
Ten days after City 
Council meeting 

Published ten days prior 
to City Council meeting

Typical Eight-Week Cycle* Typically twenty business days 
after intake

Ten business days prior to 
City Council meeting

Fourteen days prior to City 
Council meeting

Intake
Applications

Assemble and 
Distribute Application 

Packets

Assign Cases to Staff

Create Public 
Notice and 

Vicinity Map
Draft Staff ReportsMail and Post Notices,

if required

Send copy of Notices to 
Newspaper

Prepare Council Agenda 
Memo/Back-up

City Council Meeting Mail Applicant Letter
RE: Council Action

Conduct Pre-
Agenda Meeting

*Zone change/Master plan amendment requests are processed quarterly.
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