BoCC Drop-In Item, April 14, 2020

BOARD SUMMARY REPORT
Date:

April 2, 2020

To:

Board of County Commissioners

Through:

Jan Yeckes, Planning Division Manager

From:

Kelsea Dombrovski, Planner II

Subject:

Development Application Manual Changes Resulting from Neighborhood Meeting
Code Amendment, If Approved

Direction/Information
Staff is informing the BOCC of Development Application Manual changes that could result should
the proposed neighborhood meeting Land Development Code amendment be approved in the near
future. Informing the BOCC of significant changes to the Development Application Manual was
a condition of that document’s creation.
Request and Recommendation
Staff recommends approval and acknowledgement of these changes, along with any additional
formatting or minor changes relating to the changes.
Background
The Development Application Manual explains application and process requirements and must
agree with the regulatory content of the Land Development Code. The changes listed herein would
accompany an approved Land Development Code amendment addressing neighborhood meeting
requirements.
Links to Align Arapahoe
Quality of Life
Requiring neighborhood meetings could identify issues early in the project and could result in
design improvements for future land use projects. Updating the Development Application
Manual with clear direction on how to coordinate and provide evidence of these meetings will
ensure applicants are well-prepared to engage the public, and that the public has accessible
opportunities to engage with projects.
Discussion
Staff have been developing the content of a Land Development Code amendment to require
neighborhood meetings for certain case types. The Development Application Manual contains
application and process information that accompanies the submittal and review of materials for
those case types.
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As such, a new neighborhood meeting section has been added to the Presubmittal Meeting section
(1-2); the neighborhood meeting would occur after the presubmittal meeting and prior to
application submittal.
Additionally, process flowcharts and Application Materials sections will be updated for
appropriate cases:
Required for Conventional Rezoning (Section 2-1); General Development Plan (Section 2-2.1);
Specific Development Plan, 2-Step Process (Section 2-2.2); and Use by Special Review (Section
2-4).
If deemed necessary for Preliminary Plat (Section 2-15); Minor Subdivision (Section 2-16); Full
Replat (Section 2-17.2); Major Amendment (Section 2-23.2); and Location and Extent (Section 226).
Finally, Public Notice Signs (Section 7-1) and Public Notice Mailings (Section 7-2) will be
updated with references to neighborhood meetings. A complete list of changes and select examples
are included in this packet.
Necessary Development Application Manual changes would be made simultaneously and in
conjunction with the Land Development Application changes, should the amendment be approved.
Alternatives
1. Move forward with the Development Application Manual changes that would be necessary
should the neighborhood meeting Land Development Code amendment be approved.
2. Move forward with some changes to the Development Application Manual.
3. Do not update the Development Application Manual to agree with the possible Land
Development Code amendment.
Concurrence
This proposal has been coordinated with the County Attorney’s office.
Reviewed By
Kelsea Dombrovski, Planner II
Jason Reynolds, Current Planning Program Manager
Jan Yeckes, Division Manager
Bryan Weimer, Department Director
Todd Weaver, Finance Department
Robert Hill, County Attorney

Page 2 of 2

List of DAM Changes
Development Application Manual Changes
-

-

-

-

-

-

-

-

-

-

Section 1-2: Add Section 1-2.2
Section 2-1, Rezoning: Add ‘Neighborhood Meeting’ step in flowchart, following Presubmittal
meeting; Add ‘Neighborhood Meeting Summary Report’ and its components to Application
Materials
Section 2-2.1, General Development Plan: Add ‘Neighborhood Meeting’ step in flowchart,
following Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report’ and its
components to Application Materials
Section 2-2.2, Specific Development Plan (2-Step Process): Add ‘Neighborhood Meeting’ step in
flowchart, following Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report’ and
its components to Application Materials
Section 2-4, Use by Special Review: Add ‘Neighborhood Meeting’ step in flowchart, following
Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report’ and its components to
Application Materials
Section 2-15, Preliminary Plat: Add ‘Neighborhood Meeting (if deemed necessary)’ step in
flowchart, following Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report (if
deemed necessary)’ and its components to Application Materials
Section 2-16, Minor Subdivision: Add ‘Neighborhood Meeting (if deemed necessary)’ step in
flowchart, following Presubmittal meeting (indicate meeting required for Minor Subdivision, not
Final Plat) ; Add ‘Neighborhood Meeting Summary Report (if deemed necessary)’ and its
components to Application Materials
Section 2-17.2, Full Replat: Add ‘Neighborhood Meeting (if deemed necessary)’ step in
flowchart, following Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report (if
deemed necessary)’ and its components to Application Materials
Section 2-23.2, Major Amendment: Add ‘Neighborhood Meeting (if deemed necessary)’ step in
flowchart, following Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report (if
deemed necessary)’ and its components to Application Materials
Section 2-26, Location and Extent: Add ‘Neighborhood Meeting (if deemed necessary)’ step in
flowchart, following Presubmittal meeting; Add ‘Neighborhood Meeting Summary Report (if
deemed necessary)’ and its components to Application Materials
Section 7-1, Public Notice Signs:
o Add new section, 7-1.3: ‘Signs for a Neighborhood Meeting’
o In sign template, change ‘Notice of Public Hearing for (Project Type)’ to ‘Notice of
Neighborhood Meeting for (Project Type)’
o Maintain case number
o Change text of sign to the following:
 Notice is hereby given that the property upon which this sign is posted may be
considered for a (type of case) to the (project name) pursuant to the Arapahoe
County Land Development Code. Further information concerning this proposal
may be obtained by calling the PWD Office at (720) 874-6650.



o
o
-

The neighborhood meeting is to be held on the __ day of (Month), (Year), at
(location determined by applicant) at (time determined by applicant) p.m., or as
soon hereafter as possible.

Add ‘or a neighborhood meeting’ to ‘Certification of Sign Posting’ section any place
‘public hearing’ is mentioned
Include updated Posting Forms A and B for public meetings

Section 7-2, Public Notice Mailings
o Add new section, 7-2.2: ‘Sample Letter for Public Notice Mailing – Neighborhood
Meeting’
o In template letter, change heading to ‘Notice of Neighborhood Meeting’
o Change text of letter to the following:
 Please be advised that (applicant) on behalf of (owner), is proposing a (project type) on





the above referenced property. [DESCRIBE THE PROPOSAL] (Include a detailed
description of the site and the use(s) proposed. 1) Use plain English. DO NOT use
unexplained abbreviations (i.e., FAR, GSF, etc.). The goal is to explain your development
in plain and simple terms. 2) Include all “negative” aspects of the development. Failure
to accurately describe the impact of your development on neighboring owners will risk a
determination by the Board of County Commissioners that the notice was inadequate,
which will delay action on your case.)
A neighborhood meeting to discuss this proposal will be conducted at:
(Time, Date, Location determined by applicant)
Replace any additional mentions of ‘public hearing’ with ‘neighborhood meeting’

Addition of DAM Section 1-2.2
1-2

Step 1 - Presubmittal Meeting

Presubmittal meetings are intended for landowners or applicants who have a specific or general idea of
the development they wish to build. General development questions can be answered outside if
presubmittal meetings by contacting the Planning Division at 720-874-6500.
Presubmittal meetings are a no-cost meeting between County staff and landowners/developers to
prepare an applicant for a formal submittal. Staff will provide an initial review of a development
proposal in order to determine the land use procedures necessary to approve the project, identify any
issues early in the process, and establish submittal requirements and fees for the application. All land
development approval processes require a pre-submittal meeting with County Public Works and
Development staff and other external agencies, as needed.
1-2.1

PRESUBMITTAL APPLICATION REQUIREMENTS
1.
2.
3.

Presubmittal application form.
Letter of Intent explaining the proposed land use or development with details of the use or
development.
Sketch Plan.

Within seven (7) business days following the presubmittal meeting, in most cases, the Planning Case
Manager will provide pre-submittal meeting notes, along with the appropriate application submittal
requirements and checklist(s) and applicable fee(s) to the applicant. An application for the land
development proposal discussed at the presubmittal meeting must be submitted within six (6) months
of the pre-submittal meeting, otherwise a new presubmittal meeting must be scheduled.
A pre-submittal meeting information packet with instructions for scheduling a presubmittal meeting can
be found on the County’s website at:
http://www.arapahoegov.com/DocumentCenter/View/2633/Presubmittal-Application-Packet?bidId=
Presubmittal applications are submitted by emailing the applications to:
presubmittals@arapahoegov.com
1-2.2

NEIGHBORHOOD MEETING REQUIREMENTS

Some case types will require a neighborhood meeting following the pre-submittal meeting; see 52.1.B.2. and Table 5-1.1.1 of the Land Development Code. Neighborhood meetings are intended to
inform citizens of proposed land development projects, solicit citizen feedback and input, and provide
land development applicants the opportunity to adjust plans prior to submitting land development

application materials. If applicable, applicants must provide a Meeting Summary Report with their
application submittal that includes the following:
1.
2.
3.
4.
5.
6.
7.

List of mailing addresses for landowners, HOAs, and neighborhood groups within the
dedicated noticing radius.
Copy of notice letter.
Affidavit of proper noticing/mailing.
Sign Posting Forms A & B.
Meeting sign-in sheet with name, address, and contact information of attendees.
Presentation copy or summary.
Description of comments shared at the meeting and how developer will respond.

Notice letter and sign formatting can be found in Part 7 of this Development Application Manual. See
Table 5-2.2.1 of the Land Development Code for noticing timelines.

Examples of DAM Changes for 'Required' Meetings (Rezoning) and 'If
Deemed Necessary Meetings' (Preliminary Plat)
2-1

Rezoning (Zoning Map Amendment / Conventional Zone District)

An Amendment to the County Official Zoning Map is required when a proposed use is not permitted in
an existing zone district. In such situation, the land in question must be rezoned to a zone district that
permits the proposed use. In some cases, the rezoning request must be preceded by a Comprehensive
Plan or Sub-area Plan Amendment. (See Chapter 6 of the Arapahoe County Comprehensive Plan.) The
rezoning process requires hearings in front of both the Planning Commission and Board of County
Commissioners. The rezoning process is summarized in the accompanying flowchart and is described in
more detail in Section 5-3.2 of the Land Development Code.

Rezoning Conventional Zone District
Staff and Referral Review
Presubmittal
Meeting

Completeness Review
Application Intake Meeting

3 Days

1st Review 4 weeks
2nd Review 3 weeks
3rd Review 2 weeks
Additional Review 1 week

Resubmit Documents

Public Notice

Neighborhood Meeting
Comments
Provided to
Applicant

Comment Review
Meeting

Public Notice

Board of County
Commissioners Decision

Planning Commission Review
and Recommendation

Submittal of Final Mylar and
Engineering Documents

Public Notice

No Further
Comments

Administrative Site Plan and/or
Subdivision Plat

1 Week Review

A. APPLICATION MATERIALS
1. Completed Land Development Application:
http://www.arapahoegov.com/DocumentCenter/View/1211/Land-DevelopmentApplication?bidId=
2. Presubmittal Meeting notes with Submittal Checklist.
3. Submittal fees.
4. Neighborhood Meeting Summary Report (See Section 1.2-2 for requirements.)
5. A Letter of Intent that explains, justifies and validates what is proposed on the plans submitted
as part of the application. State all facts relied upon and provide documentation where possible.
Address all approval criteria in Section 5-3.1.B of the LDC.
6. If the applicant is not the landowner, a notarized letter of authorization from the landowner
permitting a representative to process the application.

7. Ownership information, current with 30 days of the application submittal, that includes the
following:
a. Owner information.
b. Property legal description.
c. Effective date of document (to confirm it meets the 30-day requirement).
d. Encumbrances/Schedule B items.
e. Hyperlinked connections to documents referenced in the report.
8. Notification of surface development to mineral estate owners in accordance with Section Error!
Reference source not found. (Notification of Surface Development to Mineral Estate Owners) of
this Manual and C.R.S. 24-65.5-103, if the rezoning involves subdivision of the land that will
change or create lot lines in anticipation of new surface development.
9. Technical Reports as required by the Engineering Services Division:
a. Phase I Drainage Report as defined in the Stormwater Management Manual.
b. A Traffic Impact Study conforming to the Arapahoe County Guidelines for Traffic Impact
Studies, unless waived by the Engineering Services Division.
10. Evidence that required infrastructure and drainage will be provided by and is within the
infrastructure and capacity of the applicable service provider(s), which evidence may be in the
form of “will-serve” letters from service provider(s). This information shall include:
a. Proof of public water supply. (A completed Office of State Engineer Form GWS-76 form will
meet this requirement.)
b. Proof of availability of public sewage disposal.
11. Geotechnical Report providing evidence that all areas of the proposed development which may
involve soil or topographical conditions presenting hazards or requiring special precautions have
been identified and that the proposed uses are compatible with such conditions.
12. Other information that may be required by the Planning Division, Engineering Services Division
or Mapping Section in order to fully evaluate the Rezoning based on the unique circumstances
of the proposal, its location, or characteristics of the land subject to the application.
Information required above may be waived by the Planning or Engineering Services Division
Manager or Mapping Section Manager, or designee, if it is deemed to be immaterial to the
request.
13. Plan Set exhibit(s) per Section B below.

(There are no changes to the remainder of Section 2-1.)

2-15 Preliminary Plat
A Preliminary Plat is one of the first documents utilized when owners of a property wish to subdivide
their property in accordance with State Statutes and the County’s subdivision standards. This plat is
preliminary in nature and the configuration of lots and roadways are considered a minimum
requirement that may be subject to revision with the Final Plat review. Procedures for Preliminary Plat
approval are outlined in Section 5-6.2 of the Land Development Code and are summarized below.

Preliminary Plat
Staff and Referral Review
Presubmittal
Meeting

Completeness Review
Application Intake Meeting

3 Days

If Necessary
Public Notice

Neighborhood Meeting
(If Deemed Necessary)

Board of County
Commissioners Decision

Submittal of Final Mylar
and Engineering
Documents
1 Week Review

Resubmit Documents

Comment Review
Meeting

Public Notice

Planning Commission Review
and Recommendation

1st Review 4 weeks
2nd Review 3 weeks
3rd Review 2 weeks
Additional Review 1 week

Public Notice

Comments Provided
to Applicant

No Further
Comments

Final Plat

B. SUBMITTAL MATERIALS
1. Completed Land Development Application form:
http://www.arapahoegov.com/DocumentCenter/View/1211/ Land-DevelopmentApplication?bidId=
2. Presubmittal Meeting notes with Submittal Checklist.
3. Submittal fees.
4. Neighborhood Meeting Summary Report if deemed necessary. (See Section 1-2.2 for
requirements.)
5. Written Letter of Intent that explains, justifies and validates the request, stating all facts relied
upon and providing documentation where possible. Address all approval standards in Section 56.2.B of the LDC.
6. Ownership information, current within 30 days of the application, that includes the following:
a. Owner information.
b. Property legal description.

c. Effective date of document (to confirm it meets the 30-day requirement).
d. Encumbrances/Schedule B items.
e. Hyperlinked connections to documents referenced in the report.
f. The ownership information must include all land to be dedicated to the County.
7. A notarized Letter of Authorization from all landowners permitting a representative to process
the application with a disclaimer that no other party’s consent is required.
8. Notification of surface development to mineral estate owners in accordance with Section Error!
Reference source not found. of this Manual and C.R.S. 24-65.5-103 if two or more lots are being
proposed in anticipation of new surface development.
9. Technical Reports
a. Phase II Drainage Report conforming to the Stormwater Management Manual.

10.

11.
12.
13.
14.

15.

16.

b. A Traffic Impact Study conforming to the Arapahoe County Guidelines for Traffic Impact
Studies, unless waived by the Engineering Services Division.
The Applicant shall provide evidence that sufficient regional infrastructure, facilities, network or
systems are or will be available to serve the development proposal as delineated in the Land
Development Code.
Evidence that sufficient regional infrastructure and facilities exist to serve the development.
Evidence of the ability of applicable special service districts, Arapahoe County or other general
governments to service the proposed development.
The subdivider/owner shall provide evidence of the ability of applicable special service districts,
Arapahoe County or other general governments, to service the proposed development.
The subdivider shall provide evidence depicting the location of the proposal in relationship to
the Mineral Resource Areas identified in the Arapahoe County Comprehensive Plan. Additional
evidence as required by the Land Development Code for permission to engage in development
in Mineral Resource and Geologic Hazard Areas shall be submitted with the Preliminary Plat, if
applicable.
Other information that may be required by the Planning Division, Engineering Services Division
or Mapping Section in order to fully evaluate the Preliminary Plat based on the unique
circumstances of the proposal, its location, or characteristics of the land subject to the
application. Information required above may be waived by the Planning or Engineering Services
Division Manager or Mapping Section Manager, or designees, if it is deemed to be immaterial to
the request.
Plat exhibit per Section B below.

(There are no changes to the remainder of Section 2-15.)

