
Applicant calls the Town 
Office or visits the Town 

website to find specific build-
ing regulations for subject 

lot. 

Applicant Develops 
Schematic Plans 

Does project increase any floor 
by 500 s.f. or more or involve 
the demolition of more than 

50% of a structure? 

No 

Yes 

Applicant develops final plans, includ-
ing water drainage plan (700+ s.f. in-

crease in impervious surface),  and tree 
protection plan (all),  and applies for  

Town permit. 

Applicant applies for and 
Town schedules a Pre-

PAC meeting 
(at least 10 days notice) 

 Pre-PAC meeting held 

Town begins permit review steps.  All can be done simultaneously. 

Tree Protection  
Review  

(all permits) 
 

See page 2 

Zoning Review 
(all permits) 

 
See Page 2 

Water Drainage 
Review 

(700+ square 
foot  

increase  in 
impervious  

surface) 
 

See page 3 

Site Management 
Review (all per-
mits) and Site 
Management 

Meeting (if Pre-
PAC was re-

quired). 
 

See page 3 

Once each review meets all code requirements, and a County permit is issued, the Town 
permit is approved.  A permit is never issued until all requirements are met.  Procedural 
objections to the Town’s issuance of a permit may be addressed by an aggrieved party 

filing an injunction in Montgomery County Circuit Court within 30 days, or, in the case 
of a water drainage approval, filing an appeal to the Town’s Water Board within 30 days. 
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Building Permit  
Process for Buildings 

For additional information:  
visit 

www.townofchevychase.org  
or call 

301-654-7144 



Variance Approved? 

Do plans  
meet zoning  

requirements? 

Yes 

If variance requested, Town will 
schedule hearing, notice neighbors 

and post property 
(at least 15 days prior) 

Yes 

No 

Zoning Consultant 
reviews setbacks, 

height, etc. from plans 
submitted by applicant 

Applicant can apply 
for variance, otherwise 

permit is denied. 

Town Attorney 
prepares written 

opinion 

Zoning Consultant 
approves plans 

Applicant can appeal  
decision to Mongtomery 

County Circuit Court, 
otherwise no permit is 

issued. 

No 

Arborist approves tree 
protection plan with or 

without conditions 

Appeal Approved? 

Is  
protection plan adequate to 

protect all 24” trees on  
site? 

Yes 

No 

Town denies tree  
protection plan. Appli-

cant can appeal 
Town’s decision to 

Tree Board, otherwise 
permit is denied. 

If appeal filed, Town 
will schedule hearing, 
notice neighbors and 

post property 
(at least 7 days prior) 

Yes 

No 

Applicant can appeal  
decision to Mongtomery 

County Circuit Court, 
otherwise no permit is 

issued. 

Tree Board 
prepares written 

opinion 

Arborist reviews tree 
protection plan submitted 

by applicant 
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Zoning Review Tree Protection Review 



Applicant can 
appeal  

decision to 
Mongtomery 
County Cir-
cuit Court, 

otherwise no 
permit is is-

sued. 

Does project add 700 s.f. of 
new impervious surface? 

No 

No drainage plan  
requirement 

Yes 

Engineer reviews 
drainage plan 

Does plan 
 meet requirements of 

ordinance? 

Yes 
No 

Variance Approved? 

No Yes 

Water Board 
prepares written 

opinion 

Engineer  
approves  

drainage plan 

Applicant submits drainage plan.  
Notice is sent to neighbors and plan 

is posted on Town website for 30 
days (ordinance does not require the 
Town to wait for 30 days to approve 

plan). 

Applicant can apply 
for variance, otherwise 

permit is denied. 

If variance requested, Town will 
schedule hearing, notice neighbors 

and post property 
(at least 15 days prior) 

Schedule and hold Site  
Management Meeting  

(at least 10 days notice) 

Does Project increase any floor 
by 500 s.f. or more or involve 
the demolition of more than 

50% of a structure? 

No 

Code Enforcement Manager 
develops site management conditions 

Code Enforcement Manager 
reviews site plan submitted by 

applicant.  

Yes 
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Water Drainage Review Site Management Review 


