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Design Review Application Submittal Checklist
 
 
During the Design Stage, this checklist is intended to be used by the Applicant up to the time of the 
submittal of a complete application to the Current Planning Staff.  This checklist is used to certify Pre-
application Conference Attendance and to help the Applicant compile all the materials and information 
required for complete application submittal.  At the time of project submittal, the Applicant should bring 
this checklist to the Planning Counter Staff, as this checklist will be used to review the completeness 
of the application submittal. 
 

DESIGN STAGE 

 
1. DESIGN SHALL CONFORM TO APPLICABLE REGULATIONS AND STANDARDS 
 
 The following application materials are enclosed in this packet (see application requirements): 
 
  a. Maximum Building Heights in Unincorporated San Mateo County 
  b. Sample Primary Building Elevation (Guidance for Presentation of Color 

and Exterior Material Samples) 
  c. Coastside Design Review Committee (CDRC) Policies on Story Pole 

Installation and Major/Minor Modifications 
  d. MWELO (Model Water Efficient Landscape Ordinance) Submittal 

Checklist 
  e. Requirements for Erosion and Sediment Control 
  f. County Drainage Policy 
 
 Other regulations and standards are available on 

Website and at the Planning Counter: 
 
  a. Midcoast Design Review Standards 
  b. Design Review (DR) Zoning District Regulations (includes Bayside DR 

Standards and Required Findings for Permit Approval) 
  c. Boundary Survey Sample 
 
   
2. PRE-APPLICATION CONFERENCE REQUIREMENT 
 
 Prior to finalizing the design of a project in the Design Review District and submitting an 

application for Design Review, the project designer (which can be the owner) must participate in 
a pre-application conference with a planner.  The purpose of the pre-application conference is to 
ensure that the designer and owner are aware of the design standards, expectations, and 
application requirements of the County prior to finalizing the design of a project.  Project 
applications for which the pre-application meeting has not been completed will not be accepted 
by the Current Planning Section.  Pre-application conferences may be arranged by appointment 
by calling 650/363-1825. 
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APPLICATION STAGE
 
3. APPLICATION REQUIREMENTS 
 
 The following items are necessary for submittal of a complete application: 
 
 a.  
 
 b. Completed Design Review Application Form. 
 

c.  If the owner is not the applicant, the o (letter of authorization from the 
owner) shall be provided if owner does not sign application. 

 
d. C.3 and C.6 Development Review Checklist (if project will result in 2,500 sq. ft. or more of 

impervious surface). 
 
e. Model Water Efficient Landscape Ordinance compliance documentation (as required). 

 
 f. Completed Environmental Information Form. 
 
 g. Any required supplemental forms. 
 
 h. Fees as set by resolution of the Board of Supervisors. 
 
 i. A brief written explanation of how the design of the project conforms to the Design Review 

standards. 
  
 j. Five (5) full-scaled sets of preliminary 

paper size).   
 
 k.  exterior color/material (wall, trim, windows, accent).  

Include color chips from paint stores or manufacturers.  Fire-rated materials are required in 
State Responsibility Areas (SRA) or Local Responsibility Areas (LRA).  If specific materials 
are proposed, they must comply with this requirement. 

 
 l. or 11 x 17  paper reproductions of site plan, floor plans, 

building elevations and cross section. 
 
 m. Electronic file of plans (prefer PDF of vector drawings) on a USB flash drive or file sharing 

link. 
 

PLAN SETS SHALL INCLUDE THE FOLLOWING INFORMATION: 
 

 SURVEYS 
 

o A stamped topographical survey prepared by a licensed land surveyor or a registered civil 
engineer (minimum scale of 1 inch = 10 feet).   

 
 A stamped boundary survey is required for additions located less than 5 feet from a 

minimum setback line. 
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o Survey(s) shall show baseline elevation datum point (benchmark) and its elevation as 
established by a licensed land surveyor or engineer.  This datum point shall be used 
during construction to verify the elevations of the garage slab, finished first floor, and peak 
roof elevation relative to the existing natural grade of the site or finished grade depending 
on the applicable zoning district. 

 
 SITE PLAN (based on survey) 

 
o Information Table on Title Sheet showing:  s/Address, Zoning 

District, parcel size, square footage of structures (existing and proposed), lot coverage with 
calculations (maximum allowed and proposed), floor area ratio (FAR) with calculations 
(maximum allowed and proposed), and square footage of landscaping (new and 
rehabilitated). 

 
o Property Lines:  Clearly defined and accurate, including their respective linear lengths. 
 
o All existing and proposed improvements (clearly differentiated), including buildings, 

structures, decks, paving, fences, walls, etc.  If, in the case of additions, minimum setback 
compliance is proposed, a focused boundary survey shall be submitted confirming the 
exact location of the existing and prop  

 
o above grade. 
 
o Dimensions of all setbacks from the structure to the property line. 
 
o Any easements (public and private) and utility lines.  Access easement should be deducted 

from lot area for purposes of lot coverage and floor area ratio (FAR). 
 
o Existing grade and proposed grade contour lines as they relate to finished floor levels.  

Define grading and areas of disturbance by shading. 
 
o Height and location of all existing and new fences and walls. 
 
o Location and type of new and existing utility lines (this may be provided on a separate 

Utility Plan). 
 

o New houses in Emerald Lake Hills:  The location of two (2) guest parking stalls is required.  
Guest parking stalls are recommended elsewhere.  If the garage/carport is located less 
than 20 feet from front property line, site plan shall be expanded to show how guest 
parking will be accommodated on- and/or off-site to the satisfaction of the Department of 
Public Works. 

 
 BUILDING ELEVATION DRAWINGS 

 
o Minimum scale of 1/4 inch = 1 foot. 

 
o Natural grade clearly indicated on elevation plans in relation to all exterior walls. 

 
o Height of elevations consistent with survey, including garage, first floor and roof ridgelines. 

 
o Front, sides, and rear building elevation drawings: in cases of additions/alterations to 

existing buildings, the existing and proposed development shall be clearly differentiated. 
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o Show decks, exterior light fixtures, and other structures or fixtures.
 

o Daylight Planes. 
 

o 
available.  Fire-rated materials are required in fire hazard severity zones (a list of approved 
materials is available at the Planning Counter). 

 
 FLOOR PLANS 

 
o Show dimensions and floor area calculations of each floor. 

 
o In cases of additions/alterations to existing buildings, the existing and proposed 

development shall be clearly differentiated. 
 

 BUILDING CROSS SECTION:  Short and long cross sections showing maximum height, with 
elevation callouts of first floor, finished grade, and ridge height.  Elevation callouts shall be 
consistent with the datum point provided on survey. 

 
 ROOF PLAN:  Include ridgeline elevations at the highest point and/or locations within 1 foot of 

the maximum height of the zoning district. 
 

 GRADING PLAN (required if grading is proposed) 
 

o Natural and finished grade contours based on a topography survey. 
 

o Include amounts of cut and fill in cubic yards.  Total = Cut + Fill. 
 

 ACCESS AND DRAINAGE PLANS (required by the Department of Public Works): 
 

o Driveway profile (stipulating driveway slope) from centerline of roadway to garage slab:  
minimum 20-foot wide access from the public road and driveway profile with a maximum 
slope of 20%. 

 
o Site Distance Study by civil engineer (required on a case-by-case basis). 

 
o Drainage Plans and Calculations. 

 
 EROSION AND SEDIMENT CONTROL PLAN (required for all projects needing a Grading 

Permit, on slopes of 20% or greater, or located adjacent to a creek) 
 

o For projects (including those requiring a Grading Permit), separate erosion and sediment 
control plans are required to show the measures to be implemented at the grading stage 
(e.g., grading, foundation/retaining walls) and at the construction stage of the project. 
 

o The plan requirements can be found on the Requirements for Erosion and Sediment 
Control checklist. 

 
 SOILS REPORT (required for all Grading Permits and projects located in the GH zoning 

district or on a coastal bluff) 
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 TREE PLAN 
 

o The locations of existing trees or groups of trees both on-site and adjacent to the project 
site. Number trees on plans and identify type, dripline, and trunk size at diameter at breast 
height 
 

o A table listing each tree by number corresponding to the plans, trunk size (DBH), genus, 
species, and common name. 
 

o  on the plans.   
 
o Property lines and easements. 

 
o The footprint of any existing or new structures, including additions. 

 
o The location of existing and proposed site utilities, including water, sewer, drainage, gas, 

underground electrical, voice/data, septic field, well head, or other. 
 

o An Arborist's report is required for significant and heritage trees proposed for removal on 
the basis of poor health, potential hazard, or when a significant or heritage tree is 
proposed to remain, but new development would encroach within the dripline of the tree. 

 
o and heritage trees, 

and any measures necessary to protect trees on-site during demolition or construction. 
Tree protection measures shall comply with San Mateo County's tree protection 
requirements. 

 
o For development within a tree dripline, the report shall assess potential tree survival and 

longevity, and special measures needed to protect any such trees during construction. 
 

o Demonstrate tree protection measures on the plan. 
 

 
 LIGHTING 

 
o Exterior lighting shall be minimized and designed with a specific activity in mind so that 

outdoor areas will be illuminated no more than necessary to support the activity designed 
for that area. 
 

o  exterior lighting should be 
subdued and indirect, and glaring fixtures should be avoided.  Low-level lighting directed at 
the ground is preferred. 

 
 LANDSCAPE PLAN (required for all new homes or other projects involving new 

landscaping) 
 

o Landscape/tree replacement plan, including the location, size and type of replacement 
trees to be planted.  (Removal of any significant tree shall be replaced at a 1:1 ratio on the 
Coastside and up to 3:1 for native trees in the Bayside Design Review Districts.) 
 

o Total landscape area (square feet) 
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o Breakdowns of 1) new and rehabilitated landscape area and 2) turf and plant material
area. 

 
o Project type (e.g., new dwelling, commercial, rehabilitated). 

 
o Water supply type (e.g., potable, recycled, well) and identify the local retail water purveyor 

if the applicant is not served by a private well. 
 

o For projects incorporating landscaping that is between 500 and 2499 sq. ft., the 
Prescriptive Approach (MWELO) may be selected. The requirements listed in the MWELO 
Submittal Checklist must be demonstrated on the landscape plan and the Model Water 
Efficient Landscape Ordinance (MWELO) Prescriptive Compliance Short form must be 
completed. 

 
o For projects incorporating landscaping equal to or greater than 2500 sq. ft. or less than 

2500 sq. ft. when the Performance Approach is voluntarily selected, the requirements 
listed in the Performance Approach of the MWELO Submittal Checklist must be 
demonstrated in the Landscape Documentation Package, which includes the Water 
Efficient Landscape Worksheet, a landscape design plan, and an irrigation design plan (if 
necessary). 

 
o Coastside Design Review Districts:  All landscaping shall be drought-tolerant, and either 

native or non-invasive plant species.  This requirement does not apply to fruit or vegetable 
gardens.  Landscape plans shall include provisions for watering plants as needed to 
ensure initial plant growth.  Plantings appropriate for the coastal climate should be 
selected.  Placement of landscaping shall present a natural appearance (e.g., avoid linear 
configurations) and provide a smooth transition between development and open areas 
(e.g., planting of various heights). 

 
 

PROJECT NOTICING STAGE (10 DAYS PRIOR TO HEARING) 

 
4. NOTICING REQUIREMENTS 
 
 Applicant will be mailed a at eye 

level on your parcel, visible from the street beginning ten (10) calendar days prior to and 
remaining posted through the date of your confirmed Design Review Committee hearing. 

 
 Party responsible for posting on site if not the applicant/owner: __________________________  
 
5. STORY POLES 
 
 Story Poles are required for Coastside projects and shall be erected at least 10 calendar days 

prior to the date of your confirmed Design Review Committee hearing.  See 
Review Committee (CDRC) Policies on Story Pole Installation and Major/Minor Modifications,  
which outlines story pole requirements. 
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