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Plan of Development and Subdivision Submission Guide

Customer Guide

Registration for New Customer

Submitting a Plan of Development or Subdivision related Job

Response to Completeness Check Comments

Response 1o Initial Review Comments

Response to Referral (review) Comments

When/How to Resubmit Plans
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Reqistering as a New Customer:

1. Navigate to https://build.henrico.gov/henprod/pub/Ims/
2. Click the Register Now link.

» Henrico C()Mm‘y

R G

Build Henrico Sign In

Email Address

Forgot Email Address?

Welcometo . © o AR e — |

h 1 B U ri D . > b il N o Forgot password?
HENRICO PR
Register
If you have not yet created an account, Register Now.

Submit a Complaint as a Guest

You can also Submit a Complaint without registering
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3. Fill out all required fields marked with an asterisk (*). Choose a security question and answer
that you will remember. This will be the only way to reset your password in the future, if
needed. Check “I'm not a robot”. Click Finish Registration.

YUUK INFUKVIATIUN

*First Name:

*Last Name:

*Phone Number: ( )

* Email Address:

* Confirm Email:

MAILING ADDRESS
* Address Type: Civic v
* Street Address:
Address Line 2:
* City / Town:
* State / Province: (None) v
* Country: (None) v
*Zip / Postal Code:

NOTE: Most applicants for Planning related

SECURITY QUESTION AND PASSWORD Applications will not have a PIN Number.

question is used in case you forget your password. You will need to know the answer to this question in order to regain access to

* Security Question: (None) v

* Security Answer:

*Password:

* Confirm Password:

I'm not a robot

Finish Registration

4. Once you have clicked Finish Registration, the system will automatically send an email to the
email address provided. To complete the registration, you must follow the instructions in the
email.
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5. Once you click the link, enter in your password and click Activate.

Activate your account

Email Address: smi120@henrico.us

*Password: Please re-enter the password you registered online with

Activate

6. Do not complete screen(s) associated with contractor. Click Save and Return.

Tony Soprano

MY CONTRACTOR

Associate to Existing Contractor

our account, please click ‘Register as a New Contractor'. You will be req

== Register as a New Contractor

Save

=) Save and Return

7. Congratulations, you have successfully activated your account!

Home

’ You have successfully activated your account.

Welcome to Build Henrico!

sues

ire protection system,

e the!
anning and U

or other construction permit
- For Pl g nen se Vi
@ Complaints ‘r» Land Development Applications
Permits r“ Inquiries
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Creating a Submission (Plan Of Development or Subdivision):

1. Go to www.build.henrico.us and log in with your email address and password.
2. Onthe home screen, click Land Development Applications.

Home

Welcome to Build Henrico!

For information, guides, and tutorials please go to our Help using Build Henrico page.

- Select ‘Complaints’ to report an issue to the County or see updates on your previous issues.

- Select Permits’ to create and apply for a building, trade, demolition, elevator, sign, fire protection system, or other construction permit.

- Select ‘Land Development Applications’ to create and apply for ary Planmng Depanmenr of Public Utilities, or Department of Public Works related applications. These include Pian of
Development, Subdivision, Rezoning, Variances, Utility Pla, rmits, Work in the Right of Way Permits, Floodplain Permits, and Capital Projects.

w) Complaints e Land Development Applications
) Permits @p |nquinies

3.

Choose which type of submission you would like (Subdivision or Plan of Development).

Apply for a Land Development Approval

Select the Applicafion Type from the Menu Categories shown below. For assistance on selecting the correct Application Type, please contact the respective
agency as outlined below:

- For Subdivision, Plan of Development, Land Use Approvals, Board of Zoning Appeals, and Administrative Approvals contact the Planning Department at 804-501-
4602

For any construction plan activities or Temporary Use Permit (TUP) related to a Plan of Development/Site Plan/Subdivision utilize the Plan of Development/Site or
Subdivision menu cafegories.

- For DPU related Construction Acfivities and Public Utilities Review contact the Department of Public Utilities at 804-501-4275

- For DPW related Construction Activities, CIP, Floodplain, Hauling Permits, and Real Property related reviews contact the Department of Public Works at 804-501-

4393
Subdivision =/ Plan of Development (POD)/Site Land Use Approvals
Subdivision Plan Provisional Use Permit

Plan of Development Rezoning

NOTE: The screenshots throughout may reference Plan of Development applications, however, the
screens are identical to Subdivisions

Additionally — The fields outlined in this guide may not be required by the system in order to submit
an application; they are, however, required by Planning and may hold up your application if not all
flelds are filled out appropriately.
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4. Select and/or fill in all required information (Application Type Description, Application Type,
Scope of Work, and Description of Activity). For scope of activity either select New or
Reconsideration unless otherwise instructed by Planning Staff. If only one option is available,
Build Henrico will automatically update the scope.

= | Plan of Development rob-2023-00016 (raft)

APPLICATION INSTRUCTIONS

APPLICATION

Planning Application Name: Plan of Development
* Select the option that best describes the application: (None) b4
* Select the type of application: (None) g
* Select the scope of activity: (None) v

*Description of Proposed Activity:

DProject (OAnother Application

ioig . G e
Is this job a part of a project or another application? @(None)

Zoning Information:

Next

5. If part of another project or other application, choose appropriately and enter in the project
name/ number and click the magnifying glass. After selecting the appropriate project, click
okay. (Refer to the When submitting for a subsequent plan review section)

@Project (OAnother Application

o < et
Is this job a part of a project or another application? O(None)

Select the project by name:

or project number: Q

Zoning Information:

Next

6. Click Next.
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7. Complete Acreage (to the hundredth decimal point), Religious Use, and Number of Seats,
when applicable. Density and Number of Lots/Units should be filled out for Subdivisions. As
the Number of Lots/Units is required, for all other submissions enter in 0.

ZONING
*Total Acreage:

Religious Use?

Density:

Number of Seats (pertaining to restaurants, churches, schools,
theatres/arenas):

*Number of Lots/Units Proposed:
Number of Beds:

Existing Zoning(s)
Zoning Code
USE DATA

+ Add Use Data

Building Number  Stories  Building Height * Square Footage

Back Next

" Rooms/Units Type

8. Click Existing Zoning, this be displayed in a
pop-up window. Multiple Zoning types can be
selected.

Prepared by Planning Department — DRD Division (updated 5/2025)

@ LMD> unine - Zoning >earcn - Loogie Lnro... = (] VS

A Not secure | elmsnonprod.henrico.us/hentraining/pub...

— v
R-1A - One-family Residence District 1
R-1AC - One-family Residence District (Conditional)
R-1C - One-family Residence District (Conditional)

R-2 - One-family Residence District

R-2A - One-family Residence District

R-2AC - One-family Residence District (Conditional)
R-2C - One-family Residence District (Conditional)

R-3 - One-family Residence District

R-3A - One-family Residence District

R-3AC - One-family Residence District (Conditional)
R-3C - One-family Residence District (Conditional)

R-4 - One-family Residence District

R-4A - One-family Residence District

R-4AC - One-family Residence District (Conditional)
R-4C - One-family Residence District (Conditional)

R-5 - General Residence District

R-5A - General Residence District

R-5AC - General Residence District (Conditional)

R-5C - General Residence District (Conditional)

R-6 - General Residence District

R-6C - General Residence District (Conditional)

R5C-0 - Route 5 Corridor Overlay District

RTH - Residential Townhouse District

RTHC - Residential Townhouse District (Conditional)
SMX-PD - Suburban Mixed Use - Planned Development
TNT-PD - Traditional Neighborhood Development - Planned
Development

UMU-PD - Urban Mixed Use - Planned Development
WBS-O - West Broad Street Overlay District

WR-0 - Westwood Redevelopment Overlay District

B-3 - Business district

Select Clear All

000 0O 0000000000000 0000oBoBoor

Check All Refine Search

S
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9. Use data is required for the types of development shown on the drop-down menu below that
are proposing buildings. If no buildings are proposed, skip this step. Click the + Add Use Data
button and provide the required information and select the appropriate Type from the drop-
down menu. If there are multiple buildings proposed, click + Add Use Data button to add new
rows. ldentify the buildings by numbering them. Click Next.

a. If you clicked the + Add Use Data button by mistake, clicking the red X to the right of the
row will allow you to remove the row and/or close the window without requiring

information.
<+ Add Use Data
Building Number Stories Building Height * Square Footage * Rooms/Units  Type
(None) v|e
Age Restricted ~
Agriculture/Agricultural Based
Back Next Apartment
Assisted Living cree

Condominium

County/Public Facility

Daycare

Hospital

Hotel/Motel

Industrial

Life Care/Nursing Home & Like Facility
Office

Place of Worship

Private Recreation Facility

Private School
R-5A

Retail

Structured Parking
Townhouse

Warehouse

10. Complete all required fields. Enter an address and select the address from the pop-up
window. If there are multiple addresses on the site, add all the parcels and then select Primary
Address. You may also add a parcel number in lieu of an address. Complete Specific Location
when applicable. Select the appropriate Water Supply and Sewer Supply. If anything, other
than County is chosen for Water and Sewer, documentation must be uploaded for the Health
Department review. If this is not provided, the submission may be held up in initial reviews
until it is provided. Click Next.

= | Plan of Development rop-2023-00214 (Draft)

LOCATIONS

*Address: | Search

Parcel ID Address Net Acres

Total Area:
Specific Location:
%
*Water Supply Type: (None) v
*Sewer Type: (None) v
Back Next
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11. Upload all required and applicable optional documents. Click the + Upload Files button, select
Document Type and add any additional comments if applicable. If your site is part of a special
fee waiver program and you have already received approval for a fee waiver by the applicable
agency, the related fee waiver documentation must be uploaded at this time. Once all
application documents have been uploaded (indicated by NEW), click Next.

UPLOADED DOCUMENTS
Upload Files

File Name Document Type ), Comments

== (1) New Documents

sample.pdf New

Back Next

12. Do not add your Professional/Contractor. Add all parties involved under the Contacts section
(described in the step below). Click Next.

= | Plan of Development pop-2023-00016 (Draft)

PROFESSIONALS/CONTRACTORS

== Professional/Contractor

Professional/Contractor Type

Back Next

11

13. Add all Contacts by clicking +Contact.
These should include anyone

' Plan of Development pop-2023-00016 (praft)

. . . . Contact
associated with the application who bibiecial
. . N Contact T Ph Email
needs to be notified of its status. 0 or T - -
é Coco Chanel Applicant (123) 456-7890 smi120@henrico.us
é Mufasa Lion Professional/Contractor (555) 555-5555 mcmO055@henrico.us
Back Next
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14. A pop-up window will be displayed
with free form fields. Enter in the
type of contact (e.g.
Engineer/Surveyor, Owner,
Representative, Developer) and the
information necessary to receive
notifications. Anyone associated
with the job should have their
contact information provided. For
those included on the required
signature documents, provide their
contact information here.

Job Contact

Name:

Phone: ( )

Email: Subscribe to Notifications

Comments:

MAILING ADDRESSES

<= Mailing Address

BUILD
HENRICO

15. Click Subscribe to Notifications for
every contact. It is recommended to
leave all items checked. Click Save and
Close. If this is not done now, it is
possible to Subscribe to Notifications
on the home page after submitting the
project. In order to subscribe to those
contacts that were not manually
entered, double click their name on the
list and follow the step to subscribe to
notifications.

Subscribe to Notifications

D
[

Address Primary
Cancel Save Save & Close
w N

A Not secure | elmsnonprod.henrico.us/hentraining/pub/Ims/editobject...
Name: Ariel Mermaid

Phone: (/555 |)|555 |-|5555
Email: smi120@henrico.us

Comments:

MAILING ADDRESSES

<= Mailing Address

Address Primary
NOTIFICATIONS

Notify When
Additional Information Required Before Acceptance
Agency Comments Received
Applicant’s Review prior to Recordation
Application Decision
Circulated to Agencies for Comment
Corrections Required on Application
Notice of Expiration
Payment is Required
Permit/Application Accepted
Recordation Completed
Signatures Collected

Cancel Save Save & Close

16. Once you are finished adding contacts for the job, click Next.

Prepared by Planning Department — DRD Division (updated 5/2025)
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17. If there are any errors with the submittal, you should see a screen as shown below. Click the
work Fix and it will take to you to the error needs to be corrected. Once fixed, you will need to
move through the same screens again, clicking Next unless you need to revise anything.

= Plan of Development rop-2023-00016 (praft)

ERRORS ON APPLICATION

1\ Fix Each uploaded document must have a document type specified
m—r

18. In order to complete the submittal, the filing fee must be paid (if the process requires such).
Choose one of the following options for payment information.

a.

If you (as the applicant) are paying the applicable filing fee, click Pay Fees & Submit
Application will take you to the Paymentus website. This is a secure Third-Party website
used for payment. Enter in valid payment information and click Continue. Read the
Paymentus Authorization Terms and click to authorize payment and agree to the terms.
Click the blue button to pay.

If there is no filing fee, simply click Submit Application.

For those projects that are part of a special fee waiver program with an approved fee
waiver or are a County/Public Schools Project, choose Save and call the Planning
Department at (804) 501-4602 and to discuss the fee. Please have the Job number found
at the top of the screen available. Once the fee has been adjusted, navigate to Pay and
select the outstanding fee you wish to pay. This will take you to the Paymentus Website
to complete the payment as outlined below. If the fee has been completely waived, log
back into the system to finish the submission process by choosing Submit Application.

If someone other than the applicant will be paying the fee, choose Save and refer to Build
Henrico Planning Department Alternative Fee Payment Guide for further instructions.
Please provide the Job number found at the top of the screen to whomever is making the
payment, as the number is required for that process. Once the fee has been paid, you as
the applicant will need to log back into the system to finish the submission process by
choosing Submit Application.

Fees

Description Amount Balance
POD - Initial Plan Fee $590.00 $590.00
Back Pay Fees & Submit Application Save

Prepared by Planning Department — DRD Division (updated 5/2025) Page 11
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19. Once the application has been submitted (based on the various payment options), you will see
the screen below confirming the process was successful. If you select the click here link, it
will take you to an overview of the submission.

CONFIRMATION

Submission Successful.

Application Number: POD-2023-00016

To view the information and status for this Planning Approval Apphcat:o

20. This can also be found on the home screen under the My Activities tab. To see the details of
your submission, click the paper icon next to the applicable case.

MY INSPECTIONS MY ACTIVITIES MY PROJECTS

Show more...

Type File Number Location Description Status Created Date g:z“ R
== 4301 EPARHAMRD,  Plan of Development -
::J Plan of Development  POD-2023-00016 HENRICO, VA 23228 Residantial - TOWRROME Submitted Apr 11,2023 Apr11,2023
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Responding to Completeness Check Comments:

1. If the plans failed the completeness check and require more information, at least one email
will be sent to the applicant, and any other contact associated with the Job at the time of
submission, to notify of the need for revisions.

2. Inorder to resolve those items:

a. Ifalink was sent in one of the automated emails, clicking the link will take you to your
home page on the Customer Portal.

b. You could also navigate to the My Activities tab and in the status of the applicable Job,
you will see "Application Incomplete”

MY INSPECTIONS MY ACTIVITIES MY PROJECTS

Show more...

Type File Number Location Description Status Created Date g::’ em Rt

4301 E PARHAM RD, Plan of Development -

A 1 2 r11,2023
HENRICO, VA 23228  Residential - Townhome Apr11,2023 Apr11,2023

E- Plan of Development  POD-2023-00016

By clicking on the paper icon next to the Type for the applicable Job, comments will be
displayed of items that need to be addressed to pass the Completeness Check. Pay
attention to this screen as it is the only one that will detail what information is needed.
Click Next.

3. This will now take you back through the 7 application screens. Click Next to advance screens.
You must add/upload any additional information detailed on the screen in Step 4. If you do
not, you risk the application being rejected again for an incomplete application.

= | Plan of Development pop-2023-00016 (application Incomplete)

ADDITIONAL INFORMATION NEEDED FOR APPLICATION COMPLETION
Need site plan

Next

4. On the final screen, click Re-Submit to resubmit application or Save to save your work to
return at a later time to complete and resubmit. If you have outstanding fees, those will need
to be paid prior passing the Completeness Check.
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5. Once you resubmit, you will see a confirmation screen.

= | Subdivision sus-2023-00042 (Submitted)

CONFIRMATION

Submission Successful.

Application Number: SUB-2023-00042

To view the information and status for this Planning Approval Application, click here.

Prepared by Planning Department — DRD Division (updated 5/2025) Page 14



Responding to Initial Review Comments:

1. If the plans failed the initial review and require more information, at least one email will be
sent to the applicant, and any other contact associated with the Job at the time of
submission, to notify of the need for revisions.

2. An additional email from County Staff will be sent with a deficiency memo detailing items that
need to be resolved prior to the plan(s) being accepted for routing.

3. Inorder to resolve those items:

a. If alink was sent to you in one of the automated emails, clicking the link will take you to
your home page on the Customer Portal. If an email was not sent to you, sign into your
customer portal.

b. Navigate to the My Activities tab and in the status, you will see “Application Revisions”

4. By clicking on the Submit Revision link in the far-right column, you will begin the process of
resubmitting the plan(s) for initial review.

MY INSPECTIONS MY ACTIVITIES MY PROJECTS

Show more...
Type File Number Location Description Status Created Date g:?emltted
= o ; " 2728 HUNGARY RD, Subdivision - Residential - Applicant Submit
= Subdivision SUB-2023-00042 HENRICO, VA 23228 Single Family Revisions Apr 17,2023 Apr19,2023 Revision

5. Click on the Submit Revisions link. Enter your response in the mandatory response box and
upload any documentation requested.

= Development Approval sus-2023-00042

Status: Applicant Revisions Activity Date: May 12,2023
Expiration Date:

Job Description: SFR homes

CORRECTIONS REQUIRED
Q

File Name Review Correction Corrected

*Please provide your response:

6. Click Submit.
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Responding to Referral (review) Comments:

1. Throughout the referral/review process, an email will be sent to the applicant, and any other
contact associated with the Job at the time of submission, to notify of the completion of an
agency'’s review.

a. Once all mandatory review agencies have completed their referrals (reviews), a Referral
Summary with the next steps in the review process will appear at the bottom of the
Referral page within the specific Job.

2. Atany point in the process, you can log into the Customer Portal to review the status of the
referral job and issued comments.

3. On the Customer Portal:

a. Navigate to My Activities.

b. Select applicable Job.

c. Navigate to Referrals tab.

d. Select the
|- bl Status: Applicant Revisions  Activity Date: Jun 9, 2023
app ICable Expiration Date:
referral (there
DETAILS DOCUMENTS CONTACTS PROCESSES PROJECT ACTIVITY REFERRALS
may be
. . Referral Type Referral Number Created Date  Request Sent Response Due Date Status
mu Itl ple If é | POD/Site Plan/Subdivision - Construction Plan POD-2023-00214-001 Jun 5, 2023 Jun 5, 2023 Jun 17,2023 Closed
mu |t| ple § ‘ POD/Site Plan/Subdivision - Construction Plan POD-2023-00214-002 Jun 9, 2023 Jun 9, 2023 Jun 21,2023 Waiting for Response
sSu bm ISSIONS E [ POD/Site Plan/Subdivision - Construction Plan POD-2023-00214-003 Jun 9, 2023 Jun 9, 2023 Jun 21,2023 Closed
have
occurred).
Select View Documents for each agency's comments which will prompt a pop-up window with
the applicable documents available for download. Select Download to view the actual documents.
Alternatively, all available documents can be downloaded at one time (as a zip file) by selecting
Download All Documents at the bottom of the agency listing.
e. Once all mandatory Agencies Reterral pop-2024-101289-004
have completed their referral sroject Name: Sheetz - Mayland Drive and Gaskins Road GoTo Paren
. Referral Type: POD/SUB - Construction Plan
responses, a completion date S —
. Review Agency Dilé Referral Response  Response Comments Closed Response Documents  Key Contact
will appear at the top of the o - 1L L A— [ —

October 10 2024,
If Planning is the only Agency with

for signature.
Comments - plans

Email: bar11g@henrico.us
Kristin Smith

screen. Additionally, at this time

Planning - DRD 0ct14,2024 mustbe comments,they can be handled  Oct7,2024 View Documents  Phone: (804) 501-4604
. resubmitted. via email/pdfs. ———— Email: smi120@henrico.gov
C 1t la Al dria Gr dl
a Summary Recommendation v o Ot 20 o O —
) resubmitted Email: GRUO18@henrico.gov
P v— Comments - pla Marie Benavid
and Referral Summary WI | | be Public Works - FloodDlain ot 14,2024 et Bo M Oct14.202¢ | ViewDoouments  Phone: (804) 5017240
o resubmitted Email: BENO71@henrico.gov
located at the bottom of the Downioad Al Documants
f | h SUMMARY RECOMMENDATION
Re erra page T e S U m ma ry Plans must be resubmitted for review.
will include the next steps for REFERRAL SUMMARY
Plans must be resubmitted for review unless the Agencies with outstanding comments (DPW -Design and DPW-Floodplain) will accept email/pdf submissions.

this submission

process/guidance on

resubmission or when to submit for signature would be included here.

i. VDOT and the Health Department comments will likely be outstanding after the referral
is ‘completed” as they follow review timelines under State Code.
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To address the comments, log in to your account and follow steps 3 — 6 in the Responding to
Initial Review Comment section. In addition to uploading plans and documents as requested,
you must upload a response to comments letter outlining your responses to each Agency's
review comments.

Click Submit.

Once you submit, you will receive a confirmation screen.

= Development Approval sus-2023-00042
CONFIRMATION

To view the information and status of this Development Approval, click here...

When and how to Resubmit Plans:

1.

Plans on an agenda which require Director’s or Planning Commission approval OR other plans
which require an approval letter (Site Plan without Notice or Final Plats) should not be
resubmitted for construction plan review until the approval is granted unless resubmission is
necessary to obtain approval.

If plans do not need a prior approval letter (e.g. Minor Site Plan), resubmission can occur at
any time.

For resubmission of a different Application Type (construction plan, plat check, landscape plan,
etc.), a new Job will need to be created, associating it with the original project.

1.

If the submission is part of an existing project/development, on the first screen of the
application wizard, you should search for the project to associate it with.

UPLOADED DOCUMENTS
Q Search Group by: Type Y Filter by:

File Name Document Type ®, Comments Markups
= (1) New Documents
to Comments.doc New Comment Response Letter (Comment Resp

= (6) Existing Documents

In order to associate the new submission with the appropriate job, you will need to search for
the appropriate case number or name and click okay.

@Project Another Application

Is this job a part of a project or another application? (None)

Select the project by name:

or project number: Q

Zoning Information:

Next
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