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Public  Not ific at ion  Proc e s s  for  

Public  He arin gs  an d Ne igh borhood Me e t in gs  
 

Welcom e to th e City of Con cord . Th e Neigh borh ood  Meet in g a n d  Pu b lic Hea r in g 

n ot ifica t ion  p roces s  in volves  th e Pla n n in g Divis ion  a n d  th e City Clerk ’s  Office. 

Wh en  a  p roject  requ ires  a  pu b lic h ea r in g, th e City a ls o requ ires  a n  a pp lica n t  to 

h old  a  Neigh borh ood  Meet in g, ea r ly on  th e p roces s , a n d  to n ot ify ten a n ts  a n d  

p roper ty own ers  in  th e s u rrou n d in g a rea  of th e m eet in g. It  is  very im por ta n t 

th a t  n eigh bors  a re in form ed  of th e m eet in g to a llow th em  th e oppor tu n ity to 

pa r t icipa te a n d  a s k  qu es t ion s . Th is  h a n dou t  is  p rovided  to exp la in  th e 

n ot ifica t ion  p roces s  a n d  a s s is t  you  in  fu lfillin g th e requ irem en ts  of you r  

a pp lica t ion . Th e ch eckm a rks  ( ) in d ica te th e item s  th a t  you  a re res pon s ib le 

for . If you  h a ve qu es t ion s  a bou t  you r  app lica t ion  or  th e n ot ifica t ion  p roces s , 

p lea s e con ta ct  th e Project  Pla n n er  a t  (925) 671 -3152  for  a s s is ta n ce.  
 

Not ific at ion  is  s e n t  t o  all prope rt y  owne rs  and all t e nant s  wit h in  a 

s pe c ifie d dis t anc e  from  t he  prope rt y  line  boundarie s  o f t he  proje c t  s it e ,  

inc luding all owne rs  and t e nant s / oc c upant s  o f any  m ult i -t e nant  building 

or m ult i-t e nant  c en t e r.  Notifica t ion  d is ta n ces  lis ted  below depen d  u pon  th e 

type of a pp lica t ion . If a n  a pp lica t ion  com es  u n der  m ore th a n  on e ca tegory, th e 

m ore exten s ive s ta n da rd  a pp lies . If m ore th a n  on e a p p lica t ion  is  bein g 

p roces s ed  a t  on e t im e, th e la rger  n ot ifica t ion  a rea  (ra d iu s ) a pp lies . City s ta ff 

will determ in e th e requ ir ed  n ot ifica t ion  a rea . App lica n ts  a re res pon s ib le for  

pos ta ge exceed in g 100  m a iled  n ot ices , a n d  pa ym en t  for  th is  pos ta ge is  du e to 

th e City p r ior  to a  pu b lic h ea r in g.  

 
 

Table 122-1164.1 

Public Hearing Notice Distribution   
   

Type of Notice Distance Requirement 

  General Plan Amendment 500 feet 

  Rezoning 500 feet 

  Development Agreement 500 feet 

  Planned Development Use Permit 500 feet 

  Major Subdivision 500 feet 

  Use Permit  300 feet 

  Hillside Development Use Permit 300 feet 

  Certificate of Appropriateness (Historic Preservation) 300 feet 

  Minor Subdivision 300 feet 

  Minor Use Permit 300 feet 

  Finding of Public Convenience and Necessity 300 feet 

  Variance 300 feet 

  Large Family Day Care Home
1
 100 feet 

  Minor Exception 100 feet 

                                       
1
 Per  Sect ion  1 2 2 -61 8(3) Ch ild  da y ca re fa cilit ies . La rge fa m ily da y ca re h om e.  
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Ne igh borh ood Me e t in gs  

 
One of the most important steps in the notification process is communicating 
the specific details of a project to the residents, property owners, and business 

operators in the vicinity of the project. The City requires project applicants to 
organize and hold a neighborhood meeting within thirty days after submittal of 
any application that requires a public hearing. This is very important because 

it is your opportunity to provide accurate information to the neighbors about 
the proposed project before project details are finalized, and it allows the 
neighbors to get more involved in the project as well.  You must work with your 

Project Planner to establish the date, time, and location of the meeting, so the 
Planner can attend and participate.  Meeting notices are generally sent out 14 

days before the meeting to give neighbors adequate notice. The following 
information is offered as a guide for successful neighborhood meetings. 
 

When?  The neighborhood meeting needs to be held as early as possible in the 
development review process, either before or immediately following the filing of 

an application. Depending on the attendance at the first neighborhood meeting 
and/or the comments received, it may be necessary to hold more than one 
such meeting. The Project Planner will make that determination. Evening 

meetings are the most suitable for residential projects. Day meetings may be 
more suitable for commercial projects, so that business owners surrounding 
the project will be more likely to attend.  

 
Where?  You are responsible for securing a convenient location in or close to 

the neighborhood such as a local public facility, church, school, restaurant, or 
recreation building.  City facilities may be available if appropriate. 
 

Who needs to be notified? The same property owners, residents, tenants 

and/or business owners who will be notified of the public hearing will also be 
notified of the neighborhood meeting. For example, if your development 
proposal requires a 300 foot mailing radius for the public hearing, the 

addresses within the same 300 foot radius shall be notified of the 
neighborhood meeting.  If the radius is 500 feet, neighborhood mailing will be 

500 feet.  The same requirement applies to all mailing radii.  
 

Will City staff attend the meetings?  The Project Planner assigned to your 
project will attend the meeting. The Planner will provide introductions and 

relevant information regarding the project status, hearing process, meeting 
dates, and any other general information. The applicant is responsible for 
presenting the development proposal. 
 

How should people be notified? City staff will prepare and send out the 
neighborhood meeting notice. Please coordinate with your Project Planner at 
least 3 weeks in advance to establish a date, and place for the meeting. 
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Applic ant  is  re s pons ible  for: 

 

 Neigh borh ood  Meet in g s ch edu led  a n d  con du cted .  

 

Cit y  s t aff is  re s pons ible  for: 

 

 As s is t in g th e a pp lica n t  in  orga n izin g a  n eigh borh ood  m eet in g.  

 

 Provid in g n ot ices  a n d  m a ilin g th e n ot ice to a ll p roper ty or  bu s in es s  

own ers  a n d  a ll ten a n ts  with in  th e n ot ifica t ion  a rea .  

 

 Atten d in g th e n eigh borh ood  m eet in g 

 

Public  He arin g Not ific at ion  
 

Applic ant  is  re s pons ible  for: 

 

Pos t in g  He arin g  Not ic e  on  th e  Pro je c t  Sit e  
 

  The City will provide you with a poster containing the necessary 
information. The poster(s) must be picked up from the City offices at least 

12 days prior to the hearing. The cost of each poster is the applicant’s 
responsibility, see the City’s fee schedule. The project applicant is 
responsible for placing a poster within eye level in a clearly visible location 

on each frontage of the property 10 days prior to the hearing.  On vacant 
lots it may be necessary that you use large stakes which you will have to 
obtain yourself.  You must place the notice 5 feet from the property line or 

sidewalk, so that interested parties will be able to read the notice.  On 
corner vacant lots, please check with our Engineering Division to make 

sure that the notices are not visibility hazards. In existing buildings notices 
can be located inside large windows or outside on the building’s exterior.  
The project applicant must certify the project site was posted for all 10 

days, so the posters must be checked daily and should be weatherproofed 
if necessary. 

 

 Following action on the project, you must remove the posters within 7 

days.  Posting on utility poles, light poles, trees, or in the public right-of-
way is prohibited. 

 

 Submit the “Certification of Posting of Notice” (attached) by 5:00 PM, on 
the day of the hearing.  If the certification form is not provided before the 
hearing, the item will not be heard. 
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Cit y  s t aff is  re s pons ible  for: 

 

 Provid in g n ot ices  a n d  m a ilin g th e n ot ice to a ll p roperty own ers , 

bu s in es s  own ers ,  an d  a ll ten a n ts  with in  th e n ot ifica t ion  a rea  for  th e 

pu b lic h ea r in g. 

 

 Prin t in g th e n ot ice in  th e n ews pa per .  

 

 Provid in g pos ters  to th e p roject  a pp lica n t to pos t  a t  th e p roject  s ite. Th e 

cos t / fee for  pos ters  is  $12 .00  ea ch . 

 

 Pos t in g th e a gen da  a t  City Ha ll.  
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CERTIFICATION OF POSTING OF NOTICE 

FOR PUBLIC HEARING 
 

 

Ap plica t ion  Na m e ____________________________________________________________________________  

 

Ap plica t ion  Nu m ber  __________________________________________________________________________  

 

Project  Pa rcel Nu m b er(s ) _____________________________________________________________________  

 

Project  S t reet  Addres s  ________________________________________________________________________  

 

Wh ere a  h ea r in g con cern s  s pecific p rop er ty, on e (1 ) n ot ice p rovided  by th e City s h a ll be p os ted  

in  a  clea r ly vis ib le loca t ion  on  ea ch  fron ta ge of th e s u b ject  p roper ty. Not ice(s ) s h a ll be p os ted  by 

th e p roject  a pp lica n t  a t  lea s t  ten  (10) da ys  p r ior  to th e h ea r in g or  pu blic h ea r in g. Th e project  

a p p lica n t  m u s t  in s u re th e n ot ice is  m a in ta in ed  in  good  con dit ion  a n d  m u s t  rep la ce th e n ot ice 

with in  on e (1) work in g da y if it  h a s  fa llen  or  h a s  been  rem oved , va n d a lized , or  des t royed . All 

s ign s  s h a ll be in s ta lled  on  a  wooden  s ta ke or  in s ide or  ou ts ide on  th e exter ior  of th e exis t in g 

s t ru ctu re. Pos ters  a re to b e rem oved  by th e p roject  a p p lica n t  with in  s even  (7) d a ys  followin g 

fin a l City a ct ion  on  th e p roject  a p p lica t ion . Pos t in g of s ign s  on  u t ility p oles , ligh t  p oles , or  in  

th e pu blic r igh t -of-wa y is  p roh ib ited .  

 

By  s ign ing  be low  t h e  p rojec t  a p p l ica n t  ce r t i fies  un d er  p en a l t y  of p er ju ry  

t h a t  t h e  p rop ert y  h a s  been  p os t ed  a t  t h e  ind ica t ed  a d d res s es  a t  lea s t  t en  

(1 0 ) d a y s  p r ior  t o  t h e  p ubl ic  h ea ring .  

 

S a id  p os t ing  w a s  com p le t ed  on  ___________________________________________; 

a t  t h e  fol low in g  loca t ions : 

 

 __________________________________________________________________________,  

 

 _____________________________________________________________________,  a nd   

 

 __________________________________________________________________________.  

 

Th e  p rojec t  a p p l ica n t  fur t h er  ce r t i fied  u n d er  p en a l t y  of p er jury  t h a t  t h e  

not ice(s ) w a s /w ere  fi e ld  ch eck ed  on  ea ch  w ork ing  d a y ,  a n d  i f  neces s a ry , 

rep la ced .  

 

 
PROJ ECT APPLICANT OR REPRESENTATIVES' NAME  

(Prin t  or  Typ e) 

 CERTIFICATION DATE 

PROJ ECT APPLICANT OR REPRESENTATIVE'S 

SIGNATURE 

  

REPRESENTATIVE'S ADDRESS  

(If d ifferen t  from  Project  Ap p lica n t) 

 REPRESENTATIVE'S TELEPHONE 

(If d ifferen t  from  Project  Ap p lica n t) 

 


