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	Planning Department

15535 Main St. NE

PO Box 1300

Duvall, WA  98019

(425) 788-2779
FAX (425) 788-8097

www.duvallwa.gov

	Pre-Application Meeting Form

	This form must be completed (clearly printed or typed) and submitted to the City, along with the required $100 pre-application meeting fee prior to the scheduled meeting.  Other information as listed on back page is also required.  Please provide 10 complete packets with copies of all required application materials (stapled or binder clipped).  For questions, please contact the Planning Department at (425) 788-2779.

	FOR STAFF USE ONLY

	File No.:       
	Received By:       
	Date Received:       

	Date Scheduled:       
	Time:       
	Location:       

	APPLICANT:                                                                            OWNER (if other than applicant):
Applicant Name:                                                                  Property Owner Name:       
Applicant Address:                                                               Property Owner Address:        
Applicant Phone # (     )                                                   Property Owner Phone #:    (     )         
Applicant Email Address:                                                     Property Owner Email Address:       


	Project / Development Name:       
Project Address (including nearest intersections):       
Assessor / Tax Parcel Number(s):       
Description of Proposal:       
List what land use applications you will be applying for:       


	List any questions/concerns for staff.  If you need more space, please attach a separate page.

     


	Authorization:  

The undersigned hereby certifies that all information submitted with this application is complete and correct to the best of my knowledge.  I have read the City of Duvall’s “Purpose of Pre-Application Meeting” statement contained as part of this application.

Signature:                                                                                        Date:       


CONTINUED ON BACK PAGE
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PRE-APPLICATION MEETING
Applications for Type III, IV, and V permits will not be accepted until the applicant has attended a pre-application meeting. Pre-application meetings may be required for Type VI permits at the Director’s discretion. The Director may waive pre-application meetings on a case-by-case basis if special circumstances, as determined by the Director, exist.

A Pre-Application Meeting is with members from the Design Review Committee (DRC) for all those interested in developing a particular property or applying for a development permit.  The Design Review Committee consists of staff from Planning, Building, Public Works, Engineering and the Fire Department, and will be in attendance at the meeting as needed.  The Pre-Application Meeting fee is $100 and must be submitted with this form.  Meetings are held at either Duvall City Hall conference room, 15535 Main St. NE, or Duvall Building Department conference room, 14701 Main Street NE.  Meetings are scheduled for Tuesday afternoons between 1:00 p.m. and 4:00 p.m. and are approximately 50 minutes in length.  Meetings are assigned first come, first served, based on application date and are scheduled a minimum of 7 business days in advance.  The Planning Department will contact you regarding the date and time of your meeting.
PURPOSE OF THE PRE-APPLICATION MEETING

The purpose of the pre-application conference with the DRC is to consult with the DRC regarding what information is required for a complete application, discuss the conceptual design of the site, landscaping, architectural design as it applies to the City’s Design Guidelines – General / Residential, road and utility improvements, building issues, and to determine if there are any other major concerns that should be addressed prior to the submission of an application.  Applicable policies, codes and standards will be identified at the conference.  
Pre-Application Meetings are intended to provide general information only to applicants. Submittal materials should be preliminary and conceptual at this stage.  Specific submittal requirements, conditions, and timelines will depend upon the type of application and information submitted and may be subject to change as a result of staff review, changes in regulations, procedures, etc. The City makes no representation that all relevant information is provided at the Pre-Application Meeting.  Please be aware than any comments made by members of the DRC at these meetings do not imply approval or conditional approval of any subsequent applications.  
FILING REQUIREMENTS

The more project information the applicant can provide at the Pre-Application Meeting, the more detailed the feedback will be from the City to the applicant.  At a minimum, please provide 10 copies of the following information with your application:

1. Completed Pre-Application Meeting form.  For complex projects it may be helpful to provide a short written narrative describing in detail the proposed development, including uses.
2. An 11”x17” max**, black and white copy of a Conceptual Site Plan showing the following information:

a. Applicant’s name, address, and phone number;

b. North arrow, scale and date;

c. Dimensions of the parcel(s);
d. Locations(s), size(s) in square feet and use(s) of any existing building(s) on site;

3. If available, an 11”x17” max**, black and white copy of a Conceptual Building Elevation showing the following information:
a. Design concept and overall massing;

b. Road and parking lot locations;
c. Relationship to existing conditions of the site and adjacent existing land uses.

d. Design features of project (optional);

e. Proposed materials and colors (optional);

             Other Optional information:

4. An 11”x17” max**, black and white copy of a Conceptual Landscape Plan showing the following information (can be incorporated into Site Plan at this stage):

a. Existing landscaped areas to be retained;

b. Proposed landscaped areas;

5. An 11”x17” max**, black and white copy of a Conceptual Floor Plan containing the general configuration of the interior space.

**  If larger prints or color copies, please provide at least 12 copies or bring for display.
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