
City of Bay Minette 
Site Plan Review Application 
301 D’Olive Street ∙ Bay Minette, Alabama 36507 

Phone (251) 580-1650 ∙ COBM_ Planning@cityofbayminetteal.gov 

Are you the property owner? □ Yes □ No 
(If you are not the property owner, you must submit an Agent Authorization Form signed by the property owner) 

Applicant Name:  Date: 

Mailing Address: 

City:  State:  Zip Code: 

Phone Number:  Email:   

Site Information 

Property Address:   

or Property Location: 

*Parcel No.: *PPIN No.:
*Parcel or PPIN information must be completed

Request:  

I, the undersigned, do hereby request the City of Bay Minette Planning Commission to grant a Site Plan Review 
for the location to determine if it meets the regulations of the Zoning Ordinance for the reason(s) stated above. 
I understand and authorize City Staff to conduct site visits, as needed in relation to this request. 

Signature of Applicant (Owner of Property of Authorized Agent) Date 

Submittal Requirements 
 Application 
 Fee paid in full 
 Agent Authorization Form (if applicant is not the owner) 
 Complete Legal Description of Property 
 Plot Plan or Survey – indicating any existing structures, proposed structures, and setbacks from property lines 
 Submittal Requirements listed in 8.9 Site Plan, as applicable 

Version 1. 1/13/2023 

Office Use Only 

Case No.:  

Fee: $500.00 
Paid: □ Cash □ Check 

□ Credit Card

mailto:Planning@cityofbayminetteal.gov


 City of Bay Minette 
Planning & Development Services 

301 D’Olive Street ∙ Bay Minette, Alabama 36507  
Phone (251) 580-1650 ∙ COBM_Planning@cityofbayminetteal.gov 

c i t yo f baym ine t te a l . g ov  

 

Site Plan Approval Regulation Excerpt 
Excerpt from the City of Bay Minette Zoning Ordinance, as amended July 3, 2023, by Ordinance 1034. The full Zoning 

Ordinance can be found on the Planning & Development Services Department website. 

8.9 Site Plan Approval 

An application for Site Plan Approval shall be required for all residential multi-family projects involving the construction 
of three (3) or more dwelling units; all new or expanding commercial structures; all new or expanding industrial 
structures; and, other uses as required by the Planning Commission prior to a building permit being issued. Site Plan 
Reviews shall be accomplished by the Planning Commission to assure compliance with the provisions of this Zoning 
Ordinance to ensure conformity with its purpose as stated in Article 1. 

8.9.1  Pre-Application Conference  

Applicants are urged to consult early and informally with the City Planner to facilitate the Site Plan application 
process. A pre-application conference with City Staff is mandatory prior to submitting a Site Plan Approval 
Application. The purpose of Pre-Application Conference is to acquaint the applicant with the regulations 
governing the proposed development, procedures for approval, and other agencies or officials who must 
approve any part of the plan. Neither the applicant nor the Planning Commission are bound by considerations 
delivered during the Pre-Application Conference. 

8.9.2 Review Procedures  

8.9.2.1 Staff shall distribute the pre-application submittals and plans to all other City departments, County and 
State agencies and other officials and agencies, as may be applicable, for preliminary review and 
recommendations. Following staff review and comments, the applicant shall submit a formal application 
and revised submittals which shall reflect the initial review comments.  

8.9.2.2 Once applications are deemed administratively complete, Planning Staff will schedule the application 
for presentation to the Planning Commission in accordance with the established Meeting and Deadline 
Schedule. 

8.9.2.3  While a public hearing is not required, notice of a public meeting will be posted on the property. The 
owner, or their agent, of the property for which Site Plan Approval is sought, adjacent property owners 
and any other parties identified that may have interest in the request, shall be notified by regular mail.   

8.9.3  Where any project or site is to be developed in stages or phases, no application for Site Plan Approval for any 
fraction of the site shall be accepted for review unless a Master Plan is submitted or has been previously 
approved. The Master Plan shall be a conceptual plan showing the entire development site and all component 
stages or phases, and shall express the overall development concept for the site at build-out. 

8.9.4 Upon approval of the site plan, either as submitted or with changes and/or special conditions required by the 
Planning Commission, the Building Official may issue a building permit for a portion or all of the proposed 
development; provided that the application is in compliance with all applicable City, County, State and Federal 
requirements. Construction must follow the Site Plan as approved by the Planning Commission.  

8.9.5 The City Planner or Planning Commission may waive certain requirements contained in Section 8.9.5 of this 
Ordinance if it is determined that the requirements are not essential to a proper decision on the project; or, may 
supplement the list with other requirements deemed necessary to clarify the nature of the proposed 
development. At the time of application, submittals must include:  
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a. Three (3) large-format, printed plan sets,  

b. A digital version in PDF format, and  

c. A digital version in GIS shapefile, CAD drawing or equivalent.  

8.9.6 Minimum Requirements for Submittals  

Site plans shall include the following information related to the existing and proposed conditions unless some or 
all of these requirements are waived by the City Planner or Planning Commission. 

a. The location and size of the site including its legal description and a current certified survey. 

b. A vicinity map showing the site relation to surrounding property. 

c. The recorded ownership or developer's interest if the developer is not the owner. 

d. The relationship of the site to existing development in the area including streets, utilities, residential, and 
commercial development, and physical features of the land including significant ecological features.  This 
information may be combined with requirements for the vicinity map specified in this section. 

e. The density or intensity of land use to be allocated to all parts of the site together with tabulations by 
acreage and percentages thereof itemized by use and density. Site calculations shall include the detailed 
information on the dimensions and/or area of the following: 

1. Existing Structure square footage 
2. Proposed Structure square footage  
3. Existing Impervious Surface area including parking areas and access/driveways 
4. Proposed Impervious Surface area including parking areas and access/driveways 
5. Proposed Landscaped/Open Space areas 
6. Number of Parking Spaces provided with dimensions and provisions for accessible parking and 

travel paths. 
f. The location, size and character of any common open space, commonly owned facilities and form of 

organization which will own and maintain any common open space and such facilities. 

g. The use and maximum height, bulk and location of all buildings and other structures to be located on the 
site. 

h. The substance of covenants, grants of easements or other restrictions which will be imposed upon the use 
of the land, buildings and structures, including proposed easements or grants for public utilities or other 
purposes. 

i. The provisions for disposition of open space, including tree protection, landscaping provisions and 
buffering requirements. 

j. In the case of plans which call for development over a period of years, a schedule showing the proposed 
times within which applications for building permits are intended to be filed. 

k. Where required by the Alabama Department of Transportation (“ALDOT”), City Planner shall be provided 
proof that the applicant has submitted a driveway permit application to ALDOT. In the event that any type 
of traffic study is required by the ALDOT, copies thereof shall be provided to the City Planner.  

l. Front and side architectural elevations. 

m. The location and size of all signs to be located on the site. In the event that a sign is pre-existing and fails 
to conform to the requirements as set forth in this ordinance, site plan approval will be granted only under 
the condition that all signs will comply with the regulations as set forth in the sign ordinance. 
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n. Landscape plans, in accordance with Section 10.4 Landscape Plan Standards. 

o. Any additional data, plans or specifications which the applicant or the City believes is pertinent and which 
will assist in clarifying the application including, but not limited to plans for screening, lighting and space, 
surface drainage, erosion and sediment control, water and sewer connections, landscaping, and signs. 

8.9.7 Application Review & Incomplete Submittals 

Planning Staff will review applications for administrative completeness. Incomplete, partial, or inaccurate 
submittals will not be accepted, but will be returned to the applicant for re-submission for a later meeting. Once 
applications are deemed complete, Planning Staff will schedule the application for presentation to the Planning 
Commission in accordance with the established Meeting and Deadline Schedule. The City Planner, or designee, 
shall review complete applications to determine if the submittals meet all the requirements herein. Staff shall 
submit the Site Plan application and plans to all other City departments, County and State agencies and other 
officials and agencies, as may be applicable, for review and recommendations. The completed analysis will be 
presented to the Planning Commission for review and decision. 

8.9.8  Withdrawal or Tabling Procedures 

8.9.8.1  Withdrawal. If, for any reason, an item scheduled for presentation before the Planning Commission is 
withdrawn within seven (7) calendar days of submission, then the application fee shall be credited 
toward future resubmittal of the application; however, beyond the seven (7) calendar day period, fees 
shall not be refunded nor credited toward subsequent submittals. The request to withdraw the item 
shall be submitted in writing, signed by the applicant or authorized agent, and submitted to the 
Planning and Development Department prior to the scheduled hearing date. 

8.9.8.2  Tabling. If, for any reason, an item scheduled for presentation before the Planning Commission is 
requested to be tabled without having been presented, then the request to table the item and 
reschedule shall be submitted in writing, signed by the applicant or authorized agent, and submitted to 
the Planning and Development Department prior to the scheduled hearing date.  

8.9.9  Fees 

8.9.9.1 To partially defray costs of filing an application, staff and engineer review, and other administrative 
costs, a fee according to the current schedule of fees established by the City Council of Bay Minette 
must be paid to the City by the applicant at the time of filing of the application. Fees are not subject to 
refund or adjustment, irrespective of the final outcome of the application. 

8.9.9.2  Plan Review. There will be no cost for the Pre-Application Conference or initial plan review for 
submitted Site Plan applications. Subsequent plan submittals or revisions will incur a Plan Review Fee 
of $150.00 per submittal.  

8.9.10  Planning Commission Action 

For Site Plan Approval, no public hearing is required. The applications, submittals and prepared staff report will 
be reviewed during the regularly scheduled meeting of the Planning Commission in accordance with the 
established meeting schedule. The applicant, or an authorized representative with sufficient knowledge of the 
project, is required to be in attendance.  

8.9.10.1 The Planning Commission makes the final decision and has the option to: 

a. Approve the Site Plan as presented 

b. Approve the Site Plan with conditions, stating the conditions required 

c. Deny the Site Plan, with stated factors for the denial 

d. Table the Site Plan Request, due to lack of information 
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Regardless of outcome, the applicant will receive a Notice of Action from the Planning Department 
within seven (7) business days detailing the decision(s) of the Planning Commission, including any 
requested revisions, related conditions or action items to be completed.  

8.9.10.2 Upon approval of the site plan, either as submitted or with changes and/or special conditions required 
by the Planning Commission, the Building Official may issue a building permit for a portion or all of the 
proposed development; provided that the application is in compliance with all applicable City, County, 
State and Federal requirements. Prior to the issuance of a Certificate of Occupancy, an electronic 
version of As-Builts must be submitted in the following formats:  

a. A digital version in PDF format, and  

b. A digital version in GIS shapefile, CAD drawing or equivalent.  

8.9.10.3 Construction shall follow the Site Plan as approved by the Planning Commission. Minor modifications 
may be approved by the City Planner if the proposed modification does not material change, alter or 
diminish the intent and character of the approved plan. Modifications determined to significantly deviate 
from the Planning Commission’s approved version will be required to submit for Planning Commission 
review.  

8.9.10.4 Site Plan requests that are tabled, will not receive further review by the Planning Commission until all 
additional information requested has been received and reviewed for compliance by the Planning 
Department.  

8.9.10.5 Site Plan requests that are denied will not receive further review by the Planning Commission until all 
noted deficiencies have been addressed and revised documentation received and reviewed for 
compliance by the Planning Department.  

8.9.10.6 Any resubmittals, revisions, additional information or permit applications related to the application must 
be received within 180 days from the date of Planning Commission action, or a new Site Plan 
Application will be required. One request for Site Plan Approval Extension of up to 180 days will be 
reviewed administratively. 
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