
City of Traverse City Development Approval Process

Planning Commission site plan approval 
process for projects exceeding 500 trip 

ends1, projects requiring special land use 
permit, or planned unit development

(Typically takes 2-3 months for approval)

For projects with less than 500 trip ends 
and are by right 

(Can take up to 14 days for approval)

Pre-application conference with Planning 
Director 

Application submitted to the Planning 
Department at least 21 days prior to Planning 

Commission meeting for review of 
completeness2

• Create digital file in the K drive
• Process payments and receipts3

Planning Commission reviews site plan at 
public hearing

Denied Approved (with or 
without conditions)

May appeal to 
Zoning Board of 

Appeals

Applicant submits architectural and civil 
plans to the Planning Department via email

Zoning Administrator gives plans to City Fire 
Marshal and City Engineering Department for 

the issuance of required permits (FIRE, 
ROW, Storm Water, Soil Erosion, etc.)

14 days are allowed for departmental review 
of all site plans and site diagrams – 7 days 

for site plans that have been approved by the 
Planning Commission5

Zoning Administrator reviews drawings for 
compliance with the Zoning Code

Zoning Administrator emails Land Use 
Permit to the applicant and Grand Traverse 

County Construction Code office

If it requires a stormwater permit, the project 
goes to Design Team for review

Planning Department circulates site plan to 
the relevant departments or officials for 

internal review, bringing the project to Design 
Team4 if deemed necessary

The City mails notice of public hearing to 
owners/occupants 300 ft from subject 

property and sends to local news publication 
at least 15 days prior to hearing

Planning Department adds project to the next 
two available Planning Commission agendas 

for introduction and public hearing



1.Trip End: The total of all motor vehicle trips entering plus all motor vehicle trips leaving a 
designated land use or building over a given period (According to the Institute of Transportation 
Engineers Trip Generation Manual).

2. Planning Commission meets the first and third Tuesday of the month at 6 p.m.

3. Application and permit payments are received by the Planning and Engineering Departments and 
processed by the City Treasurer.

4. Design Team consists of representatives from various city departments that work directly with 
project developers to provide specialized input and recommendations for qualifying projects.

5. Depending on environmental (or other) impacts of the site plan, the review process may take 
longer than the proposed time. The applicant will be notified if the site plan review exceeds the given 
time limit.  


