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Abraham Lincoln -

“The legitimate object of government, is to do for a 
community of people, whatever they need to have 
done, but could not do, at all or can not so well do for 
themselves - in their separate, and individual capacity” 
(Richardson, 2023). 
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Word Cloud
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Define Objectives and Scope

Determine the specific objectives of the review, such as 
improving community planning, permitting processes 
(Site Plan, Special Use Permit (SUP), Subdivision), or 
zoning regulations.

• Town Planning Boards  - Article 16 of Town Law

• Village Planning Boards – Article 7 of Village Law

• City Planning Boards – Article 3 of General City Law

• List of review elements in your local laws & ordinances. 
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Define Objectives and Scope

Define the scope of the review, 
including the geographic area or 
jurisdiction to be covered

•SUP, Site Plan, & Subdivision Reviews
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5 Basic Boundaries that 
Shape Planning Board 
Behaviors

• Mission

• Resources

• Capacity

• Responsibility

• Accountability 
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Be a Community Leader 
5 Steps to Board Member Success (Church et al., 1997)
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Know Your Community, Its 
Geography & Character
5 Steps to Board Member Success (Church et al., 1997)
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Know Your Local Regulations 
& All Required Procedures 
5 Steps to Board Member Success (Church et al., 1997)
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Know Your Partners
5 Steps to Board Member Success (Church et al., 1997)
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Treat Everyone With 
Courtesy & Respect 
5 Steps to Board Member Success (Church et al., 1997)
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Identify & 
Assemble The 
Review Team

• Identify and form a review team comprising Planning Board Members, 
planners, legal experts, public administrators, and relevant 
stakeholders.

• Appoint a team facilitator or project manager to oversee the review 
process, which is often multifaceted. 
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GML 239-l, m, n, nn Referral
Referral of certain proposed planning and zoning actions to the County Planning Agency



• Comprehensive Plan

• Zoning Amendments

• PDD

• Moratorium
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Types of Actions
Referral of certain proposed planning and zoning actions to the County Planning Agency

• Area Variance

• Use Variance

• Special Use Permits

• Site Plan Review

• Subdivisions
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• State, County, or Interstate Road

• State or County Park/Recreation Facility

• Agricultural District

• State of County Property/Facility

• Farm operation in an Agricultural District

• Municipal Boundary

500 feet

Referral of certain proposed planning and zoning actions to the County Planning Agency
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Type of ActionType of Action

Jurisdictional DeterminantJurisdictional Determinant

SEQR ReviewSEQR Review
Involved AgenciesInvolved Agencies

Supporting 
Documentation

Supporting 
Documentation

Referring AgencyReferring Agency

Project DescriptionProject Description

Signature/Contact 
Information

Signature/Contact 
Information



Permitting 
and 
Approval 
List & Status 

NotesStatusApproval Approving PartyJurisdiction

10/24/2023ReceivedSEQR – Negative DeclarationPlanning BoardTown of Clifton Park

In processSite Plan ApprovalPlanning BoardTown of Clifton Park

In process Special Use PermitPlanning BoardTown of Clifton Park

10/20/2023No significant county 
wide impact

239-m Planning BoardSaratoga County

In processDriveway PermitDepartment of Public 
Works

Saratoga County

In processBuilding PermitCode Enforcement 
Officer

Town of Clifton Park

To Be Submitted Post 
Approval

SPDES Water Permit (NOI)NYSDECNew York State

Coordination began 
4/17/2023

In processWetlands - Individual 401 Water 
Quality Certification, Article 24 
Buffer Disturbance 

NYSDECNew York State

Phase 1A/1B Study 
completed, letter of no 
effect received 11/1/23

No EffectNo Impact LetterNYSHPONew York State

No notification requiredNone Navigation Impact DesignationFAAFederal Government

In ProcessNationwide PermitUSACEFederal Government

7/24/2023ReceivedNo Impact letter USFWSFederal Government

Source: Environmental Design Partnership, 2023



Marble Cake V. Layer Cake Federalism 
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Legal Framework Review

Develop a diverse review 
team comprising Planning 
Board Members, planners, 

legal experts, public 
administrators, and 

relevant stakeholders.

Ensure a facilitator or 
project manager to 

oversee the review process 
is identified to the 

Planning Board, Public, and 
Applicant.  



Documentation of 
Current Processes

Document existing planning 
and development processes 
and procedures

Likely involves process 
mapping or written 
descriptions (written records 
for deliverables and next 
steps)
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NYS Department 
of State 

New York Department of State
99 Washington Avenue
Albany, NY 12231

518-473-3367 

https://dos.ny.gov/publications

Image Source: (NYS DOS 2023)
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Identify Challenges and Inefficiencies
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Analyze documented 
processes to identify 

bottlenecks, 
redundancies, delays, 

and inefficiencies.

Gather feedback from 
staff, stakeholders, and 

the public to 
understand current 

challenges. 



Benchmark and Best Practices

“We are all required to meet certain benchmarks and requirements under Planning Board 
Review Authority – How we accomplish such may vary amongst similar entities (Scavo, 
2023).” 

 Research and benchmark similar planning boards or municipalities to identify 
best practices.

 Consider successful case studies and examples from other jurisdictions.

 Highlight local successful best practices and projects. 
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Define Key Performance Indicators

 Establish KPIs that align with the planning board's mission and goals and will be used to measure the 
success of the review process (Review Process timeline for consideration & decision-making, Action-
orientated next step direction). 

26Source: https://slidemodel.com/templates/stage-gate-process-phases-funnel-design-for-powerpoint/



Clifton Park’s Site Plan Stage Gate Process

www.free-powerpoint-templates-design.com

Sketch Plan for reviewing basic site design 
concepts. – 30 Days 

Town Code Section 208-114

Narrative, Draft SWPPP, Site Plan Elements 
– County Referral if Required – SEQR – 62 

DAYS.

Town Code Section 208-115

Approve, Approve w/Modification, or 
Disapprove

Town Code Section 208-117

62 Days – Render a Decision that all 
conditions are met all fees owed are paid

.

Town code Sections 208-118 & 119

Security Requirements, Filing & Stamping, 
CCRs & Easements Filed

Town Code Section 208-120-123

Conceptual Review 

Preliminary Site Plan Review 

Preliminary Site Plan Determination 

Final Site Plan Review & Approval 

Notice of Decision  - Stamping – Expiration

Free PPT Templates: Allppt.com

Gate 1 

Gate 2

Gate 3

Gate 4



Develop Improvement Strategies
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Collaborate with the review team 
(staff, outside stakeholders, i.e., 
emergency services) to develop 
strategies for streamlining and 
enhancing planning and 
development processes.

• - Review only those elements specifically 
authorized to be addressed by the local 
regulations. 

• -Pay attention to meeting logistics 

• -Assess the situation 

• -Extent of powers & responsibilities

• - Define other interested parties & and 
determine if their positions clear.

• -Identify points of agreement (including 
criteria for approval or denial)

Prioritize proposed changes based 
on impact and feasibility (what 

details may likely get answers as 
plans evolve v. need more 

information).



Continuous Improvement

• Follow a culture of continuous improvement within the 
Planning Board, encouraging staff to identify and 
suggest process improvements.

• The participants in today’s conference are promoting a 
culture for continuous improvement amongst their 
own Planning Boards through professional and self-
development.
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Continuous Improvement
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SDCA

Standardize

Do

Check 

Act 

Foster a culture of 
continuous improvement 
within the planning board, 
encouraging staff to 
identify and suggest 
process improvements.



Regular Review &
Adjustment

 Periodically review the 
planning board's processes, 
policies, and practices to 
ensure ongoing effectiveness 
and efficiency.

 Make adjustments - Be 
familiar with your 
community’s comprehensive 
plan, meeting process, 
common questions, themes 
and issues. 
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Resources 

Guide to Planning and Zoning Laws of New York State

https://dos.ny.gov/system/files/documents/2023/01/guide-to-planning-
and-zoning-laws-in-nys.pdf

New York State Tug Hill Commission

https://tughill.org/services/planning/

New York State DEC – EAF Mapper Tool 

https://gisservices.dec.ny.gov/eafmapper/
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Resources 
New York State Construction Stormwater Toolbox

https://dec.ny.gov/environmental-protection/water/water-
quality/stormwater/construction-stormwater-toolbox

Copy of this Presentation available at www.cliftonpark.org

Select Planning & Zoning Department Tab 

Improving New York City’s Land Use Decision Making Process (2022)

https://cbcny.org/research/improving-new-york-citys-land-use-decision-making-process

How to Make Gantt Chart in Excel

https://duckduckgo.com/?q=create+basic+flow+chart+in+excel&iar=videos&iax=videos&ia
=videos&iai=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DzC22yPmc6Kw
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Resources

Town of Queensbury Planning Board Bylaws and Policies & Procedures

https://queensbury.net/wp-content/uploads/2022/05/Bylaws-
Policies-and-Procedures-2022.pdf

Saratoga County, NY Planning Board Referral Form

https://www.saratogacountyny.gov/wp/wp-
content/uploads/2022/12/SCPB-Referral-Form.pdf
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