
 

Commercial Pre-Application/Development  
Meeting Request Form 

 
The Commercial Pre-Application (or Pre-Development) Meeting provides a valuable opportunity to discuss your project 
with various staff members. Applicants are encouraged to convene with the Development Services Department prior to 
making a formal building permit submittal, in order to efficiently manage the new development and redevelopment 
process.  
The purpose of this meeting is for consultation only. It is to allow the applicant to become more familiar with the City's 
development codes and procedures. Keep in mind that the details and changes of the final project plans may change the 
conditions upon which the information is based.  We want the applicant to understand the next steps of the process, be made 
aware of any major issues, and distinguish which ordinances will apply.  For a more thorough review, please apply for a formal 
building permit with the Development Services Department. 

 
 Staff members representing the following areas of expertise will be present at the meeting:  
• Development Services (Building Inspection, Planning & Landscaping)  
• Engineering Services (Civil and Transportation)  
• Fire Department 

 HOW TO SCHEDULE A MEETING:  
Pre-Application/Pre-Development meetings are held on Tuesdays and Thursdays at 9:00 am or 3:00 pm. To make an 
appointment and reserve your meeting time, please complete this request form with a conceptual site plan of the 
location you would like to discuss. Submit your form and attachments to the attention of Brad Duncan, Plans Examiner,  
via email at brad.duncan@cityofcarrollton.com or in person. Due to the number of inquiries we receive, available 
openings fill quickly. We recommend requesting an appointment a minimum of one week in advance. Once the request 
form and plans are received, the meeting will then be scheduled. Please check day & time preference below: 
Preferred Day:   Tuesday   Thursday  Next Available 
Preferred Time:   9:00 am   3:00 pm   Next Available 

 
Contact Person _________________________________Phone Number ____________________ 
Email _____________________________________________________________________________________________ 
Project Name ________________________________________________ 
Project Location (Specific address or detailed description of the location) ______________________________________ 
__________________________________________________________________________________________________ 
Brief Project Description ______________________________________________________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 
Proposed Use: __________________________________ 
Lot Size: _________________    Square Footage of Building: __________________ 
 

 
 
The City’s web site also contains a wealth of information. Suggested links include the Development Services 
Department’s web site: http://cityofcarrollton.com/index.aspx?page=138; and the Department’s Commercial 
Development Process information located at http://cityofcarrollton.com/index.aspx?page=922 

 
Please contact Brad Duncan, at 972-466-3235 if you have any questions or need additional information. 
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