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INTRODUCTION 
 
As required by various provisions of the Municipal Code and as a service to our 
customers, the Planning Division of the Community Development Department 
administers 11 development review processes.  These processes vary widely with respect 
to their complexity, length of time to complete, and the level of involvement by the 
elected and appointed officials and staff.  The purpose of this report is to summarize all 
of the development review processes that the Planning Division of the Community 
Development oversees.   
 
Certain of the development review processes require either the Plan Commission or 
Village Board to conduct a public hearing, while others do not.  In this report, the 
development review processes not requiring a public hearing will be discussed first, with 
the processes that require a public hearing being discussed in the second section of the 
report. 
 
Please note that this report is not intended to describe in detail the submittal requirements 
for each of the processes discussed herein.  Planning Division staff has previously 
prepared detailed process handouts, which are offered to developers during pre-submittal 
meetings, for each of the development review processes that we oversee.  A copy of each 
process handout is contained in the Appendix section of this report for further reference. 
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PROCESSES NOT REQUIRING A  
PUBLIC HEARING 

 
Concept Plan Review 
 
The Concept Plan Review Process is offered free of charge to developers who are seeking 
feedback from Village staff regarding technical, code-related aspects of their proposed 
developments.  The Concept Plan Review process typically involves only Village staff 
and does not require review or input by the Plan Commission or Village Board.  The 
turnaround time for the Concept Plan Review process is about two to four weeks. 
 
Upon receipt of eight sets of a Concept Plan and a cover letter explaining the project from 
the developer, planning staff will distribute the plan to various review personnel, usually 
including the Village’s building, engineering, public works and police staff, as well as the 
Fire Protection District, for review and comment.  A concept plan submittal need not 
necessarily contain highly detailed information and may sometimes only consist of a 
general site plan; however staff usually advises Concept Plan applicants that the amount 
of feedback provided in the staff commentary letter will be proportionate to the level of 
detail provided on the concept plan(s).  Once the comments are received from the review 
personnel, the Planning Division staff prepares a summary letter of all of the comments 
to the developer.  After the developer has received the commentary letter, it is customary 
for staff to meet with the developer to discuss the comments in more detail and answer 
any questions that they may have regarding how to proceed through the formal Plan 
Commission and Village Board development review process.   
 
Staff often finds that developers who avail themselves of the Concept Plan Review 
process have an easier and sometimes quicker time completing the formal Plan 
Commission and Village Board development review process, as it allows an opportunity 
for technical code issues to be resolved prior to the preparation of final plans. 
 
Executive Development Committee Review 
 
The purpose of the Executive Development Committee Review process is to provide an 
opportunity for a developer to receive informal feedback regarding a development 
proposal from the decision makers - the Plan Commission and Village Board members.  
The “EDC” Review process is offered free of charge and usually requires four to six 
weeks from the time of submittal of EDC plans to the EDC meeting in which the 
feedback that is generated through the process is communicated to the developer. 
 
Staff usually reserves the EDC Review process for proposed developments that have the 
potential to be controversial, or for projects for which staff may not have a good idea as 
to how they will be received by the elected and appointed officials.  To obtain EDC 
Review comments, a developer must submit plans and a written narrative describing the 
proposed project.  Staff will attach a summary report, and the entire package will be 
transmitted to the Plan Commission and Village Board members along with the Village 
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Manager and Community Development Director.  It is requested that the Plan 
Commission and Village Board members review the plans and provide written comments 
to staff by the date indicated in the summary report.  Comments can also be faxed or e-
mailed to staff. 
 
Once the comments are received, staff will schedule an Executive Development 
Committee Review meeting.  Staff will briefly summarize the comments in a memo to 
the Mayor, Plan Commission Chairman, Village Manager and Community Development 
Director, and copies of the actual comments will be attached to the memo.  The actual 
Executive Development Committee consists of the Mayor, Plan Commission Chairman, 
Village Manager, Community Development Director, and Village Planner.  During the 
EDC Review meeting, the Mayor will typically convey the comments of the Village 
Board members and the Plan Commission Chairman will present the comments of the 
Plan Commission members.  Comments are only given verbally and the applicant never 
sees the written comments that the elected and appointed officials provide.  The Village 
staff members in attendance will provide feedback on any significant issues not addressed 
by the Mayor or Plan Commission Chairman. 
 
It is hoped that through the EDC Review process, the developer will receive feedback 
from the decision-makers regarding potentially controversial projects, in an informal, 
non-public format, that will provide them with a better idea as to whether they should 
pursue their proposed project further through the public review process. 
 
Easement Encroachment Process 
 
The Easement Encroachment process provides an opportunity for a property owner to 
request permission for a structure to be built, or to remain as constructed (in some cases), 
within an easement.  The application fee for the Easement Encroachment process is $100, 
and the amount of time required to complete the process depends on the type of easement 
upon which the applicant is proposing to encroach.  Review of an easement 
encroachment application involves Village staff, with the Village Board rendering the 
final decision regarding a request to encroach upon an easement.  The Plan Commission 
does not participate in the review of an Easement Encroachment application. 
 
With few exceptions, with fences being the most common one, structures are generally 
not allowed to be constructed within drainage or public utility easements.  The reasons 
for this include 1) to avoid the proliferation of obstructions in drainage channels, which 
can cause localized flooding problems, 2) to avoid possible damage to underground 
utilities, and 3) to minimize damage to structures that could occur when underground 
utilities needed to be accessed or repaired.  If a property owner wishes to construct a 
structure in an easement, or allow an existing structure to remain as situated within an 
easement, they must receive Village approval to do so.  If the affected easement is strictly 
a Village easement, then permission to encroach upon the easement is only needed from 
the Village.  In this case, the Village Engineer and Public Works Director will indicate 
the presence or absence of utilities within the easement and provide a recommendation as 
to whether they can support the requested encroachment.  If, however, the affected 
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easement is to the benefit of one or more public utilities (Com Ed or Nicor, for example), 
the applicant must contact the public utilities having rights to the easement and receive, 
in writing, permission to locate a structure in the easement.  Upon receipt of letters from 
the utility companies, the applicant must provide the letters to the Village.  The applicant 
is also required to agree to Village-specified terms with respect to the use of the easement 
by signing a letter that enumerates the terms.  Once all of the necessary information is 
received and staff has had an opportunity to review the request, the request is scheduled 
for review and action by the Village Board. 
 
Staff typically discourages construction of new structures within easements.  However, if 
the utility companies and Village staff can determine that there would be no adverse 
effects of new or existing construction to be located within an easement, the Easement 
Encroachment process provides an opportunity for approval of such construction. 
 
Subdivision Process 
 
The Subdivision process allows for the subdivision or consolidation of land, most often to 
allow for the transfer of land ownership.  The fee for a Subdivision application is $200.  
The Subdivision process involves review by staff, a presentation (but not a public 
hearing) before the Plan Commission, and approval by the Village Board.  The Village 
Board adopts a resolution that confirms the approval of the subdivision plat. 
 
The Subdivision review process can be quite simple, if no public improvements are 
involved, or it can require a complex review, if public improvements are required.  For a 
case in which a landowner simply wishes to subdivide off a vacant portion of improved 
land for an unknown future development, the review process is very simple, as the 
applicant must only submit a plat showing the property configuration containing the 
necessary certificates and easement language.  A simple subdivision can be processed in 
as little as six to eight weeks, not including the time that is required for the plat to be 
recorded at DuPage County by the Deputy Village Clerk.  Conversely, before a Final Plat 
of Subdivision for a large proposed commercial or residential development is brought to 
the Village Board for approval, extensive engineering design work must be submitted to 
the Village Engineer.  Typically, the Final Plat of Subdivision for a proposed 
development will not be scheduled for action by the Village Board until the Village 
Engineer has approved the final engineering plans.  The Final Subdivision process can 
take several months depending on the nature of the engineering design issues associated 
with the proposed development. 
 
If a landowner wishes to subdivide land for future sale, or consolidate multiple properties 
to allow for future development, the Subdivision process will allow the land to be 
configured as needed. 
 
Gary and North Avenue Corridor Review 
 
In 1995, the Village adopted the Gary Avenue Corridor Enhancement Plan.  The Plan, 
which proposed various Village enhancement projects along the Gary Avenue Corridor, 
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also included a detailed set of development design regulations applicable to all new 
construction within the Gary Avenue Corridor Overlay District.  The Village 
implemented the same regulations for all new developments along North Avenue through 
the creation of the North Avenue Corridor Overlay District in 2000.   
 
The Gary and North Avenue Corridor Review process involves a formal application 
submittal to the Community Development Department, including application forms, a 
cover letter, $500 application fee, a site plan, detailed landscape plan, and detailed 
building elevation plans.  Applicants typically submit color building elevations or 
renderings to clearly show the appearance of their proposed building, and to help 
demonstrate that their design will meet the intent of the Corridor regulations.  The plans 
are distributed internally for review and comment by Village staff, and the applicant is 
provided with any staff comments or feedback.  The applicant must submit revised plans 
in accordance with the Village’s comments by a date specified by staff, which staff will 
then review once again in advance of preparing the staff report.    
 
The applicant is required to make a presentation of the plans to the PC/ZBA, but a public 
hearing is not required.  The PC/ZBA will review the proposed development plans 
against the standards contained within the Gary and North Avenue Corridor regulations, 
as evaluated in the report prepared by staff.  Final approval of the Gary and North 
Avenue Corridor plans rests with the Plan Commission/Zoning Board of Appeals, 
although the regulations provide an opportunity for an applicant to appeal the decision of 
the PC/ZBA to the Village Board, if desired.  The Gary and North Avenue Corridor 
Review process allows the Village to ensure that new developments or redevelopments 
within these corridors will meet the intent of the Corridor standards established by the 
Village. 
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PROCESSES REQUIRING A  
PUBLIC HEARING 

 
Variation Process 
 
The Variation process provides an opportunity for an applicant to request approval of 
relief from a standard contained in the Village’s Zoning Code, Sign Code or Fence Code.  
Such requests require the filing of a formal application with the Planning Division staff.   
The application fee for commercial or industrial variation requests is $400, while the fee 
for residential requests is only $200. 
 
Upon receipt of a complete Variation application, staff will distribute the Variation 
application request and plans to various Village staff, typically including the Chief Code 
Enforcement Officer, Community Development Director, Village Engineer, and 
sometimes the Public Works Director and Police Chief, depending on the nature of the 
request.  The Fire Chief also receives a copy of the request.  All parties are asked to 
provide feedback to the Planning Division by a certain date so that any comments can be 
transmitted to the applicant.  Once final plans are received from the applicant, including 
revised plans if necessary, staff will prepare a report that evaluates the request based 
upon the specific criteria for Variations contained in the Zoning, Sign or Fence Code. 
 
The Plan Commission/Zoning Board of Appeals will conduct a public hearing regarding 
the requested Variation.  Members of the general public are invited to attend and may 
give testimony regarding the request.  In the case of Fence Code Variation requests, the 
decision of the PC/ZBA is final.  For Sign Code Variation requests, the PC/ZBA makes a 
recommendation, and if the Village Board takes no action regarding the decision of the 
PC/ZBA within 21 days after the receipt of the written decision of the PC/ZBA, or the 
date of the first Village Board meeting which occurs after receipt of the decision of the 
PC/ZBA, whichever event should occur later, the decision of the PC/ZBA shall become 
final.  The Village Board may, however, approve or reverse the decision of the PC/ZBA 
at any time within 21 days after the receipt of the decision of the PC/ZBA.  With respect 
to Zoning Code Variation requests, the PC/ZBA makes a recommendation and the 
Village Board renders the final decision with respect to approval or denial of the request.  
In the case of Zoning Code Variations, the Village Board adopts an ordinance that 
memorializes their decision. 
 
The Variation process exists to allow the Village to grant exceptions to Code standards 
when an applicant is able to demonstrate a unique situation or a particular hardship with 
respect to complying with a Code standard.  Staff always attempts to evaluate Variation 
requests in accordance with the specific criteria that are provided in the Codes. 
 
Rezoning Process 
 
The Rezoning or Zoning Map Amendment process provides the mechanism for the legal 
zoning classification of a property to be changed.  A property owner, contract purchaser, 
or the Village itself can file an application to amend the zoning classification for a 
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property.  Rezoning requests require the filing of a formal application with the Planning 
Division staff, and include a $400 application fee.   
 
Upon receipt of a complete Rezoning application, staff will distribute information relative 
to the request to various Village staff for review; however most of the analysis associated 
with evaluating a Rezoning request takes place within the Community Development 
Department.  The primary factors that staff considers in the evaluation of a Rezoning 
request include the recommendation of the Future Land Use Plan, the proposed land use, 
and the zoning and use of surrounding properties.  Once the Planning Division staff 
completes its analysis of the Rezoning request, staff will prepare a report that evaluates 
the request based upon the various factors mentioned above.   
 
The Plan Commission/Zoning Board of Appeals will conduct a public hearing regarding 
the requested Rezoning.  Members of the general public are invited to attend the public 
hearing and may give testimony regarding the new requested zoning classification.  After 
considering the testimony of the applicant, any public input that may be provided, and the 
discussion provided by staff in the staff report, the PC/ZBA makes a recommendation 
regarding Rezoning request to the Village Board.  The Village Board renders the final 
decision with respect to the Rezoning, and they will adopt an ordinance memorializing 
the zoning change if it is approved.  The Planning Division staff will update the official 
zoning map to reflect all zoning changes as part of the annual zoning map update that 
takes place in March of each year. 
 
Special Use Permit Process 
 
If a use or activity is listed as a Special Use in the Zoning Code, then the property owner 
(or business operator) must first obtain a Special Use Permit prior to commencing the use 
on the property.  The Special Use Permit process provides the procedure for an applicant 
to obtain a Special Use Permit.  Special Use Permit applications require the filing of a 
formal application with the Planning Division staff, and include a $500 application fee.  
Depending on the nature of the request, other detailed information including site plans, 
landscape plans, and building elevation plans may also be required.   
 
Upon receipt of a complete Special Use Permit application, staff will distribute 
information regarding the request and plans to various Village staff, typically including 
the Chief Code Enforcement Officer, Community Development Director, Village 
Engineer, and sometimes the Public Works Director and Police Chief, depending on the 
nature of the request.  The Fire Chief also receives a copy of the request.  All parties are 
asked to provide feedback to the Planning Division by a certain date so that any 
comments can be transmitted to the applicant.  Once final plans are received from the 
applicant, including revisions if necessary, staff will prepare a report that evaluates the 
request based upon the specific criteria for Special Use Permits contained in the Zoning 
Code.  Usually, staff will recommend certain operational or property maintenance 
conditions to ensure that the use can be operated in a manner that will not negatively 
impact surrounding properties or the neighborhood in general.  
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The Plan Commission/Zoning Board of Appeals will conduct a public hearing regarding 
the requested Special Use Permit.  Members of the general public are invited to attend the 
public hearing and may give testimony regarding the request.  The primary factor that the 
PC/ZBA considers in evaluating Special Use Permit applications is whether the proposed 
use will be able to operate without generating any negative impacts on neighboring 
properties or on the community as a whole.  Typically if a Special Use applicant can 
demonstrate a community need for the use, and that the use can be conducted in a manner 
that will not negatively impact surrounding properties, the PC/ZBA will recommend 
approval of the use.  The Village Board renders the final decision with respect to 
approval or denial of the request.  In the case of Special Use Permits, the Village Board 
adopts an ordinance that memorializes their decision.  Quite often, the ordinance will 
contain conditions of approval for the Special Use Permit, including specific operating 
parameters or property maintenance standards that must be achieved. 
 
Planned Unit Development Process 
 
The Planned Unit Development process is similar to the Special Use Process from a 
procedural standpoint.  In fact, Planned Unit Development is listed as a Special Use in 
the residential, business and industrial zoning districts of the Village.  Accordingly, for a 
Planned Unit Development to be approved for a particular property, a Special Use Permit 
must be approved, in conformance with the discussion presented above for a Special Use 
Permit.  Detailed application plans are required for the Planned Unit Development 
process, as is a $600 application fee.   
 
Through the PUD process, developers can request flexibility from the standards 
contained within the Zoning Code.  If a developer can demonstrate that the proposed plan 
is beneficial and of high quality, the Village can approve the relaxation of certain zoning 
standards.  For a Planned Unit Development to be approved for a property, submittal of a 
PUD Plan meeting the standards of the Village is typically required.  In reviewing 
Planned Unit Developments, staff will usually evaluate how well the proposed PUD 
would be integrated with surrounding properties and existing developments, in addition 
to the internal layout of the proposed PUD.  The PC/ZBA conducts a public hearing 
regarding the Planned Unit Development, and the Village Board renders the final 
decision.  The ordinance that the Village Board adopts would contain any specific 
conditions regarding the development and operation of the Planned Unit Development. 
 
Sometimes, a Preliminary Planned Unit Development Plan is approved for a property but 
the exact building configuration or specific business uses are not known.  In these cases, 
the Village can approve the Special Use Permit for Planned Unit Development, with the 
end user or property owner being required to receive Final Planned Unit Development 
Plan approval in the future.  In the case of a Final PUD Plan, a Special Use Permit, and 
consequently a public hearing, are not required unless the actual use itself is listed as a 
Special Use in the underlying zoning category.   
 
Also regarding Planned Unit Developments, there are occasions in which a property 
owner or developer wishes to make minor changes to an approved PUD Plan after 
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construction of the development is complete.  If a change to a PUD is viewed by staff to 
be minor in nature based upon the language provided in the PUD section of the Zoning 
Code, it should be processed as a minor modification to the original PUD Plan.  This 
requires the submittal of a cover letter in which the applicant discusses the proposed 
changes, as well as plans that detail the changes.  The plans are reviewed internally by 
Village staff, with any review comments being transmitted to the applicant.  Once revised 
plans are received, the item is scheduled for presentation to the Plan Commission/Zoning 
Board of Appeals for review and approval.  No public hearing is required, and the 
PC/ZBA makes the final decision regarding a minor modification to an approved PUD.  
Please note that changes that are determined by staff to be more major in nature require 
the review and approval by the Village Board, after the PC/ZBA reviews the proposed 
changes and conducts a public hearing. 
 
Zoning Code Text Amendment Process 
 
The Zoning Code Text Amendment process is the procedure that allows for language 
within the Zoning Code to be amended.  Applications to amend the text of the Zoning 
Code can be filed by a resident, business owner, property owner, or by the Village itself.  
The Text Amendment process requires the payment of a $400 application fee, as well as a 
written narrative of the proposed Zoning Code language modification.  The proposed 
language should be provided, along with an explanation justifying the proposed change. 
 
Planning Division staff will transmit a copy of the proposed Zoning Code Text 
Amendment to those members of the Village staff that would be affected by the proposed 
change, and request any comments or feedback.  Depending on the nature of the 
feedback, adjustments to the proposed language may be suggested.  Staff will evaluate 
the proposed text amendment in a staff report, which will be transmitted to the PC/ZBA.  
The PC/ZBA will conduct the public hearing regarding the text amendment, and make a 
recommendation to the Village Board as to whether they believe it should be approved or 
denied.  The Village Board renders the final decision regarding the text amendment, and 
if approved, the Board will adopt an ordinance that memorializes the text change.  The 
Deputy Village Clerk is responsible for making sure that the new language is codified in 
the Municipal Code. 
 
Annexation Process 
 
The Annexation process provides the mechanism for unincorporated property to become 
incorporated to the Village of Carol Stream.  The process requires the filing of certain 
application documents and forms, and includes a base fee of $400, plus $600 per acre of 
land to be annexed.  Annexation fees are also due to the Carol Stream Fire Protection 
District, and if the use of the annexed land involves the generation of a residential 
population, other fees, owed to the school, park and library districts, must also be paid. 
 
The Annexation process can be one of the more complex processes that the Community 
Development Department oversees.  Usually with the annexation of land, there needs to 
be an Annexation Agreement developed between the Village and the applicant.  The 
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development of an Annexation Agreement requires a significant coordinated review 
effort by the Village staff.  Such agreements can be lengthy and can contain very specific 
information about various aspects of a proposed development.  Most often, a request to 
annex land is part of a larger overall development application that the Village is already 
considering.  For example, it is quite likely that a request for annexation would also be 
accompanied by a request for rezoning, and possibly subdivision or a special use permit 
as well.  If a rezoning or special use request were part of the proposed development on 
the land that is to be annexed, then the Plan Commission/Zoning Board of Appeals would 
conduct the public hearing regarding those matters.  The PC/ZBA would make a 
recommendation regarding the zoning request to the Village Board, and if the Village 
Board generally views the project favorably, they would then direct staff to commence 
negotiation of the Annexation Agreement.  Once the agreement is satisfactory to both the 
Village staff and the applicant, staff will schedule a public hearing for the annexation and 
annexation agreement at an upcoming Village Board meeting.  The Village Board would 
conduct the necessary public hearing, and would adopt ordinances authorizing the 
annexation of the land, the annexation agreement, and any other zoning requests that 
were a part of the application. 
 
 

SUMMARY 
 
 

It is hoped that this report is useful in providing a better understanding of the 
development review processes that are overseen by the Planning Division of the 
Community Development Department.  More specific, process-oriented information is 
included in the handout for each process that is provided in the Appendix section of this 
report.   
 
The Planning Division is proud of the efficiency of its development review processes, 
and we believe that the manner in which the processes are administered is an important 
component of creating a business-friendly environment in the Village, which is key in our 
economic development efforts.  Of course, Carol Stream residents who make use of the 
development review processes also benefit from the efficient nature of our processes.  
Finally, the Plan Commission/Zoning Board of Appeals and Village Board should be 
recognized for the important role that they have in the administration of the various 
development review processes, as they provide clear, consistent feedback to staff as well 
as to applicants regarding development applications.   
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