
PRE-SUBMITTAL CONFERENCE PLANNING DIVISION // v7.1.23 1

DISCLAIMER: THE PLANNING DIVISION STRIVES TO GIVE THE BEST CUSTOMER SERVICE AND PROVIDE DIRECTION AS ACCURATELY AS POSSIBLE BASED 
UPON THE INFORMATION PROVIDED. ANSWERS PROVIDED AT A PRE-SUBMITTAL CONFERENCE ARE NOT BINDING AND THEY DO NOT CONSTITUTE A FINAL 
DECISION, ARE NOT SUBJECT TO AN APPEAL PROCESS, AND ARE INFORMATIONAL ONLY. NO DIRECTION PROVIDED DURING A PRE-SUBMITTAL CONFERENCE 
CONSTITUTES AN APPROVAL OR CREATES A VESTING OF ANY PROPERTY RIGHT. AFTER AN APPLICATION IS SUBMITTED IT IS POSSIBLE THAT ISSUES MAY BE 
IDENTIFIED THAT REQUIRE ADDITIONAL APPLICATIONS OR APPROVALS FROM OTHER ENTITIES THAT WERE NOT IDENTIFIED DURING THE CONFERENCE.

The purpose of the pre-submittal conference is to identify the processes that may be required for a proposal and identify 
any major issues that are readily apparent based on the information provided. The effectiveness of a pre-submittal 
conference is based on the level of information provided prior to the meeting. This provides staff some time to do basic 
research to identify necessary approval processes. Information provided by the applicant at the pre-submittal conference 
may require additional time for a response. The information on the following pages is required to be submitted with 
this application. If the information on the following pages is not provided at least one week prior to the scheduled 
meeting, the meeting will be canceled.

VIRTUAL MEETING

Meetings are held via Microsoft Teams. To receive 
a meeting invite, provide a list of all participants  

attending and their email address.

REQUIRED FEES

There is no required fees for a 
Pre-Submittal Conference.

A B O U T  T H E  M E E T I N G

PRE-SUBMITTAL CONFERENCE

Owner Contractor* Other*Architect*

REQUEST

NAME OF APPLICANT

MAILING ADDRESS

APPLICANT’S INTEREST IN PROPERTY (*owner’s consent required)

A P P L I C A N T  I N F O R M A T I O N

ADDRESS OF SUBJECT PROPERTY

PROJECT NAME (OPTIONAL)

NAME OF PROPERTY OWNER (if different from applicant)

PHONE

MAILING ADDRESS

EMAIL

IF  OTHER,  PLEASE L IST
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Written description of your proposal: 

• Please indicate the planning processes anticipated to be required for the proposal.

Attach supportive materials:

• Concept drawings, sketch plans, site plans, or any other documentation that may help  
provide direction regarding your proposal.

Specific questions you have about your proposal:

REQUIREDCHECK STAFF 

SUBMITTAL REQUIREMENTS

Please provide the following information with your application. Confirm that you have included 
each of the requirements listed below by adding a check mark for each item.

I N C O M P L E T E  I N F O R M A T I O N  W I L L  N O T  B E  A C C E P T E D

INITIALS DISCLAIMER: I ACKNOWLEDGE THAT THE PURPOSE AND INTENT OF A PRE-SUBMITTAL CONFERENCE IS TO IDENTIFY THE NECESSARY 
PROCESSES THAT MAY BE REQUIRED FOR MY PROPOSAL. THE DIRECTION PROVIDED AT THE PRE-SUBMITTAL CONFERENCE IS 
BASED ON THE INFORMATION PROVIDED TO THE PLANNING DIVISION AND THE DIRECTION IS NOT BINDING, DOES NOT ESTABLISH 
ANY DEVELOPMENT RIGHTS OR ESTABLISH A POSITION OF SUPPORT OF THE PLANNING DIVISION. I ACKNOWLEDGE THAT THE 
INFORMATION REQUIRED TO BE SUBMITTED AS PART OF THIS APPLICATION MUST BE PROVIDED AT LEAST ONE WEEK PRIOR TO 
THE SCHEDULED MEETING OR THE MEETING WILL BE CANCELED.
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