OVERVIEW

The Application Assistance or “AA” program is available to anyone who needs assistance in determining what must be included in his/her permit application.  It also provides the applicant with an opportunity to meet the planner who will be processing his/her project.  The primary goal of this program is to help the applicant prepare an application that is “complete for processing”.  To achieve this goal, staff will meet (by appointment) with anyone who would like to receive a written list of application requirements and filing fees. The applicant should draw a very preliminary map, call the Planning Division to make an appointment with a Planner, and pay the $50 meeting deposit (see COST).

Staff will use this initial meeting to conduct a very preliminary review of the project.  The preliminary review helps the applicant become familiar with potential issues and areas of public concern related to their proposed project. 

PLEASE NOTE:  While the AA program will help applicants prepare their best application, it does not guarantee that the project will be approved.  Once submitted, an application is reviewed for conformance with the land use and development standards of the General Plan and Zoning, as well as evaluated for any adverse impact on the environment.  Numerous public agencies and neighboring property owners are first notified and allowed to comment on the project prior to approval. The decision to approve or deny any project is made after a thorough review of all pertinent information, and for projects requiring a public hearing, at the conclusion of the hearing.

WHAT YOU DO

First, you identify your Assessor's Parcel Number (it's on the tax bill for the subject property).  Next, call the Planning Division’s Zone Phone at 445-7550 (available 24 hours a day) or Planner On Duty (POD) at 445-7541 (available 8:30 AM to 5 PM) to determine the property's zoning and General Plan land use designation.  You may also request a copy of the allowed  uses and  development  standards for  your  zone.   If 


you would like to proceed with your project, call Planning Division to schedule an Application Assistance meeting with a Planner.

Before your meeting you will need to prepare a very preliminary map of the subject property which illustrates all of the following information:

1.
The subject parcel (with dimensions).

2.
Existing and proposed buildings, roads and parking areas (with estimated distances to the nearest property lines).

3.
Steep or wet areas (lakes, rivers, creeks, marshy areas and areas subject to flooding).

4.
Existing buildings and roads on adjacent parcels (within 100 feet of the subject parcel).

The map does not have to be drawn to scale, but it does need to include all of the above information, and be easy to read.

For commercial and industrial projects you should also prepare a brief written description of:

1.
Type of business or industrial activity (e.g., retail sales).

2.
Days and hours of operations.

3.
Number of employees.

4.
Any proposed discharge of wastes into air or water.

5.
Increased noise levels.

6.
Estimated car and truck traffic.

WHAT WE DO

We review your map and do a very preliminary review of your project that includes a check of:

1.
Our historical records.

2.
Our zoning regulations.

3.
The General Plan land use designation.

4.
Our application requirements Checklist.

5.
Our filing Fee Schedule.


During the meeting we will let you know if we are aware of any revisions that you should consider making to your project.  We will also give you a written list of all the items that must be submitted with your application.  Finally, we will calculate your filing fees, estimate the processing time, and identify any other agencies that you should contact.

COST

There is a $50 deposit for each Application Assistance meeting.  The unexpended deposit balance or cost overrun is applied towards your permit application if it is a time & materials project and you file your permit application within one year from your AA meeting.  The permit processing cap does not apply to AA costs.
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We also strongly recommend that you schedule a follow-up Application Assistance meeting to submit your application.  This will allow the planner to determine that your application is complete for processing and accept your application for filing.  Applications submitted without this meeting will require the submittal of a $55 review fee and the "Acknowledgment of Responsibility" form.

After you submit your application, we will refer your project to all reviewing agencies, collect their comments, and provide you with a complete list of any issues that you will have to address before we schedule your project for a hearing and decision.

DO YOU NEED HELP PREPARING YOUR APPLICATION PACKAGE?
You may prepare your own application package, hire an agent to do the work on your behalf, or thirdly, utilize the services of the County’s Project Facilitator.  The Project Facilitator will help you to prepare an application package that the Planning Division can process to a decision as quickly as possible.

The Project Facilitator can assist you with most* aspects of submittal requirements, both pre-approval and post-approval: 

     PRE-APPROVAL:     


· Evaluate Project Feasibility

· Order Titlework/Review Legal Parcel Status

· Prepare Project Description/Application

· Provide Project Design Concepts

· Prepare Plot Plan/Tentative Parcel Map 

· Order Various Required Reports From Consultants, ie:  Soils Reports, Hydrology and Drainage Calculations, Joint Timber Management Plans (JTMP), etc.  

POST-APPROVAL:     

· Prepare Development Plan

· Prepare Notices

· Assist in Agency Sign-offs 

* An agent will be recommended for projects of a complex nature.
Services performed by the Project Facilitator will be billed on a time and materials basis.  (The current hourly rate is $47 per hour.)  A deposit will be collected based on an estimate of the required service provided.  While utilization of this service does not guarantee project approval, processing of your application by the assigned planner should be expedited since most issues would be addressed and the application package would be completed to Planning Division standards. 

COMMUNITY DEVELOPMENT SERVICES

MISSION STATEMENT

“In partnership with the people of Humboldt, and under the guidance of policy makers, we apply professional community development skills, consistent with regulations, to promote the welfare of our citizens, the growth of our businesses and the sustainability of our communities.”
MEETING QUESTIONS OR NOTES:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

APPLICATION ASSISTANCE 

MEETING REMINDER
Meeting with:______________________________________

                                              (Planner’s name)

on___________________________  at  _________________

                             (date)                                     (time)

AMERICANS WITH DISABILITIES ACT

The County does not discriminate on the basis of disability in services, programs, activities or employment.  Persons alleging discrimination on the basis of disability may file a complaint on a form provided for this purpose which will be handled in an expedited fashion.  Questions regarding this policy may be directed to the ADA Coordinator, Room 111 (County Administrative Office), Humboldt County Courthouse, 825 Fifth  Street, Eureka, CA  95501, telephone (707)  445-7266.
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