Subdivision
Applicant Handbook

This packet will guide an applicant through the City’s Subdivision process. While this packet
is comprehensive, an applicant should read the applicable Code Sections.

This Packet includes:

1) Process Steps

2)  Public Hearings Procedures

3}  Preliminary Map Requi
4) '
5)
6)
7)
8)
9) Fee Agreement
10) Fee Schedule

scess. The Steps in Bold
., ] The other steps are those
taken by the City the applicant should track thn i i s. The Process Steps section

Preliminary Subdivis'iwn Plat
O stept: Reqt’{est aPr
Step 2: Attend the Pre-Applicatlon Conference
Step 3: Submit the Appiication
Step 4: Application Ag
Step 5: Notice of Publzc Heatl
Step 6: Staff Report
Step 7: Participate in the Public Hearing
Step 8: Decision
Step 9: Notice of Decision

OO0oOo0ooooan

Step 10: Appeal of a Planning Commission Decision

(¥ applicable)

Printed: 3/2/2013 Sub-P-CoverSheet Page I of 2




Final Subdivision Plat, Contingent on Preliminary Approval
[l Step 11: Improvement Agreement
Step 12: Submit the Final Subdivision Plat Application
Step 13: Application Acceptance
Step 14: City Review of Final Plat
Step 15: Notice of Decision

Step 16: Appeal of an Administrative.Decision (If App_]j;able)

Step 17: City Administrator.S

DOoOoOoOOooQdoon
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Subdivision Step by Step

1. Pre-Application conference scheduled.
a. The fee for a Pre-Application Conference is $225 and needs to be paid at time of
scheduling.

2. Pre-Application conference held.
a. Please have any pertinent partners attend this meeting, i.e. your architect or engineer

3. Hold suggested Pre-Application Applicant sponsored meeting with community members,

4. Subdivision Application submitted by appllcant =
a. The applicant must submit the required documents with the application as listed in
Section 8-6.24.030 and Section 8-6.180.030 of the Community Development Code.
b. The fee for a Subd;wsmn is'$1,200 and needs to be paid at the tlme of submittal,

5. Application is rev1ewed for completeness oh I
a. The date of submission shall be recorded and the respon51ble party (Clty) has 14
calendar days to determlne whether the appllcatlon is complete.
b. Once the apphcatlon is determined to be complete, the appllcant W|ll be
notified via a letter and the 120 day clock for the: appllcatlon process will start.
c. If the application is denied, resubmitted appllcatlons w1ll be sub]ect to another
14 calendar day completeness check . Lo

6. Notice of Public Hearing : : L
a. Notice of a Public Hearmg shall be malled and posted at. least 20 calendar days
before a Planning Commission Hearing by City Staff.
b. In addition to all other notice, at least 10 calendar days before a Planning
Commission public hearing, notice shall be providedina newspaper of general
c1rculat|on in the Clty, by Clty staﬁc ' i

7. Staff Report is written and ma:led

a. A copy will be mailed to the appllcant approxtmately 7 calendar days prior to the public
hearing.

8. Public Hearing is held in accordance with rules of procedure as written in 8-6.28.
a. The Planning Cornmission wilt review all evidence submltted to the record, including
the staff report recommendation and may: Lo
1. Approve or deny all or part of the application.
2. Approve all or part with modifications or conditions of approval
3. Defer a decision; or
4. Dismiss without prejudice due to procedural error or remand to correct a
procedural error.




Subdivision Step by Step

9. Minutes produced
a. Minutes of the Planning Commission public hearing will be produced and
reflect the matters discussed and the views of the participants shall be noted.

10. Notice of Decision
a. Notice of Decision in the form of a final order will be provided to the applicant and any
parties who testified during the hearing or submitted written comments.

11. Appeal Period

a. There will be a 14 calendar day period after written notice of the decision is provided.
An appeal can be initiated by anyone who flles a petltlon or at the direction of the City
Coundil. : :

b. If there is an appeal, it will be sub;ect to another 20. calendar day Public Hearing Notice
and then go to a City Council Public Hearmg

¢. The City Council will then make a decision.”

d. Notice of decision shal[ be provided. tothe applicant and all persons who submitted
written comments or test:ﬁed dunng the heartng :

Final Plat, Contingent on Prehmmary pprgval
12. Improvement Agreement . e - - :
a. Before City approval i is. certn‘:ed on the final plat and before approved construction
plans are issued by the City, the sub divider shall: =~
1. Execute and file an agreement with the Admlnlstrator speczfymg the period
within which all required [mprovements and repalrs shall be completed; and
2. Include in the agreement provisions that. if such work is not completed within
the period specified, the City may. comp!ete the work and recover the full cost
and expenses from the sub divider. i
b. The sub divider shall file with the agreement an assurance of performance supported
by one of the following:
1. An irrevocable letter of credlt executed by a fmanaa! mst;tutlon authorized to
transact bus:ness in the State of Oregon; - Lo
2. A surety bond executed by a surety company authorlzed to transact business in
the State of Oregon which remains in force until the surety company is notified
by the City in wrltlng that it may be termmated or
3. Cash - : - : -

13. Application for Final Plat Submltted : s
a. Within two years of the prehmmary plat approval a flnal plat appllcatlon must be
submitted.
b. In addition to the application form and information required in Section 8-6.24.030, the
applicant shall submit a ONE copy and ONE PDF version of the final plat to the City
Administrator.




Subdivision Step by Step

14. Application is reviewed for completeness
a. The date of submission shall be recorded and the responsible party (City) has 7
calendar days to determine whether the application is complete.
b. If the application is denied, resubmitted applications will be subject to another
7 calendar day completeness check.

15. City Review of Final Plat
a. The City Administrator and the City’s consulting engineer shall review the final plat and
shall approve or deny the final plat based on the approva[ criteria listed in Section
8-6.180.070. SEREET .

16. Notice of Decision . S _ -
a. Written notice of the dec151on of the. Clty Adm:nlstrator shall be prowded to the
applicant. _ : 5

17. Appeal Period P - e T

a. There willbe a 14 calendar day perlod after wr[tten notlce of the dec15|on is provided.
An appeal can be |n|taated by anyone who ﬁles a petltlon or at the dlrect;on of the City
Council. G

b. If thereis an appeal it WIIE be subject to- another: 20 ca[endar day Publlc Hearing Notice
andthengotoa Planmng Commission Public Heanng -

¢. The Planning Commission will then make a decision.- B :

d. Notice of decision shall be provided to the appl;cant and aIE persons who submitted
written comments or test1f1ed durlng,r the hearlng '

18. City Administrator Signature L
a. The applicant shall submit the or;glnal Mylar copy of the final plat to the City for
required srgnatures of the Clty Officials.

19. County Filing and Recordmg : S S
a. Within 60 days of the, Clty review and approva[ the applicant shaH submlt the final plat
to the County for signatures of County officials as reqmred by ORS Chapter 92.

20. Reporting County Recording to the. C1ty e
a. Upon final recording: with the County, the appllcant shall submlt one Mylar copy and
one archive quality copy of the recorc_ied final plat to th_e City. .




Public Hearings Procedures
Planning Commission and City Council
General Guidelines

a. All those who wish to testify must write their name and address on a sign up sheet
that will be available before and during the hearing.

b. The order of testimony will follow the steps below and then will be based on the
order individuals signed up.

¢. Allthose wishing to testify must do so from the podium and will refrain from makmg
comments while in the audience.

d. Testimony shall begin with ¢ né*%-.:g_jgme a’ﬁd;address for the record.

o

Testimony and evidence
standards in the lan

f. Exceptas otherWisé
the burden of proof that
and standards,

Publlc Hearing Steps ’

1, Open public hearmg The heg
2,

allow them to make a fair and 1mj3art1

Presentation of the Staff Report

Applicant preseritation

Testimony fr:'bm those in‘h}! avor of the p"'oposed Vac

Testimony from those opposed to the proposed act;on
Questions from members of the public

Applicant’s rebuttal

I AR G Y

Final comments from Staff

10, Close of public hearing

NOTE: Once the hearing is closed, no additional testimony, comments, or questions may be
taken from the audience.
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Subdivision
Applicant Handbook

Preliminary Plat Requirements
8-6.180.030

The preliminary plat map and data or narrative shall include the name, address, and
telephone number of:

a. the owner(s) of the subject pro

pter 92 and shall
Eounty, unless the
‘that platted the
ds the consent of

arterial and collector stree

The date of application;

a. Public and private: nghts—of way and easements,

b. Public and private sanitary and storm sewer lines, domestic water mains including
fire hydrants, gas mains, major power (50,000 volis or higher), telephone
transmission lines, cable television lines, and watercourses; and

¢. Deed reservations for parks, open spaces, pathways, and any other land
encumbrances.
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10.

11,

12,

13.

14.

15.

16,

17

18.

19.

Approximate plan and profiles of proposed sanitary and storm sewers with grades
and pipe sizes indicated and plans of the proposed water distribution system,
showing pipe sizes and the location of valves and fire hydrants;

Approximate centerline profiles showing the finished grade of all streets including
street extensions for a reasonable distance beyond the limits of the proposed
subdivision;

drainage ways;

The proposed
Where lots are
upon such lots. E

The location of all
measured at 4 feet
if any;

The existing use of the
of the structures, and a st

Supplemental information includin
property ownership, and a proposed p

The north arréw,,.
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City Street Naming Policy
Applicant Handbook

Resolution No. 1052

When used in this policy, the term “street” means any street, road, highway, private road,
undeveloped platted road, right-of-way, and/or thoroughfare.

Street names shall be approved by the City Administrator, who may receive input from the
Planning Commission at the time of preliminary review of proposed subdivision or partition
or prior to or upon acceptance of any street created bya publlc ded|cat|0n

All new streets within the C|ty of Cascade Locks shall be named in conformance with the
following standards: - ; i :

1. No street names sha[l be used which: WIE[ dupllcate, sound llke or closely resemble the
names of existing streets, except for extensmns of ex15t|ng streets or when eventual
connection can be ant1c1pated e : i -

2. Landscaped arterials provzdmg through trafflc movement across the communlty shall be
called “Boulevards”. - - o W . -_ N

3. Meandering collectors prov1d|ng through trafﬂc movement across a ne[ghborhood shall
be called “Drives”. e o i o

4. All other through streets shall be deSIgnated “Streets”

5. Streets that generally run for a short dlstance shall be desrgnated “Lanes”. Cul-de-sacs
shall be designated as “Court”, “Place” or “Way i

6. Other street name suffixes such as “Hollow” “T errace” or “R:dge" W:EI be con5|dered on
a case-by-case basis. s i : i o

7. All streets shall be addressed and numbered in accordance W|th the addressmg plan
adopted for Hood Rlver County ' : : R

8. When practical, streets shall be named usmg hIStOl‘IC surnames or names ref[ectlng
Oregon geography, natural features or native plats: and animals, . Utilization of first names
is dlscouraged Names to. be cons;dered may mclude, but are not llmlted to the following:

. Early homesteaders or settlers in the Cascade Locks area
2, Early community Ieaders and pioneers of eminence.
3. Native American tribes indigenous to the area.

4. Names of Sternwheelers and Captains of Sternwheelers that navigated the
Columbia River.

9. All streets shall have a suffix name. Only street suffix names from the USPS Postal
Addressing Standards are permitted.

10. All streets shall be designated by one name for the entire length, whenever practical.
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11. Consideration will be given to continuing the name of a street from outside the City,
when applicable.

12. Streets that are offset at an intersection shall be given different names.
13. Any street which continues through an intersection shall be given the same name.

14. Street naming and addressing should be coordinated with the following agencies:
Cascade Locks Fire Department, Hood River County 911, and the United States Post
Office.

15. Private streets shall be named at the time of prehmmary site development review subject
to the same standards as pubhc streets.

Alleys: A : e
Alleys shall be given ldenttflcatlon When such alley prowdes the sole access for the delivery
of emergency services. - : :
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Subdivision - Preliminary Plat
Applicant Handbook

Approval Criteria
8-6.180.040

The Planning Commisslon may approve, approve with conditions, or deny a preliminary plat
based on the following approval criteria:

. The proposed preliminary plat complj ith proyisions-of this title and other applicable
ordinances and regulations;

standards;
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Subdivision - Final Plat
Applicant Handbook

Approval Criteria
8-6.180.070

The Administrator and the City's consulting engineer shali review the final plat and shall approve
or deny the final plat approval based on following findings.

A

The final plat complies with the plat approved by the Planning Commission and all conditions
of approval have been satisfied. .

The plat complies with the appiic )

le and ‘Bther applicable City
regulations. '

The plat contains a donatio
limited to streets, roads, par

the prellmmary plat approval.
The final plat has been made upon, materlals thatare suitab]e for bindlng and copymg

recording requirements of ood River Co

The Iettering of the approvals, dedication and affidavit of the surveyor is of such a size and
type, and the plat is at such a scale, as will be clearly legible, but no part shall come nearer
any edge of the sheet than 1 inch.

If there is more than one sheet, a face sheet and index has been provided.
The plat contains a surveyor's affidavit by the surveyor who surveyed the land represented

on the plat to the effect the land was correctly surveyed and marked with proper
monuments as provided by ORS Chapter 92 and the requirements of Hood River County.
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City of Cascade Locks
SUBDIVISION APPLICATION P.0. Box 308

PRELIMINARY PLAT Cascade Locks, Oregon 97014
Phone: 541-374-8484

I. BACKGROUND INFORMATION Fax: 541-374-8752

Applicant

Applicant Name: Phone:

Address:

Applicant Standing (Fee Owner

Property Owner (if dif

Namae:

Address:

Property Information

Property Address:

Township; Range; Section; Tax L

Current Zone:

Existing UsefStructure

FOR OFFICE USE ONLY
File Number:
Submittal Date: Fee: Received by:
Application Type: Completeness: 120th Day:
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{l. APPLICATION REQUIREMENTS
(A) ____ Completed and signed application form.

(B) Written response to the approval criteria. It is the applicant’s responsibility to
prove the subdivision meets the approval criteria.

() __ ONE 1 X17 size copy and ONE PDF version of the preliminary plat drawn to
scale. The preliminary plat must include the information required under
Sections 8-6.184.040 of the Community Development Code. These
requirements are described.on the attached Preliminary Plat Requlrements
and City staff is also}ava 0

© /\///Jr

(E) ___

") ﬂ[@

(G) A signed fee agreement

1L SIGNATURES

UBMIT ATETTER OF CONSENT
N. INCOMPLETE'OR MISSING

NOTE: ALL OWNERS MUST 51
AUTHORIZING ANOTHER INRIVIDY/
INFORMATION WILL, DEL/—\Y,THE RE- EW ! OCESS

Applicant/Owner Date

Applicant/Owner Date
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City of Cascade Locks

P.0O. Box 308

Cascade Locks, Oregon 97014
Phone: 541-374-8484

Fax: 541-374-8752

SUBDIVISION APPLICATION - FINAL PLAT
. BACKGROUND INFORMATION
Applicant

Applicant Name: Phone:

Address:

Applicant Standing (Fee Owner, Contract Purchaser,

Property Owner (if different)

Name:

Address:

Property Information

Property Address:

Township; Range; Section;

Current Zone:

Existing UsefStructures:

Number of Lots:

General description of subdiyi

FOR OFFICE USE ONLY
File Number:
Submittal Date: Fee: ‘ __ Recelved by:
ApplicationType:____________ Completeness: 120th Day:
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1. APPLICATION REQUIREMENTS

A
)

<«

(D)

() —

(F)

@ —

H

Ill. SIGNATURES

. Copy of signed deeds g

Completed and signed application form.

Written response to the approval criteria. It is the applicant’s responsibility to
prove the subdivision meets the approval criteria.

THREE copies of the final plat drawn to scale at the size to be recorded. The
plat shall be prepared in accordance with the requirements of the Hood River
County Surveyor.

strip as provided by the

ty.a resenye

preliminary plat ap ro

icating property

Ject property(ies)

mits and signed

Applicant/Owner

Date

Applicant/Owner

Printed: 5/2/2013

Date
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NOTICE TO APPLICANT
REIMBURSEMENT TO CITY OF CASCADE LOCKS
FOR ADMINISTRATIVE FEES

TO:  APPLICANT

The City of Cascade Locks, like many other small cities in Oregon, is faced with a severely
reduced budget for the administration of the City’s Ordinances. The land use planning process in the
State of Oregon has become increasingly complex. To properly process land use applications, the city
must rely upon professional consuitants to assist in preparing the legal notices, conducting on-site
inspections, preparation of staff reports, and, in some cases, actual attendance at the Planning
Commission and/or City Council meetings.. The City utilizes a consultant to ensure that applications
are processed fairly and promptly. Because: of reduced budgets, the City finds it necessary to transfer
some administrative costs to you, the appllcant as part.of the land use plannlng process. Therefore,
you are asked to read and sngn the agreement below lndlcatang that you understand and agree to
this requirement. ot L

AGREEMENT TO REIMBURSE chv
FOR ADMINISTRATIVE COSTS

|/We, the applicant(s), .~ = v et G ;
hereby agree to reimburse the City of Cascade Locks for admm:strattve costs over and above the
costs covered by the Basic Fee, wh|ch we have paid. We have been adwsed that an additional
deposit required is $ 5/)7)]) , but those actual costs could exceed this amount. In the
event the City is requ:red to commence htlgatlon torecover these costs, the prevailing party shall be
awarded costs and reasonab_le attorney’s fees, :ncludlng any costs and fees on appeai

The amount not: pald shall aEso become a I|en agamst the property on whxch the land use
action is sought, in tavor of the Clty of Cascade Locks, and shall be docketed in the City Lien Docket.

DATED this____ day of ,io'"”

APPLICANT(S):

PROPERTY OWNER(S):
(if Different Than Above)

Userdirfrecords/pcminsfland use reimbursement of fees




Fee Schedule | 8/27/07

Each applicant shall be required to sign an agreement that requires the applicant to pay any and
alf costs above and beyond the basic fees.

If multiple land use applications are necessary on a single project and a single applicant, the
applicant shall pay the highest basic fee of the application necessary, plus 20% of the other basic

fees involved.

For All Developments: Appeal Process:

Pre-Application Conference | $225 ] —l Appeal I $450
?tl:)?f grlj‘ensii:i;annmg consuttant & 1 hour engineer ‘ = I Administrative Review | 375
. Staff time & 1 hour planning consuttant
Public Work Type A Permit | 4250 |
Piar réview & inspection by Public Works o o N o Miscel Ianeou s Fe es. )
Zoning/Building Review
Blan gl & Amendment to Urban Growth $1,000
AA Struct - - f | Boundary -
: AACCESSOMY SULCIUIE, MINOT review $50 Staff time, 8 hours planning consultant & 1 hour engineer
B. House or Mobile Home | $100 ’ Comprehensive Plan Amendment | $1,000
C. Multi-Family Dwellings j $100 + $25 per unit | Staff time, 8 hours planning consultant & 1 hour engineer
; - ; Wetland/Riparian Permit 4400
D. Commercial, Industrial, Other Projects | $200 i Staftime &a Eours planning consultant |
Lt . Right of Way Permit I 450
Ad d !tl on al Fees fo r M u l tl- Plan review & inspection by Public Works
Family Developments: ye—— [S600
Staff time & 4 hours planning consuftant
Planned Unit Development | $1,900 ! ;
Staff time, 8 hours planning consultant & 3 hours engineer Annexation j 41,000
Staff, 8 hours planning consuitant & 1 hour engineer
Subdivision | $1,200 | |
Staff time , 8 hours planning consuftant & 3 hours engineer Zone Change [ $625
Staff time, 8 hours planning censuftant &1 hour engineer
Public Work Type B Permit | ss00 |
Plan review & inspection by Public Works

Other Possible Charges:

Conditional Use | $625 |

Staff time, 5 hours planning consultant & 1 hour engineer

Lot Line Adjustment | $125 I

Variance I $450 I

Staff time & 4 hours planning consultant

Partitions } $500 |
Staff time , 4 hours planning consultant & 1 hours engineer

Signs | $75 + $2 persqfoot | |
Temporary Permit $300 f

A temporary permit will not be allowed until a
building permit js purchased through the County




Waiver of pre-application conference

L , hereby waive the step of a pre-
{name of applicant}

application conference for
{application type, case number}

pursuant to requirements under 8-6.24.020 (A) (2) of the

Community Development Code, which states that:
No application for a City Administrator, Planning Commission or City Council
action shall be received by the Administrator unless the applicant or the

applicant's representative has:

1. Attended a pre-application conference with the City Administrator*; or

2. Signed a waiver, on a wrilten statement prepared by the City
Administrator®, waiving the pre-application conference requirement.

Applicant Signature Date

* According to Community Development Code, Chapter 8-6.08 Definitions

City Administrator or Administrator. The administrative head of the city or such other
Cify employee or consultant who may be designated by the City Administrator to
perform the functions delegated to the City Administrator.

Userdir\records\pemins\CDC\CDC (032709 Pre-application waiver form




