
Planning Commission Design Review  
 

Approval by the Planning Commission may be required when:   
- Building a new or expanded structure that is greater than 18 feet in height 
- Building a new or expanded structure that exceeds 6,000 SF in area 
- Increasing the floor area or footprint of an existing home (over 18 feet in height) by 50% or greater 
- Building on a lot with a net site area of less than 5,000 square feet 
- Required by a tentative or final subdivision map, use permit, variance, or conditional rezoning 
- The Community Development Department determines that the proposal does not meet the City’s Design 

Review Findings and/or may result in excessive development of the site 
 
Pre-Submittal Neighborhood Notification: The City of Saratoga requires applicants to give the immediate 
neighbors a chance to comment on a proposal. The primary advantage of this pre-submittal requirement is to 
help the applicant avoid surprises after they have gone through an extensive design review application process. 
 
Application Requirements: See the Planning Department’s Submittal Checklist. The time required to approve 
your application will vary depending on the complexity of your proposal and how complete your application is 
when submitted.  The Planning Commission Design Review (PDR) process typically takes 3-5 months. The 
processing time may take longer if your proposal requires City Geologist or City Arborist review. 
 
Fees – Please see the current fee schedule 
 
Staff Review: Once submitted, an application is assigned to a project planner and routed to other Departments 
and Agencies. An application must include all submittal requirements prior to being found “complete.” The 
project planner will also review the plans for code compliance including design review findings. The planner 
will conduct a minimum of one site visit to review the proposal for neighborhood compatibility and appropriate 
site design. Staff has 30 days from the application submittal date to review the application for completeness and 
provide initial comments to the applicant. If an incomplete application needs to be resubmitted, staff has another 
30 days from the resubmitted date to review the changes for completeness. 
 
Public Notice: Once the application is complete and all code requirements and design review findings have 
been met, the planner sends a 'Notice of Public Hearing" to adjacent property owners within 500-feet of the site.  

 
Story poles are required to depict the elevations and footprint of the proposed structure(s) requiring design 
review approval. The public hearing will not be scheduled until the story poles are installed and approved by 
the Planner. The story poles shall not be removed until the effective date of approval (end of the appeal 
period/final decision).  

 
Planning Commission Review: The Planning Commission meets on the second and fourth Wednesday of the 
month. A site visit by the Planning Commission will be held on the Tuesday afternoon prior to the Hearing.  
The Planning Commission may make a decision on the project or continue the application to a later date for 
further review. See the Planning Commission handout for a complete overview of the Public Hearing process. 
The Planning Commission consists of seven Council appointed residents of the City.  
 
Appeal Period: Once the application is approved (or denied), it is subject to a 15 day appeal period. The 
applicant, or another party, has 15 days to appeal any of the conditions or findings by the Planning Commission.  
 
Building Permits: If no appeals are made, the applicant can submit the approved plans and construction 
drawings to the Building Department. The building plans must incorporate a copy of the Notice of Approval, 
the Arborist Report (if applicable), and any other conditions of approval (such as public works, fire, etc.).  
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