Plan Submittal Completeness Checklist

Name of Government(s):_______________________________________________________________________
RC:_________________________________ Submittal Type:________________________________________
Date Submittal Received from Government: _____________ Completeness Certification Date: _______________
Instructions: This checklist was developed by DCA to aid RC staff in determining if a plan submittal contains the minimum components necessary to initiate regional and state review.  While the presence of all required components will typically merit Completeness Certification by the RDC and the initiation of regional and state review, this certification does not constitute a final determination that a submittal has adequately addressed required components of the Local Planning Requirements [DCA Rules 110-12-1].  If, upon examination of any submittal, the Department finds it to be incomplete or to inadequately address the Local Planning Requirements, it will require revisions and resubmittal for regional and state review. 
Please use the section of the checklist below that corresponds to the submittal type you’ve received. Mark the boxes and enter the page number(s) as appropriate to indicate that a required item has been included and where it can be found.   If an item is missing, enter NO. An answer of NO for any of the items indicates that the plan is not complete and must be revised and resubmitted by the local government. 
	No or Pg#
	Required Item 

	COMMUNITY PARTICIPATION PROGRAM

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	Identification of Stakeholders

· Comprehensive listing

	
	Identification of Participation Techniques

· Broad range of techniques identified

	
	Schedule for Completion of the Community Agenda

· User-friendly for citizens (clearly identifies participation events, when and where)

	
	Participation Events at Appropriate Point in Planning Process

· All events to focus on development of the Community Agenda

· Few or No participation events during development of Community Assessment 

	COMMUNITY ASSESSMENT

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	Presented in Executive Summary Format 
· Uses separate Appendix for detailed data and information

	
	Identification of Potential Issues and Opportunities

	
	Preliminary List of Issues and Opportunities

	
	Analysis of Existing Development Patterns

	
	Existing Land Use Map
· Uses appropriate land use categories

	
	GIS or Other Allowable Map Data for Existing Land Use Map

· Follows mapping requirements found in Local Planning Requirements 110-12-1-07(3)

	
	Areas Requiring Special Attention

· Areas of significant natural or cultural resources

· Areas where rapid development or change of land uses is likely to occur

· Areas where the pace of development has outpaced, or may soon outpace the availability of community facilities and services, including transportation

· Areas in need of redevelopment and/or significant improvements to aesthetics or attractiveness

· Large abandoned structures or sites, including those that may be environmentally contaminated

· Areas with significant infill development opportunities

· Areas of significant disinvestment, levels of poverty, and/or unemployment

	
	Recommended Character Areas

· Readable and well-labeled map

· Covers entire jurisdiction

· Uses appropriate types of character areas

	
	Analysis of Consistency with Quality Community Objectives (QCOs)

	
	Assessment of Consistency with QCOs

· Appears to answer all "questions" in QCO assessment tool

	
	Supporting Analysis of Data and Information

	
	Analysis

· Data and information that is relevant to the community's list of issues and opportunities 

· Data and information that identifies significant trends in the community

· Employs 20-year time frame

	
	GIS or Other Allowable Map Data for Community Facilities

· Follows mapping requirements found in Local Planning Requirements 110-12-1-07(3)

	
	Statement whether or not "Environmental Planning Criteria" ordinances have been adopted

	
	Indication that action has been taken, or is underway, to update Service Delivery Strategy in conjunction with plan update

	COMMUNITY AGENDA

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	Presented in Concise, User-Friendly Format 
· Uses separate Appendix for detailed information, supplemental plans, etc.

	
	Community Vision

	
	Future Development Map
· Covers entire jurisdiction 

· Uses appropriate types of character areas

	
	GIS or Other Allowable Map Data for Future Development Map
· Follows mapping requirements found in Local Planning Requirements 110-12-1-07(3)  

	
	Defining Narrative (the following must be included FOR EACH character area)
· Written description or illustrations of types of development to be encouraged

· List of land uses or zoning categories to be allowed 
· List of Quality Community Objectives to be pursued 
· Identification of implementation measures 

	
	Community Issues and Opportunities

	
	Final List of Community Issues and Opportunities 

	
	Implementation Program 

	
	Short Term Work Program (covers 5 years and must include the following for each item:) 

· Brief description 

· Timeframe 

· Responsible Party 

· Estimated cost of implementation 

· Funding source if applicable

	
	Report of Accomplishments (must identify current status for each activity in the previous STWP by indicating one of the following for each activity:) 

· Has been completed 

· Is currently underway (including a projected completion date) 

· Has been postponed (with explanation) 

· Has not been accomplished (with explanation)

	
	Policies 

	SHORT TERM WORK PROGRAM UPDATE

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	New Short Term Work Program (covers 5 years and must include the following for each item:) 

· Brief description 

· Timeframe 

· Responsible Party 

· Estimated cost of implementation 

· Funding source if applicable

	
	Report of Accomplishments (must identify current status for each activity in the previous STWP by indicating one of the following for each activity:) 

· Has been completed 

· Is currently underway (including a projected completion date) 

· Has been postponed (with explanation) 

· Has not been accomplished (with explanation)

	PARTIAL PLAN UPDATE

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	Analysis of Community Development Patterns 

	
	Analysis of Consistency with Quality Community Objectives (QCOs)

· Appears to answer all "questions" in QCO assessment tool

	
	Analysis of Areas Requiring Special Attention

· Areas of significant natural or cultural resources

· Areas where rapid development or change of land uses is likely to occur

· Areas where the pace of development has outpaced, or may soon outpace the availability of community facilities and services, including transportation

· Areas in need of redevelopment and/or significant improvements to aesthetics or attractiveness

· Large abandoned structures or sites, including those that may be environmentally contaminated

· Areas with significant infill development opportunities

· Areas of significant disinvestment, levels of poverty, and/or unemployment

	
	Map of Areas Requiring Special Attention

	
	Identification of Issues and Opportunities 

	
	Updated Implementation Program 

	
	Short Term Work Program (covers 5 years and must include the following for each item:) 

· Brief description 

· Timeframe 

· Responsible Party 

· Estimated cost of implementation 

· Funding source if applicable

	
	Report of Accomplishments (must identify current status for each activity in the previous STWP by indicating one of the following for each activity:) 

· Has been completed 

· Is currently underway (including a projected completion date) 

· Has been postponed (with explanation) 

· Has not been accomplished (with explanation)

	
	Policies 

	CAPITAL IMPROVEMENT ELEMENT

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	Analysis of Existing Situation and Needs
· Inventory of existing service levels and variations within jurisdiction 

· Assessment of adequacy to meet current needs

	
	Identification of Service Areas
· Map and rationale included if more than one service area identified

	
	Identification of Service Levels
· For each service area 

· For each category of capital improvements to be financed through impact fees

	
	Identification of Needed Capital Improvements

· Covers 20 years

· For project to be undertaken within 5 years, appears to report STWP-like details on each project

	CIE ANNUAL UPDATE

	
	Transmittal Resolution that Confirms Required Public Hearings 

	
	Annual Financial Report  
· Broken out by service area

· Broken out by service category (water, sewer, transportation, etc.)

· Appears to report impact fees collected and expended during last fiscal year

	
	Updated Schedule of Improvements (planned capital projects to be funded with impact fees)
· Covers 5 years
· Brief description 

· Timeframe 

· Responsible Party 

· Estimated cost of implementation 

· Funding source if applicable








