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AGENDA 
Design Review Committee 

Tuesday, December 14, 2021 
6:30 p.m. 

 
 
 

I. Call to Order & Establishment of a Quorum 

II. Approval of the November 9, 2021 Meeting Minutes 

III. Old Business 

A. Springhill Suites – Site Plan – for development of a hotel on Lot 1 of the 
Arlington Trails commercial PD, located at the west end of Fair Springs Cove.   

B. Other as Properly Presented 

IV. New Business 

A. Huff Holdings –Site Plan – for development of a 4,500 square foot 
commercial warehouse on a vacant industrial lot at 11462 Gulf Stream Road.  

B. Design Guidelines Chapter IV – Amendment – for consideration of an 
amendment to incorporate guidelines for cluster mailbox units and 
associated improvements.   

C. Other as Properly Presented 

V. Adjourn 

Town of Arlington       
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TOWN OF ARLINGTON, TENNESSEE 
DESIGN REVIEW COMMITTTEE 
 

DEVELOPMENT STAFF REPORT 
 

 

SPRINGHILL SUITES 
SITE PLAN APPLICATION 

 
 
 
DATE:  December 14, 2021 
 
STAFF: Jeremy Credeur, Town Planner 
 Angela Reeder, Planning Consultant  

  
SUBJECT: Site Plan Review  
 
APPLICANT:  Grant Properties, LLC; Representative: Milton Grant  
 
DESIGN PROF./  Renaissance Group; Representative: Barry Allmon  
CONSULTANT:  
 
SITE LOCATION:  West end of Fair Springs Cove; Lot 1 of Arlington Trails PD, 
 
SITE ACREAGE: 2.93 Acres 
 
ZONING:   SC: Shopping Center commercial, with PD overlay (Arlington Trails PD) 
 
 

BACKGROUND: This site was considered by the DRC in November and tabled to allow the applicant 
to respond to DRC concerns. The applicant has revised plans and resubmitted these for reconsideration.   

PROPOSAL: The applicant is 
requesting DRC approval of a 
hotel on the west side of Fair 
Springs Cove, across the cul-de-
sac from the Fairfield Inn hotel. 
The site is within the Arlington 
Trails PD and was approved as 
one of the two hotels in the PD.  
The Planning Commission 
approved the site plan layout for 
this site on September 21, 2021. 

The site is comparable to the neighboring Fairfield Inn site and is surrounded by a walkway connecting 
both hotel sites. Access to the site will be achieved by two curb cuts off Fair Springs Cove a cul-de-sac 
street serving the two hotel sites.  

The 4 story, 19,492 sq ft building is centrally located on the site facing Interstate 40.  Parking is provided 
on all sides of the building, with the entry awning and main entrance on the north elevation of the 

ARLINGTON TRAILS PD 
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building. An outdoor patio area is located on the front of the building, while an enclosed pool and patio 
is located on the back (south) side.  No changes to the site or building layout are proposed from the first 
review.  

Building Elevations: The building elevations were the primary concern during the first DRC review; 
therefore, most changes were made to this section. The proposed materials of the building consist of 
brick, ACM panels (aluminum composite material), and stucco.  The majority of the building (@ 75-
80%) will be clad in brick.   

The design features a palate of three different brick colors. The base of the majority of the structure will 
be an earth tone brown brick (Acme Koko Brown), with a cream-colored brick (Acme Glacier White) 
above.  To highlight the main entry a grey toned brick (Acme Slate Grey) is proposed as a base with 
wood toned, and grey ACM panels above. Acme Slate Grey is the same brick used on the Fairfield Inn 
hotel. The front elevation is a three-section design. The entry section, as mentioned above, consists of a 

mixture of wood grain 
brown and grey panels 
with stucco accents at 
windows and a band of 
stucco backing the 
signage. A stucco clad 
awning with cream-
colored brick columns 
provides cover for 
loading and unloading. 
The middle section is 
clad in brick.  The 
majority of this section 
is the brown brick 
carrying the base color 
up creating a focal 

feature centered with cream-colored accents in the center surrounding the clear anodized aluminum 
window system. The third section consists of grey ACM panel surrounding one of the window banks.  
A vertical band of wood grain ACM centers the section with the cream-colored brick around the second 
bank of windows. 

The eastern and western elevations consist mainly of brick, with a center accent of wood grain ACM. 
The southern elevation mimics the patterning of the north, without the large section at the main entry of 
the north elevation. 
 
All penetrations are clear anodized aluminum finished. The coping metal colors are white, brown, and 
grey and match the materials they are in contact with.  The PTAC (through wall A/C) grills are clear 
anodized aluminum and are integrated into the window system providing a cleaner look. External 
service/maintenance doors will be painted a beige color (Portobello SW 3113) to blend in with brick. 
 
The pool area on the south side of the building is screened with a brown brick wall on the sides that 
increases to seven ft at the rear.  The pool equipment room is directly adjacent to the pool and is of 
matching brown brick.   
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The patio and driveway drop-off area under the entry canopy consist of herringbone pattern brick pavers.  
This will be carried to the circular seating areas in the walkway ultimately leading to the Fairfield which 
has similar paver accents.  Thus, tying the two sites together.   
 
The proposed materials and layout are consistent with the original PD submittal, the color scheme has 
been modified to incorporate more earth tones and bring similar color from the neighboring hotel as well 
as the self-storage component of the PD.  Staff feels that this iteration does much more in creating a 
cohesive development and meeting TOA requirements concerning color palate and materiality. 
 
Landscaping and Tree Ordinance: The project meets open space requirements and well exceeds 
required tree density units, providing over 140 tdu when only 59 are required. The layout and plant 
selection are consistent with the BMA approved PD.  

The Streetscape now consists of a Yoshino Cherry at each driveway and a line of 3 Japanese Zelkova, 
which is consistent with the Fairfield frontage and cul-de-sac, and was previously recommended by staff.   

The site itself is ringed by a series of crepe myrtles and pin oaks, with a large bed at each entry drive 
planted with annuals to add color and highlight the entrances.  The building is surrounded by an ample 
number of trees, shrubbery, and groundcover. Plantings include magnolias, boxwoods, Indian hawthorn, 
hydrangea, and a variety of others.   

Annuals will be used to bring color to the landscaping at multiple places around the building.  Parking 
islands will be landscaped as required. Screening of MGLW transformer and any other site utilities will 
be required, which is noted as a standard condition of approval.  

Exterior Lighting and Photometrics: The site is well lit, and the photometric plan shows little to no 
trespass onto adjacent properties. The Lighting plan shows twelve (12) roughly 25-foot tall pole lights 
within the parking lot, each with bronze poles and slim-profile LED heads. Two similar lights on 14-
foot poles are noted around the rear enclosed pool area. The pole lights are all within the maximum 
height permitted, based on the site location.  
 
Around the perimeter of the building is a variety of other building lights, including decorative bollards, 
recessed downlights, building up-lights, in-ground up-lights, accent lighting, and bronze wall fixtures. 
Due to the amount of lighting specific to the building, a vertical photometric plan was required similar 
to the Fairfield site. The vertical plan appears to show the lighting primarily concentrated on the lower 
floor, with little to any reaching the top floors.  Some of the accent lighting specified (fixture SA2) have 
the ability to display colored light, so a condition has been added requiring all light to be natural light 
(3000k) and no colored accent lighting will be allowed. 
 
Garbage Collection Areas: A trash enclosure is proposed on the southwest corner of the site. It will be 
CMU clad with the same brown brick used on the building, with a precast stone cap and metal framed 
doors with metal panel inserts.  All exposed metal will be painted grey to match brick. It is shown as 
screened on three sides with evergreens. 
 
Mechanical Equipment Screening: All roof top units will be screened by parapets, screen walls, and 
the general height of the building.   As is typical, any other ground or wall mounted meters or mechanical 
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equipment installed must be screened by landscaping, fencing, or painted to match the adjacent surface 
(if surface mounted). A condition notes this and it will be confirmed prior to occupancy and shall be 
maintained for the duration of the site. 
 
Signage:  No application for signage is proposed for DRC review. Future sign permits will be reviewed 
by staff for consistency with to the BMA-approved Master Sign Plan for the PD.  
 
 
NEXT STEPS: If approved, the applicant will next complete all conditions of approval, complete 
construction plans, and have a Pre-Construction meeting with staff prior to beginning work. 
 
RECOMMENDATION:  
Staff recommends approval of the proposed Site Plan for Springhill Suites, subject to the following 
conditions and any additional conditions recommended by the Design Review Committee. 
 
CONDITIONS OF APPROVAL: 
1. It is found that the DRC application and plans received November 29, 2021, along with the conditions 

of approval, meets the provisions of the Town of Arlington Zoning Ordinance and Design Guidelines 
Manual. The project shall be constructed in accordance with those regulations. 

2. Any approval shall be contingent upon the applicant satisfying all requirements and conditions of 
Site Plan approval levied by the Planning Commission or Board of Mayor and Aldermen.  

3. All plans submitted to Shelby County for the issuance of a building permit shall be consistent with 
the plans approved by the Planning Commission and Design Review Committee. Any plan changes 
require prior approval by Town of Arlington staff and/or the appropriate Committee.  

4. The site shall be maintained in accordance with the approved plans for the life of the project. Any 
revisions to the site or building will require prior approval from the appropriate Board, Commission, 
or their designee.  

5. Any roof mounted equipment must be fully screened from the public right of way by the parapet wall 
and/or approved screen walls.  

6. All ground mounted equipment or meters must be screened by landscaping, fencing or other 
approved measures to the satisfaction of staff, unless equipment is required to maintain visibility and 
access. Wall mounted equipment may be painted to match the adjacent wall, if an option.  

7. Any exterior signage on plans is conceptual only and is not approved until a Town Sign Permit 
application is submitted for staff review and approval.  

8. All building lighting shall be natural white lighting (3000K). No colored lighting is allowed, 
including but not limited to accent, up lighting, down lighting, sign lighting etc. 

9. Prior to starting construction, the applicant shall address the following conditions and make any 
necessary amendments to the plans. Amended plans must be submitted to staff for consideration 
and approval.  
a. Irrigation for designated landscape areas is required. An irrigation plan shall be submitted to 

Staff for review and approval prior to issuance of a building permit.   
 



 

 

 
Renaissance Group Inc.                                                                                  Phone 901.332.5533 

9700 Village Circle, Suite 100                         www.rgroup.biz                          Fax     901.332.5534  

Lakeland, TN  38002  

 

November 29, 2021 

Town of Arlington 

Jeremy Credeur, Town Planner  

Town of Arlington 

5854 Airline Road  

Arlington Tn 38002-0507  

 

Ref: Design and Review Committee for Fairfield Inn and Suites   

 Mr. Credeur, 

   

1. Landscape Plans: 

a. The landscape plans have been updated with the plant selections as outlined in the November 9, 2021, DRC 

comments. This will complement the plantings in the adjacent property.  

2. Exterior Elevations:    

a. The proposed elevations have been updated to include the comments discussed during the November DRC 

meeting. The exterior materials have been revised to include materials which are consistent with the existing 

facilities located in the development. The KOKO brown brick and the gray metal is used on the storage facility 

and the Slate Gray brick is used on the Fairfield Inn and Suites. We feel this blend of materials is consistent with 

the requests of the board.   

 

b. Color/material boards have been revised to reflect the revised material selections.  

 

Sincerely, 

Renaissance Group, Inc. 

 

 

Barry Allmon 

Principle Architect 

 

ES
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Design Review Committee 
SITE PLAN APPLICATION 

 

Refer to Meeting and Submittal Dates Calendar for Application Deadlines 

Project Name: ____________________________________________________________  Zoned: ___________ 

Project Address: ____________________________________________________________________________ 

Developer Contact: __________________________________________________________________________ 

Company Name (if applicable): ________________________________________________________________ 

Company Address: __________________________________________________________________________ 

Daytime Phone: ________________________________  Fax Number: ________________________________ 

E-mail Address: ____________________________________________________________________________ 

  

Architect Contact: __________________________________________________________________________ 

Company Name: ____________________________________________________________________________ 

Mailing Address: ___________________________________________________________________________ 

Daytime Phone: ________________________________  Fax Number: ________________________________ 

E-mail Address: ____________________________________________________________________________ 

 

Engineer Contact: ___________________________________________________________________________ 

Company Name: ____________________________________________________________________________ 

Mailing Address: ___________________________________________________________________________ 

Daytime Phone: ________________________________  Fax Number: ________________________________ 

E-mail Address: ____________________________________________________________________________ 

 

Name of Property Owner: ____________________________________________________________________ 

Mailing Address: ___________________________________________________________________________ 

Daytime Phone: ________________________________  Fax Number: ________________________________ 

E-mail Address: ____________________________________________________________________________ 

Instructions for Submitting an Application: 

 Fee Schedule: $400.00         

*Make checks payable to the Town of Arlington* 

 Attached is a Site Plan Checklist of required items.  All items must be 

addressed or the application may be deemed incomplete and returned to the applicant. 
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TOWN OF ARLINGTON, TENNESSEE 
DESIGN REVIEW COMMITTTEE 
 

DEVELOPMENT STAFF REPORT 
 

 

HUFF GROUP HOLDINGS 
SITE PLAN APPLICATION 

 
 
 
DATE:  December 14, 2021 
 
STAFF: Jeremy Credeur, Town Planner 
 Angela Reeder, Planning Consultant  

  
SUBJECT: Site Plan Review  
 
APPLICANT:  Huff Group Holdings; Representative: Matt Huff  
 
DESIGN PROF./  Wilbanks Architecture & Associates; Representative: Stevie Wilbanks  
CONSULTANT:  
 
SITE LOCATION: 11462 Gulfstream Road 
 
SITE ACREAGE: 0.78 Acres 
 
ZONING:   M-1: Light Industrial 
 
 

PROPOSAL: The applicant is requesting DRC approval of a 
4,160 sq ft warehouse building to provide office and storage 
space, as well as space for future industrial tenants. The 
Planning Commission approved the site plan layout for this site 
on October 18, 2021. 

The site is a skinny, 0.78-acre lot between an existing industrial 
site and a creek. It is on the north side of Gulf Stream Road and 
is zoned Light Industrial (M-1).  

The single-story building is centrally located on the site facing 
Gulfstream Road. Access to site will be provided by a single 
entrance off Gulfstream Rd. Parking is provided on the front 
side of the building,  

Building Elevations:  The exterior of this single slope metal 
building utilizes a reddish-brown brick (General Shale, Coffee 
Bean) in a modular size and Desert Sand (beige) R-Panel siding.    

The brick clad front (South) elevation brings some character to 
the otherwise utilitarian building.  A brick wainscot capped 
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with a rowlock course along with a bronze aluminum awning brings some depth to the flat brick façade.  
A soldier course was added to add another layer of visual interest.  The bronze storefront and windows 
will match the awnings and are complementary to the brick and R-panel colors. 

The Eastern façade serves as entrance to rear tenant spaces and a secondary “front” to the building.  The 
design of this façade features a brick wainscot with R-panel above.  Bronze aluminum awnings are 
utilized above windows and doors as shading and accent pieces.  The wainscot does not extend the length 
of the building it stops at the inside corner formed by the rear tenant space.   

The northern and western facades are completely R-panel. Since these facades are not visible from 
Gulfstream Rd. and face wooded areas enhancing them visually is not as important. 

This building being in an industrial area gives DRC the discretion to allow metal facades on the side and 
rear where not generally visible from the public right of way (DRC Guideline Ch. II, A, d.).  It is the 

opinion of staff that the 
northern and western 
facades meet these criteria, 
but the eastern façade 
needs a lower percentage 
of metal panel as it is more 
visible from Gulfstream 
and serves as an entrance to 
tenant spaces. This along 
with additional features on 
the front façade such as 
additional brick detail a 
secondary brick color etc. 
would further enhance the 
building visually. 

Landscaping & Tree Ordinance: The project exceeds open space requirements at 46% (20% required) 
and meets required tree density units, providing 17.25 tdu when 15.6 are required. The landscaping plan 
indicates the entry drive will be lined on either side by an Eastern Red Bud, 18 Loropetalum, and 3 
Natchez Crepe Myrtles.  The MLGW transformer will be shielded from view by 8 Arborvitae and the 
dumpster enclosure will be shielded on the west side by 2 Nelli R. Stevens. 

Exterior Lighting and Photometrics: Site lighting is to be provided by four 25 ft. pole mounted LED 
fixtures on a 2 ft base. Fixture is indicated as a bronze fixture. Building lighting is specified as 4 wall 
mounted LED wallpack fixtures that are bronze in color.    
 
Garbage Collection Areas: A trash enclosure is proposed on the northeast corner of the site. It will be 
CMU clad with the same brick used on the building, with a brick rowlock cap and metal gate painted 
bronze. 
 
Mechanical Equipment Screening: As is typical, any other ground or wall mounted meters or 
mechanical equipment installed must be screened by landscaping, fencing, or painted to match the 
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adjacent surface (if surface mounted). A condition notes this and it will be confirmed prior to occupancy 
and shall be maintained for the duration of the site. 
 
Signage:  No application for signage is proposed for DRC review. Future sign permits will be reviewed 
by staff for consistency with the Sign Ordinance.  
 
 
NEXT STEPS: If approved, the applicant will next complete all conditions of approval, complete 
construction plans, and have a Pre-Construction meeting with staff prior to beginning work. 
 
RECOMMENDATION:  
Staff feels that if changes to the percentages of materials on the eastern façade and further embellishment 
of southern façade were implemented, the building would be greatly improved.  With this in mind staff 
recommends approval of the proposed Site Plan for Huff Group Holdings with these improvements, 
subject to the following conditions, and any additional conditions recommended by the Design Review 
Committee. 
 
CONDITIONS OF APPROVAL: 

1. It is found that the DRC application and plans received November 18, 2021, along with the conditions 
of approval, meets the provisions of the Town of Arlington Zoning Ordinance and Design Guidelines 
Manual. The project shall be constructed in accordance with those regulations. 

2. Any approval shall be contingent upon the applicant satisfying all requirements and conditions of 
Site Plan approval levied by the Planning Commission or Board of Mayor and Aldermen.  

3. All plans submitted to Shelby County for the issuance of a building permit shall be consistent with 
the plans approved by the Planning Commission and Design Review Committee. Any plan changes 
require prior approval by Town of Arlington staff and/or the appropriate Committee.  

4. The site shall be maintained in accordance with the approved plans for the life of the project. Any 
revisions to the site or building will require prior approval from the appropriate Board, Commission, 
or their designee.  

5. Any roof mounted equipment must be fully screened from the public right of way by a parapet wall.  
6. All ground mounted equipment or meters must be screened by landscaping, fencing or other 

approved measures to the satisfaction of staff, unless equipment is required to maintain visibility and 
access. Wall mounted equipment may be painted to match the adjacent wall, if an option.  

7. Any exterior signage on plans is conceptual only and is not approved until a Town Sign Permit 
application is submitted for staff review and approval.  

8. All building lighting shall be natural white lighting (3000K), and no colored lighting is allowed, 
including but not limited to accent, up lighting, down lighting, sign lighting etc. 

9. Prior to starting construction, the applicant shall address the following conditions and make any 
necessary amendments to the plans. Amended plans must be submitted to staff for consideration and 
approval.  
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a. Irrigation for designated landscape areas is required. An irrigation plan shall be submitted to Staff 
for review and approval with civil plans prior to issuance of a building permit.   

b. Revise the percentages of materials on the eastern façade to include additional masonry and 
provide further embellishment of most-visible southern façade.  
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TOWN OF ARLINGTON, TENNESSEE 
Design Review Committee 
 

DEVELOPMENT STAFF REPORT 
 

AMENDMENT TO THE TOWN OF ARLINGTON DESIGN GUIDELINES 
MANUAL CHAPTER IV: SITE DESIGN AND SITE ELEMENTS, TO 

INCORPORATE GUIDELINES FOR CLUSTER MAILBOX UNITS AND 
ASSOCIATED IMPROVEMENTS 

 
 
DATE: December 14, 2019 

STAFF: Jeremy Credeur, Town Planner 
 Angela Reeder, Planning Consultant  

SUBJECT: Amendment to the Arlington Design Guidelines Manual, Chapter IV 

  
BACKGROUND:  The US Postal Service shifted to centralized delivery for all new projects several 
years ago.  As such, all recent developments have been required to install centralized mailbox stations, 
or cluster box units (CBUs). Goals of this change were to streamline delivery and delivery costs, 
provide added security and reduce identity theft with locking mailboxes, reduce curbside obstructions 
for parking/street sweeping/etc., and hopefully result in more aesthetically pleasing mail receptacles. 

As neighborhood accessory structures and common open space are reviewed by DRC, recent CBUs 
have been considered on a case-by-case basis. The DRC held developers to the same general design 
and quality of other features in a development. However, specific guidance was minimal in our Code. 
As such, the DRC, PC, and BMA all asked for Staff to draft amendments to incorporate these features.  
This amendment is intended to tackle that topic. 

PROPOSAL:   Design Guidelines Chapter IV specifically addresses site elements and their design, 
including outdoor furniture and features, trash enclosures, and mechanical unit screening. Staff 
proposes to add a new Section H to this chapter which will address CBUs.   

Exhibit A (attached) includes the full proposed language and pictures which provide examples of the 
various elements desired.   

Section H begins by explaining that CBUs are required and those not provided inside a building shall 
be located under a canopy or kiosk. It then states the requirements for the boxes themselves:  

1. Cluster Box Units (CBU) 
a. CBUs shall be approved by USPS  
b. CBUs shall be an appropriate, muted color to compliment the kiosk, such as bronze or black. 
c. CBUs shall have a decorative design and pedestal base, or they may be installed in a brick or 

masonry enclosure or base.  
The language then provides requirements for the kiosk or enclosure, which is extensive. The goal was 
to ensure quality design and consistency, but not be so restrictive as to limit creativity in design:   

2. Kiosk General Design Criteria 
a. CBU enclosures or kiosks shall be of the same materials and quality aesthetics as the overall 

development they serve. 
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b. Kiosk ceilings and soffits shall be completely enclosed with finished materials or shall utilize 
an exposed timber truss system utilizing decorative trusses.  

c. Columns on CBU kiosks shall be proportionate to structure and no smaller than 8” x 8”.  
d. Cedar is preferred over treated pine for kiosk construction, if exposed. 
e. Columns shall include decorative bases constructed of like materials to the development or 

the CBU base, if used, and shall be of a size proportionate to structure.  
f. Roofing materials on CBU kiosks shall be asphalt shingles or 26-guage standing seam metal 

with Kynar 500 finish or equivalent. 
g. CBU kiosk roof colors shall be in keeping with overall aesthetic of the development, utilizing 

a muted earth tone, dark bronze, or matte black 
h. Gutters shall be a color to compliment the CBUs and/or blend with the kiosk materials.  

A section on lighting was included for security purposes, as well as aesthetics:  
 3. Lighting 

a. Adequate lighting to safely access the CBU kiosk shall be provided. 
b. Lighting shall meet Design Guidelines Exterior Lighting requirements, including full cut-off 

fixtures and minimal spillage onto adjacent properties and public right-of-way. 
c. Down lighting under the canopy along with pedestrian scale pole and bollard lighting is 

recommended.   
d. Exposed conduit is not preferred. 
e. Neutral lighting temperatures (4000K) should be used for all kiosk lighting. 

Landscaping is required around the mail kiosk, similar to other ancillary structures in a neighborhood. 
This section is more flexible, but addresses the need for it to compliment the rest of the community:  

4. Landscaping 
a. Appropriate landscaping consistent with other common open space in the development shall 

be provided at CBU kiosks and maintained at all times. 
b. A combination of trees, shrubbery, ground cover, and/or annual color are appropriate.   
c. Landscaping shall not obstruct access to CBUs by residents or mail carriers. 

Lastly, as the USPS requires CBUs for both residential and nonresidential uses, a section specifically 
addressing nonresidential was included, as staff felt those facilities were better served if they were 
more discrete and less noticeable than a residential facility.  

5. Non-Residential Uses 

a. CBUs which are internal to the building or incorporated into a building facade are preferred. 

b. Exterior CBUs for nonresidential uses may be uncovered. 
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c. If uncovered, exterior CBUs for nonresidential uses must be placed at the rear or side of the 
building in a location not visible from the street. 

d. Exterior CBUs should be of a design and color to compliment the primary structure on site.  

 

As noted above, the goal of this amendment is to clearly state Town objectives for quality centralized 
mail stations, while not being so specific as to result in the same structure in every neighborhood. 
Neighborhoods should have their own character and their mail kiosk should reflect that.  

A companion amendment to the Zoning Ordinance has also been drafted which discusses appropriate 
locations, parking and ADA access, and ownership and maintenance of these facilities. It will be 
considered by the Planning Commission and move forward to the BMA at the same time as this 
amendment.  

 

RECOMMENDATION:  
The DRC is tasked to make a recommendation on the proposed amendment to take it forward as 
written or take it forward with proposed changes.  

The DRC’s recommendation will be forwarded to the Board of Mayor and Aldermen along with the 
amendment for their consideration and a final decision.  



Exhibit A 
Draft Design Guidelines Amendment Text re: cluster mailboxes 

H. Cluster Mailbox Kiosk 

The USPS requires centralized delivery for 
new addresses, both commercial and 
residential, using Cluster Box Units (CBU).  
Freestanding CBUs, those not within a 
building, shall be located under a canopy or 
kiosk to provide protection from the weather 
and provide adequate nighttime lighting. In 
addition to location requirements in the 
Town of Arlington Zoning Ordinance, the 
following criteria shall apply: 

1. Cluster Box Units (CBU) 
a. CBUs shall be approved by USPS  
b. CBUs shall be an appropriate, 

muted color to compliment the 
kiosk, such as bronze or black. 

c. CBUs shall have a decorative 
design and pedestal base, or they 
may be installed in a brick or 
masonry enclosure or base.  

 CBU With Masonry Base 

2. Kiosk General Design Criteria 
a. CBU enclosures or kiosks shall be 

of the same materials and quality 
aesthetics as the overall 
development they serve. 

b. Kiosk ceilings and soffits shall be 
completely enclosed with finished 
materials or shall utilize an 
exposed timber truss system 
utilizing decorative trusses.  

c. Columns on CBU kiosks shall be 
proportionate to the structure and 
no smaller than 8” x 8”.  

d. Cedar is preferred over treated 
pine for kiosk construction, if 
exposed. 

e. Column shall include decorative 
bases constructed of like materials 
to the development or the CBU 
base, if used, and shall be of a size 
proportionate to structure.  

CBU Kiosk with Decorative Column Bases 

f. Roofing materials on CBU 
kiosks shall be asphalt shingles 
or 26-guage standing seam metal 
with Kynar 500 finish or 
equivalent. 

g. CBU kiosk roof colors shall be in 
keeping with overall aesthetic of 
development, utilizing a muted 
earth tone, dark bronze, or matte 
black 

Decorative CBUs 



Exhibit A 
Draft Design Guidelines Amendment Text re: cluster mailboxes 

h. Gutters shall be a color to 
compliment the CBUs and/or 
blend with the kiosk materials.  

 
Stone Enclosure with Timber Roof 

 
CBU Kiosk with metal roof 

3. Lighting 

a. Adequate lighting to safely 
access the CBU kiosk shall be 
provided. 

b. Lighting shall meet Design 
Guidelines Exterior Lighting 
requirements, including full cut-
off fixtures and minimal spillage 
onto adjacent properties and 
public right-of-way. 

c. Down lighting under the canopy 
along with pedestrian scale pole 
and bollard lighting is 
recommended.   

d. Exposed conduit is not preferred. 

e. Neutral lighting temperatures 
(4000K) should be used for all 
kiosk lighting. 

4. Landscaping 
a. Appropriate landscaping 

consistent with other common 
open space in the development 
shall be provided at CBU kiosks 
and maintained at all times. 

b. A combination of trees, 
shrubbery, ground cover, and/or 
annual color are appropriate.   

c. Landscaping shall not obstruct 
access to CBUs by residents or 
mail carriers.  

 
CBU Kiosk with solar downlights 

5. Non-Residential Uses 
a. CBUs which are internal to the 

building or incorporated into a 
building facade are preferred. 

b. Exterior CBUs for nonresidential 
uses may be uncovered. 

c. If uncovered, exterior CBUs for 
nonresidential uses must be 
placed at the rear or side of the 
building in a location not visible 
from the street. 

d. Exterior CBUs should be of a 
design and color to compliment 
the primary structure on site.  
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