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Purpose & Overview 

The City’s Project Review Committee provides direction to residents and business owners planning 
a new development project or business use that requires review and approval by the Planning 

Commission and/or the City Council. The purpose of the Committee is to provide applicants with 
staff review comments, in advance of a public meeting. 

 

WHAT TYPES OF PROJECTS ARE REVIEWED? 
New Development and Uses 
 

The City’s Zoning Code identifies certain types of new development and land uses which 
require approval through a public hearing process. These projects are identified by Chapter 
21.02, Table C of Appendix 21.A, and in certain adopted specific plans of the Zoning Code. 

Attachment A lists a summary of those projects. 

 
WHO IS INVOLVED IN THE REVIEW? 

Applicant and City Departments  
 

The Planning Department acts as the lead point of contact with the project applicant and other 
City departments which include Building, Engineering, Police, Fire, Community Services, and 
Administration (the participating departments will vary depending on the application type). 
Planning staff will distribute plans, gather the written comments from each department and 

provide the comments to the Project Applicant.  

 
WHAT IS REQUIRED TO INITIATE THE REVIEW? 

Concept Plans/ Zoning Application/ Fees 
 

Concept Plans: Once the Planning Department determines that your project requires a zoning 
approval, you should begin preparing conceptual plans that depict the extent of your project. 
For new construction, concept plans entail preparation of a site plan (indicating all 
improvements on the site such as parking, landscaping, walkways, trash enclosures, etc.), a 

floor plan, building elevations, concept landscape plan and a description of materials and colors 
to be used. For projects involving grading, a concept grading plan is required. Photographs of 
the existing building or site are often helpful. 
 

For projects that only involve the establishment of a use in an existing building or site, 
applicants must provide a site plan, floor plan and a full description of the proposed activities, 
hours of operation, and number of employees. 

 
Architectural or engineering construction detail plans are not required for this review. The 
attached checklist (Attachment B) and the planning staff will help you determine which plans 
are required. 

 
Zoning Application & Fees: Plans reviewed by the Project Review Committee require an 
application and filing fee which is applied against the cost of your project’s zoning application. 

The cost of the review is $1,041. The City’s Master Zoning application is included as 
Attachment C. 
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WHEN DOES THE REVIEW TAKE PLACE? 
Review Schedule 
 

Once an application is complete, the Project Review Committee meeting will be scheduled. 
Applicants can expect to meet with the Project Review Committee no more than three weeks 
after the application has been accepted by the Planning Department. 

 
Meetings are held in one of the City Hall conference rooms. A schedule of the Project Review 
Committee’s meetings is included as Attachment D. 

 

HOW IS THE MEETING CONDUCTED? 
Meeting Format 
 

The meeting format is designed to be an informal exchange of information and ideas about the 
project between the applicant and City staff. Prior to the meeting, your staff planner will 

receive written comments from each department involved in the review and forward them to 
you prior to the meeting. Applicants are encouraged to ask questions about requirements and 
clarification from City staff about what is required. 
 

MEETING RESULTS 
Direction From Staff 
 

The written comments provided to you from City staff during the Project Review Committee 
process represent the staff’s opinion about how closely the project conforms to the City’s 

development standards. For projects involving new development, compliance with all 
development standards is expected. Since there are often multiple solutions in achieving 
compliance with City development standards, the Project Review Committee will assist 
applicants in identifying and implementing those solutions.    

 
For projects involving uses, staff comments will include a description of the recommended 
conditions under which the use should operate. For example a typical condition for a business 
selling alcohol will always include a limit on the hours of operation.   

 

AFTER THE PROJECT REVIEW COMMITTEE MEETING 
Next Steps 
 

After the Project Review Committee meeting, applicants are strongly encouraged to make any 

revisions to plans suggested by staff. Once those revisions are made, a final check with your 
staff planner is recommended before you file your official zoning application for processing. An 
applicant may choose to file a zoning application without revising project plans; however it 
may negatively affect the outcome of the project. 

 
 

IF ADDITIONAL INFORMATION IS NEEDED PLEASE CONTACT THE PLANNING 

DEPARTMENT AT (626) 914-8214. 
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ATTACHMENT A 
New Development/ Uses Subject to the Filing of a Zoning Application 

 
 

New Development Subject to Filing 

of a Zoning Application 

 

Approving Body 

Hillside development (grading over 150 cubic yards) 

 

Planning Commission 

Multiple-family projects 

 

Planning Commission 

Commercial buildings over 25,000 square feet in the 
C1/ C2/ C3/ CM/ M1/ M1A/ MS Zones  

 

Planning Commission 

Planned Redevelopment 

 

Planning Commission & City Council 

Planned Development 

 

Planning Commission & City Council 

Civic Center Overlay Development 

 

Planning Commission 

Village Overlay Development 

 

Planning Commission 

Mobile Home Park Development 

 

Planning Commission 

Second story construction in single-family residential 
zones including hillside lots 

 

Planning Commission 

Temporary structures 

 

Planning Commission 

Relocated structures 

 

Planning Commission 
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New Development Subject to Filing 

of a Zoning Application 

 

Approving Body 

Tennis Courts 

 

Planning Commission 

Public facilities in residential zones 

 

Planning Commission 

Recycling facilities, except single-feed vending 
machines 

 

Planning Commission 

Open Space Development 

 

Planning Commission 

Gated Communities 

 

Planning Commission 

Radio and television broadcasting antennae, private 

transmitting antennae and satellite receiving 
antennae 

 

Director 

Solar energy collectors 

 

Director 

Cantilevered decking 

 

Director 

Second kitchen units 

 

Director 

Civic Center Area Plan development 

 

Planning Commission 
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Development Standard Modifications  Approving Body 

Minor Modifications under the following 

circumstances: 

a. Setbacks, to reduce the minimum required by 
fifteen percent or less. 

b. Floor area, to reduce the minimum required or 
increase the maximum permitted by five percent 
or less. 

c. Antenna development standards, to reduce the 

minimum required or exceed the maximum 
permitted by fifteen percent or less. 

d. Fence or wall height, to increase the maximum 

permitted by fifteen percent or less. 
e. Parking stalls, to reduce the minimum required by 

ten percent or less. 
f. Landscaping, to reduce the minimum required by 

ten percent or less. 
g. Open space required pursuant to subsection 

21.04.020(D)(4) of this title, to reduce the 
minimum required by ten percent or less. 

h. Roof-mounted mechanical equipment in a 
residential zone. 

i. Second Floor to First Floor Area Ratio in a Hillside 

Area. To increase the second floor to first floor 
area ratio up to eighty-five percent of the first 
floor excluding a four hundred square foot 
attached garage. 

 

 Director 

Variance from  any development standard 

which exceeds the limits described above. 

 

 Planning Commission 

Conditional Use Permits as described by 

Table C in Appendix 21.A 

 

 As indicated by Table C (Director or 
Commission) 

Lot Line Adjustments  Director 

 

Certificate of Compliance  City Council 

 

Lot Mergers  Director 
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Project Modifications  Approving Body 

 

Parcel Map/ Lot Split  Planning Commission 

 

Tentative Tract Maps  Planning Commission & City Council 

 

Sign Variance  Planning Commission 

 

Zone Change or General Plan Amendment  Planning Commission & City Council 

 

 

 



Attachment B 

Site Plan Submission Checklist for Project Review Committee 

 

Project Data 

� Describe the proposed project such as the proposed use and building size  

� Identify the number of existing and proposed parking spaces  

� Calculate the existing landscaped area  

� Calculate the site area 

� Indicate the current building occupancy  

� Indicate the current construction type  

� Indicate the proposed use 

� For non-residential uses indicate the proposed hours of operation, number of employees, 
and the general operational characteristics of the use. 

 

Site Plan  

� Indicate property dimensions 

� Identify existing and planned improvements 

� Identify existing and proposed building setbacks 

� Indicate existing and proposed parking 

� Identify site access 

� Identify all landscape areas  

� Identify appurtenant site improvements such as loading areas, trash enclosures, fences, and 
utility pads/ equipment. 

� Provide information on known easements for utilities, parking, ingress and egress, and 

drainage. 

� Show topographic information 

 

Floor Plans – For New Construction  

� Indicate room sizes and proposed use of interior space 

� Indicate window and door locations and sizes 

� Indicate room ingress and egress 

� Provide floor area calculations.  

 

Floor Plans - Use Establishment for Non-residential Development 

� Indicate existing and proposed use of interior space 

� Indicate window and door locations and sizes 

� Indicate room ingress and egress 

� Provide floor area calculations. 

� Existing and proposed permanent fixtures such as equipment or seating areas. 
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Building Elevations 

� Indicate exterior colors and materials 

� Indicate roof and parapet wall height 

� Indicate exterior details for roofs, such as overhang and eave detailing 

� Indicate window and doors locations  

� Indicate architectural details including exterior moldings, trims, window mullions, shingles, 
and lighting fixtures. 

 

Grading Plan - For projects involving more than 50 cubic yards of grading. 

Provide a conceptual grading plan indicating the following: 

� Indicate existing and proposed contours at two foot intervals,  

� Indicate existing and planned drainage devices,  

� Indicate existing and proposed walls and fences,  

� Indicate all trees with a diameter at breast height (DBH) of six inches or greater. 
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Attachment D 

Schedule of PRC Meetings - 2011 

Meeting Date  Meeting Time Location 

   

September 1, 2011 3:00 p.m. City Hall Upstairs Conference Room 

September 15, 2011 3:00 p.m. City Hall Upstairs Conference Room 

October 6, 2011 3:00 p.m. City Hall Upstairs Conference Room 

October 20, 2011 3:00 p.m. City Hall Upstairs Conference Room 

November 3, 2011 3:00 p.m. City Hall Upstairs Conference Room 

November 17, 2011 3:00 p.m. City Hall Upstairs Conference Room 

December 1, 2011 3:00 p.m. City Hall Upstairs Conference Room 

December 15, 2011 3:00 p.m. City Hall Upstairs Conference Room 

 


