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ELEMENTS OF SITE DEVELOPMENT

PERMIT REVIEW PROCESS
1. Feasibility Meeting:  A potential applicant may request to meet with a staff member (planner), informally, to discuss general aspects about a proposed project and gather information regarding zoning, critical area mapping and other pertinent rules and regulations that relate to the anticipated development proposal.  All feasibility meetings are optional and initiated at the request of the potential applicant.

2. Pre-application Meeting:  Prior to submitting an application, the applicant shall schedule a conference with City staff representatives from all departments involved with development review.  This phase of the development review process is optional for some levels of review and a required phase for others (See 18.04. Procedures, Appendix: Flow Charts for Levels of Review 0-6)  

a. Purpose:  The purpose of the pre-application conference is for the applicant to become familiar with the policies, plans and development requirements of the City; for staff and the applicant to review the general characteristics of the site and the concepts for a proposed project, and to discuss the coordination of all necessary permits and procedures.  The intent of the pre-application conference is to save the applicant time and resources in the preparation of the application.

b. Application:  The request for the pre-application conference shall be submitted to the Permit Center on a pre-application form provided by the Permit Center.  The information requested on the form must be completed and all information submitted prior to the Permit Center scheduling a conference.  
c.
Conference:  After the complete pre-application form for the pre-application conference has been received by the Permit Center, a conference will be scheduled at which the applicant and representatives of other pertinent City departments shall discuss the elements of the proposal.  

d.
Expectations:  The applicant can expect the following results from the conference:

1) The more information an applicant can provide for a pre-application conference the more complete staff’s review and input will be for the proposal.

2) Any information or opinions expressed by the staff shall not be binding on the final decision or constitute approval or denial of the proposed project.

3) Inconsistency with the Comprehensive Plans, Guiding Principles or City Vision will be discussed;

4) Staff and applicant should discuss creative approaches to address challenging site constraints or potential mitigations;

5) Recommended revisions or modifications to the proposal will be discussed; and

6) The applicant should be aware that additional modifications will most likely be required before the project review is final and a decision has been made.

3. Community Conference:

a. Purpose:  The community conference is an informal community meeting, hosted by the Development Commission.  The purpose of the meeting is to generate discussion, raise issues, and propose creative options relative to the proposed project.  It is intended to provide a means by which the applicant, staff, the Development Commission and the public are able to work together in a productive and creative manner.  However, options and issues raised may not be all inclusive and no guarantees on the project outcome are made at this stage.

b. Expectations:  The applicant can expect the following results from the conference:

1)
The more information an applicant can provide for a community conference, the more complete staff’s review and input will be for the proposal.

2) Any information or opinions expressed by the Development Commission or the staff shall not be binding on the final decision or constitute approval or denial of the proposed project.

3) Inconsistency with the Comprehensive Plans, Guiding Principles or City Vision will be discussed;

4) Development Commission, staff and applicant should discuss creative approaches to address challenging site constraints or potential mitigations;

5) Recommended revisions or modifications to the proposal will be discussed; and

6) The applicant should be aware that additional modifications will most likely be required before the project review is final and a decision has been made.

c. Process:  The community conference shall be held in a place that is readily available to the public and large enough to accommodate the anticipated number of people who may be present at the meeting.  Notice shall be provided as set forth under Public Notification.  The Development Commission shall host the meeting following the rules and regulations set forth in the administrative Procedures.

4. Complete Application/Sufficiency Review:

a. Purpose:  The purpose of requiring a complete application and sufficiency review is to provide the Permit Center, staff, boards, commissions, and decision-making bodies with the appropriate level and degree of information regarding a proposed development in order to facilitate the review and decision-making.  By requiring this step early in the process, the applicant is made aware of City requirements and the proposed application is reviewed and processed in a timely and efficient manner.  An applicant may choose to submit a final application without the middle step of the “complete” application review; however, the “final” review may require significant revisions.

b. Process:  Application for development proposals, including project certification, shall be made in writing to the Permit Center.  The appropriate forms are provided by the Permit Center and all applications must be completed in full and must provide all the information required.

5. Project Assessment:

a. Purpose:  The purpose of project assessment is to review the complete application, site plan, project proposal and special studies for compliance with the adopted City rules and regulations that govern development.  The review should be unbiased and should take place in a predictable, efficient and timely manner.

b. Process:  A completed development application, once accepted, shall be circulated by the Permit Center to pertinent City departments.  Each department shall carefully consider whether or not the specific governing policies, rules and regulations relative to their specific areas of responsibility have been met and shall carefully consider the specific guidelines or standards for approval, where applicable.  Each department shall forward written comments and/or compliance concerns to the Permit Center, and shall include the reasoning behind their compliance concerns.

6. Staff Report and Recommendations:

a. Purpose:  The purpose of preparing a staff report and making recommendations to the decision-making body is to facilitate the review and decision-making process by providing the information and analysis in a concise and clear format.  The staff report will provide the factual and logical information from which the Administration’s recommendation is derived.

b. Process:  Based on the information provided by the applicant and the technical and design analysis of the development proposal provided by the pertinent City departments and state and federal agencies, where applicable, a staff report and recommendations shall be compiled by the Planning Department and presented to the recommendation-making or decision-making bodies.  This report shall address all technical and design issues of the project and shall include the comments and recommendations of the City staff, relevant boards and commissions, and the general public.  The staff report will be used as background information for making recommendations or decisions.

7. Public Notification:

a. Purpose:  The purpose of public notification is to provide opportunity for public participation in the development review process for those projects that may have impacts on the adjacent property owners or the surrounding community.  Please refer to IMC 18.04. Procedures for the specific public notice requirements for each Level of Review (Note:  Refer to IMC 16.34.050 for notification requirements for the following activities:  Shoreline Substantial Development Permits, Shoreline Variances, and Shoreline Conditional Use Permits).

b. Notification to Adjacent Property Owners:  When notification to adjacent property owners is required, and after the complete application has been received by the Permit Center, a notice of the proposal shall be forwarded to all property owners within three hundred (300) feet of the exterior boundaries of the site of the proposal, together with a copy of the preliminary site plan.  Such notice shall:

1) Indicate that the attached site plan is preliminary and subject to change as a condition of approval;

2) Solicit written comment on the proposal and specify a time period not less than ten (10) calendar days from the date of mailing;

3) State that input from the adjacent property owners and any additional public input will be documented in the file at the Permit Center, and forwarded to the Planning Department and any other reviewing and/or decision-making body;

4) Indicate when and where the public meeting and/or hearing addressing this proposal will be held, if applicable;

5) Indicate that a summary of the final decision shall be mailed to them; and

6) State that the final decision regarding the proposal can be appealed, and indicate the appeal deadline.

c. Notification for Required Public Hearing:  When a public hearing is required, the following notice is required:

1) Parties of Record:  Parties of Record shall be notified in writing at least ten (10) calendar days before the public meeting.

2) Local Newspaper:  Notice of the public hearing shall be given by at least one (1) publication in the local newspaper, at least (10) calendar days before the public hearing.

3) Notification to Adjacent Property Owners:  Notice of the public hearing shall be mailed to each owner of property within three hundred (300) feet of the exterior boundaries of the site of the proposal at least ten (10) calendar days prior to the public hearing.

d. Property Posting:  See “Property Posting” requirements.
8. Public Hearing:

a. Purpose:  The purpose of holding a public hearing is to facilitate the review and discussion of the proposed project by the staff, commission, board, Hearing Examiner or City Council and to further solicit public comment relevant to the specific proposal.

b. Process:  The public hearing shall be held according to the Public Hearing Rules and Procedures set forth in the Administrative Manual that is on file at the City Clerk’s office.  Public comment shall be taken according to the rules and procedures set forth in the Administrative Manual.

9. Final Application:

a. Purpose:  The purpose of the final application for a development proposal is to provide the remaining details of the proposal to the staff.  This provision is intended to relieve the financial and resource burden put upon applicants when significant amounts of detailed information are required early in the development review process while revisions to the development proposal are anticipated as part of the overall process.  An applicant may choose to submit a final application without the middle step of the “complete” application review; however, the “final” review may require significant revisions.

b. Process:  A final application submittal is required of the applicant.  Detailed technical information that is not included in the complete application requirements shall be submitted in the final application after the staff, commissions, boards and public have provided comment and recommendations regarding the development proposal.  The detailed technical information may, but does not necessarily include civil plans such as sewer and water plans.

10. Decision:

The final decision shall be made by the decision-making authority as set forth in this Chapter for each development permit or request established in IMC 18.04 Procedures. The decision shall be made after the development proposal has been reviewed through the appropriate review process and shall be approval, approval with conditions, or denial.

a. Approval or approval with conditions:  A development permit for approval or approval with conditions shall be granted only if:

1) The development proposal meets all applicable federal, state and local codes, rules, regulations and policies; and

2) The development proposal satisfies the elements of the Design Criteria Checklist (see 18.04. Procedures, Appendix).

b. Denial:  A development permit or application may be denied only if: 

1) The development proposal does not comply with all applicable federal, state and local codes, rules and regulations; or

2) The development proposal does not satisfy the elements of the Design Criteria Checklist (see 18.04. Procedures, Appendix).

c. Option for Level 1 and 2 Review:  The Planning Director/Manager has the authority to forward a Level 1 or 2 Review decision to a higher level review if, in the sole discretion of the Director, the proposal merits a more intensive review.

11. Notice of Decision:  The Planning Director/Manager shall be responsible for forwarding the Notice of Decision to the applicant, provided that the filing of an appeal in accordance with this section shall suspend any action to be taken in accordance with this Chapter.

12. Appeals:  The final decision of the Planning Director/Manager, the Development Commission, the City Council or the Hearing Examiner can be appealed.  The guidelines and provisions for appeals are addressed in this Chapter.
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