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Planning & Building Department 
3675 Mt. Diablo Boulevard, Suite 210 

Lafayette, CA 94549 
Tel. (925) 284-1976 

www.lovelafayette.org  
 

STUDY SESSION APPLICATION 
INSTRUCTIONS 

 
GENERAL 
 
What is a Study Session?   
A study session is an opportunity to receive feedback from the Design Review Commission (“DRC”) on a 
preliminary design that can ultimately speed the review of the final project. A study session can be particularly 
useful for a project involving new construction or significant reconstruction or additions as it allows the 
applicant to get feedback from the DRC early in the design process, before becoming overly invested in a given 
design. Applicants are encouraged to schedule a study session with the Design Review Commission early on in 
the design process to identify issues and receive preliminary feedback that can inform the design of the project. 
 
When is a Study Session appropriate?   
In order to get the most out of a study session the design should be 30 – 40% complete. Input at this point in the 
design process allows an applicant to incorporate recommendations into the final design. If the design is 
significantly further along, staff may not recommend having a study session since the project is developed to the 
point of submittal and full consideration. 
 
What can I expect from a Study Session?   
You should not expect a decision from the Commission. Rather, you should expect feedback on whether you are 
headed down the right path for your project. The Commission will identify issues needing further exploration, 
detail or resolution in the final submittal. 
 
What do I need to submit?   
There are no prescribed submittal requirements for a Study Session with the Design Review Commission, as 
every proposal is different. A submittal checklist with recommended materials is included in this application 
packet. Please submit one full size (24” x 36”) and one reduced size (11” by 17”) digital (PDF) set of drawings via 
email or file-sharing site such as Google Drive, Dropbox, etc. Photographs of the project site are also 
encouraged. 
  
How do I request a Study Session?   
To request a study session with the Design Review Commission, please submit the required forms, plans, and a 
narrative of the project scope to the Planning & Building Department. The application will be assigned to a 
planner, who will issue an invoice for the $700.00 fee, payable by check or card to the City of Lafayette1. Your 
planner will review the application for completeness and schedule the Study Session on the next available 
Design Review Commission agenda, typically within 4-6 weeks.  

 
1 50% of the fee for a Design Review Commission Study Session will be credited toward the application fee(s) if a formal application for 

the same project is submitted to the Planning & Building Department within 90 days of the study session. 

 

http://www.lovelafayette.org/
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PROCEDURES 
 
Filing the application 

The applicant should carefully complete the application forms (to be signed by the applicant and the current 
property owner) and ensure that all submittal requirements are included. The application will be assigned to a 
staff planner who will check the application for completeness and provide an invoice for the applicable fee. 
Once staff has reviewed the submitted materials (within 30 days), the applicant will be notified whether the 
application is complete or incomplete. If the application is incomplete, the applicant will be notified of any 
necessary alterations to the plans or additional information and submittals required. Once an application is 
deemed complete, it will be scheduled for a hearing. 
 

Public Notification and Hearing 

If an application requires a public hearing, written notice of the hearing is mailed at least 10 days in advance to 
all property owners within 300 feet of the project site. Notice of the hearing will also be posted in at least three 
locations in the project vicinity. Any interested parties may provide written and/or oral comment. The applicant 
or representative should be present at the hearing to make a presentation and answer questions. A Study 
Session is an informational item, meaning no decision or determination is made by the Design Review 
Commission (“DRC”). The DRC may provide comments, recommendations, or suggestions that may inform the 
final design of your project. The DRC may also identify potential issues with privacy, visibility, or environmental 
impacts that can be addressed in the final design. 

Design Review Commission hearings typically take place on the second and fourth Mondays of each month, 
commencing at 7:00 p.m. at the Lafayette Library and Learning Center, 3491 Mt. Diablo Boulevard in the Arts 
and Science Discovery Center. A calendar of adopted meeting dates is available at www.lovelafayette.org. 

 
Design Review Application 

If an application for Design Review or Hillside Development is received by the Planning Department within 90 
days of completing the Study Session, the applicant will receive a $350 credit towards the Design Review or 
Hillside Development application processing fee (equal to 50% of the Study Session processing fee).  

http://www.lovelafayette.org/
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STUDY SESSION APPLICATION 
SUBMITTAL REQUIREMENTS 

 
This checklist is intended to cover all types of study sessions, large and small. Not all items may be applicable 
for the scope of your development or current level of detail. Please check the items to indicate what is included 
in your proposal. An applicant may obtain preliminary review from a planner during Planning Counter Hours2.  

 
PRESENTATION  

Presentation can greatly affect the success of your project. Clear and concise plans can be processed faster and 
more effectively.  The City provides examples online and at the City Offices of clear and concise submittals to 
emulate.  

DESIGN  

Development should be sensitively designed to work with the site’s constraints and natural features, and to 
reduce impacts (visual and physical) to the site, the neighborhood, and the public at large.  A successful project 
will substantially comply with the Residential Design Review Guidelines and follows the city’s Tips for Success.   

 

GENERAL SUBMITTAL REQUIREMENTS 

 Standard Application Form, completed and signed 

 Agreement to Pay for City Services (ACS) Form, completed and signed3 

 Application processing fee ($700 payable to City of Lafayette) 

 Narrative describing the proposed scope of work 

 Site & neighborhood context photos, compiled 

 Arborist report (as applicable), prepared by a certified or consulting arborist 

 Soils report (as applicable), prepared by a registered geotechnical engineer 

 

PLAN SET SUBMITTAL RECOMMENDATIONS 

 Layout. All sheets shall be the same size, oriented in the same direction, and include a north arrow, scale, 
and title block including the site address and Assessor’s parcel number (APN) 

 Cover sheet. Include a sheet index and contact information for the property owner, architecct, arborist, and 
engineer as applicable 

 Maps. Include a vicinity map (minimum 1” = 600’) showing the approximate location and a context map 
(minimum 1” = 50’) showing the site within the context of the neighborhood. Show and label: 

a. All adjacent parcels with address and ownership 
b. Distance to neighboring buildings 

 
2 In-person counter on Tuesdays & Thursdays by appointment only, with drop-in Zoom counter on Mondays & Wednesdays. 
3 The ACS is for services and fees that are in addition to the application fee(s). The signee agrees to pay for services of consultants 
retained by the City in connection with the development application at the hourly rate charged by each consultant. These services include 
but are not limited to review of legal, landscape, engineering, technical reports, site analysis, and environmental services. 

 

https://www.lovelafayette.org/city-hall/components/document-central/-parent-576/-folder-107
https://www.lovelafayette.org/home/showpublisheddocument/1303/635561390008430000
https://www.lovelafayette.org/home/showpublisheddocument/792/635561390008430000
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c. Footprint of neighboring structures 
d. Vacant parcels or open space 
e. Approximate square footage 
f. Number of stories and/or finished floor elevations 
g. Significant landscaping and/or topographical features. 

 Survey. Show and label: 

a. Property lines 
b. Easements, including public and private right-of-way and utility easements to/within the parcel 
c. Street improvements (edge of paving, sidewalk, gutter, etc.) 
d. Topography and contours 
e. Dranage features, including swales, creeks, wetlands, etc. 
f. Trees > 4” in diameter at 4.5’ above grade - label species, diameter, and mark trees to be removed. 

 Site plan. Show and label: 

a. Property and zoning information, including property lines, setbacks, easements, and parcel area 

b. Building site(s) and footprint(s), with additions or changes shown as hatched or shaded 

c. Parking and circulation, vehicular access 

d. Impervious surface – include a table calculating the square footage including building footprints, 
driveway, patio, walkway pool, etc. 

e. Structures – show retaining walls and fences 

f. Trees > 4” in diameter at 4.5’ above grade - label species, diameter, and mark trees to be removed. 

 Site sections. Include sections across the full extent of the property, showing the relationship with 
neighboring properties to demonstrate massing, neighborhood context, and privacy impacts. 

 Floor plans. Show and label: 

a. Table calculating existing and proposed floor area 
b. Rooms, decks/porches, basements, garages/carports, etc. 
c. Demolitions, changes, and additions shown as dashed, highlighted, or otherwise called out 

 Elevations. Show and label: 

a. Dimensions 
b. Building height as defined by the Lafayette Municipal Code Section 6-3134 
c. Finished grade, existing & proposed 
d. Demolitions, changes, and additions shown as dashed, highlighted, or otherwise called out 
e. Existing and proposed elevations shown with two separate plan view drawings, done at the same scale 

and shown on the same sheet 
f. Roof, doors, windows, trim, and other architectural features 

 Grading & Drainage plans. Provide preliminary plans if project is expected to create > 500 sq. ft. impervious 
surface area and/or involves > 50 cubic yards of grading. 

 

SIGNATURE OF PREPARER: ________________________________ DATE:  _________________ 

 
PRINT FULL NAME: _____________________________________________ 

 
4 See separate handout entitled “Building Height” 

 

https://www.lovelafayette.org/home/showpublisheddocument/737/637333568483730000


Planning & Building Department 
Lafayette, CA 94549 
Tel. (925) 284-1976 

www.lovelafayette.org 

2024-12-11 MRL 

STANDARD APPLICATION FORM 
PROJECT INFORMATION 

Project Address / Location Assessor’s Parcel Number (APN) Zoning District Flood Zone 

General Plan Designation Parcel Size (sq.ft.) Grading: Cut (cu.yds.) Grading: Fill (cu.yds.) 

Existing Gross Floor Area (sq.ft.) Existing Building Footprint (sq.ft.) Existing Impervious Surface (sq.ft.) Existing # Parking Spaces (sq.ft.) 

Proposed Gross Floor Area (sq.ft.) Proposed Building Footprint (sq.ft.) Proposed Impervious Surface (sq.ft.) Proposed # Parking Spaces (sq.ft.) 

Existing Land Use 
 Single-Family Residential   Multi-Family Residential   Commercial   Office   Vacant   Other (specify)  

Proposed Land Use 
 Single-Family Residential   Multi-Family Residential   Commercial   Office   Vacant   Other (specify)  

APPLICANT INFORMATION OWNER INFORMATION 
Applicant Name: Owner Name: 

Applicant Address Owner Address 

City State Zip City State Zip 

Phone 
(        )         - 

Cell 
(        )         - 

Phone 
(        )         - 

Cell 
(        )         - 

Email (for official use only): Email (for official use only): 

Party Responsible for Fee Payment: 
 Owner      Applicant 

Payment Method:          Check       Cash      Credit Card*        
* Online payment includes a 2.9% convenience fee

CHECK ALL APPLICABLE REQUESTS 
 15-Degree Declination Exception 
 Accessory Dwelling Unit Permit (Class C) 
 Address Assignment / Change 
 Appeal (App. # _______) 
 Certificate of Compliance 
 Change of Conditions 
 Design Review 
 Family Day Care 
 General Plan Amendment 
 Grading Permit (> 50 cu. yds.) 
 Hillside Development Permit 

 Land Use Permit 
 Lot Line Revision 
 Major Subdivision / Tract (> 5 lots) 
 Minor Subdivision (4 lots or fewer) 
 Preapproved ADU (vendor only)  
 Public Art Permit 
 Reasonable Accommodation 
 Reconsideration (App. # _______) 
 Re-Zone Property 
 Ridgeline Setback Exception 
 Right-of-Way Abandonment 

 Sign Permit 
 Study Session 
 Temporary Land Use Permit 
 Tree Removal Permit 
 Variance / Exception 
 Wireless Communications Facilities Permit 
 Zoning Text Amendment 
 Other _____________________ 
SB 9 Application 
 SB 9 Housing Development 
 SB 9 Urban Lot Split 

OWNER / AGENT STATEMENT 
Property Owner Consent – I am the legal owner of record of the land specified in this application or am authorized and empowered to act as an agent on 
behalf of the owner of record on all matters relating to this application.  I declare that the foregoing is true and correct and accept that false or inaccurate 
owner authorization may invalidate or delay action on this application.  I hereby grant permission to access the property to individuals involved in the 
processing of the subject application(s).  I agree to defend, indemnify and hold harmless the City, its agents, officers, officials, and employees from all claims, 
demands, lawsuits, writs of mandamus, and other actions or proceedings (collectively “Actions”) brought against the City or its departments, commissions, 
agents, officers, officials, or employees to challenge, attack seek to modify, set aside, void or annul any City decision made in connection with this application. 
In the event the City becomes aware of any such Actions, the City shall promptly notify me and shall cooperate fully in the defense. It is expressly agreed that 
the City shall have the right to approve, which approval shall not be unreasonably withheld, the legal counsel providing the City’s defense, and I shall 
reimburse City for any attorney’s fees, costs and expenses, including any plaintiff’s or other third party’s attorneys’ fees, costs and expenses, directly and 
necessarily incurred by the City in the course of the defense.

Print Name Signature Date 

http://www.lovelafayette.org/
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City of Lafayette  
Planning & Building Department 

AGREEMENT TO PAY FOR CITY SERVICES 

Complete and submit this form with the development application. 

In consideration for the City providing the services described in this Agreement, the undersigned agrees as follows: 

1. The City services requested relate to development application number ________________, property in the City of Lafayette
located at ___________________________________, assessor’s parcel number __________________.

2. This Agreement is for services and fees that are in addition to the planning fees paid upon the filing of the referenced
development application.  I agree to pay for the additional charges imposed by the City for staff time spent processing the
application based upon an hourly rate established by resolution of the City Council.  These services include but are not limited
to City staff time spent for engineering and other City administrative services regarding the application.  In addition, I agree to
pay for services of consultants retained by the City and required by it in connection with the development application at the
hourly rate charged by each consultant to the City.  These services include but are not limited to legal, landscaping, traffic
engineering and environmental services  and may also include the costs associated with such services such as mileage and
photographic copies.

3. The City will bill for the services performed under this Agreement upon a monthly or other periodic basis.  If at any time the
balance due exceeds $500.00, the City may cease processing the application, prepare a recommendation for taking action on
the application and present the application to the appropriate hearing body for final action.

4. The development application account will remain open until it is paid in full.  Final payment in full is due as follows:

a. In the case of a subdivision, upon release of the final improvement bond or when conditions of approval are
satisfied, which ever is later in time;

b. In the case of all other applications, when the City authorizes Contra Costa County to issue final building
inspection clearance or when work for which a permit is issued is completed;

c. If an application is denied, upon expiration of the appeal period or upon a final decision on appeal;
d. If an application is withdrawn, when all remaining staff work on the application is completed;
e. Upon the expiration of 12 consecutive months during which there was no activity on the application.

5. The undersigned is responsible for the payment of the costs and charges involved with the application even though the
property or project is sold or assigned to another party.  If the undersigned desires to transfer payment responsibility to
another, it is the undersigned’s responsibility to have this Agreement replaced by a new agreement with the responsible
party.  Any outstanding balance must be paid before the City will accept a replacement agreement.

6. The undersigned agrees to advise the City in writing of any change to their billing address and represents that (s)he is the
party responsible for payment of the costs or any other obligations incurred under this Agreement.

7. The undersigned agrees to defend, indemnify and hold harmless the City, its agents, officers, officials, and employees from all
claims, demands, lawsuits, writs of mandamus, and other actions or proceedings (collectively “Actions”) brought against the
City or its departments, commissions, agents, officers, officials, or employees to challenge, attack seek to modify, set aside,
void or annul any City decision made in connection with this application or Agreement. In the event the City becomes aware
of any such Actions, the City shall promptly notify the undersigned and shall cooperate fully in the defense. It is expressly
agreed that the City shall have the right to approve, which approval shall not be unreasonably withheld, the legal counsel
providing the City’s defense, and the undersigned shall reimburse City for any attorney’s fees, costs and expenses, including
any plaintiff’s or other third party’s attorneys’ fees, costs and expenses, directly and necessarily incurred by the City in the
course of the defense.

PROPERTY OWNER NAME (Print): _________ MAILING ADDRESS: 

PROPERTY OWNER SIGNATURE:  _________ CITY, STATE, ZIP:  

DATE:  _________ TELEPHONE  

L:\Planning\Originals (Documents & Forms)\Revised Agreement for City Services (ACS).docx (2013.07.17) 

NOTE: THIS DOCUMENT IS NOT TRANSFERABLE • ORIGINAL TO FINANCE •  COPY TO APPLICANT •  COPY TO APPLICATION FILE 

APPLICATION NO.____________________  FOR OFFICIAL USE ONLY ACCOUNT NO.____________________ 
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