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MINOR PROJECT APPROVAL
Planning Commission Flow Chart

(Minor projects requiring approval of the Planning Commission with no environmental review required)
This chart is provided to help you understand how projects requiring Planning Commission approval are processed. 

Most applications typically require eight to ten weeks processing time; this time varies with project complexity 
and the completeness of the information submitted to the City.

STEP 1
Applicant schedules pre-submittal meeting with Planning Staff. 

Staff reviews project briefly, providing needed forms and general requirements.

STEP 2
Applicant submits application.

STEP 3
Planning Staff and other agencies (Fire, Police, Engineering, etc.) review application for completeness. Allow up to 30 days for this review.

Staff will determine if application is complete or revisions are needed or suggested. Staff may meet with applicant to discuss project.

Application is complete and no revisions are needed or suggested.

STEP 4
Application is complete. Planning Staff schedules project  
for review at a Planning Commission meeting. Scheduled  

dates are typically within one to two months from the date Staff 
deems a project complete. Meeting dates will vary depending 

on the total number of projects pending scheduling.

Application is not complete; revisions are needed or suggested.

ALT. STEP 4
Application is not complete. Planning Staff sends letter to 
applicant indicating needed and/or suggested revisions.  

Staff sends letter within 30 days of application submittal.

ALT. STEP 4 (a)
Applicant submits revised plans.

ALT. STEP 4 (b)
Planning Staff and other agencies (Fire, Police, Engineering, etc.) 

review application. If the project is now complete, Planning  
Staff schedules a hearing before the Planning Commission.

STEP 5
Planning Commission Meeting. The Planning Commission meets 

twice a month (second and fourth Tuesdays). The Commission 
will approve, approve with conditions, continue, or deny the 

project. (Projects approved by the Planning Commission have an 
Appeal Period of ten days. During this appeal period Staff cannot 
accept applications/working drawings for Building Permits unless 
there are special circumstances and is authorized by Management.
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