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Administrative Individual Development Approval Checklist

Ordinance No. 5477 authorizes the Executive Director to issue Administrative Individual
Development (IDA) approvals for:

(1) 5,000 aggregate square feet or less of building construction

(i) A change of use of 5,000 aggregate square feet or less

(iii) A conversion of uses within a subarea of 5,000 aggregate square feet or less of office
equivalent development; and/or

(iv) A transfer of uses between subareas of 5,000 aggregate square feet or less of office

equivalent development

The following checklist is designed to assist in preparing materials for Administrative Individual
Development Approval Application. Each item included in the submission (applicable to the scope of work)
should be checked-off below. Items that are not submitted may delay the project by making it impossible to
fully review the project and may require submission of additional materials.

The following items and information must be electronically submitted for ALL projects.

SUBMITTED
(Please check box) SUBMITTAL ITEMS/INFORMATION

YES NO

Project Narrative

Site plan and floor plan drawn in engineering scale, including north arrow and general
location map.

Survey of the property, including easements, rights-of-way and reservations.

Building square footage. If applicable, outdoor seating square footage should be
included.

Height of building(s), setback and landscape dimensions and size of parcel.

Building elevations and proposed exterior materials, colors and finishes.

Dimensions of all paved areas (drives, sidewalks, etc.), driveway radii and vertical
clearance above drives.

Location and dimensions of adjacent roads, canals, driveway connections, medians,
median openings and sidewalks for surrounding parcels fronting on the same street.

Parking calculations. Typical parking stall dimensions, including handicap stalls.

Complete layout of parking garages, if applicable.

Proposed change of use, including shared parking analysis and traffic statement.

Calculations indicating required and provided open space, including shading of the area
the applicant asserts qualifies as required open space. If applicable, recreation areas
should also be indicated.

Landscape, Irrigation and tree relocation plans, if applicable.

Location of fire hydrants, back flow prevention devices and Fire Department
Connections (FDC), if applicable.

General location of existing/proposed water and sewer facilities and well fields, if
applicable.

Proposed waste storage and collection points, including litter containers, if applicable.
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