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Introduction and Purpose  



Chapter 1: Introduction and Purpose 
The purpose of this Development Review Procedures Manual 

is to describe and implement the  development  applications and 
review procedures prescribed in the Zoning Ordinance . The 
application and review procedures, and a Project Impact Points 
System (PIPS) for determining the level of review, replace the 
former system of Use Permits and Special Development 
Procedures in the previous Zoning Ordinance.  To that end, pre -
application phase and Area Meetings with the community are 
mandatory as part of certain  development application s. 

 
This manual is intended to give citizens, developers, applicants, 

staff and other stakeholders  a comprehensive overview of what 
is involved in processing development applications and to ensure 
accurate, complete and timely application review.  

 
Nothing in this document is intended to supersede the 

Rockville City Code and it should not be relied on as a substitute 
for such regulations. It is intended, however, to summarize and 
implement the regulations governing development contained in 
the City C ƻŘŜ ŀƴŘ ǇǊƛƳŀǊƛƭȅ ƛƴ ǘƘŜ /ƛǘȅΩǎ Zoning Ordinance  
(Chapter 25 of the City Code). Except for those requirements 
imposed by State law, no failure to comply with any provision of 
this manual shall be deemed to be a jurisdictional defect.  

 
In addition to a generalized overview of steps involved in 

taking a proposal or project through development review, 
permitting, construction and inspection, this manual focuses on 
the development review portions of the process. As shown in 
Figure 1, some d evelopment proposals may require more than 
one type of development application.  For example, a drive -
through restaurant requires a Special Exception in certain zones 
in addition to a Site Plan application. A change in use without any 
site disturbance may r equire a Minor Site Plan Amendment.   

 
The manual is organized to follow the chronological phases of 

a typical  development review process from pre -application to 
decision. It summarizes  community involvement requirements 
ǘƘŀǘ ƛƴŎƭǳŘŜ ά!ǊŜŀέ ƳŜŜǘƛƴƎǎΤ Ƴŀƛƭ ƴƻǘƛŎŜǎ ƻŦ ǘƘŜ ƳŜŜǘƛƴƎǎ ŀƴŘ 
affidavits  of compliance that area meetings were properly  

 
 
 
 
 
 
 

The Zoning 
Ordinance was 
adopted on 
December 15, 
2008 and 
became effective 
on March 16, 
2009.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can track 
the progress of 
specific projects 
ƻƴ ǘƘŜ ŎƛǘȅΩǎ 
website at: 
rockvillemd.gov/
projects/develop
ment -watch  
 
 
 
 
 
 

https://library.municode.com/md/rockville/codes/code_of_ordinances?nodeId=CICO_CH25ZOOR_ART7PRSIPLPRPLSPEXOTPE
https://library.municode.com/md/rockville/codes/code_of_ordinances?nodeId=CICO_CH25ZOOR_ART7PRSIPLPRPLSPEXOTPE
http://www.rockvillemd.gov/projects/development-watch
http://www.rockvillemd.gov/projects/development-watch
http://www.rockvillemd.gov/projects/development-watch
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conducted. The number of meetings and the size of the 
notification area are based  on the  type of application . The 
manual also summarizes how  ǘƘŜ /ƛǘȅΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ǎǘŀŦŦ 
reviews applications, what documents are used, and the time 
frame for staff reports and agenda  packets. Finally, the manual 
outlines what to expect at a public hearing or meeting of the 
Mayor and Council, Planning  Commission and other boards and 
commissions that are involved in the  development review 
process.  

 
All application s an d this manual are available from the 

Community Planning and Development Services (CPDS) 
5ŜǇŀǊǘƳŜƴǘ ƻƴ ǘƘŜ /ƛǘȅΩǎ ²Ŝō ǎƛǘŜΥ www.rockvillemd.gov.   

New Online Application Process  

On July 1, 2025, the City of Rockville beg an requiring all 
development review applications to be submitted online 
through MGO Connect (MGOC). Emailed or paper applications  
for items referenced in this manual  are  no longer be ing  
accepted.  For more information, visit ǘƘŜ /ƛǘȅΩǎ Development 
and Zoning Applications  webpage.  

   
MGOC features a customer dashboard that allows  online 
payment as well as convenient tracking of projects through the 
process.  
 

 
 
 
 
 
 
 
 
  
 
 
 

 

Please note that 
construction of new 
single ςunit 
detached 
residences and 
additions to 
existing single ςunit 
detached 
residences  
are not covered by 
the processes 
contained in this 
manual unless they 
are subject to a 
review for 
Administrative 
Adjustment, 
Nonconforming 
Alteration or 
Variance  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.rockvillemd.gov/
https://www.rockvillemd.gov/services/apply-for-planning-forestry-or-historic-district-review/
https://www.rockvillemd.gov/services/apply-for-planning-forestry-or-historic-district-review/
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Chapter 2 : Overview of the 
Development Review Process 

The development review procedures outlined in the Zoning 
Ordinance are intended to achieve high quality development 
that complies with the design regulations of the City Code and 
endeavors to address the concerns of the surrounding 
community. These procedures govern all development projects 
except single -unit dwellings (unless a single -unit dwelling 
requires an Administrative Adjustment, Nonconforming 
Alteration, or Variance applic ation).  

 
The Zoning Ordinance mandates meetings with both the 

community and City staff at certain milestones in the process. 
Figure 1 summarizes the major steps in the development review 
process, the details of which can be found in the flowcharts in 
Chapter 5 and  the referenced Zoning Ordinance sections.  

Development Review in the City of Rockville: What 
You Need to Know  

Whether you're submitting a development application or just 
curious about how projects get reviewed, this guide helps 
demystify the process and outlines what each participant is 
expected to do. From City staff to applicants to utility companies, 
collaborat ion is key.  

What City Staff Do  

Community Planning  and Development Services (CPDS)  
Department staff in Rockville oversee the review of applications 
and make sure each project aligns with city goals and policies. 
IŜǊŜΩǎ ǿƘŀǘ ǘƘŜȅ ŎƻƳƳƛǘ ǘƻ ŘƻƛƴƎΥ 

 
¶ Assign a lead reviewer  who serves as your main point of 

contact throughout the process   

¶ Carefully and fairly review your application as quickly as 
possible   

¶ Apply all relevant rules and regulations consistently   
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¶ Work with you and other stakeholders to prepare a 
recommendation for the Planning Commission or other 
appropriate, approving body.    

¶ Flag any issues early and help address them before they 
become roadblocks   

¶ Follow the Customer Bill of Rights  
¶ Coordinate with other city departments, external agencies , 

and the public to find practical solutions   

¶ Partner with other review agencies to ensure your proposal 
ǎǳǇǇƻǊǘǎ wƻŎƪǾƛƭƭŜΩǎ ƎǊƻǿǘƘ ŀƴŘ ŎƻƳƳǳƴƛǘȅ Ǝƻŀƭǎ   

¶ Carry out adopted city policies, including:  
o Master Plans   
o Land use, transportation, and environmental laws   
o Growth and Infrastructure Policy updates   
o Professional and ethical standards   
o Principles of high -quality design   

²ƘŀǘΩǎ 9ȄǇŜŎǘŜŘ ŦǊƻƳ !ǇǇƭƛŎŀƴǘǎ 

Applicants help ensure a smooth and successful review 
process by:  

 

¶ Putting together a qualified team to design and manage 
their project   

¶ Following all City of Rockville rules and procedures   
¶ Submitting complete and accurate application materials   

¶ Directing all questions, changes, and updates to the 
assigned Case Planner    

¶ Letting the lead reviewer know if major changes come up 
during review   

¶ Working respectfully and constructively with city staff, 
review agencies, and the public to resolve concerns  
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Figure 1: Development Review Process  

NO  

Does project comply with zone?  Map Amendment Application/ 
Text Amendment Application  

Is the subject property located in the City?  Annexation Petition  

YES 

NRI/FSD required?  

YES 

Special Exception or Variance required?  

NO  

Does project require Project Plan approval?  

NO  

Does project require Site Plan approval?  

NO  

Does project require Subdivision?  

NO  

Does project require Final Record Plat?  

NO  

Is property located in Historic District?  

NO  

Does project require Building Permit?  

NO 

Does project require Public Works Permit?  

NO  

Does project require Inspection?  

NO  

Does project require Occupancy Permit?  

NO 

Does project require Sign Permit?  

Ready for Use!  

NO  

NRI/FSD Application  

NO  

YES 

YES 
Special Exception Application/  

Variance Application  

Project Plan Application  YES 

Site Plan Application  YES 

Preliminary Subdivision Plan  YES 

Final Record Plat Application  YES 

Historic District Commission 
(HDC) Certificate  

YES 

Building Permit Application  YES 

Forestry, Sediment Control, 
Storm Water Management, or Public 

Works Permit  
 

YES 

Schedule Inspection  YES 

Occupancy Permit Application  
 

YES 

Sign Permit  YES 

NO  
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Chapter 3 : Highlights of the 
Development Review Process 

 
The  following  pages  highlight  the  major  steps  of  the  

development  review  process. Nothing  in  this  document  is 
intended  to  supersede  the  Zoning  Ordinance,  City  Code  or other  
documents  that  contain  City  requirements  related  to  the  design  
standards  and  the review  process  for  development  projects.  The  
information  provided  below  is meant  to be  a brief  overview  of  
processing  requirements,  policies  and  protocols  for  development 
review  applications.  This  manual  does  not  impose  substantive  
requirements.  

Pre -application Phase  

Predevelopment Meetings. Predevelopment meetings are 
an opportunity for customers to meet virtually with some or all of 
the  Development Review Committee (DRC)  to receive feedback 
on requirements and processes for plans for development prior 
to submitting a  formal application . There is no cost, and while 
they are not required, they are highly recommended.  
 

Before the Predevelopment Meetin g.  The requestor of the 
meeting should g ather information about the site, such as plans, 
surveys, plats , and concept sketches, as well as questions or 
topics for staff . 

 
What to Expect at the Predevelopment Meeting . 

Predevelopment meetings are conducted virtually via Webex 
and are scheduled in 1 -hour increments, typically in the morning 
or early afternoon on Thursdays. During the meeting, the 
requestor will  meet with representatives of the DRC, consisting 
of staff from  Community Planning and Development 
Services , Public Works , and others as needed based on the 
ǇǊƻƧŜŎǘ ǎŎƻǇŜΦ ¸ƻǳΩƭƭ ƘŀǾŜ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǇǊƻǾƛŘŜ ŀƴ ƻǾŜǊǾƛŜǿ 
of your proposed project. Staff will explain the process for 
development and standards that may apply. You are encouraged 
to take notes or minutes. For the best meeting experience, it is 
recommended that you attend the virtual meeting on a 

 
 
 
 
 
 

https://www.rockvillemd.gov/944/Development-Review-Committee
https://www.rockvillemd.gov/177/Development-Applications
https://rockvillemd.gov/159/Community-Planning-and-Development-Servi
https://rockvillemd.gov/159/Community-Planning-and-Development-Servi
https://rockvillemd.gov/283/Public-Works
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computer or laptop to allow for screen -sharing of maps and 
resources.  

 
After the Predevelopment Meeting . Following the meeting, 

the request or is welcome to provide any notes or minutes to staff 
for review and confirmation. If follow -up information is requested 
from staff, please allow ten ( 10) business days to complete the 
research and gather documentatio n . 
 

Schedule a Predevelopment Meeting . To request a 
predevelopment meeting, please visit the Predevelopment 
Page  ƻƴ ǘƘŜ /ƛǘȅΩǎ ²ŜōǎƛǘŜΦ Please attach any additional 
information such as plans, surveys, plats, concept sketches, or 
any other site information. A thorough Pre -Development 
Meeting Request ( PDMR ) and additional information will help 
ensure a productive meeting. This is not a formal application, and 
there is no fee. PDMRs should be submitted no later than Friday  
prior to the proposed meeting date. Staff make every effort to 
accommodate the requested  dates, but availability is limited. 
Your meeting is confirme d when you receive an invitation with a 
Webex link.  
 

Initiation and Coordination with Neighborhoods.  The pre -
application phase  starts  the formal coordination and approval of 
a proposed project. The steps to accomplish this phase are 
described below. Prior to initiating the pre -application phase an 
applicant is strongly encouraged to meet with the 
representatives of the neighborhoods tha t surround the project. 
It is our experience that working with the neighborhood early in 
the process is of benefit to both citizens and the applicant.  

 
Project Impact Points System.  The level of review for each site 

plan or project plan application is determined by the Project 
Impact Points System (PIPS), a table of five criteria established in 
the Zoning Ordinance. The table is available in Section 
25.07.02.b.1 of the Zoning Ordinance  and includes criteria for tract 
size, number of dwelling units proposed, amount of non - 
residential building area, residential area impact and traffic 
impact of the proposed project.  

 
To determine the level of site plan review that will be required, 

the applicant should do a preliminary calculation of the proposed 
ǇǊƻƧŜŎǘΩǎ Ǉƻƛƴǘ ǾŀƭǳŜΦ {ǘŀŦŦ ǿƛƭƭ ƭŀǘŜǊ ǊŜǾƛŜǿ ǘƘƛǎ ŘǳǊƛƴƎ ǘƘŜ ǇǊŜ-

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Level of Review 
Points  

¶ Level 1 Site 
Plan: 0 -6 

¶ Level 2 Site 
Plan: 7 -15  

¶ Project Plan: 
16 or More  

 
 
 
 
 
 
 
 
 

https://www.rockvillemd.gov/services/request-a-pre-development-meeting/
https://www.rockvillemd.gov/services/request-a-pre-development-meeting/


Chapter 3 : Highlights of the Development Review Process  

 
 

Page  14 
 

application process. The methodology for calculating the 
Residential Area Impact is included in Section 25.07.02.b.1  of 
the Zoning Ordinance . 

 
To calculate the number of points earned for Traffic Impact, 

refer to the results of a Comprehensive Traffic Review (CTR) 
study, if already prepared; Appendix D: Traffic Estimates for 
PIPS Determination; or Transportation Division traffic 
estimates.  

 
Special Exception applications will be processed through 

the Board of Appeals pursuant to Section 25.15.01.a.2 of the 
Zoning Ordinance, regardless of their point total.  However,  
the required area of notification is based on the PIPS point 
total.  
 

If the project requiring Special Exception approval involves 
site development or redevelopment, a subsequent site plan 
must be approved. The site must be processed as a Level 2 
Site Plan Review subject to review and approval from the 
Planning Commission.   

 
Pre -application Materials and Fees.  The pre -application 

process is the initial step in development review in most cases 
and is (1) designed to give the applicant a preliminary 
determination of the required level of site plan review and (2) 
provide an introduction of the proposed project to the 
surrounding neighborhood.  

 
The applicant must complete an application  online ( My 

Government Online ) and supply the required supporting 
information. Prior to conducting the Pre -application Meeting 
with the Development Review Committee, the applicant 
must provide notice of, and conduct, a Pre -Application Area 
Meeting with the surrounding neighborhood. The  Pre -
application Meeting checklist is available on the  
Development and Zoning Applications  website.  The 
submission materials vary depending on the anticipated type 
of application or level of review.  

 
The Pre -application Meeting Checklist and submission 

materials should be submitted to CPDS with the online 

 
 
 
 
 
 
 
 
 
 

The applicant must 
complete their Pre- 
application Area Meeting 
prior to meeting with the 
Development Review 
Committee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://mgoconnect.org/cp?JID=261&PID=15&AID=4702&CPSectionID=-1&AddToExisting=false
https://mgoconnect.org/cp?JID=261&PID=15&AID=4702&CPSectionID=-1&AddToExisting=false
https://www.rockvillemd.gov/services/apply-for-planning-forestry-or-historic-district-review/
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application (My Government Online ) along with the appropriate 
application fee. The submission package should also include:  

 

¶ Natural Resources Inventory/Forest Stand Delineation 
(NRI/FSD) with review fee  

¶ Comprehensive Transportation Review (CTR) Intake Scoping 
Form with review fee  

¶ Pre -Application  and/or Development Stormwater  
Management Concept with review fee  

 
All required fees should be paid by separate checks made 

payable to the City of Rockville.  
 

Pre -application Area Meeting (PAM), Notices and Follow Up. 1 
Certain applications (Level 1 and 2 Site Plans, Project Plans, and 
Special Exceptions) require the applicant to meet with the 
surrounding community. This meeting is called the Pre -
application Area Meeting and should  be scheduled prior to the 
DRC meeting. Chapter 5 illustrate s the types of applications that 
require an area meeting. In addition, the applicant must provide 
written public notice, mailed via  first  class mail, at least two 
weeks prior to the meeting. The size of the area of notification is 
outlined in the Zoning Ordinance and is based on the type of 
application and level of review.  

 
The applicant is required to provide written notice for most 

types of applications. The posting of signs on the property is 
required for the pre -application area meeting. A sample 
notification is supplied in Appendix H. Requirements for notifying 
property owners, tenants, homeowners  and civic associations are 
specified in Sections  25.05.03 and 25.07.03  of the Zoning 
Ordinance, as well as Chapter 4 of this manual. Special attention 
should be paid to these requirements so applications will not be 
unduly delay ed . 

 
 
 
1 References: Zoning Ordinance, Section 25.07.02; Project Impact Points System 

(PIPS) ς Appendix C; Traffic Estimates for PIPS Determination ς Appendix D; Zoning 
Ordinance, Article 7; Forest and Tree Preservation Ordinance (Chapter 10.5 of Rockville 
City Code); Zoning Ordinances and Guidelines Applicable to the Development Review 
Process ; Flowcharts for the appropriate type of application ς Chapter 5 of this Manual; 
Fee Schedule ς Appendix E 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Notification 
Distances by 
Application  

¶ Level 1 Site 
Plans: 750 feet  

¶ Level 2 Site 
Plans:  1,250 
feet  

¶ Project Plans: 
1,500 feet  

¶ Special 
Exceptions: 
the 
notification 
areas are the 
same as the 
corresponding 
site plan level 
based on the 
total points 
earned on the 
PIPS table.  

 

https://www.mgoconnect.org/cp/portal
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At the Pre -application Area Meeting the applicant notifies the 
community of the location and scope of the proposed project 
and  solicits comments on the proposal prior to the applicant 
formalizing its plans and application. Specifically, the applicant 
shall;  

 
¶ Share as much information (e.g. project concept, types of 

buildings and their size and height, site plans, project access, 
etc.) as is available at the time;  
 

¶ Present the expected process and events (e.g. applications, 
reviews, hearings) and provide a tentative schedule.  
 

¶ Discuss the Adequate Public Facilities Ordinance  
 

¶ Discuss the Natural Resources Inventory/Forest Delineation 
Approval  
 

¶ Discuss the Pre -Application Stormwater Management 
Concept  
 

¶ The Pre -Application Meeting Application form and the CTR 
Scoping Intake Form (Appendix F of this manual) will be 
provided to community attendees if available. (In some cases, 
the applicant will have held the area meeting prior to 
preparation of these documents.)  
 

¶ Establish a means of communicating with members of the 
community who wish to receive on -going information and 
materials about the project. This shall be done by creating a 
list of the names and addresses of community members who 
wish to receive this inform ation and shall include their contact 
information, preferably their email addresses. The list shall be 
ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ /ƛǘȅΩǎ Case Planner  and be incorporated into 
the minutes of the meeting.  
 

The goal of this meeting is to accomplish a worthwhile 
exchange between the applicant and the community wherein 
the applicant shares information on the project and the 
community provides comments on how the proposed project 
will impact their community. Thi s is the time, before detailed 
design is undertaken, to consider changes  and improvements to 
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the project that will be responsive to  community concerns and 
hopefully serve to better integrate the project  within the 
community and the City.  

 
The applicant is required to provide minutes of  the pre -

application area meeting. The minutes must be taken by an 
ƻōƧŜŎǘƛǾŜ ƻǳǘǎƛŘŜ ǎƻǳǊŎŜ ǇǊƻǾƛŘŜŘ ŀǘ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ŜȄǇŜƴǎŜΦ ¢ƘŜ 
minutes shall include a list of concerns raised by  members of the 
community and the list of citizens who wish to receive further 
information about the project. Citizens are strongly urged to 
ǎǳōƳƛǘ ǎǇŜŎƛŦƛŎ ŎƻƴŎŜǊƴǎ ƛƴ ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ /ƛǘȅΩǎ Case Planner. If  
community members find discrepancies in the minutes,  then 
ǘƘŜǎŜ ǎƘƻǳƭŘ ōŜ ǊŜǇƻǊǘŜŘ ƛƴ ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ /ƛǘȅΩǎ Case Planner  
prior to the DRC meeting, who will advise the applicant and  
include these in the DRC discussion of community concerns.   
 

An on -going dialogue with the community subsequent to the 
Pre -Application Area Meeting may be helpful to both the 
applicant and the community. Such a dialogue may serve to 
reach a common understanding among stakeholders early and 
potentially achieve joint support for the project. When preparing 
detailed site plans for the formal application, the applicant 
should consider incorporating comments or addressing  
concerns voiced at the Area Meeting. Appendix G outlines Area 
Meeting guidelines.  

 
It is extremely important that the project applicant share 

information with the  community and provide that information in 
a timely fashion. Therefore , applicants are expected to respond to 
information requests from residents as expeditiously as  possible 
and  agree to share information as the project progresses and 
modifications are made. As updated information is presented to 
the City, it is expected that such updated information (including 
site plans and oversized drawings) will also be provided by the 
appl icant to interested residents in a manner consistent with 
agreed -upon protocols established during the pre -application 
area meeting.  

 
Prior to conducting the pre -application meeting with the 

Development Review Committee (see below) , the applicant 

 
 
 
 
 
 



Chapter 3 : Highlights of the Development Review Process  

 
 

Page  18 
 

must file with CPDS affidavits confirming the noti ce2 (and  the 
conduct) of the Pre -application Area Meeting and affirming that 
the minutes of the meeting were taken by an objective, outside 
source,  a map of the area notified, the mailing list,  digital  copies 
of any handouts or materials presented at the meeting, a list of 
attendees and the minutes of the meeting. See code references 
and flowcharts in this document for timing of these materials 
and Appendix L for the affidavit form . 

 
Pre -application Meeting with the Development Review 

Committee (DRC). A Pre -application Meeting with the DRC  is 
required for certain applications (Level 1 and 2 Site Plans, Project 
Plans, and Special Exceptions) and encouraged for others. Upon 
completion of the pre -application area meeting, and submittal of 
the required area meeting materials, staff assigns the meeting 
date when the application is accepted. The Case Planner  
assigned to the case will contact the applicant to introduce 
him/herself and to confi rm a specific time for the meeting. This 
lead -time is provided so staff can review the materials submitted 
and come to the meeting prepared with questions or comments 
for the applicant.  
  

The Pre -application DRC Meeting is normally scheduled for 
one hour  and may be conducted online  virtually or  at City Hall. 
The Development Services Manager or designee  chairs the 
meeting,  and the assigned Case Planner outlines the case. DRC 
members from various departments and specialties including 
planners, engineers, foresters and others that may be involved in  
the  application review  process  attend. At the DRC meeting, 
concerns raised by the community will be identified, as recorded 
in the minutes of the Pre -application Area Meet ing. Specific 
concerns  ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ǎǳōƳƛǘǘŜŘ ƛƴ ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ /ƛǘȅΩǎ Case 
Planner, and that are under the purview of the DRC review, will 
be discussed. The staff and the applicant will work together to 
identify the process and proposed schedule which includes all  
components of the development review process (i.e. 
applications, reviews, hearings) and the projected timing. This 

 
 
 
2 References : Zoning Ordinance Sections 25.05.03 and 25.07.03; 

Sample Letter of Notification, Appendix I  
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meeting also serves as the Comprehensive Transportation 
Review (CTR) scoping meeting 3. 

 
Coordination with Other Applications.  Some development 

proposals may require more than one type of application. For 
example, certain uses in the Zoning Ordinance Land Use Tables 
require a Special Exception application to ensure that the use is 
compatible with the surrounding area. Following a pproval, 
Special Exceptions involving site development or redevelopment 
proceed to a Site Plan Level 2 application to review the site 
design and building mass and placement. If a development lies 
within a historic  dist rict, a Certificate of Approval will be required 
for review by the Historic District Commission (HDC). If a 
development proposes demolition of an existing structure not in 
a historic district, it will first be reviewed for possible historic 
significance. O ther types of applications may also be required for 
one development, depending on the proposed  land use, the 
scope, or other characteristics of the proposed project. Refer to 
the Zoning Ordinance and seek assistance from CPDS to assess 
the need for multipl e applications for a given project.  

 
With the exception of HDC decisions on demolitions, 

simultaneous processing of applications is generally allowed but 
ƛǎ ŀǘ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƻǿƴ ǊƛǎƪΦ ¢Ƙƛǎ ŎŀǾŜŀǘ ŜȄƛǎǘǎ ōŜŎŀǳǎŜ ǊŜǾƛŜǿǎ 
may overlap to save time but may create extra expense and time  
for the applicant later, if plan revisions are necessary. For 
example, an applicant may want to defer the expense of a 
detailed site plan until the Board of Appeals decides that the 
Special Exception use can be approved. At the Pre -Application  
Area Meeting the appl icant shall inform the community of the 
process that will be followed and the sequence of events. If more 
than one application is required (e.g. Special Exception,  Map 
Amendment or Historic District Commission) then the applicant 
must identify these events and provide  an estimated schedule 
for each event (e.g. applications, reviews and hearings).  

 
Although not mandatory, it is suggested that a simultaneous 

review be requested at the Pre -application Meeting. For projects 
with multiple applications, the applicant should also consult with 

 
 
 
3 References: Zoning Ordinance, Section 25.07.02; CTR Scoping 

Intake Form ς Appendix F 
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DPW  (Department of Public Works)  regarding the required  
number and type of Stormwater Management Concept reviews 
and approvals.  

 
Adequate Public Facilities Ordinance (APFO).  Any 

ŘŜǾŜƭƻǇƳŜƴǘ ƻǊ ǊŜŘŜǾŜƭƻǇƳŜƴǘ Ƴǳǎǘ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ /ƛǘȅΩǎ 
Adequate Public Facilities Standards as set forth in Article 20  of 
the Zoning Ordinance 4. These standards were adopted to ensure 
that necessary public facilities would be available to serve new 
development  or redevelopment. The public facilities and services 
to be examined for adequacy are : 

 

¶ Roads  and transportation  
¶ W ater and sewer service  

¶ Schools  
 
Adequate Public Facilities Submission Statements and 

supporting supplemental material must be included as part of 
the application materials for a development proposal.  

 
Waiver Provisions . Certain classes of uses are deemed to have 

little or no  impact on public facilities. Section I.C of the Adequate 
Public Facilities Standards should be consulted for those uses 
where the approving authority may waive full compliance. For 
example, accessory apartments, places of worship and senior 
housing may be granted a waiver.  

 
Pre -Application Stormwater Management (SWM) Concept 

Approval. 5 The Pre -application SWM Concept is the first approval 
ƛƴ ǘƘŜ /ƛǘȅΩǎ three -stage  SWM  process. A Pre -Application  SWM 
Concept for the project will be reviewed during the Pre -
Application  tƘŀǎŜΦ Lƴ ŀǇǇǊƻǾƛƴƎ ǘƘŜ /ƻƴŎŜǇǘ 5t²Ωǎ 9ƴƎƛƴŜŜǊƛƴƎ 
5ƛǾƛǎƛƻƴ ǿƛƭƭ ƳŀƪŜ ǘƘŜ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ŎƻƳǇƭƛŀƴŎŜ 
with the requirement to provide Environmental Site Design to 
the Maximum Extent Practicable (ESD to the MEP). 
Requirements for drainage and safe conveyance studies will also 
be determined with this approval, although the studies will be 

 
 
 
4 References: Zoning Ordinance, Article 20; Adequate Public Facilities 

Standards  
5 References: Chapter 19 of the Rockville City Code, Sediment Control 

and Stormwater Management, Article IV; Zoning Ordinance, Article 7  
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required at a later stage. The Pre -application SWM Concept must 
be approved prior to submission of Site Plan Applications . 

 
Natural Resources Inventory/Forest Stand Delineation 

(NRI/FSD) and Preliminary Forest Conservation Plan (PFCP) 
Approval. 6 A Natural Resources Inventory/Forest Stand 
Delineation encompassing the entire tract proposed for 
development is required to be prepared and approved by the 
Forest Conservation Planner in advance of submitting an 
application. The NRI/FSD serves as the basis for the Preliminary 
and Final Forest Conservation Plans. The  Forest Conservation 
Planner must approve, disapprove or request additional 
information within 30 days of submission of the NRI/FSD. A 
Preliminary FCP for the project will be reviewed , if required,  
during the Pre -Application  Phase. The Preliminary FCP will be 
used to determine how the project will comply with the forest 
conservation, significant tre e replacement and minimum tree 
cover requirements. The Preliminary FCP must be approved prior 
to submission of the Application. The  Forest Conservation 
Planner must approve, disapprove or request additional 
information within 45 days of submission of the Pre liminary  FCP. 

Application Phase  

Application Materials and Fees.  All development applications 
(except the one s noted below) are submitted to CPDS. 
Annexation, Street Closing and Abandonment applications must 
be filed in duplicate, with attachments, to CPDS and the  City 
/ƭŜǊƪΩǎ hŦŦƛŎŜΦ !ǇǇƭƛŎŀǘƛƻƴ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀǊŜ ǎǳƳƳŀǊƛȊŜŘ ƻƴ ǘƘŜ 
application form s, on the online application portal  and detailed 
in the Zoning Ordinance.  All are available online on  ǘƘŜ /ƛǘȅΩǎ 
Web site: www.rockvillemd.gov.  The application process for each 
application type is summarized on the flowcharts in Chapter 5.  

 
To be accepted by CPDS intake staff, the submittal must 

include a complete  application and checklist, required fees, 
required companion studies (NRI/FSD, Pre or Final FCP, CTR, 
SC/SWM studies), required supporting documents (minutes 

 
 
 
6 References: Chapter 10.5 of the Rockville City Code  
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from the pre -application area meeting) and the required site 
plans. All submission materials and documents must be 
submitted in pdf electronic format  via the  online application 
portal . 

 
Within three  working days of submission, staff  reviews the 

applications for completeness and determines if the content is 
sufficient for acceptance. If accepted, staff  will send a letter 
verifying acceptance, identifying the Case Planner assigned , and 
the review process begins. If the application materials are found 
to be incomplete or insufficient for review, staff  will return  all 
materials to the applicant , explaining the deficiencies.  

 
On acceptance, the Case Planner routes  the application 

materials to the DRC and any outside agencies that need to 
review the application. Depending on the type of application, the 
DRC will  review the materials and prepare written comments.  
The  Application Target Review Timeframes  document shows 
the estimated timeframes for the review of various Development 
Applications.  The Case Planner is the primary point of contact 
between the applicant and City staff and acts as a resource for 
the applicant regarding processing and most substantive issues. 
The Case Planner also schedules all meetings (except Area 
Meetings) including those before the applicable Approving 
Authority. Additional information on the DRC process is included 
beginning on page 11 of this manual . 

 
In addition, the Case Planner  evaluates the development 

proposal for compliance with the Zoning Ordinance, 
Comprehensive Master Plan and other adopted plans  that are 
relevant to the subject property. The Case Planner prepares a 
staff report with recommendations that consolidate final 
comments and conditions from the DRC participants. This report 
is forwarded to the Approving Authority for its consideration at 
public meetings. This process is discussed in more detail in the 
Decision Phase section of this manual.  

 
Notification Sign.  Most applications require the posting of a 

sign on the subject property. Requirements, including where to 
place the sign, are found in S ubs ection  25.05.03.d  of the Zoning 
Ordinance. Signs are provided by the City and must be posted by 
ǘƘŜ ŀǇǇƭƛŎŀƴǘ ǿƛǘƘƛƴ ŦƛǾŜ Řŀȅǎ ƻŦ ǊŜŎŜƛǇǘΦ Lǘ ƛǎ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ 
responsibility to keep the sign up to date if public meeting dates 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The City  (CPDS) 
provides written 
notice for 
Administrative 
Adjustments, 
Sectional Map 
Amendments, 
Text 
Amendments , 
Historic District 
cases  and 
Variances.  
 
Written notice for 
all other  
applications is 
provided by the 
applicant.  

https://www.rockvillemd.gov/wp-content/uploads/2026/03/CPDS-Application-Review-Timeframes_202503181311405824.pdf
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change. On the day of every public meeting or hearing by an 
Approving Authority, the applicant must submit an affidavit to 
the Case Planner certifying that the sign has been posted and 
maintained in accordance with Zoning Ordinance requirements. 
A copy of the affidavit is provided in Appendix M.  

 
Post -application Area Meeting, Notice and Follow Up.  Most 

applications require the applicant to meet with the surrounding 
community after submittal. This meeting is called the Post -
application Area Meeting. Chapter 5 of  this manual illustrate the 
types of applications that require an Area Meeting. In addition, 
the applicant must provide (except for those application types 
noted below) written public notice, mailed via first class mail, at 
least two weeks prior to the mee ting. The notification area is 
outlin ed in the Zoning Ordinance and is the same as for Pre -
application Meetings. For Special Exceptions, the notification 
areas are the same as the corresponding site plan level based on 
the total points earned on the PIPS table.  

 
A sample notification letter is supplied in Appendix I. 

Requirements for notifying property owners, tenants, 
homeowners  and civic associations are specified in Section s 
25.05.03 and 25.07.03  of the Zoning Ordinance, as well as Chapter 
4 of this manual. Special attention should be paid to these 
requirements so applications will not be unduly delayed.  

 
The purpose of the Post -application Area Meeting is to notify 

the community that  the application has been filed, give details of 
the proposed project, provide the date of the DRC meeting, 
outline the application process and anticipated timing, and 
solicit comments. In specific, the applicant shall;  
 

¶ Share all pertinent information (e.g. site location, site plans, 
elevation drawings of buildings, forest conservation plans, 
landscape plans, traffic analyses, etc.) that were submitted as 
part of the application.  

¶ Make all application materials available to members of the 
community as requested  

¶ Present the expected process and events (e.g. applications, 
reviews, hearings) and provide a tentative schedule for them. 
The goal is to achieve a schedule that is fair to the applicant 
and to the community.  

¶ Address the Adequate Public Facilities Ordinance  
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¶ Address the Natural Resources Inventory/Forest Delineation 
Approval  

¶ Address the Pre -application Stormwater Management 
Concept Approval  

¶ Update the list of community members who wish to receive 
on -going information about the project (See paragraph on 
Pre -application Area Meeting above for more information on 
this list.)  

 
The goal of this meeting is to fully educate the community 

about the scope and breadth of the application. The applicant is 
required to provide minutes of the post -application area 
meeting. The minutes must be taken by an objective outside 
source provided ŀǘ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ŜȄǇŜƴǎŜΦ ¢ƘŜ ƳƛƴǳǘŜǎ ǎƘŀƭƭ 
include a list of concerns raised by members of the community 
and the list of citizens who wish to receive further information 
about the project. Citizens are strongly urged to submit specific 
concerns in writi ng to the /ƛǘȅΩǎ Case Planner. If community  
members find discrepancies in the minutes,  then these should 
be reported in writing to the /ƛǘȅΩǎ Case Planner  prior  to  the DRC 
meeting, who will advise the applicant and include these in the 
DRC discussion of community concerns.  

 
It is extremely important that the project applicant share 

information with the community and provide that information in 
a timely fashion. Therefore,  applicants are expected to respond to 
information requests from residents as expeditiously as possible 
and  agree to share information as the project progresses and 
modifications are made.  

 
The Case Planner  assigned to the case will attend the Post -

application Area Meeting to address any process questions that 
may arise and to make any clarifications of information provided 
that may serve to better inform the public about the project.  
Appendix G outlines Area Meeting guidelines. Additional advice 
may be obtained from the Case Planner . 

 
During this stage of the process, the applicant must file with 

CPDS affidavits  confirming the notice (and holding) of the Post -
application Area Meeting and affirming that the minutes from 
the meeting were prepared by an objective, outside source, a 
map of the area noticed, the mailing list and digital copies of any 
handouts or materials presented at the meeting. See code 
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references 7 and flowcharts for exact timing of these materials 
and Appendix J for the affidavit forms.  

 
Briefings to Mayor and Council and Planning Commission.  

Project Plan applications require briefings on the application at 
both a Mayor and Council meeting and a Planning Commission 
meeting early in the application process. The purpose of the 
briefings is to inform officials about those larger scale 
application s that are being processed. The applicant is expected 
to make a presentation at each of these meetings of no more 
than 10 minutes to give an overview of the proposed project and 
the schedule that they have laid out for completing  review and 
approval of the  project. The applicant must also notify the 
community  via written mail, at least two weeks in advance, and 
provide an affidavit per the sample in Appendix J. 

 
Development Review Committee (DRC).  Meeting with the 

DRC is a key component of the application review process. The 
DRC is composed of professionals and specialists from several 
City departments who review development applications for 
compliance with City codes and policies.  

 
The City Manager establishes the  Development Review 

Committee, comprised of members of City staff with expertise in 
planning, zoning, forestry, transportation, stormwater 
management, and recreation and park facilities, as well as 
representatives from other public agencies and utilities i nvolved 
in the review of development applications within the City of 
Rockville.  

 
The Development Review Committee meets  regularly to 

review development applications for compliance with applicable 
codes and regulations and  provide comments to applicants.  
Development Review Committee meetings are led by a member 
of City staff. The City posts  the date, time, location, and agenda of 
all meetings of the Development Review Committee on the City 
of Rockville website.  

 

 
 
 
7 References: Zoning Ordinance Section 25.07.02  
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The meetings of the DRC  with the applicant  are open to the 
public, although no public testimony or participation is allowed 
during the meeting.  

 
More information about the DRC  is available on the website .  

In certain instances, outside agencies will be invited to 
participate in  utility or county or state road issues.  

 
The DRC will review each development proposal during the 

pre -application phase and again during the application phase. 
During the pre -application phase, one applicant DRC meeting is 
conducted. A DRC staff -only meeting will only be held in the 
most complex cases. During the application phase, DRC review is 
a two -part process: one meeting of DRC staff only and a second 
meeting with the DRC and the applicant.  The applicant DRC 
meeting usually occurs one week after the staff DRC meeting on 
Thursdays : 

 

¶ The purpose of the staff DRC meeting is to coordinate 
questions and comments and reduce overlap of 
regulations.  

¶ The purpose of the applicant DRC  meeting is to allow an 
opportunity to identify concerns, ask for clarification, and 
discuss possible alternative designs or conditions.  
 

Additional DRC meetings may be held if necessary or for 
revisions to applications.  The applicant will utilize the list of 
community members identified in the list contained in the 
minutes of the Area Meetings to notify community members of 
and any changes to the process and schedule.  

 
Scheduling . The DRC generally meets every Thursday  virtually or 
Hybrid  at City Hall. One hour is typically allotted per application. 
Staff will assign the applicant a DRC meeting date and time on 
acceptance of an application or pre -application. The DRC 
meeting should take place  after the Area Meeting has been 
conducted , and minutes of the meeting have been submitted to 
City staff and  members of the community. The minutes should 
be submitted seven days prior to the  DRC meeting to allow 
sufficient time for City staff to review comments provided by the 
community. If the schedule for the appropriate Thursday is full, 
staff will assign the next available Thursday.  

 

 
 

Members of the 
public are 
welcome to 
attend and 
observe  meetings 
of the DRC  with 
project 
Applicants.  

https://www.rockvillemd.gov/944/Development-Review-Committee
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Communication . The Case Planner is the liaison between the 
applicant and the DRC for processing and many other 
substantive issues. The applicant should  feel free to contact other 
appropriate DRC members to discuss technical issues or 
ǉǳŜǎǘƛƻƴǎΦ /ƻƳƳǳƴƛǘȅ ƳŜƳōŜǊǎ Ƴŀȅ ŎƘŜŎƪ ǘƘŜ /ƛǘȅΩǎ ǿŜōǎƛǘŜ 
for the DRC meeting date or  contact the Case Planner. They may 
also contact the Case Planner  for a copy of the preliminary 
written comments from the staff DRC meeting.  

 
Agenda . The applicant DRC Meeting is chaired by the 
Development Services Manager or designee . The applicant will 
have an opportunity to ask questions or give a brief overview of 
changes made since pre -application. Then each department 
provides an overview of the comments provided to the applicant 
prior to the DRC meeting . A digital copy of these written 
comments will be provided to the applicant in advance of  the 
DRC meeting.  
 
Application Review.  Applications are reviewed by staff in the 
following areas:  

¶ Planning and Zoning (CPDS)  

¶ Traffic and Transportation (DPW)  
¶ Forestry (CPDS) 

¶ Recreation and Parks  

¶ /ƛǘȅ aŀƴŀƎŜǊΩǎ hŦŦƛŎŜ ό!Lt5Σ /ahύ 
¶ Fire Marshall (CPDS)  

¶ Historic Preservation (CPDS)  
¶ Comprehensive  Planning (CPDS)  

¶ Environmental Management (DPW)  

¶ Sign Review (CPDS)  
¶ Outside Agencies  

 
Planning and Zoning (CPDS)  
 

The Case Planner is the primary contact for the applicant, 
coordinates all DRC review comments, and generally reviews 
an application submittal for:  

 

¶ Whether the application materials are sufficient for 
review;  

¶ Compliance with the Zoning Ordinance (i.e. use, setbacks, 
bulk requirements and site development requirements 
such as parking, landscaping and signage) and all 

  
 

The Case  Planner 
is the primary  
point of contact 
for project 
information.  
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applicable regulations, including required findings of the 
Zoning Ordinance that will be used by the Boards  and/or 
Commissions in assessing the application (e.g. impact on 
character of the neighborhood);  

¶ Compliance with the City Master Plan including relevant 
Neighborhood Plan;  

¶ Location in or adjacent a Historic District or National 
Register Property;  

¶ On -site circulation, as well as site vehicular and 
pedestrian access;  

¶ Compliance with the Adequate Public Facilities 
Ordinance (APFO); and  

¶ Compliance of building architecture with urban design 
standards, such as compatibility with surrounding 
properties and neighborhood character, as outlined in 
the Zoning Ordinance or Master Plan.  

 
Response to Community Concerns  
 

If area residents would like to express specific concerns 
to staff about a particular project, it Ωǎ recommended they 
ǎǳōƳƛǘ ǘƘƻǎŜ ŎƻƴŎŜǊƴǎ ƛƴ ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ /ƛǘȅΩǎ Case Planner. 
Specific concerns that have been submitted to the  Case 
PƭŀƴƴŜǊΣ ŀƴŘ ǘƘŀǘ ŀǊŜ ǳƴŘŜǊ ǘƘŜ ǇǳǊǾƛŜǿ ƻŦ ǘƘŜ 5w/Ωǎ ǊŜǾƛŜǿΣ 
will be discussed by the DRC.  

 
Department of Public Works (DPW)  

 
DPW is the primary contact for several development issues:  
 

¶ Stormwater Management (SWM), safe conveyance and 
drainage for conformance with Chapter 19 of the City 
Code including review of Pre - application and 
Development SWM Concepts . 

¶ Water and wastewater infrastructure for conformance 
with the Adequate Public Facilities Ordinance (APFO) 
Note: Certain areas of the City receive water and 
wastewater service from the Washington Suburban 
Sanitary Commission (WSSC.) In these instances,  the 
applicant must obtain the necessary WSSC approvals.  

¶ Conformance with Chapter 21 of the City Code, Streets 
and Public Improvements.  
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The Engineering Division of DPW also reviews some 
ŜƭŜƳŜƴǘǎ ƻŦ ǘƘŜ bwLΩǎ ǘƻ ŜƴǎǳǊŜ ǎǳǎǘŀƛƴŀōƛƭƛǘȅ ŀƴŘ ŎƻƳǇƭƛŀƴŎŜ 
ǿƛǘƘ ǘƘŜ /ƛǘȅΩǎ ŜƴǾƛǊƻƴƳŜƴǘŀƭ ƎǳƛŘŜƭƛƴŜǎΣ ƛƴŎƭǳŘƛƴƎ ŦƭƻƻŘǇƭŀƛƴǎΣ 
dam breach/danger reach, topography and other relevant 
regulations and policies  as needed.  

 
Traffic and Transportation (DPW)  
 

The Traffic and Transportation Division of the Department of 
Public Works reviews development applications using the 
Comprehensive Transportation Review (CTR) methodology. 
The division also reviews and approves road modifications, 
traffic controls and stre et lighting plans.  

 
The CTR process delineates detailed steps that must be 

performed with each new development application to 
measure the transportation impacts and mitigate such 
impacts as warranted. All new developments must adhere to 
CTR standards, except for  subdivision plans containing fewer 
than 10 single -family residential lots and minor changes to 
existing properties. The CTR requires applicants to submit a 
Transportation Report as follows:  

 

¶ Applicants whose developments generate fewer than 30 
ǘǊƛǇǎ Ƴǳǎǘ ǇǊŜǇŀǊŜ ŀƴ άLƴƛǘƛŀƭέ ¢ǊŀƴǎǇƻǊǘŀǘƛƻƴ wŜǇƻǊǘ ǘƘŀǘ 
analyzes existing traffic conditions, on -site access and 
circulation, and opportunities for mitigation.  

¶ Applicants whose developments generate 30 or more 
ǘǊƛǇǎ Ƴǳǎǘ ǇǊŜǇŀǊŜ ŀ ά5ŜǘŀƛƭŜŘέ ¢ǊŀƴǎǇƻǊǘŀǘƛƻƴ wŜǇƻǊǘ 
that includes additional off -site auto and non - auto 
analyses.  

 
For the full CTR process please contact the Traffic and 

Transportation Division at 240 -314-урлл ƻǊ Ǿƛǎƛǘ ǘƘŜ /ƛǘȅΩǎ 
website.  

 
Traffic and Transportation Division staff also provide support 

ǘƻ ǘƘŜ /ƛǘȅΩǎ Transportation and Mobility  Commission, which 
has an advisory role in related matters. This Commission may 
make its own recommendation to the Approving Authority, as 
provided in the CTR process.  

 
Forestry ( CPDS ) 

 




































































































































































































