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APPENDIX C
ORDER OF BUSINESS CHECK LIST

This document provides a template showing the elements of review, process and discussion under the 
Site Plan Review Committee (SPRC) process.

Prior to the SPRC Meeting
•  County staff vets, critiques and accepts developer application
•  Staff identifies major issues for SPRC Chair
•  SPRC Chair has preliminary meeting with staff and developer
•  Staff and Chair review and set agenda
•  Staff and Chair review
•  Try to complete full review in 3 meetings, although addition meetings may be needed
•  Staff and Chair review attendee list 
•  Staff and Chair review and tailor master agenda to suit site plan application
•  Staff sends out timely meeting notice

Goals
• RUN AN ORDERLY MEETING: The SPRC Chair opens the discussion, asks for introductions, and 

ensures that one person speaks at a time so that everyone at the SPRC table is heard and gets a 
chance to participate

• EVALUATE COMPATIBILITY WITH ADOPTED PLANS AND POLICIES: Staff presentation will contain 
this information; make sure participants are clear, and invite questions and comments

• ENSURE applicant exhibits and presentation are clear and respond to context (built, natural and 
social environment); ask for additional information if necessary 

• APPLY PRINCIPLES OF QUALITY URBAN DESIGN: Evaluate whether the highest quality of planning 
and design have been included in the site plan project; address negative impacts to neighborhoods 

• ENSURE PARTICIPANTS QUESTIONS FOR STAFF, AND APPLICANT, ARE ANSWERED

• COMMUNITY VOICE: Provide opportunity for SPRC members to articulate address community 
concerns, aspirations and goals 

• IDENTIFY CONSENSUS VIEWS AND AREAS FOR FURTHER DISCUSSION: lead participants in the 
process of site analysis, evaluation and discussion. Explore where there might be areas of consensus 
regarding the public value in a project, or its absence, in light of the County’s plans and policies; 
also identify competing views and areas for further discussion, once the SPRC has concluded. 

• ENCOURAGE applicants to modify aspects of proposed project based on feedback of the SPRC

• REPORT SPRC RESULTS TO THE FULL PLANNING COMMISSION

MEMBERSHIP - SPRC MEETING PARTICIPANTS

The SPRC Chair with input from the PC Chair if needed, working with the staff member assigned to the 
site plan will appoint the SPRC representatives and their alternates to represent their particular group or 
interest, depending upon the location, nature and particular issues raised by the development project.

APPENDIX D

Planning Commission, all members

Advisory Group Representation:
• Citizens Advisory Commission on Housing
• Park and Recreation Commission
• Transportation Commission
• Commission on the Arts
• Crystal City Citizen Review Council
• Disability Advisory Commission
• Environment and Energy Conservation 

Commission
• Historical Affairs and Landmark Review Board
• Housing Commission
• Pedestrian, Bicycle or Transit Advisory 

Committees
• Tenant-Landlord Commission
• Urban Forestry

Citizen Representation:
• Host civic association, i.e. the association 

within whose boundaries a proposed 
development would be located 

• Civic association that is not the host 
association but that is in close proximity to 
the location of the proposed development

• Neighborhood Conservation Advisory 
Committee reps of the subject and impacted 
civic associations

• Former Civic Association or other participants 
in the development of a Sector Plan, Phased 
Development Site Plan, or other planning 
effort related to the site plan under review

• Representative of commercial or residential 
owner or tenant abutting or on the site

• Residential tenant of a site proposed for 
redevelopment

• HOA of a property that is adjacent to the site 

of a proposed development
• Area-specific public-private revitalization 

organizations (e.g., CPRO, Rosslyn 
Renaissance, Clarendon Alliance, and 
Ballston Partnership) 

• Business improvement districts or similar 
organization.

At-large Citizen standing member
• Civic Federation
• Up to three additional members of the 

general public appointed jointly by the PC 
Chair and SPRC Chair: residents with special 
expertise in urban planning and design, 
architecture and related fields and residents 
of multi-family residential buildings.

• Up to three former Planning Commissioners 
appointed jointly by the PC Chair and SPRC 
Chair

Alternates: 
If a member is unable to attend a meeting, the 
alternate designated by hthe commission, civic 
association, homeowners association, may 
represent their group.

Public Participation:
SPRC meetings are open to the public.  The public 
may also have an opportunity to comment on 
the SPRC discussion, and having heard it may 
be invited to speak at the end of the each SPRC 
meeting.  This is the first opportunity for the 
public to speak, followed by opportunities to 
speak at the full Planning Commission’s and 
County Board’s public monthly meetings. 


