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ES Receives Pre-
Application Contact 
(Phone, On-Site, In

-Office) or an 
Application

ES Conducts Pre-
Application 

Meeting (if needed)

ES Evaluates if 
Application is 

Exempt or 
Requires WCE

See Exemption or 
WCE Process

Yes

Applicant Submits 
Variance 

Application and 
Fee

No

ES Reviews 
Application for 

Completeness & 
Accuracy

ES Enters Project 
Description & 

Activities in LIMS

ES Performs 
Detailed Site 

Inspection

Application 
Complete?

ES Produces & 
Sends Letter to or 

Calls Applicant 
Requesting 

Additional Info

97%
No

Revises & 
Resubmits 

Additional Info

ES Re-Reviews 
Application

ES Requests 
Public Hearing 

Date/create e-Bar

3%
Yes

ES Requests 
Comments from 

other Agencies (if 
necessary)

ES Drafts & 
Forwards Board 

Package

ESVR Reviews 
Draft Package

Reviews Draft 
Package

ES Revises Draft 
Package & 

Forwards Final to 
RP Manager  for 

Signature

ES perpares 
posting, mailing for 

public hearing

Signs & Returns to 
AC

Makes Copies & 
Assembles 
Package

Sends Original & 
Copies of 

Packages to OCA

Reviews Final 
Package, Signs & 
Delivers Packages 
to Board Records

Places 
Advertisement in 

Paper

Sends Public 
Hearing Notices to 

Neighboring 
Properties

Reviews 
Correctness of Ad 

Published

Clips Ad & 
Attaches to 

Document for File

Recieves Invoice 
for Ad & a Copy to 
File & other sent to 

Board Records

Bills Applicant for 
Ad & Mailing Costs

ESVR Inserts Final 
PowerPoint 

Presentation into 
Packet

ESVR Completes 
Staff Presentation 
at Public Hearing

BCC Approval/ 
Denial

Logs Resolution in 
LIMS, Files, and 
Follows up on 

Billing

ES or ESVR 
Purges File for 

Archiving

Variance 
Application / Time 

Extention 
Application

Proof Reads Draft 
Package

Reviews, Signs & 
Forwards to ES

ES Incorporates 
any Revisions by 

RP Manager

ES Forwards Draft 
Packet to Exec. 

Director

Receives Request 
and Forwards to 

CSR PC

Opens Case, Sends Check to 
CSR Cashier for Deposit & Sends 

Application to CSR Cashier

Processes Fee, 
Prepares Receipt & 
Places Application 

in RP bin

Picks up from bin, 
Creates File & 

Forwards to ES

Has Project 
Certification Been 

Received?

ES Conducts Site 
Visit

Yes

Is Resolution Near 
Expiration?

No ES Sends Letter 
Requesting 
Certification

Yes

No

Is Work Done 
According to Plan?

ES Updates LIMS 
& Closes File

Yes

No

*See Code Enforcement Process
(once applicant has completed all 
necessary work, ES Updates LIMS 
and closes file)

2 days 
to

 1 week

Takes on average
3 times before
Application is complete

Up to 90 days


