
Applicant/Agent submits application. 

Planning Department initiates Project 
and routes application. 

Zoning action sign posted  on site and legal ad is published 
in the paper 8 days prior to the public hearing. 

Other agencies 
review application 
within 10 days  & 
submit reports. 

Planning Department send copies of PC agenda/reports 
and posts them to  the Planning Department website, 6 

days prior to Planning  Commission 

Planning Commission public hearing and action 
approximately 30 days after application is submitted to 

the Planning Department. 

Planning Department mails notice letters to nearby 
property owners  10 days prior to Planning  Commission 

Hearing. 

City Clerk sends Letter of 
Acceptance to applicant for 

Special Permits and Use 
Permits 

Applicant signs  and returns 
Letter of Acceptance to City 
Clerk, along with Register of 

Deeds filing fee. 

Applicant/agent submits revised plans as required 
by Planning Commission conditions of approval or 

per decision of appeal. 

Planner routes revised plans. 

Planner  reviews  plans for  
conformity to Planning  Commission 

conditions. 

Other agencies 
review application 
within 10 days  & 
submit reports. 

Applicant , any City Council 
member, Planning Director, 
Public Works Director or any 

aggrieved person may file 
appeal with City Clerk within 

14 days after PC action. 
(Please refer to Appeal 

flowchart.) 

Planner approves final set of plans and the 
applicant is ready to apply for a final plat. 

Planner reviews agency comments and prepares a staff  
report to be presented to Planning Commission. 
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