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TO: Interested Parties, 
Zoning Staff 

FROM: Jon MacGillis, ASLA, Zoning Dire~ 
July 11 , 2016 DATE: 

RE: Development Review Officer (ORO)- Concurrent ORO 
Review Process changes 

The Zoning Division in coordination with the Development Review 
Advisory Committee (DRAC) and ORO Agencies has proposed some 
minor changes to the ORO Concurrent Review in an effort to streamline 
the process; to make the best use of the applicant and staff time in 
reviewing , drafting responses and attending ORO Meetings in reference 
to ORO Concurrent Applications. These changes have been discussed 
and vetted with DRAC committee members and ORO Agency staff to 
ensure a smooth transition. 

These changes will be implemented in July 2016. Staff will update ORO 
Agencies and Applicants at the July 13, 2016 meeting, a Zoning Press 
Release will be released July 13 and Training 101 will be scheduled, if 
enough interest is expressed. Staff will coordinate the Training 101 
Session at the Zoning Division to provide an overview of the changes and 
respond to questions. 

The provisions for ORO Concurrent Review are found in the ULDC, 
Article 2.0 ., Administrative Processes and in the PZB Zoning PPM Z0-0-
041 , Review Process for ORO Types II & Type Ill Concurrent Applications 
by Development Review Officer (ORO) (see attached). 

Changes to the Current Procedure for ORO Concurrent Review with 
or without PAC meeting: 
The following are highlights of the changes that have been made to the 
procedures for processing a ORO Concurrent Review Type II and Ill 
Applications. Please refer to PPM Z0-0-041 for the entire process: 

• The definition of Type II Concurrent application has been 
clarified. 

• The definition of Type Ill Concurrent application has been 
clarified. 

• The ORO PAC Meeting is recommended; but changed to now 
being optional. 

• In June, 2016, a new process was initiated which allows the 
applicant to submit an application for Concurrent Review without a 
PAC meeting. Form#112 - Affidavit of Understanding must be 
submitted. 

• Applicant's List of Questions submitted: 
);> PAC with meeting - the list of questions submitted by the 

Applicant must; 1) be clearly labeled with the County Agency 
that the question(s) are directed to; 2) be concise, clear and 
very specific as·to the response required ; and, 3) be relevant 
to the concurrent review process only. Open-ended questions 



may be deferred back to the applicant for clarity; this could 
delay the review process. 

);> PAC without meeting - the applicant does not submit 
questions at this time. 

• Agenda: 
);> PAC with meeting - The application will be placed on the 

ORO agenda until all issues are resolved . 
);> PAC without meeting- The application will be placed on the 

ORO Agenda for tracking and validity purposes only. No 
agency review needed at this time. 

• Result Letter: 
);> PAC with meeting: 

a) When certified, a formal PAC Result Letter of issues will be 
prepared and sent to the applicant. 

b) PAC Result Letter is valid for 6 months from the date of 
issuance. 

c) The PAC Result letter must be submitted with the 
Concurrent Applications to Zoning , Land Development and 
Building Divisions. 

);> PAC without meeting: 
a) No formal Result Letter will be issued; instead the Form 

#112 "Staff Use Only" box will be populated with the ORO 
Agenda date and 6 months expiration date and be signed 
and sent to the applicant. 

b) Form#112 is valid for 6 months from the ORO Agenda 
date. 

c) The signed Form# 112 must be submitted with the 
Concurrent Applications to Zoning , Land Development and 
Building Divisions. 

• Concurrent Review Submittal - the Applicant shall submit the 
Concurrent Review Applications to Land Development and/or 
Building Divisions within 10 days after submitting the Zoning 
Review Application. 

• The Building Division requires the applicant to clearly Label the 
Site Plan submitted with the Building Permit Concurrent 
Application to say "Concurrent Review". 

If you have any questions regarding this Memorandum, please forward 
them to me at 561-233-5234 or jmacgill@pbcgov.org, or to Wendy 
Hernandez, Zoning Manager at 561-233-5218, or wnhernan@pbcgov.org . 

JM/zp 

Attachment: PPM Z0-0-041 - ORO Concurrent Review Process 

Email to: 
Patrick Rutter, Executive Director, PZB 
Doug Wise, Director, Building Division 
Joanne Keller, Director, Land Development 
Brad Brown , Deputy Building Official , 
Grace Joyce, Permit Coordinator, Building Division 
Zoning Supervisors and CD Planners 

U:\Zoning\ADMIN\ZDiret\2016\Memos\Memo on Procedures for Agents 7-11-1 6.docx 





PALM BEACH COUNTY
PLANNING, ZONING AND BUILDING DEPARTMENT
ZONING DIVISION
POLICY AND PROCEDURE


JON P. MACGILLIS, ASLA, DIRECTOR


PPM # ZO-O-O41


lssued: 09/01/09
Effective: 06129/16


SUBJECT:


AUTHORITY:


PURPOSE:


APPLICATION TYPES:


PROCEDURES:


Review Process for DRO Types !! and Type lll Concurrent Applications
by Development Review Officer (DRO)


Article 2. D., Administrative Processes


To establish options for filing an Application for DRO approval and to clarify
the process of DRO Types ll and lll Concurrent Review applications.


The DRO coordinates with other County Agencies to review applications for
Public Hearing certification; Final Approval of Off-the-Board Applications;or
Approval for those Uses that are subject to the Administrative Approval
process. These processes are classified as follows:


1. Type I - Stand Alone Preliminary and Final Plan(s) Review (pursuant to
Art.2.D.1.A.1 (Public Hearing Process) and Art.2.D.1.A.2 (Administrative
Process) which allows the Applicant to secure the necessary approvals
(BCC, ZC, or DRO) prior to submitting applications to the Land


Development (LD) and Building Divisions.
2. Type ll - Concurrent Final Plan(s) Review and one other permit process,


such as: Land Development (LD) Plat or any other LD Permit or Building
Permit Review.


3. Type lll - Concurrent Final Plan(s) Review (Zoning), and Land
Development and Building Permit Review applications concurrently. This
option allows the Applicant to submit all application(s) for concurrent
review: Final Plan(s), Building Permit, Plat, Drainage, and any other Land


Development permit review.


Applications that require Public Hearing process may submit a PAC request
only after certification, (See PPM ZO-0-19, for certification process). The PAC


is recommended but is optional (see instructions below how to decline the
PAC meeting).


Pre-Application Conference (PAC) with Meetinq Requirements:
1. The Applicant must formally request a DRO Pre-Application Conference


(PAC) to receive direction from the DRO on Agency requirements and


ULDC Code requirements. The following documents must be presented
along with the request:
a) The Applicant shall complete Form #24 - Affidavit of Understanding for


Pre-Application Conference, acknowledging and agreeing to the terms
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2.


3.


outlined for a Concurrent Review. Failure to abide by the terms of the
review process shall result in the application being withdrawn by the
Zoning Director and remanded to the standard Type I Final DRO
application process.


b) The Applicant shal! provide an overview statement with information
relevant to the concurrent review request.


c) lt is critical the Applicant submit a list of relevant questions for the DRO
Agencies to respond. The questions submitted by the applicant must;
1) be labled with the County Agency that the question is directed to for
a response; 2) be concise, clear and specific as to the response
needed; and, 3) be relevant to the concurrent review process only.
Open-ended questions may be deferred back to the applicant for clarity;
this could delay the review process. All supporting documents must be
submitted in order for each agency to respond to each question
effectively.


d) The Applicant shall complete all required forms and submit all relevant
documents related to the concurrent review process.


The Zoning Division will assign a Project Manager (PM) to coordinate with
the Applicant Project Manager (APM).
Zoning staff shall update the ePZB Scheduler to reflect ONLY those
Agencies that need to respond to the specific questions as identified in the
applicant's request.
The PM will review and when the application becomes certified then a
PAC Result Letter of issues will be prepared identifying all issues as
identified by the various Agencies. The PAC Result Letter will be sent to
the APM within five days following the DRO meeting.
The PAC Result Letter shall reflect key dates for formal submittal of the
Concurrent application(s) to Land Development and Building. Failure to
comply with these deadlines will result in the application being removed
from the Concurrent Review Process and be remanded to the standard
Type 1 Final DRO review Process.
The PAC Result Letter shall be valid for a six month period beginning from
the date of issuance and is only valid for the specific project. Should the
project proposal not be submitted for review by the Zoning Division within
the allowed timeframe, the PAC Result Letter shall become null and void.


DRO Concurrent Review without a PAG meetino Requirements:
1. The Applicant may choose to decline the PAC meeting by submitting Form


#112 - Affidavit of Understanding.
2. The applicant sha!! submit all relevant forms and documents necessary as


in 1a, 1b and 1d above.
The applicant shall submit a formal request letter for a PAC to be placed on


the next DRO Agenda without a formal PAC meeting. A formal response to
questions will not be issued at this time.
Zoning Staff will complete the "Staff Use Only" box at the bottom of Form


#112 and provide copies of the completed form to the applicant to be
included with the concurrent applications to Zoning, Land Development and
Building Divisions.
Zoning staff will review the request and enter the application information in


ePZB. All agencies will be removed from the ePZB scheduler, to reflect no


4.


5.


6.


3.


4.


5.
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questions / responses were requested at this time.
6. The applicant may submit the Zoning Concurrent application(s) within (6)


six months from the DRO Agenda date as indicated on Form#112.


Review of Tvpe II or Tvpe ll! Concurrent Application for Fina! DRO
Approval after PAC:
1. The APM shall submit applications to the Zoning Division, Land


Development Division, and Building Division concurrently depending on
the process selected, Type ll or Type Ill. The APM shall indicate all the
various permit numbers (if applicable) from each application on the Zoning
Division General Application. Submittal of Land Development and
Building Divisions applications for permits may be submitted to each
individual Division within 10 days after the submittal of the Zoning Division
Type !! or lll Concurrent Review application.


2. The DRO Result Letter and/or Form #112 - Affidavit of Understanding,
Decline of PAC, as applicable, a written Justification Statement, all
applicable resolutions and other related documents, and the proposed
Final Plan(s) must accompany all applications submitted to Zoning, Land


Development and /or Building Divisions.


3. The Zoning Application Review will follow the same procedures as a Type
I DRO application review for sufficiency, application review and
commenting.


4. lf sufficient, the application shall proceed. lf insufficient, the Applicant sha!!
have 20 days to resolve all issues and resubmit. Zoning staff will review
the resubmittal application and documents.


5. Upon the Applicant's request, the Zoning application will be placed on the
DRO Agenda and will remain on the Agenda until all DRO issues have
been resolved. The APM shall attend the DRO meeting to provide updates
for the Agencies until all outstanding DRO issues have been resolved.


6. After all DRO issues have been resolved, Final DRO Approved Plan(s)
and a Final DRO Result Letter shall be prepared and provided to the APM.


7. The APM shall be responsible for adding the DRO Final Approved Plans
and the Final DRO Result Letter to the other concurrent applications in the
Land Development and Building Divisions.


8. The APM shall be responsible for adding the approved Plats, when they
are approved, to the Building Division.


9. The Zoning, Land Development and Building Divisions shall not finalize the
Buihing permits, until the Final DRO Plan(s) have been approved by the
DRO, and the final Plat (if applicable) and/or drainage review have been
completed and approved by the Land Development Division'
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Attachments: Concurrent Review Process Fina! DRO Type Il & lll Flowchart
Form # 24 - Affidavit of Understanding for Concurrent Review
Form # 112 - Affidavit of Understanding- Decline PAC


d,?l',1fu
Supersession Historv:


PPM#ZO-O-O41, lssued: 09/01/09
PPM#ZO-O-O41, Revised 021101 12


PPM#ZO-O-041, Revised'. 061291 16


U:Voning\ADMIN\PPM's\DRAFTsVO-O-041 DRO Review Process Type II & III Concurrent Applications\Final
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PALM BEACH COUNTY - ZONING DIVISION FORM # 24


Palm Beach County Zoning Oivision
2300 N. Jog Road


West Palm Beach, Florida 33411
Phone: (56'l) 233-5200


Fax: (561) 233-5165


AFFIDAVIT OF UNDERSTANDING FOR CONCURRENT REVIEW


INSTRUCTIONS: To be completed by the Property Owner(s) / Agent / Projecl Manager of record at time of application


Proiect Name: Submittal Date:


Control Number: Applicatlon Number:


Property Address:


Property control Numbe(s)


Appllcanfs Name:


I hereby certify that l, as property owner / agent / project manager, will abide by and agree with the stipulations included


in this document related to the DRO Concurrent Review Process. I certify the statements or information made in any
paper or plans submitted herewith are true and correct to the best of my knowledge. I understand, this application,


ielated application material and all attachments become ofncial records of the Planning, Zoning and Building Department


and the'Engineering and Public Works Department of Palm Beach County, Florida, and will not be returned. I


understand inat any information provided by me knowingly false, inaccurate or incomplete will result in the denial,


revocation or administrative withdrawal of this application, request, approval or permit. I further consent to Palm Beach


County to publish, copy or reproduce any copyrighted documents submitted as a part of this application for any third


party.


As a part of the Concurrent Review Process I agree to the following:


1) To meet with County Staff during a Pre-Application Conference (PAC) to review all requirements; if you wish to


decline participation in the PAC meeting, submit Form#1'12 - Affidavit of Understanding;


2) To have a design team (engineer, contractor, architect, landscape architect, planner, surveyor, etc) assembled


prior to application submittal; and,


3) To appoint a Project Manager to coordinate with all applicable reMewing agencies. The Project Manager shall


be responsible for the following:
a. Ensuring all agency comments are addressed in a timely manner
b. Distributing agency reMew comments and responses to the design team


c. Ensuring plans and documents submitted by the design team are consistent with each other


d. Submitting revised documents for processing


e. Ensuring the appropriate design team member attends all necessary meetings


I understand that this process is optional and that the intent is to expedite the development review process. I further


agree that significant inconsistencies or issues, failure to address issues in a timely manner, or failure to comply with the


terms of this Affidavit will result in the application being remanded to the standard review process.


(Name - type, stamp or print clearly) (Signature)


(Name of Firm)


NOTARY PUBLIC INFORMATION:


(Address, City, State, Zip)


STATE OF FLORIOA
COUNTY OF PALM BEACH


(name of person acknowledging), who is personally known to me or


(type of identification) as identification and did / did not take an oath


The foregoing instrument was acknowledged before me this 


- 


day of 20_ by


has produced


(circle correct


response)


(Name - type, stamp or print clearly)


My Commission Expires on:


Affdavit of Understanding For Concunent Reviar
'I of 1


(Signature)


NOTARY'S SEAL OR STAMP


Revised 5/16/2016
Web Format 20'14







PALM BEACH COUNTY - ZONING DIVISION FORM # 112


Palm Boach County Zoning Division
2300 N. Jog Road


West Palm Beach, Florida 3341 1


Phone: (561) 233-5200
Fax: (561) 233-5165


OF UNDERSTANOING


PRE-APPLTCATION CONFERENCE (PAC)


FOR DRO TYPE II and TYPE IIICONCURRENT REVIEW PROCESS


INSTRUCTIONS: This form is to be completed by the Property Owne(s) / Agent / Project Manager of record at time of
application. This affidavit shall be valid for a period of six (6) months from the DRO Hearing Date (below) and is only
valid for the project specified below.


Prolect Name: Submittal Oate:


Control Number: Appllcation Numbor:


Propefi Address:


Property Control Numbe(s)


Appllcanfs Name:


O DRO Type ll - Concurrent Review (Zoning & Land Development) or (Zoning & Building)


O DRO Type lll- Concurrent Review (Zoning, Land Development & Building)


I hereby certify that as the Property Owner / Agent / or Project Manager of record I am formally declining to submit an


application and participate in the Pre-Application Conference (PAC) for the Development Review Officer (DRO) -Type ll
and Type lll Concurrent Review process. I further acknowledge and understand that by not participating in a Pre-


Application Conference, I will not receive initial feedback from the County agencies that will be reviewing my concurrent
applications. The feedback information may be beneficial in understanding the application of code provisions and
preparing my applications. I further agree that significant inconsistencies or issues, failure to address issues in a timely
manner, will result in the application being remanded to the slandard review process.


I am aware that all concurrent applications shall be submitted within 10 days after the submittal of the Zoning Division


Type ll or lll Concurrent Review application. I further gave consent to Palm Beach County to publish or reproduce any


copyrighted documents submitted as a part of the application(s) for any third party.


(Name - type, stamp or print clearly) (Signature)


(Name of Firm)


NOTARY PUBLIG INFORMATION:


The foregoing instrument was acknowledged before me this 


- 


day of


(Address, City, State, Zip)


STATE OF FLORTDA
COUNTY OF PALM BEACH


20- by


(name of person acknowledging), who is personally known to me or


has produced (type of identification) as


identification and did / did not take an oath (circle correct response).


(Name - type, stamp or print clearly) (Signature)


NOTARY'S SEAL OR STAMPMy Commission Expires on:


Affdavit of Understanding - for DRO Type ll & lll Concunent Application - Declining PAC


1of 1


lssued 6/6/2016
Web Format 2016


STAFF USE ONLY


DRO Hearing Date: 


- 


Affidavit Expiration Date: Staff lnitials:


(Bldg and Land Developmont)r Zoning Concurrent Appllcations aro updated periodlcally in the "DRO
Concurront Review" llst of to verify applications submitted, vislt the Zonlng Web page at:





