be 
provided via email. CCRPC will notify the following parties:  

• Selectboard Chair; 

• PC Chair; 

• Planning Director and/or Municipal Manager/Administrator; 

• RPC Commissioners; 

• PC Chairs of neighboring municipalities; and 

• RPC Commissioners of neighboring municipalities. 

d. Planning Advisory Committee (PAC) Meeting and Public Hearing. PAC will conduct a 
public hearing at its next available meeting. The meeting agenda should be as follows: 

i. Review Staff Report 

ii. Open the Public Hearing 
iii. Accept Public Comment 
iv. Close the Public Hearing 
v. Questions and Comments 

vi. Recommendation to the CCRPC Board 

After the close of the public hearing, the PAC will provide its written recommendation 
regarding regional approval of the municipal plan, confirmation, and determine of 
energy compliance (if applicable), to the CCRPC Board of Directors and the municipality.   

If the PAC determines that the municipal plan cannot be approved because of 
deficiencies, or that the municipal planning process cannot be confirmed, the 
municipality may address that recommendation by editing the municipal plan and 
providing a revised copy to the CCRPC Board of Directors meeting or agree to rectify the 
deficiencies and resubmit its plan to PAC for formal plan review. 

e. CCRPC Board Meeting. The municipality shall notify CCRPC after the municipal adoption 
of the municipal plan so that staff can include an agenda item on the next Board of 
Directors meeting agenda. The Board shall give approval or disapproval to a municipal 
plan or amendment within two months of its receipt following a final municipal 
legislative body public hearing. 



After municipal adoption, the CCRPC Board shall put an agenda item on their next 
meeting agenda to discuss the PAC recommendations related to regional approval of the 
municipal plan, confirmation of the municipal planning process, and determination of 
energy conformance (if applicable).   

The CCRPC staff lead shall prepare the following materials for inclusion in the Board 
packet approximately one week before the CCRPC Board meeting: 

i. A cover memo to provide the Board with context about the municipal 
review and recommended action; 

ii. A copy of the staff report and PAC recommendation; and 
iii. A copy of the draft resolution regionally approving the municipal plan, 

confirming the municipal planning process, and granting an affirmative 
determination of energy conformance (if applicable).  

At the Board meeting, the Planning Program Director will review the cover memo, staff 
report, and PAC recommendation. The Board will then vote on the PAC 
recommendation. 

f. Post-Board Meeting. 

i. Regionally Approved Plan and Confirmed Planning Process. The staff lead 
shall file any adopted plan or amendment, and related Board resolution, 
with the Vermont Department of Housing and Community Development. 
The staff lead shall also file the Board resolution with the municipal clerk 
and town planning staff.  

If applicable, the staff lead shall also file the resolution and plan with the 
Department of Public Service and Clerk of the Public Utility Commission.  

ii. Plan NOT Approved.  If the municipality requests approval of a resubmitted 
municipal plan, with modifications, CCRPC must give its approval or 
disapproval within 45 days. 

 

IV. Municipal Plan Amendments 

1. Purpose. An amendment to a municipal plan does not affect or extend the plan’s expiration date 
(24 V.S.A. § 4385(d)). However, an amendment may impact a municipality’s standing regional 
approval of the municipal plan and confirmation status. The following outlines CCRPC’s 
simplified review process for plan amendments.  

2. Submission Requirements. Municipalities shall submit the following documents: 

a. A letter from the municipality requesting CCRPC review its plan amendment and briefly 
describing the amendment and the reason for amending (a sample letter is available 
from CCRPC staff); 

b. An electronic copy of the amended section/chapter in its entirety with the changes 
clearly indicated. It is not necessary to send a copy of the full plan. 

3. Process. 



a. Staff Review: Upon receipt of the amendment review request, staff will review the 
amended section(s) of the plan to determine whether the section(s) continue to meet 
the required elements and goals related to the amended section(s), and compatibility 
with the Regional Plan.  

i. If staff determines that the proposed amendments do not need to be formally 
reviewed by the PAC and the CCRPC Board, following staff review, staff will 
provide a letter to the PAC and the municipality stating that the plan 
amendment does not impact the municipality’s standing plan approval and 
planning process confirmation.  The CCRPC staff will forward a copy of this letter 
to the Vermont Department of Housing and Community Development, the PAC, 
and the municipal clerk. 

ii. If staff are concerned that the amendments may impact the municipality’s 
standing plan approval and planning process confirmation, or have any other 
concerns, Staff will ask PAC to conduct a formal plan review of the proposed 
plan amendment. 

iii. At any time, a municipality can request that CCRPC conduct a formal plan review 
of the plan amendment and follow the full process for readoption of a plan 
described above. 

 

V. Determination of Energy Compliance 

Municipalities seeking an affirmative determination of energy compliance shall follow the process 

outlined above for formal plan review.  


