
City of Dover Permit and Inspections Process:  Application to Signed, Stamped Plan to CO
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Customer-Focused Process
Document for education purposes only and subject to change.
Filename:  2021.03.23-LEANWorkflow-AppllicatintoStampedPlantoCO.vsdx

Ensure public safety throughout process.
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Pre Construction 
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Start Site 
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Complete 
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Submit 
Completed 

Master Permit 
Application

Complete 
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& Bill Monthly

Permit 
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CO Issued

This page offers a high-level overview of the application, permit 
and inspections process.  The following pages offer greater detail.
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Planning Board MtgTRC Meeting

Submits 
Application

Staff Review 
Application

Decision.  
More Info 
Needed?

Revise and Submit 
Application

No
Yes

Determine Fees

Set TRC Agenda & 
Invite Members.

Plans Distributed 
to TRC for Review

Review Plan & Provide 
Comments to Planning

Review Plan & Provide 
Comments to Planning

Review Plan & Provide 
Comments to Planning

Payment of 
Application Fees

Attend Techical Review 
Cmte (TRC)Meeting

Attend Techical Review 
Cmte (TRC)Meeting

Attend Techical Review 
Cmte (TRC)Meeting

Attend Techical Review 
Cmte (TRC)Meeting

Draft Minutes.  
Distribute to 

Customer and TRC

Public & Abutter’s 
Notices

Distribute Plans to 
Planning Board

Prepare Memo to 
Planning Board

Notice of 
Decision to 
Applicant

Planning Board 
(PB) Meeting

Planning Board 
Meeting

Planning Board 
Meeting

Planning Board 
Meeting

Meet Conditions 
and Submit 
Final Plan

Approved.

No

Final Plans 
Distributed for 

Review

Review & 
Approve Final 

Plans

Review & 
Approve Final 

Plans

Review & 
Approve Final 

Plans

Confirm All 
Conditions are Met 
(Asst City Planner)

Yes

Yes

Yes

Notify Applicant Plan 
is Signed, Stamped.

Plan is Signed, 
Stamped.

Current - Application to Stamped Plan
Document for education purposes only and subject to change.
Filename:  2021.03.23-LEANWorkflow-AppllicatintoStampedPlantoCO.vsdx

Supplement website with better information and 
information to guide customer expectations.  

Workflow, response times, when to expect contact.  
(Note: Engineering CO inspections 2 days per week.)

NOD in 
Document 

Archive
TRC Meeting results, discussion generates rework to be 
completed by application.  Rarely loops to 2nd TRC.  Engineers 
make the revisions, applicant provides hard copy to Planning.    
(TRC also issues minutes, however Bldg Official notes on initial 
plan better historical data.)  
Perfect world:  TRC => Rework of Plans =>  All Depts review 
Rework prior to Planning Board Meeting
Often:  If someone has not reviewed, PB grants conditional 
approval.
PB notes will affect CO Issuance.

Ensure public safety throughout process.



Future - Stamped Plan to Site Work to Building Permit App
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City of Dover Permit and Inspections Process:  Signed, Stamped Plan to Certificate of Occupancy,  Part 1 of 2
In

sp
ec

ti
on

 
Se

rv
ic

es
En

gi
n

ee
ri

ng
P

la
n

n
in

g
P

o
lic

e
C

u
st

o
m

e
r

IT
Fi

na
n

ce

Pre Construction 
Meeting

Email Notification to internal staff 
to Schedule Pre-Con + Get Plans 

from Document Archive

Scan Signed, Full-Sized, 
Stamped Plans into 
Document Archive

Schedule Pre-Con w/ Building 
Official via Outlook

Enter Street 
& Building as 
Proposed in 

GIS.

Updated 
Proposed Data 

provided to public 
safety, mapping 

apps.

Email 
Notification 
to internal 

staff. 

Complete Pre-Con 
Requirements

Pre-Con 
Requirements 
Completed?

City Street?Yes

Pay Erosion 
Control Surety

Pay Erosion Control & 
Road Construction Surety

No

Yes

Start Site 
Construction

No

Submit Completed 
Master Permit 

Application

    Guided Permit Application Process.  
    Stored in Shared, Transparent location.

Permit 
Application 
Complete?

No

Submit Completed Sub-
Permit Applications 

Permit 
Application 
Complete?

No

Building Official Reviews Site 
Plan & Construction Plans w 

Permit Applications

Building Official Assigns Address
Emails: PropertyInformationUpdates

A Master “Building” Permit must 
only be filed (not approved) to pull 
(submit) sub-permits

No Demo permit 
issued until Pre-Con.

Attend 
Pre-Con

Attend 
Pre-Con

Attend 
Pre-Con

Attend 
Pre-Con

Attend 
Pre-Con

Online permit application and 
signatures by Applicant / Owner
Accept CC payments

 Independently and concurrently move the process along.
 Staff can red flag permit, process at any time.

Primary causes are failed review/inspection or non-payment.
 Automated notification based on workflows, stop, milestones.

Add more to Pre-Con:
1. Schedule of fee payments

Planning
Engineering rate
Insp Services rate

2. Provide Applicable Permits and receive payment
Driveway
Security Alarm Permit

Applicant Signs This Document

Change ordinance as builder may not 
know tenants.  Tenant type 

determines need for security alarm. 
Ordinance 58, Alarms & Security.

Is there a method to sign, stamp 
electronic copy of plan?
Check w licensing boards.  Planning 
Board statute or Dover ordinance 
does not specifically address.  For 
Planning review.

Complete 
Field Inspection 
& Bill Monthly

W/S Billing calculates 
Investment Fees using:
1.  Permit application
2.  Plans
3.  Existing info from 
Assessing (PRC)

Pay Investment 
Fees at 

Connection

Planning calculates 
Impact Fees. (Earlier)

Minimize follow up calls bet Insp 
Svcs and W/S Billing.  Fee change 

based on revision, site inspection?

Schedule of 
Fees 

Education

Field site inspections completed on mobile 
device.  Mobile device will provide:  
 Customer's contact information 

including person's role (owner, builder, 
etc) e-mail, phone #.  

 City codes.
 Electronic plan markup.



Future - Building Permit App to CO
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City of Dover Permit and Inspections Process:  Signed, Stamped Plan to Certificate of Occupancy,  Part 2 of 2
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Final Billing

Ongoing Inspections

CO Issued

Review / 
Approve Site 

Plan Revisions?

Building Official Reviews Site 
Plan & Construction Plans w 

Permit Applications

Inspectors Review & Provide 
Feedback on Construction 
Plan & Permit Applications

Building Official 
Provides 

Construction Plan 
Feedback to Owner 

and GC

Require 
Construction (Site/

Building) Plan 
Revisions? Complete All Plan 

Revisions

Yes

Review / Approve 
Construction Plan 

Revisions?

No

Pay Permit Fees

Permit 
Issued

Zoning Administrator 
Reviews Footing / 

Setbacks

Submit Footing 
Certification

Review / Approve 
Footing 

Certification?

Zoning 
Administrator 

ensures Footing 
Certification agrees 

with proposed.

Request Inspections
via online schedule

GIS Updates Building 
Footprint, Address Location.

Yes

Complete 
Field Inspection 
& Bill Monthly

Complete 
Field Inspection 
& Bill Monthly

Complete 
Field Inspection 
& Bill Monthly

Pay Fees

Review,  Update as 
needed and Invoice 

Impact Fees

Review,  Update as 
needed, and Invoice 

Investment Fees

Write Estimate and 
Invoice Surety Fees

Surety 
Required?

Write Punch 
List

Final Inspection

Request Final Insp
via online schedule

Complete 
Final Inspection

Complete 
Final Inspection

Complete 
Final Inspection

Complete 
Final Inspection

Fail

Pass

“Green Sheet” 
online

Pass

Question:  Is it possible to create invoices for 
these fees (surety, investment, impact) in AR 
system/online app with 0 interest?
Finance Answer:  0 interest invoice does not 
fit NET30 policy.

Planning should have a 
CO final inspection, if 
PB required items 
prior to CO.

Plan review to applicant.  Educating 
user on information needed r/t app 
revisions

*Run report, # Open Permits.
Search for all Open, Aging Permits.When providing 
report to Assessing, also trend reports for Bldg Official.  

When starting inspections, tablet with 
customer's contact information including 
person's role (owner, builder, etc) e-mail, 
phone #.  City codes also on the tablet.

Schedule with 
Engineering for CO?Plan & permit version control which 

carries prior markups forward for easy 
review / comparison.

Field site inspections completed on mobile 
device.  Mobile device will provide:  
 Customer's contact information 

including person's role (owner, builder, 
etc) e-mail, phone #.  

 City codes.
 Electronic plan markup.

Permit Fees 
Calculated?

Subdivision? No

Invoice Site Work 
Unfinished Items 

Surety

Yes

Verify All Final 
Insp Passed, 

Impact Fees Paid
Monthly Reports to 

Assessing & Metrics*

Review 
Sheet(s) 
online

W/S Billing updates 
Investment Fees using:
1.  Revised Permit application
2.  Revised Plans

Pay Revised 
Investment Fees 

at Connection

Payment completed prior to 
meter installation and CO.

Review Most 
Current Plan 

Documents for 
Completeness, 

Accuracy

Complete 
Field Inspection 
& Bill Monthly

http://cityweb/reporting/_layouts/15/start.aspx#/Lists/metrics/Department.aspx
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