Application Process

Complete “Form A” and
submit with required
documentation while

requesting pre-application
meeting with a Planner

Review “Form A,” request
pre-app file set up with
fee collected, then
schedule pre-app

Once application is
considered complete,
send to Clerk Tech for

file set up

L

Set up new file in
Prospero, generate fee —
slip, and send to
applicant

Planner reviews
application for
completeness

'

Pay application fee

‘ Applicant ‘ Clerk Tech

‘ Planner/File Manager

Hold pre-app meeting
with applicant

Submit application as
per “Development
Application Form B”
checklist

Admin staff notify
Planning Manager
when fees are paid

—

‘ Planning Manager

Send applicant
“Development
Application Form B”

—

Assemble application

@ package as per “Form
B” checklist

> Assign Planner to file
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