
JEFFERSON COUNTY, WEST VIRGINIA 
Department of Planning & Zoning 

104 East Washington Street 
P.O. Box 338 

Charles Town, West Virginia 25414 
Phone:    (304) 728-3228 

Email:  planningdepartment@jeffersoncountywv.org      Fax:    (304) 728-8126   
 
 

MEMORANDUM 
 
 

TO:  ARCHITECTS, SURVEYORS, ENGINEERS, AND CONSULTANTS  
 
FROM: TONY REDMAN, DIRECTOR OF PLANNING 
  TODD FAGAN, GIS SPECIALIST  
 
DATE:  AUGUST 4, 2008 
 
SUBJECT: SUBDIVISON NAME APPROVAL 
 
 
 

Please be advised, as of September 1, 2008, the Departments of Planning and Zoning will 

require subdivision name review and approval from the GIS/Addressing Office prior to the 

submission of the Community Impact Statement.  A copy of the subdivision name approval letter 

from the GIS/Addressing Office will be a document needed at the time of submission. 

 

Enclosed is the revised Community Impact Statement checklist for Jefferson County, dated 

July 10, 2008, and a copy of the Subdivision Name Reservation Application, updated June 2007.  

Please take note of the new checkbox located near the top of the first page of the checklist.  Also, 

note that the application still requires the Planning Department’s signature.  The application can be 

found on the internet at www.jeffersoncountywv.org/forms/index.html. 

 

We believe this change in process will avoid the need to rename proposed subdivisions in 

the middle of the review process and therefore alleviate any confusion for the applicant, planning 

staff, and Planning Commission in processing applications.    

 

If you have any questions, please do not hesitate to contact the office. 

 

http://www.jeffersoncountywv.org/forms/index.html


Jefferson County Jefferson County 
Department of Planning Addressing Office 
104 E. Washington Street ● P.O. Box 338 116 E. Washington Street, Room 25 
Charles Town, WV  25414 P.O. Box 250, Charles Town, WV  25414 
(304) 728-3228 ● FAX (304) 728-8126 (304) 724-6759 ● FAX (304) 724-8992 
planningdepartment@jeffersoncountywv.org addressing@jeffersoncountywv.org 
              
 

APPLICATION FOR 
SUBDIVISION NAME RESERVATION 

 
 
 
Clearly print the proposed subdivision name(s) and submit this form to Jefferson County 
Department of Planning.  Planning will review the proposed subdivision name(s), mark each as 
approved or rejected, and then forward this form to the Addressing Office.  The Addressing 
Office will then review, marking each as approved or rejected.  Within 60 days you will be 
notified of which subdivision name that is approved by both entities and entered into the official 
subdivision name index. 
 
The Addressing Office will retain the original form and send copies to both the applicant and 
Planning Department for their records.  You must provide the 1st choice and up to three other 
options in the event the desired subdivision name is rejected. 
 
TAX DISTRICT: TAX MAP: PARCEL:  
 
DB: PAGE:  
 
APPLICANT:   COMPANY:     
 
PHONE:     FAX:    
 
EMAIL:      
 
 
 
 
 
 

   Planning Addressing Office
 Subdivision Name  Approve Reject Approve Reject 

1st Choice   ○ ○ ○ ○ 
       

2nd Choice   ○ ○ ○ ○ 
3rd Choice   ○ ○ ○ ○ 
4th Choice   ○ ○ ○ ○ 

 

 

 

        
Signature (Jefferson County Planning)    Date  Signature (Jefferson County Addressing)             Date   

Updated June 2007 
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