
 
ATTACHMENT 5 

DEVELOPMENT REVIEW PROCEDURE 
 
1. Attend pre-application conference.  During this one-on-one meeting, staff will 
determine the review process which applies to your development proposal and will identify 
the materials necessary to review your application. 
 
2. Submit Development Application.  Based on your pre-application meeting, you 
should respond to the application package and submit the requested number of copies of the 
complete application and the appropriate processing fee to the Community Development 
Department. 
 
3. Determination of Completeness.  Within five working days of the date of your 
submission, staff will review the application, and will notify you in writing whether the 
application is complete or if additional materials are required.  Please be aware that the 
purpose of the completeness review is to determine whether or not the information you have 
submitted is adequate to review the request, and not whether the information is sufficient to 
obtain approval. 
 
4. Staff Review of Development Application.  Once your application is determined to 
be complete, it will be reviewed by the staff for compliance with the applicable standards of 
the Code.  During the staff review stage, the application will be referred to other agencies 
for comments. The Planner assigned to your case or the agency may contact you if 
additional information is needed or if problems are identified.  A memo will be written by 
the staff member for signature by the Community Development Director.  The memo will 
explain whether your application complies with the Code and will list any conditions which 
should apply if the application is to be approved. 

Final approval of any Development Application which amends a recorded document, 
such as a plat, agreement or deed restriction, will require the applicant to prepare an 
amended version of that document for review and approval by staff.  Staff will provide 
the applicant with the applicable contents for the revised plat, while the City Attorney is 
normally in charge of the form for recorded agreements and deed restrictions.  We 
suggest that you not go to the trouble or expense of preparing these documents until the 
staff has determined that your application is eligible for the requested amendment or 
exemption. 

5.    Board Review of Application.  If a public hearing is required for the land use action 
that you are requesting, then the Planning Staff will schedule a hearing date for the 
application upon determination that the Application is complete.  The hearing(s) will be 
scheduled before the appropriate reviewing board(s).  The Applicant will be required to 
mail notice (one copy provided by the Community Development Department) to property 
owners within 300 feet of the subject property and post notice (sign available at the 
Community Development Department) of the public hearing on the site at least fifteen 
(15) days prior to the hearing date (please see Attachment 6 for instructions).  The 



Planning Staff will publish notice of the hearing in the paper for land use requests that 
require publication. 

The Planning Staff will then formulate a recommendation on the land use request and 
draft a memo to the reviewing board(s).  Staff will supply the Applicant with a copy of 
the Planning Staff’s memo approximately 5 days prior to the hearing.  The public 
hearing(s) will take place before the appropriate review boards.  Public Hearings include 
a presentation by the Planning Staff, a presentation by the Applicant (optional), 
consideration of public comment, and the reviewing board’s questions and decision. 
 
6. Issuance of Development Order.  If the land use review is approved, then the 
Planning Staff will issue a Development Order which allows the Applicant to proceed into 
Building Permit Application. 
 
7. Receipt of Building Permit.  Once you have received a copy of the signed staff 
approval, you may proceed to building permit review.  During this time, your project will be 
examined for its compliance with the Uniform Building Code.  It will also be checked for 
compliance with applicable provisions of the Land Use Regulations which were not 
reviewed in detail during the one step review (this might include a check of floor area ratios, 
setbacks, parking, open space and the like).  Fees for water, sewer, parks and employee 
housing will be collected if due.  Any document required to be recorded, such as a plat, deed 
restriction or agreement, will need to be reviewed and recorded before a Building Permit is 
submitted. 
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