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Application Review Process

Step 1: CNS Planning Assistant processes application per checklist in Appendix 1.

Step 2: Planning staff determine and verify type of review required based on project
specifications and zone district (39-12.02). These processes include
the following projects:

1. Rezoning

Planned Unit Development
Site Plan approval

Special Land Use

Text amendments

Site Condominium
Subdivision plat
Traditional Condominium

O NSOk OD

Step 3: Zoning Administrator (ZA) Reviews: if the project meets established criteria
(residential dwellings with 1-4 units, accessory structures, fencing,
and signage), the ZA is responsible for the review. Notices are
only required for accessory dwellings.

Step 4: Public hearing notices sent to residents within 300 ft. radius (min. 15 days
prior to meeting or admin review), as required, depending upon
project type and relevant zone district.

Step 5: Legal notice sent to Holland Sentinel newspaper (min. 15 days prior to meeting
or admin review)

Step 6: Assistant enters project into BS&A and creates a folder in J Drive to house all
applications and site plans. See instructions below (pg 8).

Organization of Electronic Packet

Posting on BS&A — combine document in following order:

1. Application and Narrative

2. Site Plan including Landscape Plan

3. Elevations, Photometric Map, etc.

4. Supplementary Information, i.e. Sustainability Checklist, lighting
details
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Planning Commission Packet— combine into following
categories:
1. Application and Supplementary Information

- Application

- Written Summary

- Public Outreach Summary Report (if applicable)

- Sustainability Checklist

- Lighting Details

2. Site Plan
- Site Plan (most updated only)
- Renderings (if applicable)
- other maps if applicable

*Note: If there are a lot of supplementary information documents,
should include as a third category. i.e., traffic study, etc.

Step 7: Assistant emails Administrative Review Team a notice of the application, the
location it is in BS&A and with a deadline for comments.

Staff Report

Step 1: Planner conducts a preliminary review and provides comments to
applicant, as needed, of additional information or revisions.

Step 2: Administrative Review Team reviews site plan and application
materials

Step 3: Staff write comments in their designated folder (see BS&A Folder
Tree).

Staff Comments must be received at least 6 days prior to the
meeting or admin review date so that Planner has enough time to
write the Staff Report. Public Comments must be received 8 days
prior to the meeting or admin review date.

Step 4: Staff marks their folder ‘Status’ as either:

- Submitted: Indicates staff is still working on adding
comments (yellow checkmark)

- Approved: Indicates staff approves the site plan with or
without conditions (green checkmark)
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- DISEBBIONEEN ndicates staff does not approve the site
plan as submitted (red checkmark)

Step 5: Planner copies comments and conditions into staff report with a
checklist platform.

Step 6: Planner enters Conditions of Approval Checklists into the BP
(Building Permit) and CO (Certificate of Occupancy) folders
depending on where it belongs, located under Planner SPR. If
conditions haven’t been provided yet, the checkmark shall remain
as Disapproved. When conditions are all submitted, it shall be
switched to Approved. If some conditions have been provided, it
should be noted as Submitted.

Building Permit Process

Step 1: Upon receipt of condition of approval materials, staff writes comments
with dates under the BP or CO checklist item in BSA. This includes
phone conversations.

Step 2: Planner changes the checkmark color accordingly.

Step 3: Building Inspector keeps track of folders in project and knows
issuance of a Building Permit is approved by staff when the
checkmarks are green.

If checkmarks are still yellow, Planner will check with staff to ask
for BS&A updates and will provide a deadline date. If comments
and a change in checkmark is not made by deadline, Planner will
assume approval is granted.

If checkmarks are red, Planner will work with staff and applicant to
obtain necessary information.

Certificate of Occupancy

Steps 1-3 above are followed.

Step 4: Planner conducts a Site Inspection to make sure that the following items
are built according to the approved site plan:
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Landscaping

Building orientation and overall site layout

Exterior lighting fixtures match those approved
Parking spaces are striped and the number approved installed

Step 5: Planner enters notes and approves or denies the Site Inspection in

BS&A.

See example below.

=] E3[ESIEAED

@] Property

Bﬂg‘ Prajects

Ba PC Site Plan Review 4 Item{s) Pending

-~ |l] Attachments
% Owner of Record: EID LLC
% Related Projects: None

Miscellaneous

-4 Bond Summary

-IE]| Transactions: $500.00 Due: $0.00
. PSPR21008 FINALED 23Site Plan Review

@ Planner 5PR

g --BP

B --Co

@ Engineer 5PR

--{@f Fire Dept SPR

@ Water [ Sewer SPR

[ Electric SPR.

B Pollution Control SPR

[ Fiber Dept SPR

[ Assessor SPR.

- [ Building Dept SPR.

-] DDA Review

[} Police Dept Review

- [ Parks Dept Review

@ Final Site Inspection - Elswick

) permits

-] Enforcements

-.fF7] certificates

{7 Certificates of Occupancy

D Inspection Groups

[1] Tables

s

Program Setup

Hardcopy Folders

Address: 717
Owner:  EID

E24TH ST
LLC

Approval:
Date Submitted

Status:
Date Completed:
User Number:

Comment:

- |Fina| Site Inspection - Elswick

= B
Approved 'l
07/15/2021 &

All items are built as approved.

Al conditions have been met.

Step 1: Assistant creates folder when they process the application and provides

folder to Planner.

Step 2: Planner files folder in file cabinet in Senior Planner’s office until the
development is built and the Site Inspection is approved.

Step 3: Planner moves folder into the cabinet for finished projects to stay for at

most 5 years.

Step 4: File is put into a box to store downstairs — with list on box of files/dates.
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Electronic Folders

Create an electronic folder in the J Drive under Planning — CNS Planning Notices —
year. If an Administrative Review, put in ADMIN folder.

Create the following subfolders in the project folder (named by address)

- Application

- Legal Notice

- Site Plan

- Supplementary Info

- Staff Report and Approval

Development Tracking List

Assistant (and Planners) shall maintain the Development Tracking List at least a
monthly basis so that everyone is aware of which projects are occurring and the status.

This tracking list provides information useful at budget time in preparing year end
statistics, as well as in preparing the Planning Dept Annual Report.

uuuuuuuu
| of Apprud |8 of Afford-| Dew Review|  TUOM | Lo | Fiew

zzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzz

Field names: File number, Review Type (PC/Admin); Application Date; Address; Name
of Applicant; Project Description; Fee paid; Approval Date; # of approved resid units; #
of affordable units; Dev Review Survey Sent; Building Permit Issuance; Final/CoO; Sq.
ft.; Fiscal Year; and Summary of Public Engagement.
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BS&A Processing Instructions

Planning Process Notes

How to add a Site Plan / Rezoning Application to BS&A
First, add Project:

1. Select one of the following project types:
¢ Admin Site Plan Review
+ PC Rezoning
+ PC Site Plan Review

2. Add detailed description of project

TEMPLATE for BS&A Description:
Project being proposed:

Updates:

Approval/Denial:

Final Site Inspection (mark closed):

3. Attach application packet to project

Attachment name:
ADDRESS — Site Plan OR Rezoning Application Packet

Second, add Permit (for billing purposes):
* Planning Commission

+ Copy the work description from the project to the permit description.
+ Link project to permit

Last, how to add an Invoice

Go to Transaction (in permit)

1. Add Invoice

2. Select comect item description and add

3. Print invoice

a. Misc. inveice format

i. Planning Commission Invoice
ii. Print 2 copies

4. How to process check: submit payment to Finance and keep one stamped copy for

file or to email to applicant for their records.
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Email Planning Commission Staff Memo

This Email Distribution Group consists of staff that are required to review and submit
approval/denial of project with regards to their department.

= Gillis, Manc
Mew Rezoning & Site Plan Review Application
1 e Do ines s i Siall At v

00 Afarneon evaryona,

Wi have receved o Regoning and @ ite Plan Review application for
1. 833 Interchange Drive & 4416 527 Strest:
# The applicant, All Properties Unlimited. is recuesting

o Hezoning aponoval fram PRO Planned Rasidential Davelopmant 1o 1-2 Industrial Park
o Sibe plan approval to construct & 304 875 square foat warehouse building with room for additional future buldings.

Flease eview all provided detailed documents on BS&A under 933 Interchange Drive (Parcel # 03-02-10-400-014 and Project
FAIPCAED029) and provide comments by 0o laler (than November 30, 2018,

This will b= going to Planning Commission on December 11, 2018
M you heve savy quastions, plasss centact Jenna Elewick at 618 355 13685 or erval Janna ab |akewickghoityomholland oom

Thank youl

Mancy Gillis

Cammunity & Mesghborhood Services

City of Holland | 270 5. River Avenwe | Holland, M, 40423
616.355.3133 {p} | 616.546. 754 (f)

. qilisgcityetheland com | waw cityefholand com

B Holland

W MICHIGAH
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How to Upload to Website

1. Signin to City website: https-/mi-holland_civicplus com/
2. Goto Modules > Document Center
3

. Upload “Packet” created and placed on the J Drive to the Community & Meighborhood

Services > Planning Commission folder.

Planning Commissian

ADD FILDER .'.:A:ék:-:l.l-.l.‘m-% CORY FOLOER LIKK GO TO ASCHINES
M >

& i Py e
b

4. Once packet is uploaded, go to this webpage: https-//mi-

holland. civicplus.com/363/Current-Site-Plan-Rezoning-Applications.

5. Tum on LIVE EDIT and add the packet under “Current Applications on File”.
6. Hit SAVE.
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Legal Notice to Holland Sentinel

Use the template (or a previous notice) to generate the notice.

2. Have Planner fill out (or you fill out and have Planner proof) accordingly for the
upcoming Planning Commission meeting / public hearing.

3. Legal notices in the newspaper must be published no less than 15 days before the date
of the public hearing.

4. Send to HollandSentinell egals@gannett.com. Deadline is 12:00 p.m. the day prior to

publishing. Mote *No affidavit” in email.

Hello,

We have a notice of public hearing to run in the Holland Sentinel for an upcoming City of
Holland Planning Commission meeting. Would you be willing to run it in DAY's paper
(DATE)? Mo affidavit is needed.

Motice is attached.

5. Confirm proof provided to you.
6. Once published, cut out notice from the newspaper and put in folder.
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b Has

TO CREATE MAILING LABELS IN BS&A:

Go to property address (make sure you are on the correct address)

Click on GI5 on the bottom, left tree

Click on MANAGE CUSTOM LAYERS

-
G- Praperty «® )
iy

_—

-] Prajects

I:IM' Permils

¢ f-[E PEODSI54% FINALED D7Res - AltAdd
[ Enforcements
i) Cartificates
i 7] Certificates of Docupancy
\J

7] Inspection Groups
7 Tables

L. [75] Program Setup

Records |

rLEy Bre ] Toolz

- [#[] PARCELS
3] zoning
E-[W=d

[T} HOLLAND-EINCH

030102

Manage Custom Layzrs... [+ [ —

ADD a custom layer

Create a name “Tami's Street Labels” click OK, click CLOSE, click CLOSE

RIGHT CLICK on the Custom Layer you created, and choose Z00M TO LAYER. This will bring you to the parcel you

have selected, it should be colored.
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Layars || Taaks | RBecorde

Choose the TOOLS tab on the legend

Actre Parosl Layer:
N GET i ..l
Zalnction Action Maoda:
P S -
Sebection Took:
dd to Custom 5et — allows you to select parcels for your mailing labels [ =@ =

Selection Action Mode:

{Remove from Custom Set — allows you to remove parcels from your mailing labels) Radius tool

Plauay suimct o of tha flowing:

Selection Tools: choose your tool, arrow, line, polygon, radius (feet, meters, miles)
Click on radius tool, then dick on parcel, “Enter Value™ pops up,

Enter measurement: eker
* 300 feet radius for notices Hia

* 600 foot radius for Public Participation list

Enter a Radus (Unit of Measre: Feat]

T -

= o fegend (Tamive stroct Labaty |
Llrf-.'r:_ Tl m
Farce! Husnber p
Go to the RECORDS tab [see photo) e .‘T.{'f i
- 20D =
SAVE RECORD SET OPTIONS [bottom of list of parcels) e B= -
R T .-j&
Save as a new set, click OK, click OK [ —— .:-,;::
-1 =
0110205 =
0012 A .'J&
Go to REPORTS, choose PARCEL -1 Ao .-'.E"‘
- T
St Record Set Dptions.a.
Report “Mame”, select “MAIL LABELS — PARCEL OWNER No #°

Click “Report Options™ button
Under "Population” choose “Map Set:” then click “Population Options™ button
Scroll to the bottom of the list, and choose your saved labels and click “0K"
Click “Close” at the bottom of the window
Click “Run Report”
Print your labels

For also mailing to occupants [instead of or in addition to property owner),

choose report Name “Mail labels occupants no #7

25 margins fior all mailing labels on “Avery 51607 label sheets
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APPENDIX:

1. SITE PLAN DEVELOPMENT PROCESS SUMMARY FLOW CHART

2. REZONING OR TEXT AMENDMENT PROCESS POST COUNCIL ADOPTION

3. APPLICATION PROCESS CHECKLIST
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Appendix 1

i Holland

@ MICHIGAN

Site Plan Development Process Summary for plans reviewed by the Zoning Administrator,
Administratively, or by the Planning Commission

Shaded box denotes may not
be required.

Prospective applicant
contacts CNS about project

!

Schedule Concept Plan
Framework Meeting

v

Applicant submits completed packet to CNS. Staff determine
review process based on project type, specifications, and zone
district per 39-12.02.

\ o

Zoning Administrator Review:
ZA responsible for making staff
level review for certain project
types. Notices only required for
accessory dwellings.

Examples of projects include 1-4
residential units, non-residential
additions up to 1,000 sf, accessory
structures up to 200 sf, fences,
signage.

Typical review time: 2-3 weeks
from application.

Administrative Review: Planning
staff member responsible for
review. Notices are sent for all
projects; neighbors may request
review by Planning Commission.
Examples of projects include new
mixed use > 1,000 sf, 5+units
residential, industrial additions >
10,000 sf.

Typical review time: 3 weeks from
application.*

Planning Commission:
Responsible for review of large
development requests. Notices
are sent for all projects for review
by PC. Examples of projects
include, rezoning, PUD review,
special land uses and text
amendments.

Typical review time: 4 weeks from
application.*

v

v

* If project requires rezoning, City
Council must review and approve,
which requires an additional
month of time.

Schedule Administrative Review
Team Meeting

v

Public Outreach Workshop (if
required). Report due to CNS at least
10 days prior to public hearing.

v

as needed.

CNS and other City staff review
site plan; staff comments are
communicated to applicant, and
plans are revised and resubmitted

v

applicant.

CNS staff provide report to
applicant, and report is uploaded
to City website as required.
Decision letter mailed to




Appendix 2

What to do when a Rezoning or Text Amendment is approved by City Council

1.

SharePoint Portal Council Documents (under Libraries on left pane)

20 Council Referral Packets Meeting date — Referral Packet

Summary of the Council Meeting locate the agenda item (rezoning or text
amendment) to obtain the ordinance amendment number located in bold and the Council
Action number to the left of the agenda item Note these number.

18.7 4B Council postponed approving the minutes of the Dec. 20, 2017 regular meeting.
18.9&18.22 7A & 17A Council accepted and placed on 1st reading Amendments to Chapters 2, 3, 4,6, 7, 8,

13, 14, 16, 17, 20, 21A, 22, 25, 27, 29, 32, 33, 34, and 36, with final adoption at the
Jan. 17, 2018 Council meeting.

18.11 10B Council adopted the ordinance amendments #1701 to Sec. 24-06 allowing the sale of

bottled water and pre-packaged snacks the in bleachers along Eight St. and VanRaalte
Ave, as amended to include only licensed Peddler contracted by Tulip Time and 1 hour
before and after the event.

@ 10A Council adopted ordinance amendmen rezone 1991 M-40 from the PUD

Planned Unit Development District to the C-2 Highway Commercial District.

10.

Scroll down through document to find ‘NOTICE OF REFERRAL’ page for correct item
Ensure numbers identified above are the same as on this page. If not notify Clerk’s
office. Print page as a PDF and save in electronic file folder for item. Print one
(1) hardcopy of Notice.

J: Planning CNS Notices 20 _ Address or Item file folder Ordinance
and Summary provided for council (WORD) enter ordinance number and dates
where blanks are. Save as PDF. Print two (2) hardcopies of Ordinance.

Email WORD copies of updated Ordinance and Summary to Clerk Admin.

If rezoning or text amendment related to specific address BS&A click address
link on top of page enter address number to locate project address + Project
(left pane) Attachments right click Add 2. Attach External Document
Browse to address or item file first attach saved Referral Notice, then attach pdf
copy of modified Ordinance.

If rezoning: Property Zoning link uncheck current zone box check new zone
box ensure changed on primary page

If rezoning: Email GIS Tech the address and the new zone district with the effective date
Determine next printing date Ask to have the zoning layer changed and resaved in
S:GIS folder. Replace in electronic GIS maps

Hardcopy File Folder: add 1 copy of the Notice of Referral & 1 copy of the Ordinance

‘Ordinances 1600 —* binder: hole punch 1 copy of Ordinance and put in binder.

If rezoning: Email pdfs of Notice of Referral and Ordinance with a brief email stating
approval of rezoning and looking forward to working with you on the site plan...
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Appendix 3

Planning Notes & Checklist Prolect Name/Address

Site Plan / Rezoning Application Process Project Number

Site Plans and Rezoning applications:
O Due 3 weeks minimum prior to PC meeting date (by 5:00 p.m.)
O 2 copies of site plan / 2 copies of rezoning (narrative, boundary survey, site plans, etc.)
O Public outreach Workshop Summary Report (May not be required)
O Sustainability Framework
O 1 digital copy of site plan, etc.
O Check for fee amount ($500 SPR - $300 Amend - Admin SPR $300 - SPR/Rezoning $600 - Rezoning $400)

Checklist:
O Stamp “Received” on all documents (check correct date on stamp)
O Create folder on J Drive (Planning/CNS Notices/2019) with all applications & site plans and
create one document named with the address and “Packet”
O Load into BSA (See Planning Process Notes)
O Project - (add the “Packet”)
O Permit
O Payment
O Process Check (See Planning Process Notes)
O Send out email to Planning Commission Staff Memo with addresses (see sample email)
O PC Review - Comments must be returned in one week
O Admin Review — Comments must be returned in one week
O Upload Site Plans (Packet) to website (See directions on how to upload to website)
O Public Notice to residents within 300 feet - min. 15 days prior (See template & label instr.)
O Legal notice to Sentinel of Public Hearing - min. 15 days prior (See template & contact)
O Write noftice (if more than one, combine)
O Send to Sentinel -
» Deadline for day prioris 3:00 pm
= No affidavit required
O Cut out newspaper notice for folder

Is the project in the Airport Review Areae __ Y _ N (If yes, please send to West Michigan
Airport Authority Manager)

Is this project within 300 feet of a different municipality? __ Y _ N (If yes, please work with GIS
coordinator to obtain addresses for township residents to mail notice & send notice to township)

O Make folder
O Label folder with Address, Date and Project #
O Application
O 1 copy of site plan
O Any additional info (notices, this sheet, etc.)

Stamp Received

One copy to filing area
Give folder to planner assigned to project

Additional Notes:
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