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Initial Screening Process— Matt Milde (CSD)  

 
 

 

STEP A: Initial Contact 

STEP B: Application Received (3 days) 

STEP C: Staff Internal Review (10 Days) 

STEP D: Meeting with Applicant (10 days) 

N
o

t A
p

p
ro

ved
:  

In
co

m
p

lete A
p

p
licati

o
n

 

N
o

t A
p

p
ro

ved
:  

R
etu

rn
 R

o
u

ti
n

g Fo
rm

 to
 M

att
 

 Reviews Application 

 Sends email confirmation (48 hours) 

 Make and send copies to Internal Staff 

Detailed Review of Application    

 
 

 

 Matt Milde confirms meeting time with applicant 

 Team meets with applicant to review details 

 Conditions of Approval or Denial is determined by team 

 Matt Milde sends Letter of Denial or Conditional Approval (within 4 
weeks of receiving application) 

More Information Needed 

Conditionally Approved 

Not Approved 



Special Event Permit Issued 

STEP F: Public Notification Process (Up to 60 days) 

(Noise Permits Only) 

STEP E: Conditional Approval Items (2-3 weeks) 

STEP G: Final Approval (Up to 60 days) 

Pending Items Needed for Final Approval 

 
 

 

 Applicant needs to submit all pending items within 2-3 weeks of 
the Letter of Condition Approval to Matt Milde 

 Any items required by specific department will be routing to the 
respective department upon receipt 

 If items are not received, the permit is not approved. 

Public Notification 

 

 
 

 

Matt Milde sends final special event permit and receipt to applicant 

 Planning Department sends out Public Notification 

 Any appeals will go to the upcoming Planning Commission Meeting for review 

 No appeals will result in approval of the noise permit 

 Appeals approved by Planning Commission results in no noise permit. 
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