
 
 

Town of Gordonsville, Virginia 
  

 

 
 
 
 
 
 
 

SUBDIVISION  
APPLICATION PACKAGE 

 
 

■ Procedures for Subdivision Submittal  
 

  ■ Subdivision Application Form 

 
■ Attachment A – Town Preliminary Subdivision Plat 

Requirements 
 
■ Attachment B – VDOT Preliminary Subdivision Plat 

Requirements 
 
■ Attachment C – Town Final Subdivision Plat Requirements 
 
■ Attachment D – VDOT Final Subdivision and Site Plan Plat 

Requirements 
 
■ Attachment E – VDOT Traffic Impact Analysis Guidelines 
 
■ Attachment F - Application Fee Schedule 
 

  ■ Staff process check list 
 
 
Servergv/Documents/FORMS/Subdivision Application Package June 2008 



 

Procedures for Subdivision Plan Submittal 

 
 

PRELIMINARY PLAN: 
 
1. The Town of Gordonsville recommends a preliminary meeting be held prior to a preliminary subdivision plan being 

submitted.  This meeting is not required. 
 
2. The applicant must submit an original and seven (7) copies of a completed application package along with the non-

refundable application fee[s] (please see attachment F for fee schedule). A completed package for major subdivision 
of 5 or more lots should include - subdivision application form, signed by the current property; preliminary subdivision 
plat; development plan; all information listed on the VDOT Preliminary Subdivision & Site Plan Check List; and a 
Traffic Impact Analysis (TIA) [if applicable].  (Please see Attachments A and B for check lists of Town and VDOT 
requirements.  See Attachment E for VDOT TIA guidelines).  Applications for minor subdivisions of 4 or less lots 
should include - subdivision application, signed by the current property and a preliminary subdivision plat containing 
all the information required by the Town of Gordonsville Land Development Ordinance, and all the information on 
VDOT Final Subdivision & Site Plan Check List (Please see Attachments A,B and D for check lists of requirements 
and Attachment F for fee schedule). 

 
3. Town staff will review the application package for completeness and forward copies to VDOT, Orange County 

Community Development, and Rapidan Service Authority (RSA) for their reviews.  The applicant will be responsible 
for all review fees assessed by other agencies.  (Please see Attachment F for the fee schedule). After all comments 
are received staff will generate a comment letter.  Staff and agency reviews take approximately four (4) to six (6) 
weeks.   Information on Orange County’s requirements is available by contacting the Orange County Community 
Development Office at 540-672-4347 or on their web site at http://orangecountyva.gov/plan_and_zon/pform.asp .  
Information on RSA’s requirements is available by contacting RSA at 800-468-1049. 

 
4. Subdivision applications for major subdivisions (5 or more lots) must be approved by Town Council after a review and 

recommendation from the Town Planning Commission.  Staff will schedule Planning Commission review after the staff 
has deemed that the subdivision application package is complete and all agencies comments have been addressed.  
Staff will need nine (9) copies of the application for Planning Commission review.  The applicant or a representative 
should attend the Planning Commission meeting.  The Town Planning Commission usually meets on the fourth (4th) 
Monday of every month.  The deadline for submittal for Planning Commission consideration is four (4) weeks prior to 
the Planning Commission meeting date. 

 
5. The Planning Commission must report its action to the Town Council within sixty (60) days.  Recommendation of 

approval by the Planning Commission of the preliminary subdivision plan does not constitute a guarantee of approval 
of the final plat.   

 
6. Notice of the Planning Commission’s decision will be provided to the applicant within thirty (30) days.  Such notice will 

include the date of the Town Council public hearing.  Staff will need eleven (11) copies of the application package for 
Council review.  Town Council will conduct a public hearing and take action on the preliminary plat within sixty (60) 
calendar days of receiving the Planning Commission report.  

 
7. Additional information available in the Town of Gordonsville Land Development Ordinance, which can be found on the 

Town web site at http://www.townofgordonsville.org/DocumentView.asp?DID=93 . 

http://orangecountyva.gov/plan_and_zon/pform.asp
http://www.townofgordonsville.org/DocumentView.asp?DID=93


 
FINAL PLAT: 
 
1. Final plats for major subdivisions (5 or more lots) must be acted on by the Town Council.  The applicant must submit 

an original and ten (10) copies of the final subdivision plat and plans and specifications of public infrastructure along 
with the non-refundable application fee[s] (Attachment F).  Final Plat must be approved within six (6) months of 
receiving preliminary plan approval.  Final subdivision plats will be acted on by the Town Council within sixty (60) days 
of receiving a completed plat. (Please see Attachments C and D for final plat requirements).  A copy of the Town of 
Gordonsville Public Facilities Manual is available by contacting the Town office or on our web site at 
http://www.townofgordonsville.org/DocumentView.asp?DID=72 . 
 
 

2. Town staff will review the final plat and plans and specifications for completeness and forward copies to VDOT, 
Orange County Community Development, and Rapidan Service Authority (RSA) for their reviews.  The applicant will 
be responsible for all review fees assessed by other agencies.  (Please see Attachment F for the fee schedule). After 
all comments are received staff will generate a comment letter.  Staff and agency reviews take approximately four (4) 
to six (6) weeks.   Information on Orange County’s requirements is available by contacting the Orange County 
Community Development Office at 540-672-4347 or on their web site at 
http://orangecountyva.gov/plan_and_zon/pform.asp .  Information on RSA’s requirements is available by contacting 
RSA at 800-468-1049. 

 
 

3. Staff will schedule Town Council review after staff has deemed the final subdivision plat and plans and specifications 
are complete and all agencies comments have been addressed.  Staff will need eleven (11) copies of the final plat for 
Town Council consideration.  The applicant representative should attend the Town Council meeting.  The Town 
Council usually meets on the third (3rd) Monday of every month.  The deadline for submittal for Town Council 
consideration is four (4) weeks prior to the Town Council meeting date. 
 

4. Applicant must record the final plat within six (6) months of Town Council approval. 
 

5. Zoning permits for new construction cannot be issued prior to staff receiving evidence of final plat approval and 
recordation. 

http://www.townofgordonsville.org/DocumentView.asp?DID=72
http://orangecountyva.gov/plan_and_zon/pform.asp


  Town of Gordonsville, Virginia 
   
  Town Manager’s Office 
 Post Office Box 276, 112 South Main Street 
 Gordonsville, Virginia  22942 
 Phone – (540) 832-2233/ Fax – (540) 832-2449 
 E-mail smartyn@gordonsville.org 

 
 

SUBDIVISION APPLICATION FORM 

 
 

Date: ____________________                              Tax Map Identification #: _________________________________ 

Property location and Identification      

Type of Subdivision   □ Minor (4 or less lots)         □ Major (5 or more lots)          
Name of Subdivision Development: _____________________________________________________________  
Physical Address of proposed site:  _____________________________________________________________ 
Name of Property Owner:  ____________________________________________________________________ 
     Mailing Address of Owner: _________________________________________________________________ 
     Phone Number: _______________  Fax: _________________  Email:_______________________________  
Agents Name: ______________________________________________________________________________      
    Phone Number: _______________ Fax: ___________________  Email:______________________________ 
    Mailing Address: __________________________________________________________________________ 
 
Present Zoning Classification (Check one) 
�  R-1(Residential)    � R-2(Multi-Family/Town House)   � R-3 (Professional/Residential)    � R-4 (Low Density Residential)     
�  B-1 (General Business)    � B-2 (Restricted Business)    � M-1 (General Industrial) 
 
Land Area 
Total land area of property in acres  _____________         Land area to be developed in acres  ______________ 
 
Utilities and Land Use 
Number of proposed residential housing units ___________              
         Type:  � Single � Duplex � Townhouse � Apt/Condominium 
Number of proposed commercial buildings/structures _______     
Is public water available? � YES         � NO                                 Is public sewer available?    � YES      � NO 
 
Application Fee 
Please include your non-refundable application fee in accordance with the enclosed fee schedule (Attachment D).  
Please make checks payable to:  The Town of Gordonsville 
 
 
 
_________________________________               _____________________ 
Signature of Property Owner                                            Date 
 
 



  

 
 

Attachment A  

Preliminary Subdivision Plat - Town Requirements 

 
□   1. Section 904.02 (Preliminary Plat) 
  � Name of proposed subdivision 

� Name address & telephone number of property owner & subdivider  
� Name address & telephone number of surveyor or engineer 
� Graphic scale, title, date and north arrow 
� Vicinity map showing the location of the parcel and relationship to surrounding roads 
� Legal description of boundaries 
� Tax parcel number, zoning classification, source of title 

□   2. Section 904.02-8 (General Development plan) 
  � Proposed land uses including residential types, commercial types, recreation and open space 
  � Proposed layout of all proposed lots with average area indicted 
  � Proposed location of structures and improvements with setback lines indicated 
  � Preliminary plans of proposed streets with name, width, and type of surface 
  � Proposed parking areas and parking space delineation 
  � Proposed grading plan, showing area of substantial clearing, cutting or filling 
  � Proposed utility Right of way or easements 
 � Designation of all land to be reserved or dedicated for public use, open space, recreation, & 

common property, showing location, size, shape, proposed ownership & maintenance responsibility 
  � Proposed pedestrian circulation plan 
  � Proposed landscaping plan 
  � Proposed treatment of the project perimeter  
  � Preliminary plans of water supply, treatment distribution and fire protection system 
  � Preliminary plans of sanitary sewer collection and treatment system 
  � Plan of existing conditions to include: 
  � Topographic contours 
  � Location of all existing buildings and easements 
 � Location and identification of all streams, rivers, ponds, lakes, wetlands, drainage channels, 

floodplains 
 � Location, identification and width of all easements and Right of way, streets, railroads, utility 

facilities, on or adjacent to the parcel 
  � If a re-subdivision – existing lot layout shall be superimposed upon the proposed subdivision 
□   3. Section 904.02-9 (Support Documentation) 
  � Names and addresses of adjacent property owners 

� Statement of project objectives and character to be achieved 
� Approximate development schedule including dates of proposed construction  
� Statement of intent regarding future selling or leasing of land area, dwelling units, commercial 

areas, etc. 
� Number & type of dwelling units, parcel sizes, residential density, total percentage of open space, 

recreation space, residential, commercial and other land types 
� Proposed building types including architectural style, height, and floor area 
� Proposed agreements, provisions, or covenants, which govern the use, maintenance, and 

continued protection of property to be held in common ownership 
□   4. Section 904.03 – Phasing Plan 
□   5. Section 909.00 – Outdoor lighting Plan 
□   6. Section 911. – Tree Plan 
□   7. Section 912. – Recreation Plan 
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Attachment C  

Final Subdivision Plat  - Town Requirements 

 
 
□ 1. Section 905.02 

� Name of proposed subdivision 
� Name, address and telephone number of owners and subdivider 
� Name address & telephone number of surveyor or engineer 
� Graphic scale, title, date and north arrow 
� Vicinity map showing the location of the parcel and relationship to surrounding roads 
� Legal description of boundaries 
� Tax parcel number, zoning classification, source of title 
� All Right of way, easements or areas to be dedicated, reserved or used for any purpose other than 

single-family detached dwellings 
� Final plans and specifications of all streets, water, sewer, and stormwater management systems 
� Bond in lieu of construction 
 

□   2. Section 905.03 (Certificates) 
  � Compliance to regulations (to be signed by surveyor or engineer) 

� Free consent (to be signed by property owner(s)) 
� Compliance with other agency regulations (to be signed by officials of VDOT, RSA, and Health 

Department) 
� Town approval (to be signed by Town of Gordonsville Subdivision Administrator) 
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Attachment F 

Subdivision Application Fee Schedule 

 
 
 
Town of Gordonsville Preliminary plan for minor subdivisions (4 lots or less):  $25 per lot.  
 
Town of Gordonsville Preliminary plan for major subdivision (5 or more lots): $200 plus $10 per 
lot. 
 
Town of Gordonsville Engineering Review Reimbursement:  Applicant is responsible for all 
costs associated with the Engineering review.  $300 is due with the application.  Any additional 
costs accrued by the Town will be billed to the applicant.  
 
Town of Gordonsville Advertisement Cost Reimbursement: Applicant is responsible for all costs 
associated with the required advertisements.  $175 is due with the application.  Any additional 
costs accrued by the Town will be billed to the applicant.   
 
Orange County Community Development Soil and Erosion Review Fee: $500 (made payable to 
Orange County Treasurer). 
 
Rapidan Service Authority Sewer Collection System Review Fee: $0.50 - per foot of line (made 
payable to Rapidan Service Authority). 
 
VDOT Traffic Impact Analysis Review Fee (if applicable): $1,000 (made payable to 
Commonwealth of Virginia). 
 
Town of Gordonsville Final Subdivision plat & Plans and Specification review fee:  $25 staff 
review fee plus $300 estimated Engineering review fee.  Fees paid by applicant that are in 
excess of actual Engineering review costs will be reimbursed.  Actual Engineering review costs 
that exceed the estimate will be billed to the applicant and must be paid prior to final plat 
approval. 
 
Boundary Adjustment:  $5 

 
 



 
 

Subdivision staff process Check list 
  
 
Permit Number:  _______________________________ 
 
Pre-submission Meeting held?  � yes    � no       Date: __________________________  

Preliminary Subdivision Plan: 
 

Date application package submitted: ________________                        
 

� Application Fee paid 
� Application Form 
� Preliminary Subdivision plan complete  
� Traffic Impact Analysis (if applicable) 
 

Date Preliminary Subdivision Plan submitted to engineering & outside agencies: 
 
  Engineering   __________________________________    

  VDOT   _______________________________________  

  Orange County Community Development ____________ 

  RSA    ________________________________________ 

 
Date staff comment letter(s) issued:  ______________________ 
 

Planning Commission Review: 
 
 Date of package delivered to the Planning Commission:  _____________________  
  
 Date of Planning Commission review: ____________________________________  

 
       Action Taken:    
           � Recommend Approval     � Recommend Approval w/ conditions      � Recommend Denial 
 
 Notes:  ___________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

Date Planning Commission action reported to Town Council:  ___________________________ 



Town Council Public Hearing and Review: 

 
Date Public Hearing notice sent to press:  ________________________ 

Dates notices appeared in the newspaper:  _______________________ 

Date joint property notices sent by staff:  _________________________ 

Date meeting package delivered to Town Council:  _________________ 

Date Public Hearing held:  ____________________________________ 

 
      Action Taken:        �   Approval         �   Approval w/ conditions         �   Denial 
 
 Notes:  ____________________________________________________________________ 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 
 

Date approval letter sent to applicant:  __________________________ 
 
 
 



 

Final Subdivision Plat and Site Plan: 
 

Date final plat & site plan submitted: ________________                        
 

� Application Fee paid 
� Final Plat complete  
� Site Plan complete 
 

Date Final Plat submitted to engineering & outside agencies: 
 
  Engineering   __________________________________    

  VDOT   _______________________________________  

  Orange County Community Development ____________ 

  RSA    ________________________________________ 

 
Date staff comment letter(s) issued:  ______________________ 

 
Bond Required:     � yes      � no     Amount: _____________   
 

         Date bond instrument issued:  ________________________________ 

         Instrument Type: ___________________________________________ 

         Date of Town Attorney Approval: ______________________________  

  
Date of Town Council Review: __________________________  
 

Action Taken:        �   Approval     �   Denial 
 
 Notes:  __________________________________________________________________________ 

 _________________________________________________________________________________ 

 
Date of Recordation of Final Subdivision Plat: ______________ 
 
     Final Plats MUST be recorded within six (6) months of Town Council approval. 
 
 
Date Final Plat approval expires:  ______________________ 
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