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Montgomery Planning 

Submitting and Processing Applications in Montgomery County 

An information session for applicants 

Intake and Regulatory Coordination Division 06/17/2024 
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Find Application Info on Montgomery 
Planning Website 
• Find the applicable information, instructions, and forms for 

each type of application on Montgomery County Planning 
Department Website 

• https://montgomeryplanning.org/development/development-
applications/ 

• Each major application type has a dedicated webpage 

https://montgomeryplanning.org/development/development-applications/
https://montgomeryplanning.org/development/development-applications/
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Application Pages on Website 
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Site Plan Page (Example) 
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Submit Initial Application 
• Submit on Web Portal 

• Site Plan 

• Preliminary Plan 

• Plat 

• Link can be found on Site Plan, 

Preliminary Plan, and Plat 

pages 

• https://montgomeryplans.org/Apply/Views/AgencyLogin.aspx 

• Submit PDF Application Form 

• All other application types 

• Form can be downloaded from 

the webpage for that plan type 

• Email to appy@montgomeryplanning.org 

https://montgomeryplans.org/Apply/Views/AgencyLogin.aspx
mailto:appy@montgomeryplanning.org
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Completing the Development Table 
• The development data table should include previously approved 

and newly proposed development 
• The proposed development includes previously approved (not just 

the net increase) 
• Commercial development is entered as square feet 
• Residential development is entered as number of dwellings 
• On application portal, click button to add row to table 
• One row for each land use in each zone 
• Only one row should contain the acreage for each zone 
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Completing the Development Table 
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Other Info on the Application Form 
• Tax ID(s) of the subject property 

• Use the 8-digit account number – add leading zeros if needed 

• Applicant contact info 

• Primary applicant must have an email address 

• Separate first and last name required 

• Need at least primary contact, owner/owner representative, 
plan preparer/engineer 
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Other Info on the Application Form 
• Amendments 

• Select the amendment type indicated on the amendment checklist 
(provided by the regulatory supervisor) 

• Can be major, minor, limited 

• Consent amendment is no longer a valid type – do not use 
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Initial File Upload 
• After application has been processed, 

applicant will get an email invitation 

to upload files to eplans 

• Place files in the “Uploads” folder 

• Use the “Upload Files” button or the 

controls on the file upload task 
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Prescreen Review 
• Initial, cursory review by intake staff 
• All items submitted 

• File names are correct 

• Calculate fee 

• Applicant is property owner or is authorized to submit application 

• Any files resubmitted by applicant go to “Uploads” folder 

• When prescreen is complete, applicant will receive email with 
fee to be paid 
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Intake Review 
• Intake review follows prescreen 

review 

• Detailed review of all plan drawings 

and documents by intake staff 

• Authorization to post signs, if 

applicable 

• Any files resubmitted by applicant go 

to three primary folders (at top of list) 
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Sign Template 
• New sign template (March 2024) 

• Intake staff will add the QR Code 

• Use version with QR Code for sign 

fabrication 

• Post signs at the site per sign location 

plan 

• After signs are posted, submit 

affidavit and photographs 
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Fee Payment 
• Payment is last step before plan acceptance 

• Checks can be sent by mail or courier to the Planning 
Department 

• Make payable to Montgomery County Planning Department or 
MNCPPC 

• No electronic payments or credit cards 
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Application Acceptance 
• When all comments have been addressed and fee has been 

paid, application is accepted as complete 

• Applicant will receive acceptance letter or email 

• DRC date (if applicable) 

• Length of review time (90 or 120 days) 

• Notification to send out notice letters 
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After Application Acceptance 
• Plan review by one of the planning divisions 

• Down-County Planning, Mid-County Planning, or Up-County Planning 

• Development Review Committee (DRC) meeting 

• Additional plan review and revisions 

• Decision on the application by planning board, director, or staff 
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Questions 
• Call 301-495-4610 

• Email neil.Braunstein@montgomeryplanning.org 

• Visit our website Montgomeryplanning.org 

https://Montgomeryplanning.org
mailto:neil.Braunstein@montgomeryplanning.org

