
Meeting Request Form 
DelDOT – Development Coordination 

    

 
 
 
 
 

In an effort to improve efficiency and prepare for meetings, please complete the requested information below and attach 
this form in the PDCA.  Items  Highlighted  below are required information for all meetings.  
Please call (302) 760-2266 if you need assistance. Thank you. 

Date of request: ____ / _____ /______ 

Required Information 
1. Project Name:
2. New Project:  Y / N   For All projects, a Pre-Submittal Meeting is required prior to making a formal plan submittal

for review IF any of the following apply: The proposed traffic entering and exiting the site, (based upon published
ITE Trip Generation Manuals), exceeds 200 Average Daily Trips (ADT), DelDOT approval is more than 3 years 
old, or Commercial Access (or Development Entrance) along the State roadway network is proposed. If any of 
these apply, refer to the Pre-Submittal Meeting section below. 

3. Tax Parcel I.D.:
4. Purpose of Meeting:

5. External Attendees (please include yourself):

Name: Email/Telephone: *Legal Counsel (Y or N)

*Please be advised that the attendance of attorneys or legal counsel to meetings will require advanced coordination to ensure that
DelDOT’s legal representation can attend, otherwise meetings can only be held absent legal counsel for all parties.

6. Dates Available to Meet (Minimum Three Dates):
7. DelDOT Subdivision Reviewer (Statewide Plan Review Map):
8. Plans: Depending on the purpose of the meeting, plans or exhibits may be helpful to allow for a productive meeting.

Forward pdfs of applicable plans or exhibits with this form when requesting the meeting.  Plans Attached:  Y / N
9. Additional Sections or DelDOT Personnel Requested:

10. Anticipated Meeting Duration:
11. Additional Comments:

Pre-Submittal Meeting: Please complete the requested information below (Items A through C are required) and attach 
it, and the following documents, to the PDCA and submit a Meeting Request Form via the PDCA at least two weeks 
prior to the meeting for review by the respective County Review Coordinator and Subdivision Reviewer as defined on the 
Statewide Plan Review Map: 

A. Conceptual Site Plan Attached:  Y / N
B. Trip Generation Diagram(s) based upon the current sample on the DelDOT website: Top 10 Most Frequently

Seen Errors (Please differentiate between Existing and Proposed ADT and provide Site Total ADT for all
concurrent site uses). Attached:  Y / N

C. Auxiliary Lane Worksheet: http://www.deldot.gov > auxiliary_lane_worksheet.xlsm Attached:  Y / N
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The following topics will be discussed at the pre-submittal meeting: 

1. Gate-Keeping Submittal Form and Documents
2. Entrance Design Guidelines per Section 5.2-A
3. Auxiliary lane requirements at proposed entrances
4. Frontage road improvements
5. Bicycle and Pedestrian Spacing and Connectivity

A. Sidewalks provided per Section 3.5.4.2
B. Walkway provided per Section 3.5.4.3
C. Access-ways provided per Section 3.5.4.4

6. Transit Facilities
A. Applicant shall contact DTC to determine transit

facilities requirements and shall show locations
if they are required.

7. Site plan submittal requirements
A. Section 3.3.2 (Minor) 3.4.2 (Major)

– Plan     (requirements)
B. Section 3.4.3 - Site entrance (preliminary entrance

plan)
C. Section 3.4.2.1 – Traffic Information, Adjacent

entrances, and Existing Roadway Features
D. Section 3.2, 3.2.5, 5.4, 5.7.2.6,

Fig. 3.2.1-a. & 3.2.5-a –  Easements
E. Section 3.2.5.2 – Dedication of Right-of-Way

F. Section 3.6 – Noise Analysis
G. Section 2.5 – Agreements
H. Section 5.8 - SWM facility minimum 20’ setback

from ROW line
I. Section 5.4 – Sight Distance. Use Intersection

Sight Distance Worksheet available at
http://www.deldot.gov/information/business/

8. PLUS, DAC, TAC or RPC comments (if completed)
9. Need for a TIS or TOA

A. Traffic Impact Study (TIS) process which applies
if site ADT exceeds 400 or peak hour  trips
exceed 50. Per Section 2.2.10 of the DelDOT
Development Coordination Manual.

B. Traffic Operations Analysis (TOA) process which
may apply if site ADT exceeds 200 and the
project meets the requirements outlined on the
DelDOT website: TOA Guidelines.

C. If a TIS or TOA is warranted, then the Traffic
Impact Study (TIS) Scoping Meeting form will
also be required

10. Previous TIS/TOA letter recommendations (if
applicable)

DelDOT recognizes that when a TIS or TOA is needed, it may be most efficient for the Developer to have any required 
scoping meeting occur in conjunction with the Pre-Submittal Meeting. Refer to the TIS Scoping Meeting Information 
Form in Appendix O of the DelDOT Development Coordination Manual. DelDOT will accommodate requests in this 
regard to the extent possible if  the developer has determined in advance that a TIS or TOA will be needed and has 
provided a completed Scoping Meeting Request Form at least two weeks prior to the Pre-Submittal Meeting, and 
notified the relevant local government agency as required [Section 2.2.4.1]. 

Refer to the DelDOT Development Coordination Manual for additional guidance. 

Please Note: While DelDOT personnel intend to provide the best available direction at pre-submittal and project 
coordination meetings, all final decisions are contingent on the design details and pertinent facts as provided in a 
formal submission.    

 
 
Post Meeting Use Only:      
Meeting Notes and Action Items: 
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________ 
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