
  
Staff Report 
 
TO:   The Mayor and Members of the City Council 
 
DATE:   April 8, 2015 
 
SUBJECT:  Briefing and Post-City Council Briefing Agenda for April 13, 2015 
 
PREPARED BY:  Don Tripp, City Manager 

 
Please Note:  Study Sessions and Post City Council briefings are open to the public, and individuals are welcome 
to attend and observe.  However, these briefings are not intended to be interactive with the audience, as this time 
is set aside for City Council to receive information, make inquiries, and provide Staff with policy direction.   
 
Looking ahead to Monday night’s Briefing and Post-City Council meeting briefing, the following schedule has 
been prepared: 
 
Dinner (Please note earlier time) 5:30 P.M. 
 
Volunteer Recognition Reception 6:00 P.M. 
 
Council Briefing (The public is welcome to attend.) 6:30 P.M. 
 
POST BRIEFING (The public is welcome to attend.) 

 
PRESENTATIONS 

 None at this time. 
 

CITY COUNCIL REPORTS 
1. Westminster Development Review Process Evaluation 
 
EXECUTIVE SESSION 
1. Discuss strategy and progress on negotiations related to economic development matters for the Westminster 

Urban Center Redevelopment, disclosure of which would seriously jeopardize the City’s ability to secure 
the development; discuss strategy and progress on the possible sale, acquisition, trade or exchange of 
property rights, including future leases; and provide instruction to the City’s negotiators on the same as 
authorized by WMC Sections 1-11-3(C)(2), (4), and (7) as well as Colorado Revised Statutes, Sections 24-
6-402 (4)(a) and 24-6-402(4)(e). (Executive Session – Verbal) 

 
INFORMATION ONLY 
1. 2015 Neighborhood Enhancement Grants 

 
Items may come up between now and Monday night.  City Council will be apprised of any changes to the post-
briefing schedule. 
 
Respectfully submitted, 
 
 
 
Donald M. Tripp 
City Manager 

NOTE:  Persons needing an accommodation must notify the City Manager’s Office no later than noon the Thursday prior to the 
scheduled Study Session to allow adequate time to make arrangements.  You can call 303-658-2161 /TTY 711 or State Relay) or write 
to mbarajas@cityofwestminster.us to make a reasonable accommodation request. 
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Staff Report 
City Council Study Post Meeting 

April 13, 2015 
 

 
 
SUBJECT: Final Report re: The Development Review Process 
 
PREPARED BY: Mac Cummins, AICP, Planning Manager 
 
Recommended City Council Action 
Provide input and direction on which recommendations from the January 29, 2015 Matrix Consulting 
Group Report to incorporate into the City’s Development Review Process. Some of the 
recommendations involve procedural changes; some involve possible expenditures of money; and 
some involve impacts to staffing. At the Study Session meeting of February 9, the City Council asked 
Staff to return with the consultant’s report broken out for each recommendation and what was to be 
done regarding each, even if nothing.  
 
Summary Statement 

• In March 2014, the Community Development Department conducted a study session with the 
City Council on the subject of how the City provides service relative to the processing and 
approval of new development in the City. This included a recap of the two primary services 
relative to this function: 1) Rezoning and new development on vacant land and 2) Permitting 
and improvements to already constructed buildings that had correct zoning in place. At this 
study session, Councillors expressed concern that the City was not viewed favorably by the 
development community and expressed desire to make changes to the development review 
process. 
 

• In follow-up to the concerns expressed Council and Staff concurred in hiring an independent 
consulting firm to do a review of the City’s development review process and report back to 
the Council on their findings and propose recommendations for improvement. 

 
• The Council appointed Councillor’s Seitz and Winter to help oversee the selection of the 

Consultant, which became Matrix Consulting. In summer, 2014, Matrix began setting up and 
interviewing up to 40 stakeholders in the development review process, who were primarily 
provided to staff by the City Council. In September 2014, Council directed Staff to have 
Matrix perform a 2nd round of interviews with additional stakeholders. The final report was 
published on January 29, 2015. 

 
• Staff has taken all of the consultant’s recommendations and categorized them into topical 

areas; and is recommending that ALL of the recommendations be implemented. However, 
due to staffing resources and implementation time, some of these recommendations are 
proposed to be instituted in 2016. 

 
Expenditure Required: Variable, Depending on Council’s Direction 
 
Source of Funds:  TBD 
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Policy Issue 
 
How should the City incorporate changes into the Development Review Process? How can this be 
accomplished while maintaining the same quality of development in the community? 
 
Alternatives 
 
1) Consider alternative approaches to development review including lowering zoning, aesthetic, or 

creative planning standards which are currently adopted by the Council. This would involve an 
update to the City’s Municipal Code and adopted design guidelines for new development. This 
alternative is not recommended, by either staff or Matrix. Staff believes that the currently adopted 
design requirements have served the City well for many years, and have helped establish the 
community in the metro area as a desirable place in which to live, work, and play; which is also a 
principal economic development objective. The City’s consultant, Matrix, did not find evidence 
that these kinds of changes were necessary either; and subsequently do not recommend modifying 
development standards. 

2) Consider re-evaluating other services provided by the Community Development Department; and 
reducing those services to provide more staffing resources to development review and permitting. 
This could be accomplished through the Council’s strategic planning process, which currently 
identifies services provided and places those services in a hierarchy. 

3) Consider incorporating some, but not all, of the recommendations contained in the final report. 
This option would allow the Council to carefully consider each recommendation and the impacts 
of each implemented recommendation. For example, impacts to staffing and levels of service 
provided should be considered relative to available funds in 2015/16 and weighed against other 
staffing and service needs throughout the City. 

4) Incorporate none of the recommendations contained in the final report. This alternative is not 
recommended as Staff believes there are many good recommendations contained in the final 
report that should be implemented to help improve our development review process. 

 
Background Information 
 
The intent of the final report on the development review process is to make improvements to the 
City’s development review process regarding rezoning and PUD approvals through building permit 
issuance and inspections. Several stakeholders were surveyed and queried by the City’s consultant, 
Matrix, as to areas of the process they liked, and areas they felt were in need of improvement. 
Through these in person interviews and insights from Matrix, (with a few phone interviews), 
conclusions were reached relative to improvements that could be made to the process. A summary of 
the stakeholder interviews is contained in the attached report, including the frequency of recurring 
comments on a particular subject. It is also important to note, as Matrix has concluded, that the 
stakeholder survey results are not statistically valid in that they are intended to be anecdotal and were 
in-person conveyance of ideas for improvement. Having acknowledged this, there are many good 
ideas which have been generated from this effort that staff would like to discuss with the City Council 
on Monday evening. 
 
As a refresher for Council, attached is the March 3, 2014, City Council “Development Review 101,” 
staff report, which explains how the City currently conducts business relating to development review, 
terminology, etc. This will hopefully help the Council with a more full understanding of the current 
development review process.  
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Another important distinction to consider as the Council looks at possible improvements to the 
process, is that there appeared to be some confusion early on in this discussion relating to 
“development review” items and “permitting” items. Staff will be available to answer any questions at 
the meeting on this subject. In general, there are many aspects to gaining City approval on 
development projects.  
 
For example, at the March 3, 2014 study session, there was much discussion about the “Early Bird” 
restaurant and their challenges. This is an example of a “permitting” situation, and not a “development 
review” situation, as they wanted to go into a building that had correct zoning in place at the time they 
wished to open their business, and the building was already constructed. In contrast, the new Whole 
Foods at 120th and Vrain Street would be an example of “development review” as it involved zoning 
approvals for PUD zoning, including an Official Development Plan for new construction of a 
building, parking, landscape and new streets.  
 
The reason this distinction is important is that there are varying policy objectives for the Council to 
consider. For example, in the case of the Early Bird, an objective could be to look at consideration of 
a more robust service effort for small businesses looking to open in the City. In contrast, efforts could 
be placed toward the policy objectives of the large developers and their needs relating to gaining 
development approvals for rezonings and PUD approvals. It is important to note that none of these 
alternatives are “all or nothing.” The Matrix findings include several alternative recommendations for 
improvement in both areas; some that can be accomplished with little or no impact to staffing or 
financial needs, and some that do. Depending on the direction of the City Council regarding these 
recommendations, staff will likely need to return to the Council with options relative to those impacts 
(ie additional staff, additional money for consultants or computer software, etc). 
 
Staff Recommended Changes 
 
Staff has reviewed the recommended changes from Matrix Consulting Group, and has evaluated 
implementation of them individually, and collectively (several impact one another; creating many “if 
– then” scenarios for consideration). For ease of analysis, staff took the recommendations and 
categorized them by topical area (the consultant had varying topics scattered throughout the 
document). These topical areas are: 1) Pre-application Processes, 2) Development Guides and Public 
Outreach, 3) Timeframes and Metrics, 4) Customer Service and Training, 5) Permitting Systems, and 
6) “Other Recommendations.” A spreadsheet (attached) has been created to analyze and evaluate each 
of the recommendations contained in each section.  
 
The spreadsheet is organized as follows: Following from left to right, each row represents a different 
recommendation in that topical area. The columns have been numbered from 1 -9 for easier reference. 
Column 1 is the page number of the Matrix report. Column 2 is the section of the Matrix Report that 
the recommendation is found in. Column 3 is the actual recommendation Matrix is proposing 
(generally verbatim, some were paraphrased for space).  Column 4 begins the staff analysis and shows 
staff feedback on that recommendation. Column 5 is the staff recommendation on what to do about 
the recommendation. Column 6 represents the specific action it would take to implement the 
recommendation. Column 7 references the resources needed to implement that recommendation 
(some might be monetary, some might be staffing, some might be shifting resources). Column 8 is the 
proposed implementation timeframe. Finally, column 9 represents who is specifically responsible at 
the City for implementation of that specific recommendation. 
 
In general, staff believes that all of the recommendations should be implemented. Because some items 
are dependent on other items occurring sequentially, they will be deferred to a later date. Some of the 
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items have already been implemented, either because of this report (i.e. Publicizing Friday Building 
Inspections) or through past staff actions (i.e. implementation of a Principal Planner who can act as an 
Ombudsman to the development community). Each section will be discussed in detail below. 
 
Pre-application Process 
 
In the past, the process for getting “big picture” comments to applicants for rezoning and/or new 
ground up development has been handled sporadically and is not mandatory. Often times, a developer 
will approach either the Community Development Director or the Planning Manager and ask for 
“advice.” This can lead to breakdown in the development review process because often the future 
applicants don’t have enough information, nor do the staff have enough information to point out 
potential fatal flaws. As a result, for many years, the City has had a “concept review” process which 
flushes out the major potential issues that might arise in a development (i.e. access, traffic, zoning, 
etc.). This process can take as long as 10 weeks (6 weeks for the 1st concept review and 4 for the 2nd 
concept review). The consultant is recommending that this process be more formalized, and truncated. 
In reviewing how other cities are conducting business in this area, Staff agrees that improvements can 
be made. 
 
The proposal here would be to truncate the review time at this stage from 10 weeks to 3 weeks. This 
would be accomplished by the following: staff would implement a mandatory pre-submittal 
conference in which the Principal Planner (or designated staff member) would meet with prospective 
applicants, and review process, checklists, and other requirements to make a pre-application. 
Additionally, the requirements for a pre-application would be significantly reduced from the current 
concept review checklist to items only required for “big picture” review and analysis. These generally 
include things like a site plan, massing analysis, etc. A pre-application would be submitted, and routed 
to all applicable City Departments. After 3 weeks, all City Departments would submit comments 
based on the information provided, and an official City comment letter would be generated. These 
comments would then be shared with the applicant. Staff is still evaluating whether to make a 
conference “mandatory” at this point to personally review each comment with an applicant; but the 
City will in any situation, offer this service to those that would like it. 
 
Because much of this process is dependent on the ability to implement the subsequent changes to the 
technical review process, staff is proposing to implement this process during the 2nd quarter of 2016. 
 
Development Guides and Public Outreach 
 
There are several recommendations in this section relative to how to provide better materials to the 
applicants and the general community about how development review works, how long it takes, how 
to interface with the City, how to approach small business vs big business, etc. Staff is proposing to 
implement all of these recommendations. A multilingual guide (English, Spanish, Hmong, etc.) will 
be produced for each recommended area.  Each will be put on the website with easier user interface 
for clients utilizing all tools (such as social media).  Significant publicizing of the new process and 
user friendly guides will be undertaken.  
 
In order to accomplish these tasks, the staff will be working with the Community Outreach Division 
(COD) to help with the specifics of messaging, preparing these materials, working on how best to 
reach these populations of clients, etc. Staff will also consider whether to bring in outside assistance to 
assure that the City has professional, clear materials that work for residents and businesses. At this 
point, staff believes this work would need to be completed by the end of this year (end of Q4) so that a 
roll out of the new “process” can occur in the 2nd quarter of 2016. 
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Some items in this section have already been implemented. The consultant has recommended that the 
City do a better job of publicizing the opportunity for Friday inspections. The City has begun a “blitz” 
on that by sending out notice to all licensed contractors, included a note in the Building Division 
newsletter, and put stories in the “Weekly” and “City Edition.”  Another item that can be implemented 
quickly is reporting on timeliness of city comments during plan review. Staff currently reports this as 
part of the performance measures for the Department. Staff can do this quarterly, beginning in the 2nd 
quarter of this year. 
 
Time Frame and Metrics 
 
This is perhaps where the greatest opportunity for change occurs. If the Pre-application process is 
implemented as described above, and the proposed time frames are adjusted as proposed below, the 
overall time to process a rezoning, PDP or ODP will be reduced by approximately HALF. The specific 
proposal is to reduce each technical review time from 6 weeks and 4 weeks (1st tech and 2nd tech 
respectively) to 3 weeks for each. This is consistent with what many of the surrounding cities are 
currently doing. So, the difference would be as follows: 
 
 Existing: Concept (6 weeks + 4 weeks) + Tech (6 weeks + 4 weeks) = 20 weeks 
 Proposed: Preapp (3 weeks) + Tech (3 weeks + 3 weeks) = 9 weeks 
 
It is important to note that it is possible to reduce (or add) the number of technical review periods. It is 
not uncommon to have 3 (or more) technical reviews as a result of the poor submittal materials that 
are delivered to the City as an application. If an applicant does not submit the right materials, then 
additional reviews become necessary. In any event, the proposal is to reduce the review times by at 
least 40% in nearly all situations. 
 
In addition to the above process changes for development review of new buildings, Matrix 
recommends that the City create a tiered system of review with shorter review time periods associated 
with the various tiers. Staff concurs that this is a good idea and is accomplishable. Over the course of 
the remainder of the year, staff will evaluate which types of ODP applications should fit in each tier 
and publish the new review times. These would include items such as façade improvements, adding 
patios, minor additions, etc.  
 
There are two additional recommendations that relate to timing, generally. In the report, Matrix 
suggests that better coordination between economic development and community development should 
occur, and specifically that a clear threshold should be set for which types of “economic development 
projects” can qualify for expedited review. ED staff likes the concept, but disagree with the 
implementation of a published threshold that must be used in every instance. Rather, staff proposes 
that better coordination occur relating to knowledge of which projects are high priorities for ED in the 
City, and work toward meeting this objective on those projects. Staff will be working on how best to 
implement this, and will be increasing communication. The exact nature of what type of “expedited” 
review may be possible for those kinds of projects is not known at this time.  
 
The last recommendation relates the current practice of accepting development applications on 
Tuesday and Wednesday and the Matrix proposal to receive applications on any day of the week. The 
original intent of the submittal period during these times was to make sure applications are complete 
and dedicate staff hours to confirmation of completeness. Staff is now proposing to take in whatever 
the applicant delivers over the course of the week and check for completeness on day 1 of the review 
period, which is always the Monday following the submittal. Submittals will be accepted from 7 a.m. 
Monday until noon on Thursday.   Files will then be set up Thursday afternoon and projects will be 
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assigned Monday morning. If an application is incomplete, it will not be processed, and will be 
returned to the applicant. This will begin immediately. 
 
Customer Service and Training 
 
Staff supports all of the recommendations regarding customer service and training. There are some 
things staff can do immediately. The consultant is recommending that a standard be established that 
all voicemails and emails be returned quickly, along with ongoing training relating to customer 
service. The current standard is to return those items in 1 business day, with nothing extending beyond 
2 days. Staff will continue to reinforce that is the City’s standard to the staff involved in development 
review. Another recommendation is that all comments reference the City Code, design guideline, or 
policy that is being implemented. Staff concurs and will start doing this immediately. Though the 
majority of our review items (setbacks, parking, height, etc.) are easily defined somewhere in the 
Council adopted requirements, there are other generic requirements for development contained in the 
City’s Municipal Code. These include things like how to address site planning when difficult 
development conditions exist (i.e. topographic slope for example). How and where to place buildings 
on a particular site plan has more to do with individual site constraints and opportunities than a one 
size fits all zoning provision.  
 
Another recommendation is that each staff member have dedicated office hours to meet with 
applicants. Staff feels that a literal interpretation of this would not be beneficial to the applicants, as 
inefficiency can occur. Rather, staff is proposing to assign fewer projects to each person, and raise 
expectations for phone conversations and meeting time to meet the needs of the applicants.  This will 
be in the total of approximately 4 hours per week, per staff member to accommodate all project 
applicants. This will not be implemented until the new process rolls out, along with the e-permitting 
system THAT is also going to be proposed. 
 
Permitting System 
 
The City currently utilizes a software package called, Acela for building permit review only. 
Development Review applications are handled separately, and still utilize email, hand written notes, 
and other antiquated means for communicating information. The consultant is recommending, and 
staff concurs, that new software should be purchased that will allow for far more efficient and 
accurate plan review in this area. The permitting software will allow applicants to submit 
electronically, check the status of their applications, etc. It will also allow the staff to produce reports 
of on-time delivery of service with minimal effort (which staff is proposing to publish quarterly), and 
to have a central location of all project comments by all departments.  The software allows for 
automatic format comment letters and to redline the plans electronically, instead of with the old 
fashioned red pen.  
 
Staff believes the permitting software contemplated here is vital and necessary to the improvements 
being considered throughout this audit. The cost is not known at this time but it is clear that this will 
require a significant investment. Staff is proposing to work with the IT department to determine which 
software would best fit the City’s needs through an RFP process.  
 
Other Recommendations 
 
There are two other recommendations in the audit which did not fit nicely into a category. These 
include 1) a recommendation to have a “development review coordinator” position and 2) review and 
update the sign code. The first has already been done. Three years ago, staff created a supervisory 
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position within the Planning Division to oversee the day to day plan review operations. This position 
is called Principal Planner, and Grant Penland is currently in this role. The role of the Principal 
Planner is to work with the staff planners, and the applicants, relative to areas of conflict, 
understanding process, coordinate with various City Departments so that an applicant is not getting 
conflicting City comments, etc. It is possible that the audit did not acknowledge this properly because 
it is a relatively new position (3 years ago), and the majority of the individuals interviewed for the 
audit had done business with the City before this time period. The 2nd proposed recommendation is to 
update the sign code. Staff concurs that updates to the City’s sign code are a good idea. However, staff 
resources are currently allocated to other work priorities. At this time, staff’s believes that long range 
planning staff time should continue to be spent on WURP, the TOD, etc. 
 
Conclusion 
 
Overall, the stakeholder survey provided excellent background for a meaningful discussion of 
improvements that the Community Development Department can make to help facilitate a better 
development review process. Staff representing the development review process and the permitting 
process will be present at Monday’s meeting to discuss the various recommendations with the 
Council.  
 
There will be a cost to implement the items contained in this report. Some will be monetary one time 
purchases, aka new permitting software. Additionally, there will need to be additional staff added in 
order to achieve what is contemplated in this report (and corresponding spreadsheet attached). Staff is 
proposing to bring back to Council the staffing and other resource needs in the next few months after 
following tonight’s discussion.   City Council action on this item addresses all of the Strategic Plan 
goals. 
 
Respectfully submitted, 
 
 
 
Donald M. Tripp 
City Manager 
 
 
Attachments 
 

ATTACHMENT A - Spreadsheet of Recommendations from Matrix Report of Development 
Review Process and Staff recommended Changes 

ATTACHMENT B - Staff report to the City Council, dated March 3, 2014, “Development 
Review 101 & Updates on Planning and Building Processes 

ATTACHMENT C - Final Report of the Development Review Process Evaluation Project, 
performed by Matrix Consulting, January 29, 2015 

 



ATTACHMENT A

Page 1 of 12

2014 Community Development Audit Finding Summary & Staff Response
4/2/2015

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 Column 7 Column 8 Column 9

Page # Section Consultant Recommendation Staff Feedback Recommendation Action Resources Required Proposed 
Timeframe Responsible

The City should modify the pre-application process to provide greater 
clarity on the standards required for approval and the types of deviations 
from standards that have achieved approval in the past.  

Agree.  Beginning Q2 2016.

Handouts and checklists should be provided to applicants at this [pre-
application] phase of the process. Agree.  Beginning Q2 2016.

Create a robust pre-development process for Westminster.  A 
development team involving all major decision-making agencies (typically 
at the planner/reviewer level) should have a standing meeting for pre-
development review.

Agree.  Beginning Q2 2016.

The applicant should be invited to attend.  Agree.  Beginning Q2 2016.

The minimum submittal requirement for predevelopment should be limited 
to the minimal detail needed to provide preliminary feedback on the 
feasibility of the development.   

Agree.  Beginning Q2 2016. A project location and brief description as well as the applicant's contact 
information will be required as part of the pre-submittal meeting.

Integrate pre-submittal meeting 
into the multi-lingual 
development guide.

Beginning Q2 
2016 Planning

Pre-Application

Integrate pre-submittal meeting 
into overall process update and 
roll-out, including updates to the 
website, applications, materials, 
and checklists to inform 
applicants of pre-submittal 
meeting requirements.  

Integrate pre-submittal process 
into the multi-lingual 
development guide provided to 
prospective developers.

Create web-based scheduling 
and/or meeting request for pre-
submittal meetings.

COD Support
IT Support

Beginning Q2 
2016

Consultant Report Staff Response

Planning
IT

4.4

A pre-application meeting is currently an optional step in our planning 
entitlement process.  Based on the audit recommendations a "pre-
submittal" meeting will now be required.  The pre-submittal meeting will 
focus on outlining the entitlement process, identification of potential issues 
that will need to be addressed, and where an applicant can find necessary 
resources (i.e. staff contacts, flood plain maps, etc.).  Applicable hand-outs 
will be provided.

Pre-submittal meetings will be facilitated by the Principal Planner for 
consistency.  Other staff may be invited to attend based on the location, 
project history, type of project, or applicant. 

Planning staff will work with IT and the COD to establish a web interface to 
allow for online scheduling of pre-submittal meeting requests.  An applicant 
will be required to provide a project location and brief description as well as 
contact information.

3

6

ATTACHMENT A

3.2B
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2014 Community Development Audit Finding Summary & Staff Response
4/2/2015

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 Column 7 Column 8 Column 9

Page # Section Consultant Recommendation Staff Feedback Recommendation Action Resources Required Proposed 
Timeframe Responsible

Consultant Report Staff Response

ATTACHMENT A

3 3.2 B
A summary development guide outlining the City of Westminster’s 
process, standards, and review timeframes should be developed and 
made widely available (in the office and online).

Agree. Beginning Q2 2016.

3 3.2 C

The City should prominently outline in the development guide, in 
application materials, and on the website the types of administrative 
reviews and approvals that can be made at the staff Planner level to 
address the perception issue that exists regarding decision-making.

Agree. Beginning Q2 2016.

5 3.2 F As previously recommended, increased educational materials including a 
development manual should be developed and provided to applicants. Agree. Beginning Q2 2016.

6 4.7
Westminster should increase the public understanding of the process for 
minor amendments that require modification to the ODP process and 
implement a shorter time period for approval of these modifications.

Agree. Beginning Q2 2016.

6 4.1

While no fee structure changes are recommended, the City should 
develop a handout summarizing the fee structure, the types of fees 
applicable to different application types to increase public awareness of 
the fees associated with development in the City of Westminster.

Agree. Beginning Q2 2016.

All review timeframes should be included in development manuals, 
application materials, and prominently displayed on the website. Agree. Beginning Q2 2016.

A monthly report showing performance against the adopted timeframes 
should be distributed to communicate staff performance against the 
adopted review standards.

Agree.  Immediate. Report review time performance quarterly, and make review time 
performance available on website.

Provide quarterly report of 
performance, including posting 
on website.

COD Support Immediate Planning

3 3.2 B

The City should develop a guide focused specifically on the needs of 
small businesses to ensure an understanding of the process (outlining 
process, approvals needed, timeframes, etc.).   This guide, will similar to 
the prior recommendation, should focus specifically on the needs of small 
businesses who often have a greater need for assistance than larger 
developers.  This guide should be a joint effort of the Department of 
Community Development and the Economic Development Office.

Agree. Beginning Q2 2016.

The multi-lingual development guide(s) recommended to be developed 
above will form the foundation for the creation of a joint Economic 
Development + Community development guide.  This guide will contain 
much of the same information as the multi-lingual development guide(s), 
but will be directed towards the small-business owner.  

This guide will be professionally developed and produced to assure that it 
is easily understandable and  provides a professional high quality 
experience. 

Integrate with multi-lingual 
development guide. COD Support

End Q1  
2016

Roll-out 
Beginning Q2 
2016

Eco Dev.
Planning

5 3.2 E The City should highly publicize the availability of Friday building 
inspections to address the perception of this service being unavailable. Agree. Q1 2015.

The Building Division has taken steps to better promote the  availability of 
Friday building inspection services to the public.  Notices have been sent to 
all licensed contractors, included in City email newsletters and City Edition, 
and included in other notifications to groups that may have an interest in 
construction activities.

Updated Division website and 
developed materials promoting 
and outlining Friday building 
inspection process.

IT Support
COD Support Q1  2015 Building

A comprehensive multi-lingual development guide (or guides) will be 
professionally developed to describe the planning entitlement process 
focusing on Comprehensive Plan Amendments, Annexation, and the 
Preliminary and Official Development Plan processes.  The guide is 
recommended to be designed as a web-based document with cross-
referenced links to specific materials (i.e. maps, codes, or applications).  

The guide will include process overviews, detailed timeframes, references 
to locations of specific resources (i.e. staff contacts,  flood plain maps, 
etc.), including application forms, and fee information.  

Educational materials that explain the "why," not just the "how," will be 
interwoven through the multi-lingual development guide(s).  

Development Guide(s) & Public Outreach

COD Support

End Q4 2015

Roll-out 
Beginning Q2 
2016

Planning
Engineering
Eco Dev.

Create multi-lingual development 
guide language.

RFP and hire consultant(s) to 
ensure that the language and 
guide are appropriate for the 
audiences.

Update the website to include 
guide(s).

3.2 C4



ATTACHMENT A

Page 3 of 12

2014 Community Development Audit Finding Summary & Staff Response
4/2/2015

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 Column 7 Column 8 Column 9

Page # Section Consultant Recommendation Staff Feedback Recommendation Action Resources Required Proposed 
Timeframe Responsible

Consultant Report Staff Response

ATTACHMENT A

3 4.2 B The City should modify the review timeframes to provide shorter review 
timeframes for conceptual reviews and resubmittals. Agree. Beginning Q2 2016.

Establish a target of four weeks for staff review and one week for
compilation and distribution of comments to the applicant.  Agree. Beginning Q2 2016.

Progress towards these targets should be tracked carefully and reports
on performance widely disseminated.  Agree. Beginning Q2 2016.

Quarterly reporting will begin (currently reporting every 6 months). The e-
permitting system will also allow more effective project tracking and 
reporting.

Produce quarterly reports for 
Council and publish on the 
website.  

Implement e-permitting system to 
allow applicants or other 
stakeholders the ability to 
monitor a projects progress in 
real time.

E-permitting system
IT Support

Beginning Q2 
2016 Planning

3 3.2 B The City should reduce the review timeframe for minor changes to ODPs. Agree.  Beginning Q2 2016.

6 4.6

Westminster should examine its administrative amendment and minor 
administrative amendment categories and processes with the goals of:  
expanding criteria for projects that would meet these standards and 
ensuring the administrative process is as streamlined as possible.  

Agree.  Beginning Q2 2016.

6 4.6

Westminster should implement a shorter review timeframe for select
types of approvals (smaller amendments and minor ODP modifications).
The approval timeframe should be established at no more than two
weeks.

Agree.  Beginning Q2 2016.

4 3.2 C

Economic Development staff should work with Community Development 
staff to develop an “expedited review” process for projects that meet pre-
defined criteria for investment, job creation, etc.   Clear timeframes for 
review should be included within this policy.

Agree.  Beginning Q2 2016. Community Development and Economic Development staff will work 
closely to identify criteria and timeframes for expedited reviews. 

Beginning Q2 
2016

Eco Dev.
Planning

5 3.2 E

The City should increase the hours for submittal of applications. This can
be accomplished either through an expansion of the hours to more than
four per week, or assignment of a “Planner of the Day” who is
responsible for all completeness reviews and intake of plans on the
assigned day.

Agree. Immediate.

Currently project submittals are accepted on Tuesday and Wednesdays 
from 3-5 PM to ensure staff are available to provide a completeness check.  
The project review clock begins Immediate once the completeness check 
is finished.

All project submittals will now be accepted any day of the week with a 
weekly deadline of Thursday at noon.  The project review clock will begin 
on the following Monday.  

This allows for efficient use of staff resources and creates clear 
expectations for the development community.  Completeness checks will 
occur within the first day of the project review (Monday).

Update current website, 
application, checklists, and 
materials with expanded project 
submittal timeframe.  

COD Support Immediate Planning

Timeframe & Metrics

4.56

IT
Planning
Engineering
Building

New thresholds for minor ODP amendments will be established to allow 
review times of 1 week or less for minor changes.

Implement e-permitting software 
with clear timeframes and review 
responsibility for project reviews.

E-permitting system
IT Support

IT
Planning
Engineering
Building

Beginning Q2 
2016

Reduced timeframes and/or increased workload will be possible by the 
introduction of additional staff and by reducing administrative time from the 
planning process with the introduction of an e-permitting system.

Currently the review process is: 2 Concepts = 10 weeks + 2 Technical = 10 
weeks.  Total: 20 weeks.

As proposed the process will be: Pre-Submittal conference with the 
Principal Planner followed by a Pre-Application submittal and review  = 3 
weeks + 2-3 Technical reviews = 6 to 9 weeks.  Total: 9-12 weeks.

Additional staff.

Implement e-permitting software 
with clear timeframes and review 
responsibility for project reviews.

HR
E-permitting system
IT Support

Beginning Q2 
2016
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4 3.2 C

Continued efforts should be undertaken to ensure that staff involved in 
development review and staff conducting economic development are in 
alignment with the process and timeframes adopted by the City.  It is 
critical that the City be seen as consistent across departments.

Agree. Immediate.
Continue efforts to improve coordination and communication between 
Economic Development and Community Development, including the 
establishment of regular meetings to review pending projects.

Continue attendance at Tech 
Review Meeting. Establish 
regular coordination meeting.

Immediate Eco Dev.
Planning

5 3.2 E

Consideration should be given for each development review staff
member to have dedicated hours allocated for customer access – either
via phone or in-person meetings to discuss applications. While this
would not limit public access during other hours, it would provide a set
schedule where staff do not schedule meetings and are available to meet
with applicants without a scheduled meeting.

Agree.  Q2 (with E-permitting 
system)

A customer service commitment and philosophy should be implemented 
for all development review staff that places a high priority on clear, timely, 
and constructive interactions with applicants. 

Agree.  Q2 (with E-permitting 
system)

Training should be provided to all staff involved in the development 
review process to ensure consistency across all departments. Agree. Beginning Q2 2016. Training courses will be developed as part of creation of multi-lingual 

development guide(s) and onboarding of new staff.

Develop training + education as 
part of creation of multi-lingual 
development review guide.

Beginning Q2 
2016 Planning

4 3.2 D A standard should be established for timely responses to all voicemails 
and emails to increase service provided to applicants. Agree. Q1 2015. Continue to meet the 1-business day policy target to return phone calls and 

emails.

Management to outline the 
standard for staff and include as 
part of training.

Q1 2015
Planning
Engineering
Building

5 3.2 F
All plan review comments issued by staff should reference the code, city 
requirement, or policy that it relates to in order to provide further direction 
and guidance to applicants on the basis of the comment.

Agree, where applicable. Q2 
2015.

Coordinated within e-permitting system as part of comment letter 
automation.

All comments will be rooted in code or policy.  Not all planning is science 
and Westminster's unique PUD development review process requires 
flexibility to achieve the great design.  

Integrate with e-permitting 
system.  

E-permitting system (letter 
automation) Q2 2015

Planning
Engineering
Building
Fire
Public Works

Customer Service & Training

Currently all development review case planners are available for customer 
access during business hours via phone and email.  In-person meetings 
can be scheduled as needed.  

Additionally, a minimum of 4 hours per week will be built into the staffing 
model for customer service interactions.  These interactions will focus on 
building relationships with the development community, project applicants, 
and internal customers.  Interactions may include touching base with an 
applicant who has not re-submitted an expected project or be as simple as 
touching base with an applicant to let them know the current status as well 
as next steps in the process.

Additionally, a comment review meeting will be scheduled at each step in 
the review process to minimize mis-communication and ensure applicants 
understand the review comments.

Advertise availability of staff and 
willingness to schedule meetings 
(on the web, in the multi-lingual 
development guide, at pre-
submittal conference, etc.)

Communicate with staff the 
importance of customer 
interactions and the changes 
proposed in the staffing model to 
allow for increased outreach.

E-permitting system

Q2 2016 
(with E-
permitting 
system)

Planning

4 3.2 D
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ATTACHMENT A

5 3.2 E

Longer-term, the City should implement a single development review 
software that encompasses the entire development review process and 
not only the building permitting function.  This software will address many 
concerns identified and provide much greater functionality to both staff 
and applicants including:  electronic plan submittal by applicants, 
electronic plan review by staff, simpler and more timely compilation of 
development review comments by all reviews, ability for applicants to 
review status of applications ad review specific staff comments online.

Agree.  Beginning Q2 2016.

6 4.8

While Westminster’s process of using Excel and paper plans, manually 
distributed and marked up, is not greatly out of step with other 
jurisdictions, an upgrade to a true permit tracking system would help 
improve accountability, transparency, and customer service.

Agree.  Beginning Q2 2016.

4 3.2 C

A position of Development Review Coordinator should be considered to 
provide an individual focused on serving as the ombudsperson for 
applicants when issues arise regarding responsiveness of review staff, 
conflicting review comments issued by staff, or other issues related to an 
application.   Applicants should be directed to this individual when 
questions arise.  This position should also serve as a coordinating point 
for all development review applications to ensure staff are meeting review 
timeframes and to adjust work assignments as needed.

Agree.  Immediate.

The Development Review Coordinator role already exists in Westminster 
as the Principal Planner position. The Principal Planner position's role is to 
ensure the responsiveness of review staff, mediate review conflicts, ensure 
consistency across project reviews and provide support to applicants as 
needed.  The Principal Planner is empowered to adjust work assignments 
as needed.  

The role of the Principal Planner will be widely publicized and will be 
included in the multi-lingual development guide(s).

Widely publicize the role of the 
Principal Planner. COD Support Immediate Planning

5 3.2 F The City should undertake an internal review of the sign [code] to 
determine if modifications are warranted. Agree.

Regular updates to the sign code are a good idea and are prioritized with 
other long-range planning items.  The recommendation to update the sign 
code is unrelated to the development review process.  No changes to the 
sign code are proposed at this time.

RFP e-permitting system and 
receive bids

Implement e-permitting system

Other Recommendations

Permitting System

The implementation of an e-Permitting system will accomplish many of the 
concerns identified in the audit, such as increasing transparency, reducing 
review times, and tracking/publishing review timeframes.  An e-permitting 
system will also reduce the amount of administration tasks required by the 
case planner and allow more time for project review, applicant 
communication, and outreach.

IT Support Beginning Q2 
2016

IT
Planning
Engineering



2014 Audit Finding Summary

Ref # Section Recommendation Priority
Suggested 
Timeframe

1 4.2 B

The City should modify the pre-application process to provide greater clarity on the 
standards required for approval and the types of deviations from standards that 
have achieved approval in the past.  Handouts and checklists should be provided 
to applicants at this phase of the process.

Medium 1st half, 2015

20 5.3

Create a robust pre-development process for Westminster.  A development team 
involving all major decision-making agencies (typically at the planner/reviewer 
level) should have a standing meeting for pre-development review.  The applicant 
should be invited to attend.  The minimum submittal requirement for 
predevelopment should be limited to the minimal detail needed to provide 
preliminary feedback on the feasibility of the development.   

Medium Ongoing

2 4.2 B
A summary development guide outlining the City of Westminster’s process, 
standards, and review timeframes should be developed and made widely available 
(in the office and online).

High 2nd half, 2015

3 4.2 B

The City should develop a guide focused specifically on the needs of small 
businesses to ensure an understanding of the process (outlining process, 
approvals needed, timeframes, etc.).   This guide, will similar to the prior 
recommendation, should focus specifically on the needs of small businesses who 
often have a greater need for assistance than larger developers.  This guide 
should be a joint effort of the Department of Community Development and the 
Economic Development Office.

High 2nd half, 2015

6 4.2 C

The City should prominently outline in the development guide, in application 
materials, and on the website the types of administrative reviews and approvals 
that can be made at the staff Planner level to address the perception issue that 
exists regarding decision-making.

High 2nd half, 2015

7 4.2 C

All review timeframes should be included in development manuals, application 
materials, and prominently displayed on the website.  A monthly report showing 
performance against the adopted timeframes should be distributed to 
communicate staff performance against the adopted review standards.

High 2nd half, 2015

14 4.2 E The City should highly publicize the availability of Friday building inspections to 
address the perception of this service being unavailable. High Immediately

17 4.2 F As previously recommended, increased educational materials including a 
development manual should be developed and provided to applicants. High 2nd half, 2015

Pre-Application

Development Guide(s) & Public Outreach
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Ref # Section Recommendation Priority
Suggested 
Timeframe

24 5.6
Westminster should increase the public understanding of the process for minor 
amendments that require modification to the ODP process and implement a 
shorter time period for approval of these modifications.

High 1st half, 2015

4 4.2 B The City should modify the review timeframes to provide shorter review 
timeframes for conceptual reviews and resubmittals. High 2nd half, 2015

5 4.2 B The City should reduce the review timeframe for minor changes to ODPs. High 2nd half, 2015

21 5.4
Establish a target of four weeks for staff review and one week for compilation and
distribution of comments to the applicant. Progress towards these targets should
be tracked carefully and reports on performance widely disseminated.  

High 2nd half, 2015

23 5.5
Westminster should implement a shorter review timeframe for select types of
approvals (smaller amendments and minor ODP modifications). The approval
timeframe should be established at no more than two weeks.

High 1st half, 2015

9 4.2 C

Economic Development staff should work with Community Development staff to 
develop an “expedited review” process for projects that meet pre-defined criteria 
for investment, job creation, etc.   Clear timeframes for review should be included 
within this policy.

Medium 2015

15 4.2 E

The City should increase the hours for submittal of applications. This can be
accomplished either through an expansion of the hours to more than four per
week, or assignment of a “Planner of the Day” who is responsible for all
completeness reviews and intake of plans on the assigned day.

High 2nd half, 2015

22 5.5

Westminster should examine its administrative amendment and minor 
administrative amendment categories and processes with the goals of:  expanding 
criteria for projects that would meet these standards and ensuring the 
administrative process is as streamlined as possible.  

High 1st half, 2015

26 5.8
Westminster should expand hours for submittal of planning documents. In
addition, it should follow the process implemented elsewhere that if there is a
submittal deadline, it guarantees review by a certain date.  

High 1st half, 2015

8 4.2 C

Continued efforts should be undertaken to ensure that staff involved in 
development review and staff conducting economic development are in alignment 
with the process and timeframes adopted by the City.  It is critical that the City be 
seen as consistent across departments.

Medium 2015

Timeframe & Metrics

Customer Service, Training, & Metrics



2014 Audit Finding Summary

Ref # Section Recommendation Priority
Suggested 
Timeframe

11 4.2 D

A customer service commitment and philosophy should be implemented for all 
development review staff that places a high priority on clear, timely, and 
constructive interactions with applicants.  Training should be provided to all staff 
involved in the development review process to ensure consistency across all 
departments.

High 1st half, 2015

12 4.2 D A standard should be established for timely responses to all voicemails and emails 
to increase service provided to applicants. High Immediately

13 4.2 E

Consideration should be given for each development review staff member to have
dedicated hours allocated for customer access – either via phone or in-person
meetings to discuss applications. While this would not limit public access during
other hours, it would provide a set schedule where staff do not schedule meetings
and are available to meet with applicants without a scheduled meeting.

Medium 2nd half, 2015

19 4.2 F
All plan review comments issued by staff should reference the code, city 
requirement, or policy that it relates to in order to provide further direction and 
guidance to applicants on the basis of the comment.

High Immediately

16 4.2 E

Longer-term, the City should implement a single development review software that 
encompasses the entire development review process and not only the building 
permitting function.  This software will address many concerns identified and 
provide much greater functionality to both staff and applicants including:  
electronic plan submittal by applicants, electronic plan review by staff, simpler and 
more timely compilation of development review comments by all reviews, ability for 
applicants to review status of applications ad review specific staff comments 
online.

High 2016

26 5.7

While Westminster’s process of using Excel and paper plans, manually distributed 
and marked up, is not greatly out of step with other jurisdictions, an upgrade to a 
true permit tracking system would help improve accountability, transparency, and 
customer service.

High 2016

Other Recommendations

Permitting System



2014 Audit Finding Summary

Ref # Section Recommendation Priority
Suggested 
Timeframe

10 4.2 C

A position of Development Review Coordinator should be considered to provide 
an individual focused on serving as the ombudsperson for applicants when issues 
arise regarding responsiveness of review staff, conflicting review comments 
issued by staff, or other issues related to an application.   Applicants should be 
directed to this individual when questions arise.  This position should also serve as 
a coordinating point for all development review applications to ensure staff are 
meeting review timeframes and to adjust work assignments as needed.

Medium 2nd half, 2015

18 4.2 F The City should undertake an internal review of the sign [code] to determine if 
modifications are warranted. Medium Ongoing
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Recommendations 
Reference

Create a streamlined review process for minor changes (e.g., windows, doors, roofing, 
paint color, landscaping, etc.) associated with a typical Tenant Improvement.  These 
should be subject to a 1-2 day maximum review process instead of a 4-6 week process.  
Planners should be empowered to sign off on these without approval from the division 
director.  

X
Included in items 6, 
9, 22, 23, and 24.

Current Building Division software should be expanded to planning and expanded to 
allow for electronic submittals and on-line review of projects by all agencies.  All review 
agencies should enter comments on ODP, PDP, and other planning projects into the 
software so that these can be seen on-line by applicants.

X X
Included in items 16 
and 25.

Planning should enhance the current reporting for processing applications to provide a 
clearer picture of turnaround times for review of projects and their conformance to the 
established procedures.  Transition to true permitting software should help with this 
process.  

X X X
Included in items 7, 
16, and 25.

Revise all staff job descriptions and evaluations to include a focus on customer service 
and problem solving skills.  Provide training to staff on balancing the role of being a 
regulator and a facilitator responsible for customer service.  

X
Included in items 8, 
11, and 12

Provide employees at all levels with training and messaging around how to communicate, 
especially communicating negative messages.

X
Partially included in 
item 11.

Review development standards to ensure that they are clear and consistent. Applicants 
should not be required to do anything beyond what is in the current standards.  

X

Included in items 18 
(sign code) and 19.  
Does this comment 
want to remove the 
PUD process 
(negotiated 
development)?

Create strict requirements regarding time frame for returned phone calls and e-mails.  
Planning staff should check in with all clients related to projects on their desk at least 
weekly.

X Included in item 12.
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Recommendations 
Reference

Parking and signage requirements should be reviewed (It should be noted that the City is 
undertaking a review of the parking requirements).  The city should develop a clear, fast, 
predictable variance process for parking and signage to look at special cases where the 
standards do not apply.  

X
Included in item 18 – 
signs only as parking 
was just completed.

Over time, staff need increasing empowerment to make decisions.  Decisions should not 
be overruled by supervisors unless there are serious life-safety or other issues involved.  
Very low level decisions should be left to planners without fear of over-ruling.  

X
Partially included in 
items 6, 8, and 10.

Provide applicants with a clear pathway to appeal decisions if those decisions appear 
inconsistent with design guidelines and city requirements.

X X X X
Partially included in 
item 1, 2, 3, 6, and 
17.

Create a “true” pre-application process where all parties are at the table and can provide 
initial feedback regarding the feasibility of a project.  

X
Included in items 1 
and 20. Partially 
included in item 6.

If staff believe a project is not feasible or is “not going to fly” they should be empowered 
to communicate this to the applicant early, instead of having the applicant waste weeks 
or months and thousands of dollars pursuing something that staff “know” is not going to 
happen.

X X X
Partially included in 
items 6 and 11.

While ensuring that the fundamental look, feel, and attractiveness of the city is not 
compromised, design guidelines should be examined and assessed on a cost/benefit 
basis to ensure that the city is not losing business by forcing uneconomic construction.

X
Partially included in 
item 18 – signs only.

Set and enforce basic customer service standards, to include a 24 hour response to all 
telephone calls and weekly updates to applicants with ongoing projects.

X
Partially included in 
item 12 and 13.

Applicant should be given all costs associated with a project up-front:  water tap fees, 
public art fees, land dedication fees, etc.  

X X
Included in items 2, 
3, and 6.
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Recommendations 
Reference

When a project is reviewed, the review should be comprehensive.  New comments 
should not come up in subsequent reviews unless these are related to new information 
provided by the client or arise from changes made by the client.  Any time that new 
review items are added or a decision is changed should be flagged for an assessment.  

X X X X
Partially included in 
items 10, 11, and 19. 

Survey all land use applicants at the conclusion of a process with 5 simple questions.  
Survey results should be viewable by city manager and council.   These questions would 
include:
1) I was clearly informed of the requirements for this project at the beginning.
2) Staff kept me informed of the status of my project throughout the process
3)  Staff’s approach was “here’s how we can move forward” with this project, not “you 
can’t do that.”
4)  I received clear, consistent, and helpful feedback from staff throughout the project.
5)  Staff did not require me to do anything beyond what is in current rules, regulations, 
and standards.  

X
Not included in 
recommendations.



 ATTACHMENT B 
   Staff Report 

 
City Council Study Session Meeting 

March 3, 2014 

                   
 
SUBJECT:  Development Review 101 & Updates on Planning & Building Processes  
 
PREPARED BY: Mac Cummins, AICP, Planning Manager 
  Dave Horras, Building Official  
 
 
Recommended City Council Action 
 
Listen to Staff briefing on how development review processes work in the City of Westminster, and 
provide any desired City Council input. 
 
Summary Statement 
 
• At the study session, staff will provide information and review with Council how development 

proposals are reviewed by the City of Westminster, from original concepts to City approvals, and 
finally  from construction to inspection. 

• Staff will provide Council with an understanding and be available to answer questions on why the 
City currently utilizes certain practices and why the City has the processes and standards in place 
that it does. 

• Staff will give a detailed presentation on timelines, cost of doing business, “trigger” points in the 
process, feedback staff has received over the years on the process, and have a discussion about 
potential improvements to the process. 

• Staff’s overview is structured to provide information relating to two separate processes, which 
occur in a linear fashion, first the regulatory approval process, and second the construction and 
inspection process. 

 
 
Expenditure Required: $0 
 
Source of Funds:  N/A 
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Policy Issue 
 
Are the current planning, engineering and building procedures meeting the needs of the Westminster 
Community? 
 
Alternative 
 
No policy change is proposed as part of this presentation. If Council would like options to propose 
changes to any part of the process, staff will be available to return to Council with whatever options 
the Council is interested in pursuing. 
 
Background Information 
 
The nature of the presentation will be to provide information to the Council on how the City has 
historically provided planning and building review services to the business/land development and 
broader community, and answer any questions the Council may have.  
 
Terminology 
 
In preparation for this meeting, Staff would like to assist the Council in understanding the acronyms 
and terminology that will be discussed, both in this staff report, and at the presentation. Here are the 
principle terms that will come up: 
 

1. Comprehensive Plan – This document provides the 20 year vision for the City and provides 
land use designations.  New development should be built in conformity with this plan (also 
referred to as “comp plan”). 

2. Zoning – Implementation tool of the comprehensive plan. Provides standards which must be 
met regarding setbacks, parking requirements, landscaping etc. 

3. Planned Unit Development (PUD) – This type of zoning used in Westminster is for new 
development.  It is negotiated zoning between the City and a developer subject to City Council 
adopted requirements and design guidelines.  It is a two-step process, Preliminary 
Development Plan (PDP) and Official Development Plan (ODP). An applicant doesn’t have 
zoning until both approvals are issued. 

4. Preliminary Development Plan (PDP) – This document sets out large “chunks” of land and 
street/roadway alignments.  It allows for subdivision of land into lots, and sets forth 
requirements for exactions by the City (dedications of streets, parks, open space etc.), as well 
as requirements for land use on each piece of land. 

5. Official Development Plan (ODP) – This is a detailed site plan that defines required 
landscaping, architecture, lighting, drainage, utility locations, etc. 

6. Design Guidelines. These are architectural and site design standards, adopted by the City 
Council, which are given to a developer with an expectation of being the minimum standards 
the City would allow for a development. 

 
Development Review Process 
 
In general terms, the development review process begins when an applicant approaches City staff 
about a possible development. This usually occurs with a pre-application meeting of some kind with 
any of the following City staff personnel: City Manager, Deputy City Manager, Community 
Development Director, Planning Manager, or Economic Development Manager. Usually it is a 
combination of those staff. In a few occasions, the City’s Economic Development team solicits a 
proposed development via a Request for Proposals (RFP) or other prospect development program. 



Staff Report - Development Review 101 & Updates on Planning & Building Processes  
March 3, 2014 
Page 3 
 
(For the purposes of tonight’s discussion, staff will focus only on the vast majority of development 
review, when applicants approach the City for development on their land).  
 
At the pre-application meeting described above, applicants discuss with City staff their ideas for how 
they would like their land to develop and for what “product.” Product is a very formulaic term to 
describe a type of use and building; i.e. an office use, or a single family residential use, etc. Staff then 
helps the developers or land owners understand what the opportunities and challenges are for 
development of their land and discusses the possibilities moving forward. In nearly all situations, the 
applicant is given the application materials and encouraged to apply for development approvals, 
subject to working out details through the review process. In select situations where a developer would 
like to put a product on land that conflicts with the City’s adopted vision for the land (that is detailed 
in the City Council adopted Comprehensive Plan – see below), the staff normally indicates that the 
development proposal will not be supported because of that conflict. In some situations, staff indicates 
support for a change to the Comprehensive Plan, but this is not the norm unless there are compelling 
reasons to do so. 
 
Comprehensive Plan 
 
The Comprehensive Plan, sets out broad parameters for proposed development within the City. The 
Comprehensive Plan identifies land use, densities and intensities, view sheds, relationships to other 
City services (i.e. infrastructure, safety, parks and recreation, etc.) and sets out the vision for the City 
over a 20 year time horizon. It is generally expected that this document will be updated every 5 years 
to remain current with the City Council’s expectations moving forward. In this sense, it is a living 
document that is intended to be changed as necessary. During that 5 year time horizon, however, staff 
treats the document as though it represents the Council’s vision for proposed development within the 
City, and informs the public accordingly. The primary reason for this is that the adoption of the 
Comprehensive Plan includes a substantial amount of citizen outreach, business community outreach, 
private property owner outreach, and other input mechanisms, including public hearings prior to 
adoption. Every parcel in the City is given a land use designation in the Comprehensive Plan. After the 
most recent adoption of the City’s Comprehensive Plan, changes to the Plan should be infrequent, as 
the designations are put in place to help achieve larger policy oriented objectives.  For example, in 
2013, the City Council concentrated on looking for ways to expand primary employment uses within 
the City, and to strategize and focus on how to achieve that goal. An economic study was conducted as 
part of the Comprehensive Plan adoption to consider how the physical land and constraints of the 
location of that undeveloped land could be integrated/combined and then designated for future 
development to accomplish this Council objective. Changing the Comprehensive Plan from 
employment in certain areas to retail or residential in the next several years could undermine the “big 
picture” objective of capturing primary employment along key highway and arterial corridors.  
 
The other reason the Comprehensive Plan is critical to the City is that it sets out the land uses and 
densities/intensities. The City utilizes a complex Planned Unit Development (PUD) zoning system 
(more below), but without guidance on land uses, the PUD zoning system would be a “free for all” in 
terms of development proposals. Many years ago, this was one of the primary objectives of creating a 
Comprehensive Land Use Plan, to give assurances to existing neighborhoods and citizens as to what 
they might expect on development near their homes, as well to the owners of vacant land regarding 
what could develop on their parcel. 
 
Growth Management 
In addition to the Comprehensive Plan discussion above, the City regulates water usage and residential 
development through a competition, held annually, for the ability to have access to water taps. The 
competition has its historical roots in the idea that the City did not have enough water rights to keep up 
with the potential demand for new residential development, and effectively “rationed” the amount of 
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new residential development to keep a balance; creating the ability to provide water service and the 
pace of new residential development. Over time, the City has acquired enough water rights to 
accomplish the buildout of the Comprehensive Plan, as currently adopted. 
 
It is important to note that the Growth Management Program does have an effect on the future 
planning and approvals of residential projects. The program does require applicants to submit once a 
year, in the fall, for the ability to have access to water taps. New PUD zoning (see below) or 
development applications cannot be submitted until water taps are approved though the competition. 
The competition judges a number of components, generally items that the developer commits to, 
which “raise the bar” for development.  These include items such as better site planning, more green 
building technologies, commitment to more expensive items such as a pool or clubhouse, etc. In 
committing to those items, the City has achieved a higher standard of residential development than 
otherwise might have been anticipated without the program. Over time, the City has considered 
reducing or eliminating the program. As Council is aware from last week’s City Council action to 
adopt Water Service Commitments for 2014, the program is still currently in place. 
 
Zoning 
The City utilizes a mandatory Planned Unit Development (PUD) zoning system which is very unusual. 
Generally, cities utilize some form of Euclidian zoning. The term “Euclidian” zoning stems from the 
famous land use law case that established the right of municipal government to “zone” private 
property and regulate land use. The case involved the village of Euclid, Ohio, hence “Euclidian” 
zoning is the term. In Euclidian zoning, the primary purpose of the municipality was to separate land 
uses and their impacts. At the time (turn of the century and through the 1970’s), the basic concept was 
to fully separate land use impacts, i.e. residential should be separated from commercial and industrial 
etc. As the automobile became more prevalent, this form of zoning became much more widely 
utilized, and cities adopted “zoning codes” that prescribe how uses can be separated. Parcels of land 
are designated “Residential Single Family” or “Commercial 1” for example. In each category, allowed 
land uses are the very first thing that is listed. Then, generally speaking, the next portions of those 
zoning categories list out development requirements the primary function of which is to separate uses; 
i.e. setbacks that development must adhere to which pushes buildings back from property lines, 
parking requirements so that no “spillover” effect occurs etc.  
 
Euclidian zoning also sets up very traditional development patterns. In many ways, it can also set up 
development that is less interesting, because it becomes very formulaic.  The City of Westminster 
adopted a zoning ordinance with Euclidian principals in the 1950’s, and it still exists for much of the 
land in the City south of 80th Avenue. In the 1980’s, the City moved toward the mandatory PUD 
zoning approach, which allows for much more flexibility, but also requires more negotiation between 
the City and a prospective developer. There are both pros and cons for the City and the developer to 
this approach (more below). 
 
It’s important to understand what Euclidean zoning is, because the vast majority of developers are 
only used to developing in cities that utilize this approach. As a result, they may not be used to the 
PUD approach, and there is a natural friction point when they approach the City of Westminster. It 
may be frustrating to go through the PUD approach if they are not looking for the flexibility that the 
PUD approach provides.  Most cities in the Denver Metro Area utilize some form of PUD approach, 
but the City of Westminster is the only City with mandatory PUD. 
 
PUD allows a developer to propose modifications to any of the standards in the municipal code, i.e. 
parking requirements, landscape requirements, setbacks, height limits, etc. Philosophically, it is very 
much an “ends” driven approach, and not a “means” driven approach. In other Cities, there are “holy 
grail” zoning standards that cannot be modified; this is not true in Westminster. If developers come up 
with a creative design, the PUD approach allows them to do this development. City staff regularly 
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make this a point when meeting with prospective developers because, there are many instances where 
Euclidian zoning reduces the “yield” or developability of a parcel because of a setback or other 
requirement; which is not able to be relaxed or eliminated. In PUD, those standards can be modified or 
eliminated altogether to achieve a project that serves the City’s and developer’s needs respectively. In 
this way, the PUD process is intended to be collaborative and form a partnership between the 
development community and the City of Westminster. 
 
PUD zoning is a 2 step process, first the Preliminary Development Plan (PDP) and second the Official 
Development Plan. PUD is not fully implemented and no building permits can be issued until both 
documents are approved. The PDP approves land uses and sets out roadway alignments on a large 
parcel of land. The Official Development Plan approves a specific development within that PDP, i.e. 
the residential component of a larger master plan. The ODP includes a site plan, landscape plan, 
lighting plan, and architectural approvals. A PDP might include several different land uses in varying 
configurations, and an ODP is a site specific approval of a product type. There are generally multiple 
ODP’s approved on each PDP as development occurs over time. 
 
Engineering Review 
The process described below is generally what is referred to as the “entitlement” process; and 
combines the Planning Division work, and the Engineering work. Both reviews occur simultaneously, 
and ahead of the Building Division’s review; which has its own section in this staff report. The 
Engineering review includes items such as stormwater drainage review, traffic analysis, impact to 
public roads and sight triangles, etc. These kinds of review procedures work in conjunction with the 
Planning Division’s work relating to approvals of the site plans, landscape plans, architecture, etc. 
 
Step 1: Concept Review of Proposed Development 
 
After the pre-application meeting, a developer is required to submit a concept review application. The 
City utilizes a “one stop shop” system where an application is dropped off to the Planning Division 
within the Department of Community Development.  A Planner is assigned to be the main “point 
person” for the developer.  The City staff planner circulates the application to other departments for 
review and feedback. Applicants do not have to go to different departments to get feedback on their 
application. This is an important distinction, because it allows for significant efficiency for an 
applicant. The staff planner will coordinate for an applicant on other department’s review comments 
and create a one stop shop set of “City Comments” on the proposed development. As necessary, the 
developer will then only need to contact the staff planner to set up a meeting relating to whatever topic 
they need help with, and Community Development staff will coordinate whomever needs to be in 
attendance, including but not limited to: The Fire Department, Public Works and Utilities, Parks 
Recreation and Libraries, etc. The applicants, prefer this approach because it allows the staff to 
coordinate their comments and resolve issues before they are sent to the applicant. Applicants then 
don’t need to resolve conflicting comments from different City Departments. 
The main reason for a “concept review” is to see if the basic premise of the development is acceptable; 
i.e. site planning, access to public roads, ability to provide water and sewer service, necessary 
dedications of land, densities / intensities and land use consistency with the Comprehensive Plan etc. 
The staff review proposals at this stage for fundamental fatal flaws which may exist, and to help 
provide direction to an applicant for the technical submittal phase. Generally, there are 2 concept 
submittals made before an applicant moves into the technical review phase. 
 
Throughout the concept review process, a number of senior City staff, including the City Manager, 
Deputy City Manager, City Attorney, Directors of Public Works and Utilities, Parks Recreation and 
Libraries, Community Development etc., and a number of division managers and staff meet on a 
weekly basis to discuss major policy issues. This meeting is called the Development Review 
Committee (DRC), and is generally where a staff position is formulated relating to the proposed 
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development. Many times this occurs in the concept review phase, but occasionally it will actually 
pre-date a submittal, when a proposal is so significant as to warrant staff feedback prior to submittal. 
 
Step 2: Technical Review 
 
This is the stage in the review process where the City reviews very detailed technical drawings, studies 
etc. Site plans are dimensioned completely for compliance with the City standards relating to zoning 
standards such as setbacks, parking, landscape, etc. If modifications are proposed as part of the PUD 
process, explanations from the applicant are given and the staff evaluate those proposals.  There is 
usually some form of justification related to slope, topography, better site design, etc. It is generally 
accepted that “getting more units” is not a reason to modify City standards. This is also the stage at 
which the City reviews detailed water, wastewater, storm water, grading, parking, traffic and similar 
analyses. There are generally two technical reviews before approval.  It is important to note that the 
City of Westminster is one of a few cities in the state of Colorado that commits to specific review 
times in development review. 
 
Public Outreach 
 
The City’s historical practice is to solicit input from the public on a proposed development between 
the concept review phase and the technical review phase. As a general rule, the City works with 
developers on their proposal before sending them out to the public for two reasons: Firstly, developers 
want to get staff’s reaction to their proposal and have a better sense of project costs before presenting 
the plan to the public, and secondly, the City tries to work with a developer on a project that might be 
supportable before potentially upsetting a neighborhood with a proposed development that does not 
have staff support. 
 
Staff solicits neighborhood input in one of two ways.  Staff sends a letter to all affected property 
owners (currently defined in the City’s Municipal Code as those owners within 300 feet) explaining 
the project and asking for feedback.  A public meeting may also be held. Staff determines which 
option to utilize based on the type of development proposed and the potential impacts to the 
surrounding community.  In both situations, City staff give contact information and solicit input on 
what is being proposed. At the public meetings, staff introduces the developer and is present to 
observe and write down whatever the public has to say about the proposed development. The intent of 
the meeting is not to be a public hearing but to solicit input. Following that meeting, the staff evaluates 
that public input for compliance with City standards and works with the developers for solutions and 
ways to incorporate that feedback into their project. Generally these are things like providing 
additional noise buffering for a commercial project, or acceptable densities for a residential project 
when proposed adjacent to an existing residential project. It has always been the City’s expectation 
that to the maximum extent possible, a developer will incorporate the kinds of things the public has 
suggested in the neighborhood meetings to the extent it makes sense.  There are occasions where truly 
unreasonable things are requested – i.e. don’t do any development because it will block my view, etc.  
 
Public Hearings 
 
After the technical review is completed, the project is either approved where appropriate by staff, or 
scheduled for public hearing. The Municipal Code requires that any new land use added to a PDP 
requires a public hearing before City Council, with a public hearing for a recommendation from the 
Planning Commission preceding that public hearing. Any rezoning or change in Comprehensive Plan 
land use designation follows the same process. Approval of any Official Development Plan (site plan, 
landscape plan, architecture etc.) on a site larger than 10 acres (up to 20 acres for a project the City 
Council determines to be an economic development project), or any ODP amendment changing any 
zoning standard by more than 10% over the existing requirement (i.e. existing ODP setback etc.) must 
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receive approval by the Planning Commission. The vast majority of our development applications in 
the City of Westminster are of a size eligible for administrative approval and are approved by the City 
Manager or designee, which is historically the Planning Manager.  
 
The ability to approve a 10 acre or smaller development without public hearings is a significant 
marketing advantage of doing business in the City of Westminster. The reason this is such a strong 
marketing tool is that it gives comfort and stability to the development community that if they comply 
with the Council’s adopted Comprehensive Plan, zoning, and design guidelines, they will obtain 
approval. In some other communities, it is very commonplace to go to a public hearing with a 
recommendation of approval from the staff that the project complies with all City standards, 
guidelines etc., and either be denied altogether; or have the project substantially redesigned from the 
dias “on the fly.” In this situation, a developer must decide at that moment whether or not to accept the 
redesigned project or to ask for a continuance or to walk away altogether. After usually months of 
working on a project, the Council can imagine how inefficient this would be for a developer, and the 
risk or uncertainty it creates. In Westminster, the general approach has been to reduce significantly,  
this risk and manage expectations of the public through the Comprehensive Plan and public outreach 
described above, so that the developer, the public, the Planning Commission and City Council have a 
good understanding what to expect.  There is an overt attempt to minimize “surprises” through the 
development review process.  Notwithstanding any of the above, if there is any neighborhood 
controversy, projects are automatically scheduled for the Planning Commission by the staff, even if 
they are eligible for administrative approval. 
 
City Design Requirements 
 
One of the things that is most misunderstood in the review of proposed developments at the City of 
Westminster is the requirement to comply with certain basic design requirements. These requirements 
are written as design “guidelines” and adopted by the City Council. They are implemented by 
incorporation into a site plan or architectural approvals in a PUD zone, on the Official Development 
Plan. Though they are “guidelines” and serve as the starting point for negotiation into the PUD, they 
are generally treated as “minimum” requirements by the City. Otherwise, the City would have no 
minimum standards, and it would make negotiation of the project much more difficult, for both the 
applicant and the City.  
 
For example, the City has a minimum masonry requirement for architectural approval of non-
residential structures. The requirement is for 50% of the structure, not including windows and doors, 
to be surfaced with some type of masonry, usually brick or stone. This requirement helps foster a 
certain standard of quality development, and helps to improve the long term economic stability of a 
project and the surrounding development.  Another architectural requirement is that all materials and 
architecture in a project must match. 
 
Another example is the “retail pad” policy. Embedded in the Retail Commercial Design Guidelines is 
a requirement that only 1 “pad” building can be built for every 5 acres of development, and 1 drive 
through for every 10 acres of development.  Further, there are requirements that no pads can be built 
until the main shopping portion of the project is built.  The reason for this set of requirements may not 
be obvious; but the answer is that much of the profit margin on these types of developments is in the 
front “pads,” and if a developer were allowed to simply build “pads or free standing buildings” on the 
front of the retail project, there is a high likelihood that development in the rear may never occur. This 
has happened in many spots along 120th Avenue in Thornton, and around Northglenn. Conversely, the 
City of Westminster enjoys projects like City Center Marketplace, Shops at Walnut Creek, Standley 
Lake Marketplace, 104th Avenue and Federal Boulevard (both the north and south west corners), 120th 
and Sheridan (SEC), etc. By attaining development in those configurations and avoiding the 120th 
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Avenue scenarios, the City positions itself to capture and retain higher quality tenants and rent 
structures over time. These requirements are approved on the final Official Development Plan. 
 
Timing of the Process 
 
The general timeframes for this process, from the first pre-application meeting to the approval by the 
City Council is 7-10 months. This timeline varies greatly based on the applicant.  The City commits to 
timeframes for project review.  The fluctuation in time for project approval is principally a function 
how much time developers spends between submittals back to the City.  
 
The published timeframes are as follows: 1st concept and 1st technical review are 6 week reviews, and 
2nd concept and 2nd technical (to the extent they are even needed) are 4 week reviews. Staff is available 
to answer any questions about what the comments mean, or how to navigate quicker though the 
entitlement process. Those that meet with staff and go through the comments in person generally move 
expeditiously through the process. 
 
Common Pitfalls & Feedback 
 
In preparation for the Council’s discussion on Monday night, there are a few items to discuss that staff 
has heard over time that are worth mentioning: 
 

• “The process takes too long” 
• “The City has onerous development requirements” 
• “The City doesn’t understand….” 

 
As a general rule, staff has also heard things along the following lines: 
 

• “Your process is really not all that different from other places…” 
• “The PUD system allows us great flexibility…” 

 
Staff will address these in more detail in the presentation on Monday evening; but it is worth noting 
that one significant hurdle for both a developer and the City review team is simply understanding each 
other. Many times, day 1 of the City review is day 200 (or longer) for the developer team. This is 
because of the jumps and hurdles a developer must get through just to get to the point that they want to 
spend money on a submittal for approval. These items are not related to the City in any way, but rather 
business decisions related to determining “IF” they have a “deal” or not. For example, the developer 
has to decide if they can get enough access to capital to be able to finance the deal. In order for this to 
occur, there are general parameters for preleasing or preselling that must be met, based on how much 
equity the developer is bringing to the project. In order to determine this, the developer must “float” 
some initial concepts to the marketplace to see if they can reasonably think that they can achieve the 
necessary requirements to get access to capital to build the project. Then they might enter into 
negotiations with a land owner, who may or may not allow their land to be “tied up” while the 
prospective buyer/developer talks to the City about getting approvals. Usually this is not “free,” and 
the developer has to “go hard” or put up non-refundable money during the contract period. This 
money generally escalates the longer a piece of property is taken off the market, hence the hyper 
concern about timing; with the old adage applicable “time is money.”  
 
It is important to note that hyper sensitivity to timing, architectural requirements of the end user 
tenants (corporate requirements for color, materials, etc.), obtaining financing, etc. place the developer 
in a very difficult position generally. If land development were easy, more people would do it. 
Understanding this makes discussions much more productive; and City staff do strive to try to 
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understand the constraints of any particular developer or development, because every project is 
different in terms of what those issues are.  
 
The difficult balancing act for a City is how to hold to its vision, protect its long term place in the 
economic marketplace, and provide for development that the developer finds profitable enough to 
pursue in the short term, without sacrificing some generally accepted community standard (could be 
traffic related, could be quality design related, etc.). This balance is generally implemented through the 
minimum acceptable standards that the City Council puts in place and the requirements that are put 
into the Municipal Code. Staff will provide some examples at the study session. 
 
The City’s minimum development standards, applied consistently and equitably over the years have 
continued to increase the quality of development in Westminster and its “qualitative standing” for 
residential and businesses.  The better quality developers appreciate this approach and see that it helps 
to level the playing field and extend the viable life of projects by having higher standards. 
 
Some Future Items for Consideration 
 
Staff will be moving forward with a couple of work efforts, and will supplement those with whatever 
else City Council would like relating to this subject. Staff has already begun an analysis of how our 
fees relate to other cities fee structures and will be ready by the mid-summer to publish those results. 
In addition, we are in the process of creating a user friendly application for a potential developer to use 
on the City’s website, which would allow a developer to input the number of acres being developed, 
land use, and input number of units, etc.; the application would automatically create an excel 
spreadsheet with all of the City fees from initial submittal through building permit. Separately from 
this, staff is going to be setting up focus group meetings with developers and land holders to discuss 
the process, in broad terms, and relating to details of their experiences with development review in 
Westminster to see if any process improvements can be made. 
 
Building Permit Process 
 
Once the approval of an ODP occurs, an applicant submits for a building permit and begins work with 
the Building Division. 
 
The City’s Building Division functions are very similar to most every other building department in the 
area.  Like some of the others, the City of Westminster serves generally as a one-stop shop for most 
things related to building construction. 
 
The administration of the building codes can be broken down into two main functions:  Plan 
review/permitting and building inspection. 
 
Plan Review/Permitting 
Homeowners, contractors and developers submit building plans to the front counter of the Building 
Division.  The plans are routed to plan reviewers.  These employees review the plans to assure 
compliance with the various building codes.  The plan reviewers also check with the Planning 
Division staff to make sure that the project complies with any applicable zoning and PUD 
requirements.  Comments on the plans are then sent back to the applicant, if needed, for modification.  
Once the plans are deemed in compliance with building codes, a permit is issued and construction may 
commence. 
 
Building Inspection 
The applicant is issued an inspection card with instruction on when to request a construction 
inspection. 
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The inspection process consists of a series of inspections to verify compliance with the applicable 
codes and ordinances.   At each stage of the construction process specific inspections are required 
before the builder can proceed to the next phase.  If violations are identified during an inspection 
corrections will need to be made before moving on to the next stage of the construction process. 
 
 
The Building Division’s purpose is regulatory in nature.  Staff assures that structures are constructed 
in compliance with applicable building related codes.  Like almost every jurisdiction in the state, 
Westminster has adopted a recent edition of the International Building Codes.  The International 
Codes (I-Codes) are a family of model codes used almost exclusively throughout the United States and 
some parts beyond.  The City has adopted most of the complete family of I-Codes, including the 
energy conservation and existing Building Code.  Currently Westminster has adopted the 2009 edition 
of these I-Codes. 
 
Like every jurisdiction must do when adopting a model code, the City has amended specific sections 
of the codes based on things such as the City’s climate and geography, other existing City regulations 
and past experiences and direction.  The number of amendments to each adopted Code is listed below. 
 
• International Building Code - 18 (Main body of the code is 586 pages) 
• International Residential Code - 47 (Main body of the code is 726 pages) 
• National Electric Code - 1 
• International Plumbing Code - 5 
• International Mechanical Code - 5 
• International Fuel Gas Code - 8 
• International Energy Conservation Code – 1 
 
One amendment to the International Residential Code (IRC) that the City has not made is an 
amendment to remove residential fire sprinklers from the code.  The requirement to install residential 
sprinklers in all residential dwellings, including single family detached, is a requirement in the IRC.  
The only amendment the City made when adopting the 2009 IRC was to defer the effective date for 
fire sprinklers from 2011 to 2012 to allow additional time for implementation.  
 
Building Division Plan Review 
 
The typical turn-around time for construction plan review varies greatly based on the type and scope 
of the proposed project. Building Division turn-around time goals for the Division are: 
 
New Commercial buildings – Initial comments provided within 6 to 8 weeks and resubmittals returned  
within 2 weeks. 
 
Tenant finish projects – Initial comments provided within 3 to 4 weeks and resubmittals returned in 2 
weeks. 
New residential homes – Initial comments provided within 3 to 4 weeks and resubmittals returned in 2 
weeks. 
New master residential plans (construction plans have been previously reviewed) – 2 weeks. 
Miscellaneous residential reviews – 2 weeks with resubmittals returned in 1 week.  
 
In addition, the Building Division offers other processes to help try to speed up the typical plan review 
timelines.  An expedited review process is offered for most commercial tenant finish projects with 
turn-around as quick as a day to a maximum 2 weeks.  An expedited review is offered at additional 
cost and the decision to apply for an expedited review is completely up to the applicant. 
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The Building Division also offers walk-through plan review services for small residential projects and 
minor changes to previously approved projects twice each week.   The intent of these additional 
services is to move projects quickly through the plan review process and get these projects underway 
in the field. 
 
Residential Building Permit Fee Credit 
 
In response to City Council’s request staff has analyzed the financial impact of offering a $200 
building permit fee and use tax credit to homeowners on their residential projects.  Using 2013 as a 
typical year, the Building Division issued 3,958 building permits for residential projects like water 
heater replacement, reroofs, basement finishes and furnace replacement.  Attachment A details the 
different type and of residential permits and the number of each issued in 2013.  The majority of these 
residential type permits have fixed fees ranging from $40 for a water heater replacement up to $300 
for a new PV solar installation.  This flat fee does not include use tax, which is added to the cost of 
each permit.   Use tax is calculated based on a projects estimated valuation and can average between 
$15 and $300 as shown in Attachment A.  
 
In 2013, 86% of these residential building permits had permit fees of less than $200 and 61% had 
permit fees and use tax fees of less than $200.    If a $200 credit towards permit fees and use tax was 
established the majority of these residential permits would be issued free of charge.  Based on the 
3,958 residential type building permits issues in 2013, a $200 credit towards permit fees and use tax 
would result in $549,374 in permit and use tax credits.  
 
Focused Work Week. 
 
Like almost all City Hall employees, the Building Division is closed on Fridays as part of the Focused 
Work Week.  While this does not allow for regularly scheduled inspections or other Building Division 
functions on Fridays there are benefits to Westminster homeowners and contractors with the additional 
hours Monday-Thursday.  Building Division customers take advantage of the extended hours on a 
regular basis with contractors often stopping by the office on their way to the job site in the morning 
and homeowners often stopping by the office to obtain information or permits on their way home from 
work.   In addition, the building inspectors will often make additional stops on a job site in a single 
day if necessary to allow work to proceed even if an inspection has failed as long as the correction can 
be observed later.  Staff sometimes performs a Friday or Saturday inspection if it prevents a job from 
losing days during a critical time during the applicant’s construction schedule.  
 
Online tracking of Inspections 
 
Enhancements in the Building Division software has also allowed customers access to inspection 
results, plan review status, property records and inspection requests 24/7.  We are currently working 
on a project to allow online permit application and issuance that will allow customers to obtain 
building permits for some of the most common project types online.  Access to the Building Division 
has never been easier or more convenient.   
 
Handout Materials – Public Outreach 
 
The Building Division understands that many of our customers are not building professionals and even 
those who are need to know how the City of Westminster interprets or applies specific provisions.  Of 
the Building Codes.  To help address many of these issues the Building Division has developed almost 
50 different handouts to help our customer’s with their projects.  Handouts range from simple 
illustrations designed to help homeowners in building a patio cover or deck, to specific application of 
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a code section for a commercial builder, to submittal requirements and design criteria for any type of 
project.  Knowing that “a picture is worth a thousand words” the Building Division has handout 
information on all of the most typical homeowner projects. 
 
Customer Surveys 
 
The Building Division sends out two different surveys to our customers after they have used staff 
services.  After a building permit is issued a survey is sent out to permit applicants to solicit feedback 
on their experience with the plan review and permitting process.  Surveys are also sent out at the end 
of the inspection process to see how applicants perceive the inspection process worked.  
Understanding that the division performs a regularity role, the questions are about professionalism, 
fairness, knowledge, timeliness and communication.  The survey results are overwhelming positive 
and are used as the division’s performance measures to monitor service delivery. 
 
Respectfully submitted, 
 
 
 
J. Brent McFall 
City Manager 
 
ATTACHMENT A – Average Fees  
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1. INTRODUCTION AND EXECUTIVE SUMMARY 

 
This initial chapter of the report introduces the approaches utilized in this study 

and summarizes key findings, conclusions and recommendations to be found in this 

report. 

1. INTRODUCTION TO THE REPORT. 
 

The Matrix Consulting Group was retained by the City of Westminster, Colorado 

to conduct an evaluation of the Development Review process including the building 

permitting and inspection process.  In reaching the conclusion of the study, the project 

team has assembled this final report, which summarizes our major findings, conclusions 

and recommendations.  As part of this study, the Matrix Consulting Group analyzed the 

following specific areas, as well as other related topics: 

• The range and extent of services provided by the Department of Community 
Development relative to the performance of duties, including the development 
review processes; 

 
• The staffing needs and assignments within the department; 
 
• The organization and operation of the employees and positions within the 

Department of Community Development and other departments interacting with 
the development review process. 

 
• The use of technology to support services provided; 
 
• How current services in the City of Westminster compare to other comparable 

communities in the region and against “best practices” in development review. 
 
2. DESCRIPTION OF STUDY METHODOLOGY. 
 

As part of this study of the City of Westminster’s Development Review process, 

the project team conducted the following activities: 
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• Detailed interviews with staff in the Department of Community Development and 

with selected employees in other departments with which the Department 
regularly interacts in performing their functions; 

 
• Conducted data collection to gather relevant information regarding the services 

provided, the volume of work staff has to manage, and the time frames in which 
the work is completed; 

 
• Conducted personal interviews with representatives of various community 

interests including residents, architects, developers, and contractors to elicit 
information regarding their perceptions of the development review services 
currently provided by the City.   

 
• Compiled and reviewed results of a prior customer satisfaction survey conducted 

for the City for the building permitting and inspection function. 
 
• Completed a process and best practices comparison that gauged the current 

practices in the City of Westminster against a set of regional comparable 
communities to understand differences in the approaches to conducting 
development review functions. 

 
These activities enabled the project team to analyze the current performance of 

duties, the duties assigned and allocated to staff, and the processes related to 

development review in the City of Westminster.  The analysis conducted led to the 

recommendations that are contained in the later chapters of this report. 

3. SUMMARY OF KEY RECOMMENDATIONS. 

The following table provides a summary of the key findings and 

recommendations contained within this report.   Recommendations are listed in the 

order that they appear in the report.  The suggested timeframe for implementation takes 

into consideration the relative priority of the item and the ability to implement.  Some 

items, while perhaps higher priority for improvement, can only be implemented after 

certain other recommendations have been implemented.  Overall, the City has a well 

defined and developed development review process.  However, the policy decisions 

that have been made to encourage high quality development while simultaneously 
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providing flexibility through the PUD process, inherently increases the complexity of the 

process when an application does not meet minimum adopted standards and is seeking 

deviation from those standards.  This significantly increases the need for staff to 

improve applicant’s understanding of the minimum requirements, and provide clear, 

concise and consistent feedback on the alternatives sought. 

 
 

Section 

 
 
 

Recommendation 
 

Priority 

 
Suggested 
Timeframe 

 
3.2 B 

 
The City should modify the pre-application process to 
provide greater clarity on the standards required for 
approval and the types of deviations from standards 
that have achieved approval in the past.  Handouts 
and checklists should be provided to applicants at 
this phase of the process. 

 
Medium 

 
1st half, 2015 

 
3.2 B 

 
A summary development guide outlining the City of 
Westminster’s process, standards, and review 
timeframes should be developed and made widely 
available (in the office and online). 

 
High 

 
2nd half, 2015 

 
3.2 B 

 
The City should develop a guide focused specifically 
on the needs of small businesses to ensure an 
understanding of the process (outlining process, 
approvals needed, timeframes, etc.).   This guide, will 
be similar to the prior recommendation, should focus 
specifically on the needs of small businesses who 
often have a greater need for assistance than larger 
developers.  This guide should be a joint effort of the 
Department of Community Development and the 
Economic Development Office. 

 
High 

 
2nd half, 2015 

 
3.2 B 

 
The City should modify the review timeframes to 
provide shorter review timeframes for conceptual 
reviews and resubmittals. 

 
High 

 
2nd half, 2015 

 
3.2 B 

 
The City should reduce the review timeframe for 
minor changes to ODPs. 

 
High 

 
2nd half, 2015 

 
3.2 C 

 
The City should prominently outline in the 
development guide, in application materials, and on 
the website the types of administrative reviews and 
approvals that can be made at the staff Planner level 
to address the perception issue that exists regarding 
decision-making. 

 
High 

 
2nd half, 2015 
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Section 

 
 
 

Recommendation 
 

Priority 

 
Suggested 
Timeframe 

 
3.2 C 

 
All review timeframes should be included in 
development manuals, application materials, and 
prominently displayed on the website.  A monthly 
report showing performance against the adopted 
timeframes should be distributed to communicate 
staff performance against the adopted review 
standards. 

 
High 

 
2nd half, 2015 

 
3.2 C 

 
Continued efforts should be undertaken to ensure 
that staff involved in development review and staff 
conducting economic development are in alignment 
with the process and timeframes adopted by the City.  
It is critical that the City be seen as consistent across 
departments. 

 
Medium 

 
2015 

 
3.2 C 

 
Economic Development staff should work with 
Community Development staff to develop an 
“expedited review” process for projects that meet pre-
defined criteria for investment, job creation, etc.   
Clear timeframes for review should be included within 
this policy. 

 
Medium 

 
2015 

 
3.2 C 

 
A position of Development Review Coordinator 
should be considered to provide an individual focused 
on serving as the ombudsperson for applicants when 
issues arise regarding responsiveness of review staff, 
conflicting review comments issued by staff, or other 
issues related to an application.   Applicants should 
be directed to this individual when questions arise.  
This position should also serve as a coordinating 
point for all development review applications to 
ensure staff are meeting review timeframes and to 
adjust work assignments as needed. 

 
Medium 

 
2nd half, 2015 

 
3.2 D 

 
A customer service commitment and philosophy 
should be implemented for all development review 
staff that places a high priority on clear, timely, and 
constructive interactions with applicants.  Training 
should be provided to all staff involved in the 
development review process to ensure consistency 
across all departments. 

 
High 

 
1st half, 2015 

 
3.2 D 

 
A standard should be established for timely 
responses to all voicemails and emails to increase 
service provided to applicants. 

 
High 

 
Immediately 
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Section 

 
 
 

Recommendation 
 

Priority 

 
Suggested 
Timeframe 

 
3.2 E 

 
Consideration should be given for each development 
review staff member to have dedicated hours 
allocated for customer access – either via phone or 
in-person meetings to discuss applications.  While 
this would not limit public access during other hours, 
it would provide a set schedule where staff do not 
schedule meetings and are available to meet with 
applicants without a scheduled meeting. 
 

 
Medium 

 
2nd half, 2015 

 
3.2 E 

 
The City should highly publicize the availability of 
Friday building inspections to address the perception 
of this service being unavailable. 

 
High 

 
Immediately 

 
3.2 E 

 
The City should increase the hours for submittal of 
applications.  This can be accomplished either 
through an expansion of the hours to more than four 
per week, or assignment of a “Planner of the Day” 
who is responsible for all completeness reviews and 
intake of plans on the assigned day. 

 
High 

 
2nd half, 2015 

 
3.2 E 

 
Longer-term, the City should implement a single 
development review software that encompasses the 
entire development review process and not only the 
building permitting function.  This software will 
address many concerns identified and provide much 
greater functionality to both staff and applicants 
including:  electronic plan submittal by applicants, 
electronic plan review by staff, simpler and more 
timely compilation of development review comments 
by all reviews, ability for applicants to review status of 
applications ad review specific staff comments online. 

 
High 

 
2016 

 
3.2 F 

 
As previously recommended, increased educational 
materials including a development manual should be 
developed and provided to applicants. 

 
High 

 
2nd half, 2015 

 
3.2 F 

 
The City should undertake an internal review of the 
sign code to determine if modifications are warranted. 

 
Medium 

 
Ongoing 

 
3.2 F 

 
All plan review comments issued by staff should 
reference the code, city requirement, or policy that it 
relates to in order to provide further direction and 
guidance to applicants on the basis of the comment. 

 
High 

 
Immediately 
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Section 

 
 
 

Recommendation 
 

Priority 

 
Suggested 
Timeframe 

 
4.4 

 
Create a robust pre-development process for 
Westminster.  A development team involving all major 
decision-making agencies (typically at the 
planner/reviewer level) should have a standing 
meeting for pre-development review.  The applicant 
should be invited to attend.  The minimum submittal 
requirement for predevelopment should be limited to 
the minimal detail needed to provide preliminary 
feedback on the feasibility of the development.    

 
Medium 

 
Ongoing 

 
4.5 

 
Establish a target of four weeks for staff review and 
one week for compilation and distribution of 
comments to the applicant.  Progress towards these 
targets should be tracked carefully and reports on 
performance widely disseminated.   

 
High 

 
2nd half, 2015 

 
4.6 

 
Westminster should examine its administrative 
amendment and minor administrative amendment 
categories and processes with the goals of:  
expanding criteria for projects that would meet these 
standards and ensuring the administrative process is 
as streamlined as possible.   

 
High 

 
1st half, 2015 

 
4.6 

 
Westminster should implement a shorter review 
timeframe for select types of approvals (smaller 
amendments and minor ODP modifications).  The 
approval timeframe should be established at no more 
than two weeks. 

 
High 

 
1st half, 2015 

 
4.7 

 
Westminster should increase the public 
understanding of the process for minor amendments 
that require modification to the ODP process and 
implement a shorter time period for approval of these 
modifications. 

 
High 

 
1st half, 2015 

 
4.8 

 
While Westminster’s process of using Excel and 
paper plans, manually distributed and marked up, is 
not greatly out of step with other jurisdictions, an 
upgrade to a true permit tracking system would help 
improve accountability, transparency, and customer 
service. 

 
High 

 
2016 

 
4.10 

 
While no fee structure changes are recommended, 
the City should develop a handout summarizing the 
fee structure, the types of fees applicable to different 
application types to increase public awareness of the 
fees associated with development in the City of 
Westminster. 

 
Medium 

 
1st Half, 2015 
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2. AFTER SERVICE SURVEY ANALYSIS 
 

As part of the Matrix Consulting Group’s development review process evaluation 

for the City of Westminster, the project team conducted an analysis of customer 

satisfaction surveys returned by prior customers of the Building Division that were 

received by the City from 2012 to 2014. While the survey format varied slightly over the 

time period, these surveys generally consisted of seven criteria for which customers 

could provide a rating of “excellent”, “good”, “poor”, or “unsatisfactory”, based on their 

experience. They also included a space for customers to write additional comments. 

The original surveys were completed by hand, and photocopies were provided to the 

project team.  The following table shows the number of surveys received for each year. 

Surveys Received by Year 

2012 2013 2014 Total 
26 33 93 152 

 
The following sections detail the general trends found in the surveys received by 

the project team, as well as an analysis of customer responses to individual criteria. 

1. GENERAL TRENDS 

 Responses to the surveys received by the project team were generally very 

positive, as were the comments generated by customers. The following table and chart 

detail the total responses received in each year. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 78.0% 78.2% 80.1% 79.4% 
Good 21.4% 20.0% 17.0% 18.3% 
Poor 0.6% 1.8% 1.9% 1.6% 
Unsatisfactory 0.0% 0.0% 1.1% 0.7% 
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As the table and chart show, almost all of the ratings received were of the 

“excellent” and “good” variety, with no more than 3% negative ratings in any year. 

 The comments written in surveys by customers were also generally positive. Out 

of 100 comments received, 65 were appreciation and praise, 15 were questions or 

criticism, and 10 were a combination of the two. 

2. INDIVIDUAL CRITERIA 

 Customer surveys asked applicants to rate their experience based on 7 criteria. 

The criteria were: 

1) the professionalism of staff, 
2) communication with staff,  
3) staff knowledge of codes/processes,  
4) timeliness of plan review,  
5) fairness in treatment,  
6) questions answered in an understandable manner, and  
7) overall impression.  
 

The following chart shows the ratings of each of these criteria. 
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 As evident in the table, customers provided high ratings for every one of the 

criteria, reflecting very high levels of satisfaction. The following subsections provide 

detail about customers’ ratings for individual criteria on the survey. 

(1) Professionalism of Staff 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 84% 87.9% 78.3% 81.5% 
Good 16% 12.1% 19.6% 17.2% 
Poor 0% 0% 1.1% 0.7% 
Unsatisfactory 0% 0% 1.1% 0.7% 
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As the chart shows, applicants are very pleased with the level of professionalism 

from the Westminster development review staff. 

• The comments received by the project team illustrated the positive sentiment – 
nine different comments praised staff for their professionalism, while 3 comments 
cited an experience where a staff member was “curt”, “gruff”, or “rude”. 

 
(2) Communication With Staff 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 80% 84.8% 80.4% 81.5% 
Good 20% 15.2% 16.3% 16.6% 
Poor 0% 0% 2.2% 1.3% 
Unsatisfactory 0% 0% 1.1% 0.7% 
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As demonstrated in the chart above, customers have high ongoing level of 

satisfaction with their communications with staff involved in the review process. 

• Over a dozen comments were received praising the ability of staff to 
communicate, inform, and work with applicants. There were also 5 comments 
that expressed a wish for a more clear explanation of the process, additional 
phone communication with staff, or alerts to inform when inspections will be. A 
few comments also expressed confusion about who holds responsibility for 
providing a ladder during roof inspections. 

 
 (3) Staff Knowledge of Codes/Processes 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 80% 71.9% 84.3% 81% 
Good 20% 25% 15.7% 18.4% 
Poor 0% 3.1% 0% 0.7% 
Unsatisfactory 0% 0% 0% 0% 
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As seen in the chart, the customers of the building permit process clearly have a 

positive opinion of staff’s knowledge and expertise.  

• In addition to the dozens of comments offering general appreciation of staff, at 
least five comments were received that specifically praised staff’s knowledge of 
codes and processes and their ability to answer questions. 3 comments were 
received that said staff were unsure of needs and permitting process, or knew 
the permitting process poorly, or were unable to read complex plans.  

  
 (4) Timeliness of Plan Review 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 68% 71% 70% 70.1% 
Good 28% 22.6% 22.2% 23.1% 
Poor 4% 6.5% 5.6% 5.4% 
Unsatisfactory 0% 0% 2.2% 1.4% 
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The chart clearly depicts the high level of satisfaction that customers have with 

the timeliness of plan reviews. While the department’s average rating on this criteria 

was over 70% “excellent” and less than 7% “poor” or “unsatisfactory”, this criteria did 

receive lower ratings than any other over the past 3 years. 

• Two comments specifically commended the department for timely plan reviews 
and being among the quickest turnaround times in the Denver metro area. There 
were 5 comments, however, complaining about the timeliness of the process. 
Two of those were specifically for plan review, and the other 3 were focused on 
inspections. 

 
 (5) Fairness in Treatment 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 75% 78.1% 82.6% 80.7% 
Good 25% 21.9% 15.2% 17.9% 
Poor 0% 0% 1.1% 0.7% 
Unsatisfactory 0% 0% 1.1% 0.7% 
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As the chart clearly shows, customers have a very positive opinion of the fairness 

of the treatment they receive from the department.  

• Two comments were received that mentioned how fair they found the treatment 
from staff to be. One comment asked why a plan review was required to replace 
siding, another asked why a building permit was necessary for a water heater, 
and another complained that staff questioned the applicant’s ability to do the 
work in their plans properly, but no comments accused staff directly of being 
unfair. 

 
• For five surveys, this criteria was phrased as a yes/no question, asking whether 

the applicant felt their had received fair treatment. All five answered “yes”. 
 
 (6) Questions Answered in an Understandable Manner 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 75% 75% 85.7% 81.7% 
Good 25% 25% 12.2% 17.1% 
Poor 0% 0% 2% 1.2% 
Unsatisfactory 0% 0% 0% 0% 
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The huge percentage of positive ratings in the chart shows that customers clearly 

have felt that their questions are answered in a way they understand.  

• There were 7 comments received that specifically expressed appreciation for 
how clearly staff answered questions and explained what applicants needed to 
know. There were no negative comments on this criteria. 

 
• For five surveys, this criteria was phrased as a yes/no question, asking whether 

the applicant’s questions were answered in a manner they understood. All five 
answered “yes”. 

 
 (7) Overall Impression 

The following table and chart provides the ratings provided for this criteria for 

each year, and shows a three year total. 

Percentage of Responses by Year 

 2012 2013 2014 Total 
Excellent 84% 78.8% 79.3% 80.1% 
Good 16% 18.2% 17.4% 17.2% 
Poor 0% 3% 1.1% 1.3% 
Unsatisfactory 0% 0% 2.2% 1.3% 
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As evident in the chart above, applicants have an extremely positive overall 

impression of their experience with the plan review and inspection process.  

• Dozens of comments were received praising the department’s staff and 
processes. Several individuals were commended by name, and multiple 
comments said that Westminster was the best, or among the best, plan review 
and inspection processes in the Denver metro area. 

 
 The following table contains all comments from customers which were included 

on the surveys reviewed.  They have been recorded as accurately as possible though 

several hand-written comments were difficult to decipher. 

CUSTOMER COMMENTS 
4 day week affected the construction schedule, but overall good. 
A building permit should not be required when you replace a hot water heater. 
A very special thank you! To [illegible] for working with us on a roof inspection. 
Always very good! 
At the time of submittal you were [illegible] a plan revision. The front desk gal was a little curt. Whoever 
was taking calls during that time in plan revision was excellent. Think it was the [illegible] dept. 
Debe Wixson and David German assisted me on interesting fencing call, and we arrived at a good 
solution. Both friendly and good listeners. Good call by planning. Always a pleasure. 
Bob Wood is awesome! 
Can you return to Friday inspections? 
Debe Wixosn and Pat are extremely helpful and efficient. They are assets to your building department. 
Debe Wixson is a pleasure to work with as a company that pulls hundreds of permits annually, it is 
refreshing to deal with somebody possessing her level of professionalism, knowledge, and integrity. 
Thank you! 
During the downturn we were compelled to do work in many other cities and counties. Westminster 
compares very well and we were very appreciative of the welcome received on our return. 
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Easy and great experience. Thanks! 
Electrical Inspector John was very accommodating and really helpful. He went out of his way to help me 
understand the problems and how to correct them. 
Everyone at the counter and in the field has been great to work with. 
Everyone from Day 1 of the permit process were very personable and great to work with. 
Everyone in the office and in the field are extremely helpful and friendly. Thanks for all of your hard work. 
Everyone is very professional and helpful. Thanks to all! 
Everyone was extremely knowledgeable and very prompt of service. By far the best customer service I 
have ever received by any city building. Service was highly appreciated. 
Everyone was friendly and very helpful. Overall a pleasant experience. 
Everyone was great! 
Everyone was very helpful, permit staff and inspectors. 
Everything is actually really easy and organized on your website, and office staff is great. My only 
comment is that when a roof inspection is on hold over I do not always receive a call to be told when 
going, and checking the website… [illegible] but otherwise you guys are amazing! 
Great job! 
I appreciate the fact that building division personnel help amateur homeowners undertaking projects as 
equitably and pragmatically as they do. They appear to be there to HELP, rather than just cite regulations 
I look forward to the day we can pull permits online just to avoid the drive. 
I needed to register my company with the city and to pull a permit. Staff was polite, efficient, and easy to 
work with. Thanks for a positive experience! 
I phoned a few days after submitting my permit application to receive a status. The gentleman that I 
spoke to was a bit gruff in stating that the review process would take 4 to 6 weeks unless I paid an 
expediting fee. This comment makes it sound like the expediting fees are being pushed, rather than using 
the standard review process. 
I was in for a permit to finish our basement and tankless water heater. Mr Paul Banken was nice and 
explained everything we need to know about permit and inspection. Also your inspector was really 
professional and doing super good @ final electric and final building plumbing mechanical. 
I wish all municipalities were as courteous and efficient. 
I wish you were open 5 days a week instead of 4 days. 
It is frustrating that it takes a month for a final. 
It is taking entirely too long to get final roof inspections! 14-21 days is not acceptable! Please hire 
additional staff. 
It is very easy to work with your department - thanks! 
It was a pleasure dealing with you. Thank you for your patience and assistance. 
It was enjoyable working with everyone. 
It will be great if there are more than just two days (mon and thurs) a week for same day over the counter 
permit service. 
Just thank you all! 
Keep up the good work! 
One employee “in building was rude and unhelpful, all other staff and inspectors have been great (I will no 
longer deal with this individual).” 
No real complaints, just wish we would be able to get a choice of AM or PM inspectors. 
Not sure why plan review to replace siding. Most all other jurisdictions are over-the-counter. No plan 
review needed. 
Nothing specific, have been great. 
One of the easiest cities to talk to about permits. Processing is one of the quickest in the Denver Metro. 
Even if I have questions about jobs in other cities, I seek you guys for guidance. 
Our experience was with an electrical permit only and the inspector was easy to reach, flexible with our 
inspection requests, and very forgiving of our multiple rescheduling requests! 
Overall everything was very good. 
Paul was a great help along with counter staff. Every time we work here the staff is great. 
Permit outrageously expensive - would never pull permit again. To typical of everything in Westminster. 

Matrix Consulting Group          Page 17 



CITY OF WESTMINSTER, COLORADO 
Final Report of the Development Review Process Evaluation Project 
 
Staff review - unsatisfactory, questioning the engineering and ability for the owner to self perform the 
work. Inspectors could not read plans due to the complexity of the project. 
Pleasant experience overall. 
Reduced work days made the building process challenging/staff was a little unsure of their needs + 
permitting process. 
Rish was very pleasant to work with during our inspections! 
Scheduled roof inspection for 4/16/14. It was held over until 5/7/14, over two weeks (actually took 3 
weeks) allowed as indicated in your bright green brochure. 
So many people tried to help. 
Sometimes final roof inspections get scheduled but we are not contacted to set a ladder (if necessary) 
even though comments for the inspector indicate to contact me for a ladder set. If it is possibly easier to 
email inspection dates for these situations, that would be fine, as long as we are somehow notified. 
Specific inspection times would be helpful, at minimum an AM or PM schedule. Automated scheduling 
system is time-consuming and doesn't accurately list the inspections needed. 
Staff is very professional, took time to answer all my questions. You have a great staff. 
Staff knew codes well but processes poorly. A clear breakdown of all reviews, fees, and flow of the 
complete permit process would be very helpful. 
Staff was very polite and helpful. 
Thank you 
Thanks for all of the help you gave us on our projects. 
Thanks so much for allowing the extensions in order to finish our basement. Frank and Diane made it an 
enjoyable experience. They even cared about our family well-being. They offered many safety 
suggestions and provided easy-to-understand corrections. 
The AM + PM offer gives customers a lot of flexibility in a busy work schedule. You're the only city in the 
Denver metro area to offer AP or PM and a 1 hour heads up hotline customers can call in the morning. 
The digital submittal of a building permit application is great. 
The inspection process is horrible and not well thought-out. However, Westminster is the best city I deal 
with. Thank you for that. 
The inspector was very accommodating and helpful. 
The inspectors understand the home building business and work well with us to come to "win-win" 
solutions. Thanks to all! 
The lady who helped me when I showed up for the permit was a great help with the forms. Also electrical 
inspector John was on time and also took time to walk with my apprentice who will be testing soon, so he 
could get some experience working with inspectors. 
The permits I need are for remodels that have 4 basic plans. When expedited the plan review is usually 
less than a day. Otherwise it takes several weeks. Would it be possible to have a master set of plans 
approved to cut down on the permit review time and expense for everyone? 
The staff at the City Building were exceptionally courteous and helpful in answering all my technical 
questions and making my project successful. 
The staff is always wonderful to deal with. They are knowledgeable and are always ready to help. Thank 
you! 
The staff was very helpful in assisting us with issues and questions. 
They are very professional when explaining things. Very clear on details. 
They were great, nothing to complain about. 
They were very helpful in letting me know that they would be right with me. Very helpful un getting the 
submittals through the permit process. I appreciate all of their help. 
Tom + Paul and office staff were polite, informative, very helpful. It was educational and a very good 
process. Based on this contact I had a far better understanding of the code process and its importance to 
the community. I appreciate their help! 
Tom Rubottom and Diane Lynch were incredible to work directly with, I felt they had my company and the 
Musicians Super Store as a priority. It was a pleasure to work with everyone at the Westminster office. I 
will do more construction in Westminster! Thanks! 
Tom Rubottom and the woman at the front counter were so friendly and helpful! 
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Truly an outstanding job by your staff. From the counter people through the inspection process. I have 
worked with most of the county and city departments across the city, Westminster is by far the best. The 
inspectors took time to explain issues and were extremely polite. 
Very helpful. 
Very nice experience. The inspectors in the field have been great to work with so far also. 
Very satisfied with inspection process and inspectors. Shocked at the cost of the building permit itself. 
We are electrical and solar PV contractors and deal with John Fernandez for all of our inspections. John 
has always treated us fairly and has taken the time to understand each unique situation before rushing to 
a decision. I can say that Westminster stands with just a few jurisdictions in their desire to offer a great 
service. For example you have decided to only require just a final inspection noting most projects can 
save time by just inspecting the final... great job! 
We failed to call in mid-roof. Inspectors were understanding and worked with us well to rectify the mix-up. 
We had a new water heater, a new AC and furnace and all the inspectors was very professional. Thank 
you 
We have done a lot of work with your building division and have had a great experience each time, thank 
you! 
We have had very informative and professional help from all of you. Thanks for your hard work. 
We like the building departments to supply their own ladders for inspection. Thank you. 
We would like to install fire rings with key valve operation for outdoor applications Colorado Comfort 
Prods, Inc. 
When it came to professionalism - I have to put Frank Schaul at the top of that list - we have worked 
together on a couple of projects  -for the front desk it has to be - Laura Lynn Artega - good people to work 
with. 
Would have been nice to know ahead of time that I could have avoided renewal fees of my permit if I 
would have extended my permit. 
You have a good man in Frank Schaul - he is very helpful when I call! 
Your inspectors were courteous and professional. They made the process timely and thorough. 
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3. STAKEHOLDER INPUT 

 
1. OVERVIEW 
 
 The project team reached out to over 50 developers and builders who have done 

work with the City of Westminster in the recent past.  We conducted primarily in-person 

interviews although phone interviews were conducted with those individuals who were 

either not local or were not able to meet in person due to scheduling issues. 

In these interviews, as it typical of stakeholder feedback, those who have had a 

neutral or positive experience are less eager to spend time providing input.  Those who 

have had negative experiences, for whatever reason, are much more likely want to 

share.  In addition, these interviews only show one side of what is often a complex 

story.  Also, although interviewees were asked to share both positive and negative 

feedback, it is the tendency in these interviews to focus on and identify problems.   

With that said, the information provided by applicants was generally consistent in 

the areas they identified as problematic, as well as in their recommendations for 

changes that they would like to see to make the City of Westminster better serve the 

development community, without sacrificing the important goals of an attractive, livable, 

and environmentally friendly community. 

Many of those interviewed have done work in other communities in the Denver 

area and across the US and were able to point to specific areas where the process in 

Westminster has room for improvement from their standpoint.   

In recommending reforms to the development review process, it is critical to 

recognize that improvements can be made to the process, organization, and applicant 

Matrix Consulting Group  Page 20 



CITY OF WESTMINSTER, COLORADO 
Final Report of the Development Review Process Evaluation Project 
 
experience without sacrificing the quality of the end product.  Consistently, those 

interviewed expressed positive views about what are considered “high” standards in 

Westminster regarding design, construction quality, and the aesthetics of the city.  No 

one interviewed argued that these high standards should be sacrificed.   

Below are expectations that a well-run development review process should be 

strive to achieve: 

• One city:  Applicants should not have to understand or maneuver through the 
organizational structure of the city in order to do business with the city.  The city 
should speak with a single voice, and input from different departments and 
agencies should be coordinated centrally so that the applicant does not need to 
address and resolve conflicts between them.   

 
• Predictable:  The process should be easy to understand with a predictable 

outcome where possible.   In land use, where final approvals are at the discretion 
of elected officials, this is not always possible.  However, it should be the goal.  
Two important ways to achieve predictability are to ensure that the first review of 
every project is comprehensive and to ensure that decisions made and 
communicated to the client are not changed later assuming that no new 
information is provided in subsequent submittals that would impact or trigger a 
new condition. 

 
• Administrative Approvals:  The use of administrative approvals, rather than 

approvals by a Planning Commission or City Council, should be a core 
component of a development review process.  While a policy decision can be 
made regarding the type of activities that should have review beyond the staff 
level versus delegated to staff, well designed processes that rely more heavily on 
administrative approvals typically are implemented more consistently, have more 
predictable timeframes, and reduce uncertainty for applicants as decisions can 
be made in a timely manner without regard to public meeting schedules. 

 
• Problem solving:  Staff at all levels should adopt an attitude of problem solving 

with applicants.  Applicants should be seen as customers, not adversaries.  If a 
project encounters a problem, they should be presented with a clear path forward 
to address that problem.  In some cases, this requires being honest with 
applicants up-front.  If they have encountered a problem that is not solvable, or 
are embarking on a project that is very unlikely to succeed, they should also be 
told that up-front.   
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• Consistent:  Information provided to applicants should be consistent across the 

life of a project, and rules, regulations, and standards should be applied 
consistently.   

 
• Requirements vary based on Project Size:  Small projects and small issues 

should be able to be resolved at a low level, relatively quickly.   
 
 Ensuring that each of these areas are continually focused on by the City of 

Westminster will ensure a comprehensive and customer oriented process. 

2. CUSTOMER FEEDBACK ON THE CITY OF WESTMINSTER’S PROCESS. 
 

During the interviews, the consultants took detailed notes on every interview and 

assured participants that the information they shared would be held confidential and 

only shared in a summary format that would not identify individuals or specific projects.  

The findings from our interviews have been grouped into categories for this summary:  

(1) process, organization and management, (2) customer service, tools, (3)  technology 

and facilities, and (4) regulations and standards.  This grouping serves several 

purposes:  it emphasizes where there were repeated comments on a single issue and it 

prevents readers from focusing on specific interviews or trying to identify who the 

source of a specific complaint.   

Below are summary comments from interviews.  As noted above, we recognize 

that every story has at least two sides but these represent the feelings expressed by 

and as such represent the perception of the stakeholders regarding the development 

process in Westminster.   For purposes of providing insight into the comparative value 

of individual comments, we have indicated an approximation of the frequency with 

which each issue was raised during the interviews by parenthetical notations after the 

comment summary to provide additional context regarding the interview discussions 

and topics raised.  We have used the following scale to denote this:  High (if raised by 
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more than 20 of the participants), Moderate (if discussed or addressed by ten to 

nineteen of the interviewees) and Low (if addressed by less than ten individuals).   It is 

important not to assume that an issue is more or less important solely based upon the 

number of times that it was referenced, in some cases issues raised during only a 

couple of interviews are as or more important than issues that were noted during many 

interviews. 

Following the summary of the issues raised in each category, we have proposed 

recommendations that could be implemented to address the major concerns expressed 

by stakeholders. 

A. Strengths currently existing within the City of Westminster. 
 
 We asked each participant to identify existing strengths of the development 

review staff and processes at the City of Westminster.  The following are the more 

commonly referenced strengths. 

• Service levels provided by Building Division are good. (high frequency).   
 
• Staff within the Planning Division have high dedication to their jobs and attempt 

to do the ‘right thing’. (high frequency). 
 
• The extensive use of administrative approvals is a strong positive for 

Westminster.  The fact that most applications do not require either Planning 
Commission or City Council approval is a positive feature not utilized in most 
other communities. (moderate frequency). 

 
• Service provided by Engineering and Utilities is strong and beneficial. (high 

frequency). 
 
• Staff wants to do the appropriate thing in processing applications.  (moderate 

frequency). 
 
• Landscaping and engineering staff are responsive to requests for information. 

(high frequency).   
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• The City has achieved a high quality of development over time.  There is 

extensive institutional knowledge that benefits the community. (high frequency).  
 
• The building department provides a high level of service and responsiveness to 

customers. (high frequency) 
 
• Fire department has been positive to work with. (moderate frequency). 
 
 These strengths are important to note as they provide a strong foundation for 

future improvements. 

B. Process. 
 
 When asked specifically about the process in Westminster and how well it met 

their needs and compared to other jurisdictions, the following comments were received: 

• Pre-application process should be improved to enable applicants to get clearer 
feedback on conceptual plans and identify potential issues with a particular 
development early in the process.  This issue most typically relates to projects 
where deviation from standard guidelines are being requested. (Moderate 
frequency) 

 
• Additional educational materials and information should be provided early in the 

process to eliminate “surprises” by ensuring all applicants are fully aware of 
costs, requirements and steps involved in the process. (Moderate frequency) 

 
• Requirements imposed to achieve approval sometimes appear arbitrary to 

applicants who are seeking modifications to the established guidelines. (Low 
Frequency). 

 
• A stronger focus on the needs of small businesses is needed in order to facilitate 

their ability to develop within Westminster. (Moderate frequency) 
 
• New comments are sometimes identified during second or third technical review 

that should have been identified during the initial review. (Low Frequency). 
 
• The ability to get feedback on a conceptual plan without fully developed plans 

should be implemented to enable an applicant to determine whether to move 
forward without great investments of time and expense. (Moderate Frequency). 

 
• Timeframes for initial comments is too long.  A quicker turn around on staff 

comments, especially on smaller or less complex projects would greatly improve 
the process.   (Moderate frequency). 
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• Staff appear not concerned about impact of a one to two week delay in providing 

comments to applicants.   (Moderate frequency). 
 
• Greater predictability in the process is needed in order to offset the impact of 

higher development standards. (Moderate Frequency) 
 
• Greater input is needed in preliminary meetings from all disciplines involved in 

review to ensure applicants have a complete understanding of the development 
requirements.  (Low Frequency) 

 
• Submittal requirements are more extensive than in some other jurisdictions 

making it difficult to determine if a project is feasible without committing extensive 
time and expense to submit.  (Moderate Frequency). 

 
• More timely decisions need to be made by Planning staff to overcome perception 

that decisions aren’t being made timely.   Greater communication regarding the 
review process and timing of a decision would assist in addressing this concern. 
(Moderate Frequency) 

 
• Timeframe for processing minor tenant improvements, especially Planning 

approvals, are too long and the process too cumbersome.  An expedited review 
process should be implemented for these types of changes.  (Low Frequency). 

 
 The following are key improvement opportunities that would address the most 

critical issued identified by stakeholders. 

Recommendation:  The City should modify the pre-application process to provide 
greater clarity on the standards required for approval and the types of deviations 
from standards that have achieved approval in the past.  Handouts and checklists 
should be provided to applicants at this phase of the process. 
 
Recommendation: A summary development guide outlining the City of 
Westminster’s process, standards, and review timeframes should be developed 
and made widely available (in the office and online). 
 
Recommendation:  The City should develop a guide focused specifically on the 
needs of small businesses to ensure an understanding of the process (outlining 
process, approvals needed, timeframes, etc.).   This guide, will be similar to the 
prior recommendation, should focus specifically on the needs of small 
businesses who often have a greater need for assistance than larger developers.  
This guide should be a joint effort of the Department of Community Development 
and the Economic Development Office. 
 
Recommendation:  The City should modify the review timeframes to provide 
shorter review timeframes for conceptual reviews and resubmittals.  
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Recommendation:  The City should reduce the review timeframe for minor 
changes to ODPs. 
 
C. Organization and Management. 
 
 We also explored with the participants their views on the organization and 

management of the development review process.  The following are selected comments 

that represent the views expressed by the Stakeholders. 

• There is a strong perception of staff indecision or reluctance to make decision. 
While many of these concerns were from applicants who conducted business 
with the City prior to changes in the administrative approvals that can be handled 
by staff planners, the perception exists. (High Frequency) 

 
• More transparency and conformance to established timeframes within the 

Planning Division is needed in order to provide greater predictability in the 
process.  (Moderate Frequency) 

 
• Economic Development and Planning are at odds with one another.  Adversarial 

relationship that places applicants in a difficult position.   (Low Frequency) 
 
• Workloads appear to exceed staffing allocations.  This impacts the ability for staff 

to timely respond to requests for information or make determinations on 
applications.   (Moderate Frequency) 

 
• A clearer process to get to a final decision point should be implemented.  It 

should be clear who has final authority to make the decision – staff planner, 
Planning Manager, or Director so that applicants know where to turn for 
assistance. (Moderate Frequency) 

 
• Too many applicants are by-passing staff and taking issues directly to City 

Council members.  This impacts application processes by politicizing the process 
and requiring staff time to respond to inquiries from elected officials.  (Low 
Frequency). 

 
 The following are key improvement opportunities that would address the most 

critical issued identified by stakeholders. 

Recommendation:  The City should prominently outline in the development guide, 
in application materials, and on the website the types of administrative reviews 
and approvals that can be made at the staff Planner level to address the 
perception issue that exists regarding decision-making. 
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Recommendation:  All review timeframes should be included in development 
manuals, application materials, and prominently displayed on the website.  A 
monthly report showing performance against the adopted timeframes should be 
distributed to communicate staff performance against the adopted review 
standards. 
 
Recommendation:  Continued efforts should be undertaken to ensure that staff 
involved in development review and staff conducting economic development are 
in alignment with the process and timeframes adopted by the City.  It is critical 
that the City be seen as consistent across departments. 
 
Recommendation:  Economic Development staff should work with Community 
Development staff to develop an “expedited review” process for projects that 
meet pre-defined criteria for investment, job creation, etc.   Clear timeframes for 
review should be included within this policy. 
 
Recommendation:  A position of Development Review Coordinator should be 
considered to provide an individual focused on serving as the ombudsperson for 
applicants when issues arise regarding responsiveness of review staff, 
conflicting review comments issued by staff, or other issues related to an 
application.   Applicants should be directed to this individual when questions 
arise.  This position should also serve as a coordinating point for all development 
review applications to ensure staff are meeting review timeframes and to adjust 
work assignments as needed. 
 
D. Customer Service 
 
 Another area explored with the stakeholders was the level of customer service 

provided by staff during the process. 

• Staff should be better trained on how to communicate with applicants – 
especially when it involves denials or requiring additional changes to gain 
approval so that it is done in a positive, professional and constructive manner 
and is consistent across all staff. (Moderate Frequency). 

 
• The processes for having pre-application or conceptual discussions should be 

consistently applied and publicized so that all applicants understand the process 
and it is applied consistently by all staff. (Low Frequency) 

 
• Staff should ensure they are communicating a willingness to discuss and assist 

developers in achieving compliance and gaining approval.  (Moderate 
Frequency). 

 
• Accessibility and responsiveness of Planning staff needs to be improved to 

eliminate the negative perception that currently exists.  Greater focus on timely 
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responses to emails and phone calls should be a high priority.   (Moderate 
Frequency) 

 
 The following are key improvement opportunities that would address the most 

critical issued identified by stakeholders. 

Recommendation:  A customer service commitment and philosophy should be 
implemented for all development review staff that places a high priority on clear, 
timely, and constructive interactions with applicants.  Training should be 
provided to all staff involved in the development review process to ensure 
consistency across all departments. 
 
Recommendation:  A standard should be established for timely responses to all 
voicemails and emails to increase service provided to applicants. 
 
E. Tools, Technology, and Logistics 
 
 This grouping focused on issues raised by stakeholders regarding the tools and 

technology used to perform their job, as well as issues regarding logistical issues such 

as hours of operations. 

• Accessibility to staff is problematic and the four day work week contributes to this 
problem.  A frequently commented issue surrounding inaccessibility to building 
inspections on Friday.  Despite the City implementing a program to provide 
Friday building inspections, a high percentage of customers are not aware of this 
service.  (High Frequency) 

 
• Limiting planning intake to only a few hours per week is inconvenient for 

applicants and their schedule.   (High Frequency). 
 
• The City is behind on technology and should implement the ability to submit 

applications and plans electronically (at least for some applications).  (Moderate 
Frequency) 

 
 The following are key improvement opportunities that would address the most 

critical issued identified by stakeholders. 

Recommendation:  Consideration should be given for each development review 
staff member to have dedicated hours allocated for customer access – either via 
phone or in-person meetings to discuss applications.  While this would not limit 
public access during other hours, it would provide a set schedule where staff do 
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not schedule meetings and are available to meet with applicants without a 
scheduled meeting. 
 
Recommendation:  The City should highly publicize the availability of Friday 
building inspections to address the perception of this service being unavailable. 
 
Recommendation:   The City should increase the hours for submittal of 
applications.  This can be accomplished either through an expansion of the hours 
to more than four per week, or assignment of a “Planner of the Day” who is 
responsible for all completeness reviews and intake of plans on the assigned 
day. 
 
Recommendation:  Longer-term, the City should implement a single development 
review software that encompasses the entire development review process and 
not only the building permitting function.  This software will address many 
concerns identified and provide much greater functionality to both staff and 
applicants including:  electronic plan submittal by applicants, electronic plan 
review by staff, simpler and more timely compilation of development review 
comments by all reviews, ability for applicants to review status of applications ad 
review specific staff comments online. 
 
F. Regulations and Standards 
 
 This subsection focused on comments and issues raised by the stakeholders 

regarding the regulations and standards required by the City of Westminster which has 

established guidelines for development.  These guidelines provide direction to 

developers – if all guidelines are complied with – approvals are granted. Where 

deviations from the guidelines are requested, the PUD process provides the ability to 

develop alternatives for consideration and approval.  If no guidelines were provided, the 

process would be more difficult for applicants. 

• Greater public education materials and descriptive information should be made 
available to applicants to explain application requirements and development 
guidelines and standards.   There is a lot of frustration with not understanding the 
requirements early in the process.  (High frequency) 

 
• Threshold for ODP amendment is too low and the process to gain review and 

approval takes too long.  (Low Frequency) 
 
• Sign code appears too complex. It should be simplified.  (Low Frequency) 
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• The standards for the most part are not a problem but rather the perceived 

inconsistent application of the standards that causes frustration.   (Low 
Frequency) 

 
• Parking requirements are archaic and should be modified.  (Low Frequency) 
 
• Comments we receive are not based on code or guidelines but appear to be 

arbitrary by the reviewers.   (Low Frequency). 
 
• Requirement for sprinkler systems in houses is very costly and placed 

Westminster at a competitive disadvantage to other jurisdictions. (Low 
Frequency) 

 
 The following are key improvement opportunities that would address the most 

critical issued identified by stakeholders. 

Recommendation:  As previously recommended, increased educational materials 
including a development manual should be developed and provided to 
applicants. 
 
Recommendation:  The City should undertake an internal review of the sign 
requirements to determine if modifications are warranted. 
 
Recommendation:  All plan review comments issued by staff should reference the 
code, city requirement, or policy that it relates to in order to provide further 
direction and guidance to applicants on the basis of the comment. 
 
G. Models for Westminster. 
 
 We also asked each participant to identify processes utilized by other 

communities where they felt their experience was more favorable and where the City of 

Westminster may benefit from employing approaches utilized by other communities.  

Representative responses included: 

• Model to follow would be Scottsdale – beautiful city, high standards, but they 
bend over backwards for you.  They are facilitators.   

 
• Good model:  Aurora.  They have a pre application process that allows you to 

determine basic viability without wasting a lot of money.  
 
• Aurora 
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• Douglas County 
 
• Model cities:  Denver.  Everyone should have their website.   
 
• Boulder:  easy access to any specialist you need, when you need it.  Quick 

answers.   
 
• Model city:  Denver is excellent.  Very predictable.   Excellent feedback.  “You 

know what the rules are and you go in and pull a permit.”   
 
• Look at Aurora model. Solid commitments are made by staff and followed 

through on during the process. 
 
H. Desired Changes. 
 

At the conclusion of interviews, applicants were asked to state what changes 

they would most like to see in Westminster.  Many pointed to the need for a “culture 

change” that they acknowledged is a difficult thing to measure or determine when it has 

been accomplished.   However, the following specifics improvement opportunities were 

also noted. 

• Interpretations or initial comments / feedback that don’t change during the 
process for unknown reasons. (Moderate frequency) 

 
• Treat us like customers, not adversaries. (Moderate Frequency) 
 
• A “real” pre application process with all decision-makers there. (Moderate 

Frequency). 
 
• Guaranteed time frame for all comments, with comments from all departments. 

(High Frequency). 
 
• Comments should be comprehensive.  At resubmittal, they should not come up 

with new comments that they should have identified before. (Moderate 
Frequency). 

 
• Clear rules, guidelines and application. (Moderate Frequency) 
 
• Good clear and timely communications. (Moderate Frequency) 
 
• Fair dealing:  honesty.  (Low Frequency) 
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 The following section outlines some key issues raised by the stakeholders for 

consideration of ways to improve the process. 

3. SUGGESTED RECOMMENDATIONS FOR IMPROVEMENT. 
 

The results of the interview point to a number of serious but not impossible to 

address issues, particularly in the planning area.  If the feedback is taken at face value, 

they indicate an issue related to culture and management, where some lower-level staff 

may feel unable to make decisions that will move projects forward and many issues are 

decided on a case-by-case basis, which is time-consuming for the entire department.  If 

it becomes easier to get decisions made, and if minor issues and projects could be 

addressed with simpler processes and stronger decision-making at lower levels in the 

organization, some of the problems with the department’s workload could be addressed.   

Culture and management issues are not resolved overnight, but there are 

specific changes that can be implemented immediately that DO begin the culture 

change that appears necessary in Westminster.  In particular, the agency needs to 

review and analyze its own processes and create accountability around 

responsiveness, timeliness, and decision-making.   

Below are initial recommendations based on the stakeholder input. 

• Create a streamlined review process for minor changes (e.g., windows, doors, 
roofing, paint color, landscaping, etc.) associated with a typical Tenant 
Improvement.  These should be subject to a 1-2 day maximum review process 
instead of a 4-6 week process.  Planners should be empowered to sign off on 
these without approval from the division director.   

 
• Current Building Division software should be expanded to planning and 

expanded to allow for electronic submittals and on-line review of projects by all 
agencies.  All review agencies should enter comments on ODP, PDP, and other 
planning projects into the software so that these can be seen on-line by 
applicants. 
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• Planning should enhance the current reporting for processing applications to 

provide a clearer picture of turnaround times for review of projects and their 
conformance to the established procedures.  Transition to true permitting 
software should help with this process.   

 
• Revise all staff job descriptions and evaluations to include a focus on customer 

service and problem solving skills.  Provide training to staff on balancing the role 
of being a regulator and a facilitator responsible for customer service.   

 
• Provide employees at all levels with training and messaging around how to 

communicate, especially communicating negative messages. 
 
• Review development standards to ensure that they are clear and consistent. 

Applicants should not be required to do anything beyond what is in the current 
standards.   

 
• Create strict requirements regarding time frame for returned phone calls and e-

mails.  Planning staff should check in with all clients related to projects on their 
desk at least weekly. 

 
• Parking and signage requirements should be reviewed (It should be noted that 

the City is undertaking a review of the parking requirements).  The city should 
develop a clear, fast, predictable variance process for parking and signage to 
look at special cases where the standards do not apply.   

 
• Over time, staff need increasing empowerment to make decisions.  Decisions 

should not be overruled by supervisors unless there are serious life-safety or 
other issues involved.  Very low level decisions should be left to planners without 
fear of over-ruling.   

 
• Provide applicants with a clear pathway to appeal decisions if those decisions 

appear inconsistent with design guidelines and city requirements. 
 
• Create a “true” pre-application process where all parties are at the table and can 

provide initial feedback regarding the feasibility of a project.   
 
• If staff believe a project is not feasible or is “not going to fly” they should be 

empowered to communicate this to the applicant early, instead of having the 
applicant waste weeks or months and thousands of dollars pursuing something 
that staff “know” is not going to happen. 

 
• While ensuring that the fundamental look, feel, and attractiveness of the city is 

not compromised, design guidelines should be examined and assessed on a 
cost/benefit basis to ensure that the city is not losing business by forcing 
uneconomic construction. 
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• Set and enforce basic customer service standards, to include a 24 hour response 

to all telephone calls and weekly updates to applicants with ongoing projects. 
 
• Applicant should be given all costs associated with a project up-front:  water tap 

fees, public art fees, land dedication fees, etc.   
 
• When a project is reviewed, the review should be comprehensive.  New 

comments should not come up in subsequent reviews unless these are related to 
new information provided by the client or arise from changes made by the client.  
Any time that new review items are added or a decision is changed should be 
flagged for an assessment.   

 
• Survey all land use applicants at the conclusion of a process with 5 simple 

questions.  Survey results should be viewable by city manager and council.   
These questions would include: 
 
1) I was clearly informed of the requirements for this project at the beginning. 
2) Staff kept me informed of the status of my project throughout the process 
3)  Staff’s approach was “here’s how we can move forward” with this project, 

not “you can’t do that.” 
4)  I received clear, consistent, and helpful feedback from staff throughout the 

project. 
5)  Staff did not require me to do anything beyond what is in current rules, 

regulations, and standards.   
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4. COMPARATIVE SURVEY ANALYSIS  

 
 
1. OVERVIEW  
 
 The City of Westminster asked Matrix Consulting Group to prepare an inventory 

of development review and permitting processes used by six peer communities:  

Arvada, Aurora, Broomfield, Lakewood, Louisville, and Thornton.  The consultants 

reviewed documentation regarding the development review and permitting processes 

for each jurisdiction, including customer information manuals and data available on the 

agencies’ web sites.  In addition, we conducted interviews with staff at each of the 

jurisdictions.  The goal was to identify areas where Westminster may be more or less 

customer friendly than other jurisdictions as well as to identify practices that 

Westminster could emulate in order to improve operations.   

 All of the peer communities shared basic similarities to Westminster in terms of 

the intake, review and approval process for land use and building permits.  In particular, 

in all cases, land use approvals are managed by planning, which serves as a “project 

manager” to coordinate and manage input from multiple agencies and to shepherd a 

project through to conclusion.  However, there were differences in a number of practices 

that could provide a model in Westminster.  The following sections focus on peer 

practices in the following areas.   

• Pre-development process for applicants contemplating a project and in the early 
decision-making stage.   

 
• Development review process, in particular related to deadlines established for 

planning and other agencies as well as for the applicant, as well as how 
comments from different agencies are reconciled. 
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• Thresholds and review processes for smaller projects or small changes to larger 
projects.   

 
• Process for reviewing and approving building permits where there is a change of 

use, exterior change, or other land use issue. 
 
• Availability to customers, both in terms of office hours and technology 
 
2. OVERVIEW OF THE WESTMINSTER DEVELOPMENT REVIEW PROCESS. 
 
 The City of Westminster utilizes a mandatory Planned Unit Development (PUD) 

zoning system, which is atypical of most communities in the region.  The PUD process 

allows a developer to propose modifications to any of the standards in the municipal 

code for consideration by staff.   A PUD allows a developer to start with the minimum 

standards established within the City’s design guidelines adopted by the City Council for 

negotiation of a development proposal.  This approach to zoning facilitates the ability for 

developers to put forward creative design, but often requires a substantive amount of 

negotiation between the developer and the City.  A major benefit of this approach is that 

there is flexibility within all the standards – the City can approve deviations based upon 

the overall design and suitability of the entire project. 

 PUD zoning is a two step process, first the Preliminary Development Plan (PDP) 

and second the Official Development Plan (ODP).  The PUD is not fully implemented 

and no building permits can be issued until both documents are approved. The PDP 

approves land uses and sets out general roadway alignments on a large parcel of land.  

The ODP approves a specific development within that PDP. The ODP includes a site 

plan, landscape plan, lighting plan, and architectural approvals. 

 The development review process begins when an applicant approaches City staff 

about a possible development. This usually occurs with a pre-application meeting, 
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which is encouraged by staff but not mandatory.   Planning staff generally coordinates 

the meeting and may invite representatives from other divisions including Engineering, 

Fire, Public Works, and Economic Development, if applicable, to attend.  This meeting 

is typically short in duration, and focused on providing the applicant with the needed 

information to proceed to preparation for a formal application submittal.  The pre-

application meeting is intended to be conceptual in nature and helps the prospective 

applicant understand what the opportunities and challenges are for development, as 

well as timelines for review. 

 The City utilizes a “one-stop-shop” system where an application is submitted to 

the Planning Division within the Department of Community Development.  A Project 

Planner will be assigned to the project and is responsible for coordination among 

members of the City’s Development Review Team.  This team includes the divisions of 

the Community Development Department and representatives from the Fire 

Department, Police Department, Parks and Recreation Division, Public Works and the 

Utilities Department.  Outside agencies, including the Colorado Department of 

Transportation (CDOT), Xcel, Century Link, Regional Transportation District (RTD), 

Urban Drainage and Flood Control District (UDFCD), Comcast, ditch companies, and 

others are referred plans throughout the review process as appropriate. 

 Formal development applications are accepted in the Community Development 

Department Tuesdays and Wednesdays from 3 p.m. to 5 p.m.   This provides an 

opportunity for staff to review proposals for completeness and ensure that an 

application will not be delayed during development review due to the omission of 

pertinent materials or information.      

Matrix Consulting Group  Page 37 



CITY OF WESTMINSTER, COLORADO 
Final Report of the Development Review Process Evaluation Project 

 The first step of the formal development review process involves the submittal of 

a Concept Review application.  The main reason for a concept-level review is to 

determine if the basic premise of the development is acceptable.  During the first 

Concept Review, City staff will begin to evaluate the issues which may impact a project 

most significantly, and will help provide direction to an applicant for the technical 

submittal phase.  The City will identify key issues and provide feedback to the applicant 

via written comments. Generally, there are two concept submittals made before an 

applicant moves into the technical review phase. 

 Once the Conceptual Plan has been reviewed and comments have been 

addressed by the applicant, the applicant will proceed to the Technical Review.  The 

Technical Review typically consists of two review and comment cycles and is 

specifically designed to study the technical details of a project.  Site plans are 

dimensioned completely for verification of compliance with the City standards relating to 

setbacks, building height, parking, landscape, etc.  If modifications are proposed as part 

of the PUD process, explanations from the applicant are provided and the staff then 

evaluate those proposals to determine whether to approve or require changes. This is 

also the stage at which the City reviews detailed water, wastewater, storm water, 

grading, parking, traffic and similar analyses.  

 Neighborhood contact is required between the Concept and Technical 

submittals.  The City of Westminster places a high priority on contact with adjacent 

property owners and existing neighborhoods that could be affected by a new 

development proposal.  As part of the development review process, the City of 
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Westminster requires that the applicants representing new projects contact the 

surrounding neighborhoods regarding their proposed developments.   

 The general timeframes for the City’s review process, from the first formal 

development application submittal to the approval by the Planning Commission and/or 

City Council is 7 to 10 months. This timeline varies greatly based on the applicant and 

the time their design team requires to address City comments.  The published 

timeframes for review are as follows: 1st concept and 1st technical review are 6 week 

reviews, and 2nd concept and 2nd technical (to the extent they are needed) are 4 week 

reviews. During the process, staff makes themselves available to answer any questions 

about what the comments mean, or how to navigate quicker though the entitlement 

process. 

3. SUMMARY OF MAJOR FINDINGS AND RECOMMENDATIONS 
 
 The following table summarizes key observations and findings from the review of 

development review processes utilized by other communities.  These are summaries of 

their processes and, where applicable, potential recommendations for improvement that 

could be implemented by the City of Westminster to improve the existing process.  It is 

important to keep in mind that the PUD process, as outlined above, is a major difference 

between Westminster and these other communities but one that is neither “right” nor 

“wrong”.  On balance, the PUD process should provide a greater level of flexibility and 

result in a higher-level of development when administered consistently.   There are 

however, improvement opportunities in the process that have been identified that can 

make it more effective for the City.  Overall, we would indicate that the City should focus 

on some incremental changes rather than a wholesale revamping of the process. 
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Finding 
 

Recommendation 
 

PRE-DEVELOPMENT PROCESS 
  
All jurisdictions interviewed had a defined pre-
development process that included engineering, 
fire, planning, building, and other agencies as 
needed.  This process allows the applicant to 
obtain broad feedback on the feasibility and 
outlines of a project before undertaking the 
expensive and time-consuming process of 
preparing a formal submittal.  A number of 
jurisdictions provide written guidance from the 
agencies that can be used in the design of a 
project.   
 
In contrast, Westminster’s pre-development 
conferences are less formal, not always required 
(or available) and often do not include engineering 
or other outside agencies whose input may have a 
major impact on the project.  Applicants instead 
must submit a formal application before obtaining 
feedback. 
 

 
Westminster should develop a formal pre-
development process and this process should 
include staff from engineering, utilities, fire, and 
other jurisdictions as needed.  At the pre-
development phase, the applicants should be able 
to obtain general feedback on the feasibility of a 
project and guidance regarding major issues 
(detention, traffic, lot coverage, etc.) that may 
arise during review.  The minimum information 
required at pre-development should be no more 
than a site plan. 

 
DEVELOPMENT REVIEW PROCESS 

 
While some jurisdictions do have separate 
conceptual and technical review phases, 
Westminster appears to take this approach far 
more often than others.  In Westminster each 
review requires an anticipated 10 weeks of staff 
time, resulting in a total of 20 weeks of staff time 
(and at least 3 revisions by the applicant) before a 
project can be approved to go to Planning 
Commission. 
 
Jurisdictions interviewed had a target of 1-2 
resubmittals for the entire process.    In most 
cases, outside reviewers (utilities, engineering, 
fire, traffic) are given 3 weeks to review and return 
comments to planning, and planning has an 
additional week to compile comments for the 
applicant.   
 
Many communities also have deadlines for re-
submittal from the applicant (typically 2 weeks).  
This allows the jurisdiction to give the applicant an 
anticipated Planning Commission date at the time 
of submission.   
 
Several communities said that the turnaround 
targets were strictly adhered to and enforced. 

  
With a more robust pre-development process, 
Westminster should be able to streamline the 
review process to a maximum of 3 reviews 
including both conceptual and technical review.  
To be consistent with other communities, the city 
should seek to provide initial comments back to 
the applicant within 4 weeks.  Comments on re-
submittals should be provided within 3 weeks.   
 
Applicants should be given deadlines by which to 
revise documents, with a commitment that if these 
deadlines are met the project will have a set 
Planning Commission date.   
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Finding 

 
Recommendation 

 
 

PROCESS FOR SMALLER CHANGES 
 
While the approaches varied considerably, most 
jurisdictions had identified mechanisms to 
streamline the review and approval process for 
smaller or more minor ODP amendments (or the 
equivalent based on their code) or other minor 
changes to a project. 
 
According to feedback from staff and applicants, 
Westminster requires an ODP amendment most 
exterior changes to a building, and the process 
will often take 4-6 weeks.  There is a category for 
“minor administrative amendment” and “minor 
administrative amendment” in Westminster’s fee 
schedule but it is unclear how frequently this is 
used or how quickly these amendments can be 
issued.   
 

 
Westminster may want to expand the number of 
projects eligible for a streamlined process and 
target 1-2 weeks for approval of these.   
 
 

 
BUILDING PERMIT SIGN-OFFS 

 
Westminster and the other jurisdictions in this 
study have a planning review process for 
commercial building permits to ensure that there 
is no change of use or other change that affects 
previously permitted activity. 
 
This review is typically completed in 1-2 days in 
other jurisdictions.  Westminster did not provide 
data on the time-line for planning sign-off on 
building permits.  Some building staff indicated 
that the process can take much longer if there is 
any uncertainty regarding an issue.   
 
In most other jurisdictions, planning staff will 
administratively “sign off” on minor exterior 
changes, landscaping, dumpster locations, 
window/door relocations, HVAC relocation, and 
even minor additions without requiring an ODP 
amendment (or its equivalent) if the plans are  in 
compliance with zoning regulations and 
guidelines. 

 
Very minor changes to a building exterior should 
be approved by planning either over the counter 
(same day) or within 1-2 days.   
 
Westminster should explore ways to increase 
flexibility in the code to streamline the approval 
process (including the complexity of submittals, 
etc.) for smaller changes to projects.  Examples of 
other jurisdictions’ approaches are provided in the 
following sections.  
 
Westminster should establish and enforce strict 
time-lines for planning review of building permit 
applications to improve predictability in the 
building permit review process.  

 
TECHNOLOGY AND OFFICE AVAILABILITY 

 
Of the comparable jurisdictions, all but one accept 
new applications at any time, with no 
appointment.  In contrast, Westminster accepts 
them only two days a week for two hours a day.   
 

 
The City should significantly expand the hours 
during with projects can be submitted, along with 
making a commitment that projects accepted on a 
given day will be complete by a set deadline.   
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Finding 

 
Recommendation 

Louisville will accept applications at any time, but 
typically all are submitted on the 1st Thursday of 
the month.  This is because the application 
process is tied to the Planning Commission 
calendar.  Applications submitted by this date 
were guaranteed to follow a specific calendar in 
terms of review, re-review, and placement on the 
Planning Commission’s agenda. 
 
In terms of technology, two jurisdictions are fully 
automated, allowing on-line submittals and 
allowing applicants to track the status of their 
approvals and look up comments on-line.  Two 
are in a transition phase, with either an automated 
tracking system (internal only) or electronic 
submittals but no tracking of comments.  Those 
with limited technology indicated plans or a desire 
to move towards automated submittals, electronic 
plan review, and on-line availability of comments 
for applicants.   

The City should move towards a true electronic 
permit tracking system that will allow for greater 
accountability, transparency, and customer 
service.   

 
4. PRE-DEVELOPMENT PROCESS 
 
 While the specific approach varies considerably, all of the surveyed jurisdictions 

used a pre-development process to provide initial guidance to applicants regarding the 

direction of a process.  These processes typically require only a site plan from the 

applicant and are attended by all agencies who might have substantive feedback and 

input into the project.  In some cases, an established team meets on a regular basis to 

conduct pre-development review, with or without the applicant.  In others, a meeting is 

called when a specific project is identified.  While most provide only verbal feedback at 

the end of a predevelopment meeting, generally best practices would be for the results 

of the meeting to be summarized in a memorandum and provided to the applicant.  Only 

one jurisdiction charges for pre-development review.  Charging for such review is one 

way to ensure that the applicant is serious about a project and also can help 

compensate for the time involved.  However, it is not a necessity. 
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Arvada 
 
 Predevelopment conference is required by code, although not always applied for 

minor projects.  The process is relatively informal.  There is no cost.  Pre-development 

conferences are once per week and attended by the applicant, engineering, traffic, and 

fire.  If necessary, other agencies are included.  The goal is to guide the applicant on a 

“go/no go” in terms of whether a project is feasible and what the major road blocks 

would be.  There is no paper written feedback provided although they sometimes 

provide follow up answers via e-mail.   

Aurora 

 Aurora encourages but does not require pre-application meetings.  In practice, 

most applicants take advantage of this for projects that involve review by multiple 

agencies, where there may be complex planning issues involved, or where additional 

feedback from the City would be helpful before the customer incurs costs associated 

with more detailed design development.  There is no cost for the meeting, and the only 

information that the applicant is required to provide is a single site plan.  The applicant 

attends and provides one sheet showing building footprint, access, parking, and other 

major elements.  A planner attends along with engineering, utilities, fire, and any other 

agencies that may have comments, such as water, fire, real property, pubic art, and 

neighborhood liaisons.  Applicant is given detailed notes from the meeting from all 

agencies.  The goal is to address both the basic feasibility of the project and to identify 

potential issues up-front.   

Broomfield 
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 Pre-application meeting is not required but is highly encouraged.  Participation 

depends on the scope of the project.  There is always a planner involved.  In addition, 

engineering, traffic, site or civil engineer may attend.  If the project may involve public 

land dedication then appropriate staff attend pre-application.   

Lakewood 

 Lakewood has a more elaborate two week pre-planning process.  Planning staff 

meet with the applicants to determine whether a land use approval is required.  If so, 

the applicant submits a scaled drawing of the site as well as a statement of work (a few 

paragraphs summarizing the project, use, etc.)   The project is assigned a project 

manager from planning.  The project is then reviewed at a weekly Development 

Assistance Team meeting, which includes every department involved in the 

Development Review process.  The applicant obtains detailed feedback from the 

meeting.  Lakewood believes this process works well as it allows the applicant to 

determine basic feasibility of a project and identify major issues before significant funds 

are expended.   

Louisville 

 The pre-application process is required for all land use applications.  The 

applicant provides a site plan.  All major review agencies attend a pre-application 

meeting with the applicant.  This includes planning, engineering, public works, building, 

and others as needed.  There is no charge for the meeting.  In most cases, only a site 

plan is required, but if the applicant is concerned about specific issues (erosion, traffic, 

detention) they may bring more detailed drawings to address these issues.   

Thornton 
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 Thornton has a pre-development meeting with applicants and all agencies 

involved in development review, including fire, planning, economic development, and 

engineering.  Depending on the nature of the project, the building department may also 

attend.  If it is of high interest or sensitivity, department directors or the city manager 

may also attend.  There is no charge for the meetings and typically all that the applicant 

provides is a 1-2 page site plan.  At the conclusion of the meeting, the city provides the 

applicant with an issue letter identifying major items to consider related to the project.   

RECOMMENDATION:  Create a robust pre-development process for Westminster.  
A development team involving all major decision-making agencies (typically at 
the planner/reviewer level) should have a standing meeting for pre-development 
review.  The applicant should be invited to attend.  The minimum submittal 
requirement for predevelopment should be limited to the minimal detail needed to 
provide preliminary feedback on the feasibility of the development.    
 
5. DEVELOPMENT REVIEW PROCESS 

 Most jurisdictions have a process that is roughly similar to that used in 

Westminster.  One exception is that the Development Review Committee in 

Westminster tends to have much higher-level involvement (city manager, department 

directors) than similar committees in other communities.  Compared to Westminster, the 

time-lines for review appear shorter and there are fewer resubmissions expected.   

Arvada 
 
 Planning acts as project manager.  Plans are referred out to agencies, which are 

given 3 weeks to provide comments.  The first round of reviews is completed with a 4 

week turnaround time.  Applicants are provided comments in writing but may request a 

meeting if needed.   

Aurora 
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 Both administrative and Council process are governed by strict deadlines on both 

the City and Applicant’s part.  They have a separate department called Development 

Assistance that operates within the City Manager's office for the purpose of facilitating 

development and clarifying the process. 

 At the time of submittal, the applicant and City agree to specific deadlines and 

the applicant is given an expected approval date based on these deadlines.  

Development Applications are routed to other agencies (including Aurora Water, 

Neighborhood Services Department, Parks Recreation & Open Space (PROS) 

Department and Public Works Department.  Comments are collected by a case 

manager in the Planning and Development Services Office and conveyed to the 

applicant in writing. The City commits to collecting and consolidating comments within 

15 to 20 days of submittal for both the initial and each subsequent review. 

Broomfield 

 Broomfield has a “management review team” that has a weekly meeting to go 

over plans under review.  (The same group is used for pre-application review.)  Their 

timeline is a maximum of 30 days from submission to the first set of comments back to 

the applicant.   

 For complex projects such as major subdivisions that involve both planning and 

engineering issues an applicant can opt for a concurrent or sequential review.  Under 

concurrent review the platting and land development approvals are sought 

simultaneously.  Westminster also allows a similar approach. 

Matrix Consulting Group  Page 46 



CITY OF WESTMINSTER, COLORADO 
Final Report of the Development Review Process Evaluation Project 

 Major projects, such as a new Planned Unit Development, may include a two (2)  

month conceptual review process, which culminates with a meeting before city council 

to get a sense of the project and obtain preliminary feedback.   

Lakewood 

 Once a formal submittal comes in, the planning office manages the project as 

case managers.  Plans are referred out to the reviewing entities, with a 3 week 

deadline, although sometimes agencies request and obtain extensions.  For initial 

review, the process takes about 6 weeks.  Resubmittals are generally about 3 weeks.  

The number of resubmittals is dependent on the applicants addressing all identified 

concerns. 

Louisville 

 A full comprehensive plan amendment, PUD, or re-zone is typically a 4 month 

process.  At the beginning of the process there are deadlines established for planning, 

other agencies, and the applicant.  Outside agencies are given three weeks, with 6 

weeks total review time for the initial submittal.  The applicant is given 2 weeks to 

comply with comments.   

Thornton 

 At the time of submission, a development review schedule is established that 

clearly defines deadlines for both the city and the applicant.  Thornton’s expectation for 

major projects is to have comments back to the client in under 3 weeks, with a second 

review in 2 weeks.  In addition, they have a maximum of three reviews unless major 

changes are made during the course of the project.   

RECOMMENDATION:  Establish a target of four weeks for staff review and one 
week for compilation and distribution of comments to the applicant.  Progress 
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towards these targets should be tracked carefully and reports on performance 
widely disseminated.   
 
6. Streamlined Processes for Smaller Projects  

 The significant differences in codes, application types, and zoning regulations in 

the different jurisdictions makes it difficult to apply some of the approaches taken in 

other cities to Westminster.  That said, all cities involved had undertaken reforms to 

create streamlined or simplified processes for “minor” projects.  Often the threshold for 

defining a project as minor was vague or depended greatly on the circumstances of 

specific cases, but all cities reported having some form of streamlining.  (Note that 

Westminster, too, has streamlined processes for administrative and minor 

administrative approvals.) 

Arvada 

 Based on the interview, the city has a “fairly high tolerance” for making changes 

from PDP to final without going back through the process and amending the preliminary 

once again.  If a change is something that would have been a significant issue in the 

public hearing then it needs to go through the full process, but if that level of detail was 

not addressed at the hearing, they can sign off administratively on a change.   

 If a change is minor, consistent with a PDP, and something that would be 

allowed under the Land Development Code, no approval process is needed.  The 

applicant submits amended pages and proceeds with a building permit.   

 The city recently started allowing administrative minor modifications.  For any 

numeric standard, we allow a deviation of up to 10% that can be approved 

administratively.   

Aurora 
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 Until the early 2000s, almost all development required Planning Commission 

approval.  In the early 2000s, the city adopted a very large zoning district.  As a result, 

there are 2 different processes – one for properties within the zoning district and one for 

all others.    Within the zoning district, approvals are typically administrative except for 

new construction or major changes.  Outside of that district, most projects continue to 

require Planning Commission Approval.  Both processes are similar in scope and 

complexity, with the only difference being whether a project is reviewed in a public 

hearing. 

 The city is planning a code re-write to create consistency and create a single 

process.   

Broomfield 

 Broomfield has created an administrative process that can be used for minor 

modifications.  Specifically, once an applicant has obtained PUD approval and site plan 

approval, up to a 10 % change can be approved administratively.  The administrative 

process is streamlined and typically does not require routing.  This process takes up to 

two weeks and sometimes significantly less.   

Lakewood 

 Lakewood issues variances and waivers under very specific circumstances.  In 

their new code, they have created allowances for minor variances and minor waivers for 

up to 20% of a quantitative or design factor.    This allows the applicant to vary from a 

standard by up to 20% if certain criteria are met.  The variances and waivers are 

administrative. 

Louisville 
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 Louisville instituted an administrative reviews process for planning approval of 

small commercial projects, including up to a 400 square foot addition (if not across the 

street from a residential area).  This process takes 10 days or less.  Administrative PUD 

approvals may be allowed at discretion of the director.    

 The City recently passed an ordinance with an effective date of October 22, 2014 

that allows for 10% minor variances (a variance of up to 10 percent of any standard).  

Prior to this, any waiver or variance requires a full board of adjustment process.   

Thornton 

 Minor development permits, minor subdivisions, and small commercial projects 

are approved administratively in approximately 10 days.   

RECOMMENDATION:  Westminster should examine its administrative amendment 
and minor administrative amendment categories and processes with the goals of:  
expanding criteria for projects that would meet these standards and ensuring the 
administrative process is as streamlined as possible.   
 
RECOMMENDATION:  Westminster should implement a shorter review timeframe 
for select types of approvals (smaller amendments and minor ODP 
modifications).  The approval timeframe should be established at no more than 
two weeks. 
 
7. BUILDING PERMIT PROCESS 

 One issue of note identified in Westminster was at any exterior change, no 

matter how minor, required a land use approval, often an ODP amendment. Even using 

a streamlined administrative process, this could be onerous for applicants seeking to 

make extremely minor changes that are consistent with zoning requirements and design 

guidelines.  Applicants have indicated that any change that affects the exterior of a 

building, for example adding a rooftop HVAC unit or relocating a doorway, has been 

required to go through an ODP amendment process.  The concern expressed did not 
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relate to the stringency of Westminster’s requirements (e.g., requiring screening for 

rooftop units) but the time and process required to obtain an approval. In all other 

jurisdictions surveyed, such minor changes would be reviewed by an associate planner 

or planner and approved as part of the building permit, as long as the unit met 

requirements (e.g., had proper screening).  Another issue identified is uncertainty 

regarding the amount of time involved in planning review of building permits.  Below is a 

summary of how the other jurisdictions address planning review and approval of 

building permits.   

Arvada 

 For projects that have already been built, that is a PUD, minor changes/additions 

after the fact are approved as planning sign-off on building permits.   

Aurora 

 Relatively minor exterior changes can be signed off on without a site plan 

amendment or other land use approval.  This includes minor landscaping, mechanical 

equipment, painting, doors, windows, restriping (as long as number of parking spots 

doesn’t change), and relocation of items such as dumpsters.  A planner reviews these 

to ensure that the changes are consistent with code and any design guidelines. 

Broomfield 

 The planning office looks at every building permit that involves a change of use 

or exterior change.   

 In a PUD, a minor exterior change such as a façade update is approved 

administratively but must go through a planning process.  The city prefers to issue a 

formal planning approval in order to document all changes that are made.     
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 In a zoning district with no PUD, the planner reviews the application and ensures 

that all code issues are addressed (e.g., setbacks, lot coverage, height, use).   

Lakewood 

 If there is less than a 20 % change to a site or structure a change can be signed 

off through the building permit process.  This would include a re-skinning of a building, 

new deck or patio, etc.  The plans are reviewed for compliance with codes and 

standards and approved as part of the building permit.   

 If a public way is being altered or other more significant changes (in scope or 

impact) proposed, a planning approval is required.   

Louisville 

 Planning office reviews all commercial building projects.  Projects with a “minor” 

impact are signed off on by a planner with no separate formal planning approval.  

Thornton 

 Small renovations would not require a development permit.   

RECOMMENDATION:  Westminster should increase the public understanding of 
the process for minor amendments that require modification to the ODP process 
and implement a shorter time period for approval of these modifications. 
 
8. Technology 

Arvada 

 Arvada uses a project management tool (Track It) to track comments from 

different agencies.  They do not accept on-line submittals or provide comments on-line.  

They would like to move towards more universal use of the tracking system and, 

eventually, placing information on-line.   

Aurora 
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 They use a permitting software program (Amanda) to track permits, including 

review comments, which are available to applicants on-line.  They also accept on-line 

applications.  The software was implemented several years ago and they would like a 

more streamlined system that better enhanced communication between applicants and 

the city.   

Broomfield 

 Broomfield has a fully paper process.  

Lakewood 

 Lakewood requires electronic copies of all submittal documents but also requires 

paper.  Comments are provided on paper or e-mail, but then projects and comments are 

entered onto a web site.   

Louisville 

 Louisville only accepts paper submittals and distributes hard copies by mail.  

Thornton 

 Thornton accepts electronic submittals and tracks project review through 

permitting software (Hansen).  Comments are available through the system.  The 

system is also used to manage time-lines and ensure that deadlines are being met.   

RECOMMENDATION:  While Westminster’s process of using Excel and paper 
plans, manually distributed and marked up, is not greatly out of step with other 
jurisdictions, an upgrade to a true permit tracking system would help improve 
accountability, transparency, and customer service. 
 
9. HOURS OF AVAILABILITY AND SUBMITTAL TIMES 

 Westminster is the only community among those studied that has limited hours 

for submittal of planning documents.   This issue has been addressed in a prior 

recommendation to expand the hours for submittal of planning applications. 
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10. FEES 
 
 Communities vary widely in the way land use approval fees are calculated, as 

well as in the categories of approvals (e.g., PUD, PDP, etc.). During the stakeholder 

input and our evaluation of the processes in Westminster, the issue of fees was not 

identified as a major issue with the development review process in the City of 

Westminster.  In fact, most stakeholders indicated that while fees obviously have an 

impact on development, the far greater concerns were:  (1) not being aware of the fees 

at the beginning of the process, and (2) the overall timeframe for development. 

 As the amount of fees was not a major issue identified, the project team is not 

recommending that Westminster undertake any changes to the fee structure.  However, 

as part of the creation of a development manual and during updating of application 

materials, the City should develop a handout that explains the fee structure and the 

applicability of specific fees to certain types of development to increase applicant 

awareness about the total fee impact of development in the City of Westminster. 

 The following pages contain a listing of fees for each agency.   

Recommendation:  While no fee structure changes are recommended, the City 
should develop a handout summarizing the fee structure, the types of fees 
applicable to different application types to increase public awareness of the fees 
associated with development in the City of Westminster. 
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Westminster 
 
PDP or amendment - Concept  $350 (x) sq. rt. of acres ($350 min.) 

PDP or amendment - Technical  $350 (x) sq rt. of acres ($350 min.) 

ODP or amendment - Concept  $400 (x) sq. rt. of acres ($400 min.) 

ODP or amendment - Technical  $400 (x) sq. rt. of acres ($400 min.) 

Combined PDP/ODP   
Concept Review $550 (x) sq. rt. of acres ($550 min.) 

Technical Review $550 (x) sq. rt. of acres ($550 min.) 

Zoning or Rezoning $500  
Annexation $300  

Comprehensive Land Use Plan Amendments $500  

Administrative Amendment (PDP/ODP) $250  

Minor Administrative Amendment (PDP/ODP) $75  

ODP Waiver $250  

Special or Conditional Use Permit $450  

Temporary Use/Special Event Permit $100  

Construction Drawing Reviews* $750 + $75 (x) sq. rt. of acres ($1125 max) 

Minor Replat (Lot Line Adjustment) $300  

Vacations (R.O.W. and Easements) $300  

Land Disturbance Permits $250  

Development Sign Posting Fee $50  

Variance $250  
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Arvada 
 
 
Alternative Sign Program 

 
$750.00 

Appeal $300.00 
Comprehensive plan amendment $500.00 if less than five acres 

$1,000.00 if five acres or more 
Concept plan $500.00 
Conditional use permit $1,000.00 (except Telecommunications) 
Development plan inspection fee $75.00 per single family 

$100.00 per multi-family, commercial, or industrial. 
Re-inspection fees are charged the same as above. 

Final development plan (FDP) $800.00 multiplied by the square root of acreage of 
the property - $ 800.00 minimum 

Final development plan amendment Same as FDP, based on acreage subject to 
amendment – minimum based on one-half total 
acreage of property in FDP 

Final plat (FP) subdivision $500.00 plus $ 150.00 multiplied by the square root 
of acreage of the property - 

Final plat amendment Same as FP, based on acreage subject to 
amendment – minimum based on one-half total 
acreage of property in FP 

Floodplain variance $300.00 
Height exception $600.00 
Minor modification $100.00 individual development standard 

modification 
$300.00 site plan/FDP/ & FP plat modification 

Minor subdivision Same as FP 
Out of city utility request $500.00 
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Aurora 
 
Item Description Amount 
Site Plan, Site Plan Amendment 
(major), Redevelopment Plan, or E-
470/N.E. Plains Contextual Site 
Plan (CSP) 

up through 5 acres $1,660 
more than 5 and up through 10 

 
$1,660+$194/acre over 5 

more than 10 acres $2,630+$111/acre over 10 
More than 640 acres $69,932 + $55.25/acre over 640 

   
Initial Zoning or Rezoning (fee 
waived when filed in conjunction 
with a FDP, GDP, or PDP) 

up through 5 acres $5,536 
more than 5 and up through 10 

 
$5,536+$120/acre over 5 

more than 10 and up through 640 
 

$6,139+$48.75/acre over 10 
more than 640 acres $36,833+$24.50/acre over 640 

   
General Development Plan (GDP) 
or E-470/Northeast Plains 
Framework Development Plan 
(FDP) 

up through 5 acres $7,749 
more than 5 and up through 10 

 
$7,749+$194/acre over 5 

more than 10 and up through 640 
 

$8,719+$111/acre over 10 
more than 640 acres $78,476+$55.25/acre over 640 

   
Master Plan (includes City Center 
Master Plans) 

up through 5 acres $2,769 
more than 5 and less than 10 

 
$2,769+$194/acre over 5 

10 acres or more $3,738+$111/acre over 10 
   
Initial Set-up & Referral Charge initial fee for Development 

  
$4,429 

Initial Set-up & Referral Charge For simple CASES $500 
Public Hearing flat fee charged to applications that 

require at least one hearing - no 
additional fee for appeals or call-ups 

$2,769 

Use Approval for Conditional Use 
(per request) 

each approval required by the 
zoning code 

$683 

Conditional Use for Oil/Gas  $1,019 
Tenant application for conditional 
use 

Initial set-up fee for DA, consisting 
of only a conditional use in existing 

 

$306 

Amendments to GDP, FDP, or a 
Master Plan 

 $3,322 

   
Subdivision Plat or Replat  $2,769+$166/plat sheet 
Minor adjustment to Plat  $408 
Subdivision Plat Amendment  $829+$166/plat sheet 
Deferral of Public Improvements  $4,617/application 
Street or Plat Vacation  $4,617/application 
   
Parks, Recreation & Open Space 
Referral 

 $166 

Public Art Referral  $166 
Real Property Referral  $166 
Civil Engineering Referral per application requiring civil 

engineering review 
$166 
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Broomfield 
 

Development Project Type Application Fee Public Notice Fee 

Amendment  to  Planned  Unit  
Development  (PUD) Plan 

<10 Acres = $250.00 
>10 Acres = $650.00 + 10/Acre 

$100.00 

Amendment to Site Development Plan 
(Administrative Modification) 
 
Amendment to Site Development Plan 
(Council) 

$50.00 
 
 
<10 Acres = $250.00 
>10 Acres = $650.00 + $10/Ac. 

None 
 
 
$100.00 

Comprehensive Plan Amendment <10 Acres = $250.00 
>10 Acres = $650.00 

$100.00 

Conceptual Review <10 Acres = $200.00 
>10 Acres = $500.00 

None 

Easement Release None None 
Final Plat <10 Acres = $550.00 

>10 Acres = $650.00 + $10/Ac. 
$100.00 

Minor Subdivision Plat $250.00 None 
Oil and Gas Application Well Site $200.00 

$50.00 for each well site 
$100.00 

Preliminary Plat <10 Acres = $200.00 
>10 Acres = $500.00 

$100.00 

PUD Plan <10 Acres = $250.00 
>10 Acres = $650.00 + $10/Ac. 

$100.00 

Revocable Permit None None 
Rezoning <10 Acres = $250.00 

>10 Acres = $650.00 
$100.00 

Public Right-of-Way Vacation $200.00 $100.00 
Site Development Plan <10 Acres = $250.00 

>10 Acres = $650.00 + $10/Ac. 
$100.00 

Signs 
 
 
Temporary Signs (Banner or A-Frame) 

Most signs require a permit and fee 
submitted to the Buildings Division. 
$5.00 with application to Planning. 

 
None for 
Administrative Review. 

Urban Renewal Plan Urban Renewal Site 
Plan 

None + Recording fees 
<10 Acres = $250.00 
>10 Acres = $650.00 + $10/Ac. 

 
$100.00 

Use Permitted by Special Review $ 500.00 $100.00 
Wireless Communications Facilities - 
Administrative Wireless Communications 

    

$50.00 
$500.00 

None 
$100.00 

Vesting Rights <10 Acres = $250.00 
>10 Acres = $650.00 

$100.00 

Zoning Board of Adjustment - Variance $25.00 $100.00 
Zoning Verification Letter – Simple Zoning 
Verification Letter – Complex 

$25.00 
$50.00 

None 

Water and Sewer Fees See Title 13 of the Broomfield Municipal Code. 
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Lakewood 
 

 

Type Fee 

Annexation $73.00 per acre of private property 
$0.00 per acre of public right-of-way 

Rezoning / Initial Zoning 
$1,250.00 per acre, for first 5 acres PLUS 
$300.00 per each additional acre above 5 
$1,250 minimum to $12,500.00 maximum 

Written Zoning Verification $50.00 per parcel 

Modification to ODP 
$675.00 Administrative review 
$1,015.00 Planning Commission review 
$1,350.00 City Council review 

Phased Site Plan in Planned 
Developments 

$350.00 per acre 
$350.00 minimum to $12,500 maximum 

Special Use Permit $675.00 per application 
Special Use Permit - Small Animal $75.00 per application 

Site Plan 

$1,250.00 per acre, up to 5 acres PLUS 
$400.00 per each additional acre > 5 acres and ≤ 15 acres PLUS 
$250.00 per each additional acre > 15 acres 
$1,250 minimum to $12,500.00 maximum 

Variance/Appeal/Waiver $300.00 major variance/appeal 
$150.00 minor variance/appeal 

Pre-Application *$150.00 each 

Preliminary Plat 

$675.00 per application PLUS 
For Single Family Residential 
$300.00 per lot or tract up to 5 lots or tracts PLUS 
$250.00 per lot or tract, > 5 and ≤ 15 lots or tracts PLUS 
$200.00 per lot or tract > 15 
For Multi-Family or Commercial 
$300.00 per acre up to 5 acres PLUS 
$250.00 per each additional acre 

Final Plat 

$675.00 per application PLUS 
For Single Family Residential 
$300.00 per lot or tract up to 5 lots or tracts PLUS 
$250.00 per lot or tract, > 5 and ≤ 15 lots or tracts PLUS 
$200.00 per lot or tract > 15 
For Multi-Family or Commercial 
$300.00 per acre up to 5 acres PLUS 
$250.00 per each additional acre 

Subdivision Appeal $540.00 appeals to Planning Commission / City Council 
Lot Line Adjustment Plat $540.00 per lot or tract included 
Major Error Correction Plat $540.00 per lot affected by major error correction 
Vacation $675.00 per submittal 
Non-Conforming Certificate Application $115.00 each 
Comprehensive Sign Plan $450.00 
Vesting Application $50.00 
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Louisville 
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ANNEXATION & ZONING  
Annexation & initial zoning ** $6415 
Rezoning ** $3810 
Zoning Map Amendment ** $480 
PLANNED UNIT DEVELOPMENT  
PUD – preliminary review (< 7 acres) ** $2590 
PUD – final review (< 7 acres) ** $2590 
PUD – preliminary review (> 7 acres) ** $3165 
PUD – final review (> 7 acres) ** $2590 
PUD – amendment ** $1715 
Administrative PUD amendment $515 
SUBDIVISION  
Preliminary plat (< 15 acres) ** $1240 
Preliminary plat (> 15 acres) ** $3240 
Final plat (all) & Final agreement(s) (with final PUD) ** $965 
Final plat (not accompanied by a PUD) ** $1775 
Minor subdivision ** $1775 
SPECIAL REVIEW USE  
Special Review Use (SRU) ** $1110 
SRU amendment ** $910 
SRU (use only, no development) ** $420 
SRU administrative amendment (70% cost of SRU no development) $335 
Day Care (Neighborhood 6 – 12 children) ** $345 
Planned Community Zone District  
PCZD (< 100 acres) ** $4920 
PCZD (> 100 acres) ** $6525 
Minor PCZD amendment ** $760 
TEMPORARY USES  
Temporary use permit (administrative) $185 
Temporary use permit (public review) ** $260 
Temporary sign permit $90 
CMRS FACILITY  
Public review ** $6515 
Administrative review $2790 
OTHER LAND USE FEES  
Louisville Municipal Code Amendment ** $420 
Easement or right-of-way vacation ** $1785 
Floodplain development permit ** $395 
Historic Preservation Commission – Major Demo Permit Review $445 
Historic Preservation Commission – Minor Demo Permit Review $50 
Variance or Appeal of the Zoning Administrator Decision $725 
Variance – After the fact ** $975 
Oil & gas production permit ** $1225 
1041 Permit ** $1225 
Vested Right Request ** $1540 
LP Gas Sales and Exchange $565 
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Thornton 
 

Annexation $300 

Amendments (Development Permits and Appeals Board)) $290.00 

Amendments (Administrative) $200.00 

Appeals $90.00 

Architectural review fee for residential units $90.00 per lot 

Cash-in-lieu payment for park, open space and trail 
acreage requirements 

 

- Residential $1.50/square foot 

- Commercial $3.00/square foot 

Comprehensive Plan Amendment $350.00 

Conceptual Site Plan $695.00 

Development Permit (original approval) $580.00 

Development Code Variance $115.00 

Development Code Text Amendment $580.00 

Metropolitan District Application Fee (Non-refundable) $5,000.00 

Metropolitan District Processing Fee - Modification of Service 
Plan 

$250.00 

Minor Development Permit $90.00 

Residential Development Allocation $75 per lot 

Specific Use Permit (also requires a Development Permit) $115.00 

Subdivision Plat Application $230.00 plus $15.00 per acre 

Subdivision Plat Amendments $250.00 

Temporary Use Permit $90.00 

Vacation of ROW $250.00 

Zoning Amendment $580.00 

Zoning to Planned Development District $580.00 plus $15.00 per acre 

Zoning to Preservation/Revitalization District Plan $290.00 

 
 

 
 
 
 

Matrix Consulting Group  Page 61 



 
 

Staff Report 
 

Information Only Staff Report 
April 13, 2015 
 

       
 
 

SUBJECT:  2015 Neighborhood Enhancement Grants 
 
PREPARED BY: Kathy Piper, Landscape Architect II 
 
 
Summary Statement 
 
This report is for City Council information only and requires no action by City Council. 
 
Currently, the Parks, Recreation and Libraries Advisory Board receives $50,000 every year from the 
Community Enhancement Funds to provide a funding source for communities willing to enhance 
their neighborhood streetscapes.   

 
• On March 12, 2015 the Parks, Recreation, Libraries and Open Space Advisory Board met to 

review and award this year’s neighborhood grants.  
 

• There is $50,000 available for the Neighborhood Enhancement Grant applications in 2015. An 
additional $40,000 is also available from previous grant that were not completed and/or not 
awarded.  
 

• The Board received eight applications requesting $59,909.41 in grants with six receiving funding 
totaling $30,855.  The awarded grant applicants are as follows: 
 

Applicant Grant Amount Awarded 

St. Anthony’s North Tabled until May 14 meeting. Board 
had additional questions from 

applicant 
Ivywood HOA $4,722 

North Park East HOA $2,500 

Lexington HOA $5,000 

Low Income Family Empowerment $1,100 

Promontory Point HOA $2,533 

City of Westminster Community 
Garden 

$15,000 
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• Those applicants who did not receive funding, either had a project that did not meet the criteria, 
such as being on private property or not visible to the public, did not complete the application, 
did not provide matching funds or provide some volunteer efforts. 

 
• Each applicant will receive acknowledgement for applying and will be informed of who 

received a Neighborhood Enhancement Grant. 
 

• Those receiving grants will be required to meet all City of Westminster standards and 
regulations.  All projects must be completed before December 31, 2015. 

 
• The Parks, Recreation, Libraries and Open Space Board will meet with St. Anthony’s North to 

discuss their grant application on May 14, 2015 to determine grant award.  The applicant has 
requested $25,000.    

 
Background Information 
 
The Neighborhood Enhancement program is a component of the Community Enhancement Program 
and is designed to provide a funding source for neighborhood communities who wish to enhance the 
appearance of their neighborhood and community.  Staff has posted flyers in all City recreational 
facilities, mailed information to all HOA‘s and management companies, along with posting the 
application on the City website. 
 
Several communities that have received grants in the past are reapplying and/or are requesting grants 
for several projects within their community.  Applications are received once a year in spring with 
work to be completed by December 31 of that calendar year.  The Neighborhood Grant Program 
receives $50,000 in funding.  Additional funding may be available through uncompleted projects or 
funds that were not awarded in previous years.   
 
This program meets the following Strategic Plan Principles: 
Beautiful, Desirable, Environmentally Responsible City and Vibrant and Inclusive Neighborhoods. 
 
Respectfully submitted, 
 
 
 
Donald M. Tripp 
City Manager 
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