 New Sub-Division Submittal Requirements


Steps for Project Review of New Sub-Divisions

1) Pre-Application Conference
Project review normally begins when an applicant submits a permit application (usually accompanied by a SEPA environmental checklist).

2) Determination of Completeness - WAC 197-11-060(3)
A determination of completeness is issued when an application meets agency submittal requirements, and is complete enough to continue processing.

3) SEPA Considerations
The Town of Yacolt may include permit conditions in the notice of decision based on the development regulations or under the jurisdiction’s SEPA substantive authority. The primary role of SEPA in GMA project review is to focus on those environmental impacts that have not been addressed by the GMA county’s or city’s development regulations and/or comprehensive plan, or other local, state and federal laws and regulations.

4) Notice of Application - RCW 36.70B.110(5)
The notice of application gives the public and other agencies affected by the proposal the information they need to participate early in project review.

5) Notice of Decision - RCW 36.70B.090
Once the public comment period on the notice of application ends, the agency will review the comments and complete the project review process, including environmental analysis. At the end of the review, a notice of final decision on the permit is issued.

6) Analyze Consistency and Environmental Impact - RCW 36.70B.030 and 040
The Local Project Review Act encourages GMA counties and cities to rely on applicable development regulations and/or comprehensive plan policies to analyze and address environmental impacts. Also the Local Project Review Act requires the Town of Yacolt to analyze the consistency of a proposed project with the applicable development regulations or, in the absence of applicable regulations, the adopted comprehensive plan.

7) Address Environmental Impact of the Project - RCW 43.21C.240(4)
"Adequately addressed" is defined as having identified the impacts and avoided, otherwise mitigated, or designated as acceptable the impacts associated with certain levels of service, land use designations, development standards, or other land use planning decisions required or allowed under the GMA.

8) Combined Permit and SEPA Administrative Appeals - Chapter 36.70B RCW
The Local Project Review Act was part of the Land Use Regulatory Reform Act signed into law in 1995. It requires all counties and cities to combine permit review and environmental review, and to consolidate administrative appeals of permit and SEPA decisions.

Procedure for preliminary, final and building reviews

Stage 1: Pre-Application
· Provide information and assist applicants with understanding codes and laws.
· Applicant submits pre-application.
· Applicant and planning staff meet at pre-application conference to discuss project.
· Applicant receives pre-application report from staff.

Stage 2: Preliminary Development Approval
· Applicant submits application.
· Review application for completeness.
· Surrounding property owners are notified of proposal.
· Review proposal for compliance with codes.
· Written report, public hearing is conducted, decision made.

Stage 3: Final Development
· Engineering staff reviews detailed engineering drawings.
· Final site plans and final plats.
· Construction of environmental facilities/mitigation installations is inspected.
· Construction of site development such as roads, utilities and storm water facilities is inspected.

Stage 4: Building
· Plans examiners review building plans for compliance with building safety codes.
· Permit Technicians issue building, plumbing, mechanical and related permits.
· Building construction is inspected and final occupancy is achieved.

Submittal Requirements
The following checklist identifies information to be included with the application. All items must be submitted before the application will be considered Counter Complete. All items with a check box must be submitted before the application will be determined Fully Complete. All bulleted items must be submitted, as applicable, but are not a Fully Complete requirement. 

The Pre-Application Conference Report will indicate any additional/exempted submittal requirements. At the time of application, only one copy of the main submittal with original signatures, shall be submitted. One copy of any special studies, such as wetland, floodplain, etc., shall also be submitted but bound separately. Once the original application contains all the required information, the applicant will be contacted to submit additional copies of the main submittal and any special studies with revisions.

1. Cover sheet and table of contents:
Each submittal packet shall contain a cover sheet that contains the project name and applicant’s name, address, email address, and phone number. A table of contents, tabs and/or dividers to provide assistance in locating the various requirements shall follow the cover sheet.

2. Application form:
The application form shall be completed and original signed in ink by the applicant.

3. Application fee:
The required fees shall accompany the application. Check is to be made payable to Town of Yacolt.

4. Pre-Application Conference Report:
A copy of the Pre-Application Conference Report must be submitted.

5. Submittal Check List, Include the following:
· General Location Map.
· Property Information Fact Sheet.
· Arterial Roadway.
· Elevation Contours Map.
· Photography Map.
· Photography Map with Contours.
· Zoning Map.

Subdivision Information Required:
· Comprehensive Plan Map.
· Water, Sewer and Storm Systems Map.
· Soil Type Map.
· Environmental Constraints Map.
· Quarter Section Map.

Submittal Requirement List for New Sub-Division

· General Locator Map
· Property Information Fact Sheet
· Elevation Contours
· Most current Ortho- Photography with contours
· Comprehensive Plan
· Water, Sanitary Sewer and Storm Sewer Systems
· Soils Types
· Environmental Constraints: floodways, wetlands, slopes etc.
· Adjacent Development
· Quarter Section Map 

6. Narrative, A written narrative shall be submitted that addresses the following:
· How the application meets or exceeds each of the applicable approval criteria and standards.
· How the proposed plan meets the minimum area and dimensions of the base zone.
· How the issues identified in the pre-application conference have been addressed and generally, how services will be provided to the site.

7. Legal Lot Determination Information
The preliminary plat shall encompass the entire area of the legal lot(s) involved in the plat and designate the proposed use, such as lots, tracts, easements, dedications, for all land contained within the plat and any boundary line adjustments to be completed prior to final plat. In order to demonstrate that the subject lot(s) has been created legally, the following must be submitted:


Current owner's deed if a lot determination is not required. Otherwise one of the following is required:

· Prior county short plat, subdivision, lot determination or other written approvals, if any, in which the parcel was formally created or determined to be a legal lot.

· Sales or transfer deed history dating back to 1969, to include copies of recorded deeds and/or contracts verifying the date of creation of the parcel in chronological order with each deed identified with the Assessor’s lot number.

8. Approved preliminary plats abutting the site:
A map shall be submitted that shows all approved preliminary land divisions that are yet to be recorded as listed within the pre-application conference summary, that abut the site including across public and private streets from the site. Also include preliminary approved and unrecorded divisions that are between the site and nearest public or private streets providing vehicular access to the site.

9. Preliminary boundary survey:
A preliminary boundary survey of the development site shall be submitted with the
Development application. The survey shall be recorded, signed and dated in one of the
Following formats:

· A current recorded Record of Survey that meets all RCW, WAC and Town Of Yacolt requirements;

· A previous Record of Survey recorded in the past 10 years that discloses all possible boundary conflicts. When using a previously recorded survey, it must be accompanied by a written statement, stamped and signed by a registered Professional Land Surveyor. It shall state that all matters of encroachment or conflict, as shown, have been field verified by that surveyor and are substantially unchanged

· Use of an unrecorded survey, commissioned for this purpose, will be accepted if no corner monuments have been set. This survey will meet all other requirements from RCW, WAC and CCC. It will be stamped and signed by the record PLS. A statement of purpose will be included. Subdivision, Type III Review Development Services

10. Proposed development plan.
The proposed plan shall be drawn to a minimum engineer’s scale of 1” = 200’ on a sheet no larger than 24 x 36 inches.

The following information shall be clearly depicted on the proposed development plan:

General information.
· Applicant’s name, mailing address and phone number.
· Owner’s name and mailing address.
· Contact person’s name, mailing address, and phone number.
· North arrow orientated to the top, left or right of page, scale and date.
· Proposed name of project, such as subdivision or business.
· Area of the site in acres or square feet, Existing conditions, Environmental conditions on and within one hundred (100) feet of the site must be shown. 
· Topography at 2 foot contour intervals, or other intervals if not available from a public source, see GIS Packet.
· Watercourses, streams, rivers, etc., see GIS Packet.
· Center of stream surveyed for all on-site water- courses with Professional Land Surveyor Stamp and signature.
· Areas prone to flooding.
· FEMA designated floodplains, flood fringe, or floodway.
· Water bodies and known wetlands.
· Wetland delineation.
· Significant wildlife habitat or vegetation.
· Significant historic sites.

Land use and transportation.
· Layout, square footage and dimensions of all parcels.
· Location(s) of any existing building(s) on the site and use.
· Location and width of existing easements for access, drainage, utilities, etc.
· Name, location and width of existing rights-of-way.
· Centerline and right-of-way radius of existing roadways that abut the site.
· Name, location, width and surfacing materials, such as gravel, asphalt or concrete, of roadways and easements, private and public.
· Location of existing driveways and those driveway across the street to include distance between driveways and roadways edge to edge.
· Location and width of existing pedestrian and bicycle facilities on and within 100 feet of the site.

Water and Sewer.
· Location and direction to nearest fire hydrant.
· Location of existing sewage disposal systems and wells on the site.
· Location of existing sewage disposal systems and wells within 100 feet of the site.

Proposed improvements

Environmental:
· Wetland, stream, steep bank buffer areas/protected areas.
· Planned enhancement areas Land use and transportation.
· The configuration and dimensions of the project boundaries, proposed lots and tracts, including proposed park, open space, and or drainage tracts or easements.
· Dimensions of all proposed easements.
· Location of any existing buildings to remain on the site to include approximate square footage and dimensions from property lines. For all structures include the number of stories, construction type, such as metal, wood, concrete block, etc., and proposed uses.
· Location and width of all road rights-of-way.
· Pedestrian and transit facilities.


Pedestrian and transit facilities
Location and width of proposed pedestrian and bicycle improvements other than those in standard locations within road rights-of-way.

· Location, width from curb to curb and surface material of all proposed roadways, private and public, provided by drawing or note and typical cross- section from county road standards.
· Location of all road segments in excess of 15 percent grade that are either on the site or within 500 feet of the site which are being proposed for site access.
· Location, width and surface material of off-site roads which will provide access to the site within 500 feet of the site.
· Location and width of proposed driveways for corner lots and driveways where site distance standards cannot be met.
· Site distance triangles where site distance standards cannot be met.
· Location and width of proposed easements for access, drainage, utilities, etc. provided by drawing or note.

Landscape Plan
Landscape plan for urban area arterial and collector roadways and on site landscaped areas to include: Location, number, species, size at planting, and spacing of proposed plant material Subdivision. Location, number, species and size of existing landscape material to be removed and/or retained.

· Location, type (such as sod, groundcover or shrub mass) and area (in terms of square fee and percentage of site) of all soft landscaped areas and buffers.
· Location, height and materials of fences, buffers, berms, walls and other methods of screening.
· Surface water management features integrated with landscape, recreation or open space areas.
· Location, size and construction type of hard landscaping features such as pedestrian plazas.
· Active and passive recreational or open space features.


11. Soil analysis report.

12. Storm water preliminary technical information report per Town Of Yacolt Storm water Manual.

13. Storm water preliminary development plan per Town Of Yacolt storm water Manual.

14. Project engineer statement of completeness and feasibility. 
The project engineer shall include a statement that all information required by Storm Water and Erosion Control Ordinance is included in the preliminary storm water plan and that the proposed storm water facilities are feasible.

15. Traffic study
Depending on the impacts associated with the proposal, a traffic study may be required to be undertaken by an engineer licensed to practice within the State of Washington, with special training and experience in traffic engineering. If a traffic study is required, the Town of Yacolt will provide a scope of the study at the pre-application conference.

· Traffic study must be stamped, signed, and dated by a Professional Civil Engineer registered in the State of Washington.

16. State environmental review
A State Environmental Policy Act Environmental Checklist must be completed, original signed in ink, and submitted.

17. Proof of submitting an archaeological pre-determination to the state (DAHP),
Predetermination reports and archaeology surveys, if required, must be reviewed by the
Washington State Department of Archaeology and Historic Preservation (DAHP). Proof must be provided indicating the predetermination and/or survey have been submitted to DAHP for Subdivisions. Proof can be via an email confirmation or other conclusive method of proof that DAHP has received the site-specific document for review.

18. Sewer district utility review letter.
A utility review letter must be submitted from the public sewer district, or one copy of a preliminary soil suitability analysis, or equivalent, for onsite systems from the Town of Yacolt. For existing septic systems, provide a copy of the original approval.

19. Water utility review letter.
A utility review letter must be submitted from the public water purveyor, noting the ability to meet water pressure and fire flow requirements of the Fire Marshal as specified within the Pre-Application Conference Summary Report. Or provide current evidence of the availability of suitable ground water where the water purveyor has determined public water or community water systems cannot be provided. Contact the Town of Yacolt.

20. Public Health project review evaluation letter,
If use of wells or septic systems is proposed A Town of Yacolt Project Review Evaluation Letter must be submitted if the proposed development is planning to use wells and/or septic systems. This evaluation is conducted to identify any on-site water wells or septic systems, and confirm that the use of wells and/or septic systems is feasible.

Note: A Public Health Evaluation Letter must be submitted with the Final Construction Plan Review Application if it has not been previously submitted with the Preliminary Plan Review Application.

21. Covenants or restrictions.
All existing covenants or restrictions and/or easements that apply to the property must be submitted, available from a title company.

22. Associated applications
Applications associated with the preliminary plat, such as critical aquifer recharge areas (CARA), floodplain, forestry, geo-hazard, habitat, wetland, road modification, variances, etc., must be submitted with this application. 

23. Submittal copies.
· One copy of the main submittal, with original signatures
· One copy of any special studies (wetland, floodplain, etc.) 

Pre-Application Report as following:
· One original and three copies - Traffic Study and Road Modification requests
· One original and two copies of all other special studies or permits to include: Critical Aquifer Recharge Areas (CARA), floodplain, geo-hazard, habitat, storm water, erosion control plan, and wetland.
· Two reduced copies on 11” x 17" for all sheets larger than 11” x 17.”

Staff Notes:
1. ________________________________________________________
2. ________________________________________________________
3. ________________________________________________________
4. ________________________________________________________
5. ________________________________________________________

This application was determined to be Counter Complete on: ____/____/____
Permit Technician: _______________________________________________ 

Fee schedule:
The following fees are required to be paid when the application is submitted:
Pre-Application Conference		$2,881.00 
Preliminary Sub-Division Review:	$9,547.00
Final Plat Engineering Review:	$10,304.00
Plate Recording:			$143.00
Planning Review:			$7,679.00
[bookmark: _GoBack]Engineering Review:			$3,757.00
Fire Review:				$434.00 
SEPA Checklist Review:		$1,528.00
Building Permits:			See Building Permit Fee Schedule

A Legal Lot Determination may be required if a previous legal review has not been completed. Please see our Legal Lot Determination handout for more information and fees. 

Development Application

Project Name:
· Type of application:
· Description of proposal:
· Applicant name:
· Applicant Address:
· Applicant E-mail address:
· Applicant Phone and fax:

Property Owner:
· Property owner name (list multiple owners on a separate sheet):
· Property Owners Address:
· Property Owners E-mail address:
· Property Owners Phone and fax:

Contact Person:
· Contact person name (list if not same as applicant):
· Contact Persons Address:
· Contact Persons E-mail address:
· Contact Persons Phone and fax:

Project site information:
· Site address:
· Comp plan designation:
· Cross Street: Zoning: Parcel numbers:
· Overlay zones: Legal: Acreage of original parcels:
· Township: Range: ¼ of section:

Authorization:
The undersigned hereby certifies that this application has been made with the consent of the lawful property owner(s) and that all information submitted with this application is complete and correct. False statements, errors, and/or omissions may be sufficient cause for denial of the request. This application gives consent to the county to enter the properties listed above.

Applicant’s signature: ____________________________________________________________________

Date Property owner or authorized Date representative’s signature: ________________________________
