CSM Review & Approval Checklist           

               CSM #______________ (official Town file and database number)
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CSM Application & Review Checklist
· Application Processing:
· Form complete
· Fee paid
· Map provided
· Added to database
· Placed on Commission agenda
· Placed in Commission packet
· Compliance with Town subdivision ordinance:
· Section 460-70 applicable (well separation)
· Conservation CSM
· Consistency with Town Comprehensive Plan.
· Consistency with Town Official Map.
· Consistency with Town Zoning:
· Use
· Setbacks
· Frontage
· Consistency with any applicable Boundary Agreement.
· Access review (to Town road or County Highway).
· No delinquency on property taxes (Town requirement). County Treasurer will require all taxes paid in full, even if not delinquent.  County Treasurer signature line not required on CSM’s.

CSM Approval/Denial Follow-Up Checklist

The following items are to be completed after a CSM has been approved by the Town Board:

· Send approval letter to applicant or contact by phone/e-mail.
· In attendance at meeting, no notification required.
· Provide signatures on original CSM
· Chairperson
· Town Clerk/Treasurer (taxes to be paid in full)
· Administrator
· Digital copy of CSM filed electronically (received from County Register of Deeds when recorded).
· Forward copy to Assessor
· Update Planning & Zoning Reviews database.
· Officially file original submittal and any correspondence in Town records room by CSM #.

Note: Outagamie County Zoning doesn’t require any correspondence on CSM approvals from the Town.  County will not sign until Town has signed.  Document is to be recorded by applicant.
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