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What is a Certificate of Compliance? 
A certificate of compliance may be used to give a 
building conformance when building inspections 
have failed to identify encroachments of a structure 
into required setbacks, height limitations or other 
performance standards of the zone in which the 
property is located.  A certificate of compliance may 
also be granted when the current property owner is 
not the same party responsible for the creation of the 
violation of the standards.  The procedures for a 
certificate of compliance are found in SMC 17G.060. 

 
Predevelopment:  
Before filing a certificate of compliance application, the 
applicant is encouraged to schedule a predevelopment 
meeting. Predevelopment meetings are intended to 
acquaint City staff and other agencies with a proposed 
development and to generally advise the applicant of 
applicable regulations and policies impacting the 
proposal. This is a free service provided by the City of 
Spokane and is highly recommended. To schedule a 
predevelopment conference, call the Department of 
Building & Code Enforcement at (509) 625-6300. 
 
Application procedures: 
Step 1 - Notification District Map:   
The applicant must provide notice to the public of 
application filing. The application for Notification 
District Map is attached to the application packet.   
1. Submit an application for notification district map to 

the Planning Services Department.  A map will be 
prepared establishing the boundary of the area that 
will receive individual written notification.    

2. Take the map to any title company to obtain a list of 
the names and addresses of the property owners, 
taxpayers and occupants within the boundaries of 
the map. 

 
Step 2 - Traffic Study: 
The applicant may be required to provide a Trip 
Generation and Distribution letter.  Based on this letter, 
the applicant may be required to complete a Traffic 
Impact Analysis (TIA).  The TIA requires one 
neighborhood meeting, with a possible second meeting 
to present the results of the analysis.  A traffic scoping 
meeting may be combined with the Community Meeting 
discussed above.  Any notice of a combined meeting 

 
 
 
 
 
 
 
 
 
 
 
must clearly advertise the purpose of the meeting being 
both the traffic scoping study and the required 
community meeting.  The purpose of the traffic study 
scoping meeting is to determine the extent of the TIA, 
which is required to certify the application technically 
complete.  A second traffic study meeting is routinely 
required to report the results of the TIA and 
transportation mitigation measures, if necessary.  
 
Step 3 - Application Submission:  
Make an appointment with the Planning Services 
Department to submit the application by calling (509) 
625-6300.  Applications cannot be submitted without an 
appointment. Within 28 days of receiving a project 
permit application, the Planning Services Department 
shall determine if the application is complete. 
 
Step 4 - Determination of Complete Application: 
1. Upon receipt of an application, staff will conduct a 

preliminary, immediate review to determine if the 
application contains the documents and information 
required by SMC 17G.060.070. If it does not, the 
application including fees shall be returned to the 
applicant.  

2. If the application appears to contain all required 
documents, it will be accepted and within seven 
days, a detailed review will take place. If staff 
determines that required components are missing or 
that the application is inadequate in other ways, the 
application packet, including fees, shall be returned 
to the applicant.  

3. If all information is included, the application shall be 
forwarded to interested departments and agencies 
for analysis and concurrency review. They will be 
given fourteen days to provide comments on a 
permit application. For more information on this 
review see 17G.060.090.C. 

4. Within seven days of the agency comment period, if 
no additional information was required, the 
Planning Services Director will certify the 
application complete and vested. Staff will notify the 
applicant in writing. 

5. Any application that fails to complete the next 
application step for a period of 180 days after the 
determination of completeness or after City staff 
request additional information, will expire by 
limitation and become null and void. 
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Step 5 - Notice of Application: 
1. Within fourteen days of a determination of complete 

application, staff will provide the applicant with a 
Notice of Application.  The applicant mails this 
notice to all individuals identified on the Notification 
District Map, and also posts the notice. The date of 
posting/mailing begins a 15-day public comment 
period. 

2. The applicant mails the affidavits of posting and 
mailing to the Planning Services Department. 

 
Step 6 - SEPA Threshold Determination: 
All permit applications are subject to environmental 
review per SMC 17E.050.070 and 17E.050.230. An 
environmental checklist is submitted as part of the 
application. Some applications are exempt from SEPA.  
Planning Services Staff will advise if the application is 
exempt. A SEPA threshold Determination of 
Significance, Determination of Non-Significance, or 
Mitigated Determination of Non-Significance decision is 
made within ten days of the end of the public comment 
period. 
 
Design Review: 
If design review is required, the Design Review 
Committee will conduct its evaluation prior to the end of 
the 15-day public comment period. A report is provided 
to the Planning Services Director by the close of the 
public comment period.  
 
Step 7 - Decision: 
The Planning Services Director makes a decision within 
ten days of the close of the SEPA comment period. The 
Planning Services Director provides notice of the 
decision to the applicant, all parties of record and all 
persons who have requested to be given notice.  The 
Planning Services Director may approve, approve with 
conditions, or deny the certificate of compliance 
application.  
 
Appeal: 
Any party of record may appeal a decision of the 
Planning Services Director on a certificate of compliance 
application within fourteen days of the date of the 
written decision.  The appeal is made to the Hearing 
Examiner on a form provided by the Planning Services 
Department.   
 
 
For more information contact: 
 

Planning Services Department 
3rd Floor, City Hall, 808 W. Spokane Falls Blvd. 

Spokane, Washington 99201 
(509) 625-6060 

 
www.spokaneplanning.org 
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4. Plants  

   
a. Check or circle type of vegetation found on the site: 
 __________ Deciduous tree:  alder, maple, aspen, other. 

 __________ Evergreen tree:  fir, cedar, pine, other. 

 __________ Shrubs 

 __________ Grass 

 __________ Pasture 

 __________ Crop or grain 

  _________ Wet soil plants, cattail, buttercup, bullrush, skunk cabbage, 

other. 

 __________ Water plants: water lilly, eelgrass, milfoil, other. 

 __________ Other types of vegetation. 
 
b. What kind and amount of vegetation will be removed or 

altered?  _____________________________________________ 
  
 
c. List threatened or endangered species known to be on or 

near the site.  _________________________________________  
____________________________________________________  

  
d. Proposed landscaping, use of native plants, or other 

measures to preserve or enhance vegetation on the site, if 
any:  ________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
5. Animals  

 
a. Circle any birds and animals which have been observed 

on or near the site are known to be on or near the site: 
 birds:  hawk, heron, eagle, songbirds, other:  _______________ 

mammals:  deer, bear, elk, beaver, other:  _________________ 
fish:  bass, salmon, trout, herring, shellfish, other:  ___________ 
other:  _____________________________________________ 
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b. List any threatened or endangered species known to be 
on or near the site. 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
c. Is the site part of a migration route?  If so, explain.  __________  

___________________________________________________  
___________________________________________________ 
___________________________________________________ 

 
d. Proposed measures to preserve or enhance wildlife, if 

any:    
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
6. Energy and natural resources 

 
a. What kinds or energy (electric, natural gas, wood stove, 

solar) will be used to meet the completed project's energy 
needs?  Describe whether it will be used for heating, 
manufacturing, etc.  ___________________________________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
b. Would your project affect the potential use of solar energy 

by adjacent properties?  If so, generally describe.  ___________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
c. What kinds of energy conservation features are included 

in the plans of this proposal?  List other proposed 
measures to reduce or control energy impacts, if any:   
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
7. Environmental health 

 
a. Are there any environmental health hazards, including 

exposure to toxic chemicals, risk of fire and explosion, 
spill, or hazardous waste that could occur as a result of 
this proposal?  If so, describe.  __________________________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 

Evaluation for 
Agency Use 

Only 



10 OF 19 
  

(1) Describe special emergency services that might be required.    
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
(2) Proposed measures to reduce or control environmental 

health hazards, if any:   
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
b. NOISE: 

 
(1) What types of noise exist in the area which may affect your 

project (for example:  traffic, equipment, operation, other)?    
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
(2) What types and levels of noise would be created by or associated 

with the project on a short-term or a long-term basis (for example:  
traffic, construction, operation, other)?  Indicate what hours noise 
would come from the site. 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
 

(3) Proposed measure to reduce or control noise impacts, if any:    
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
8. Land and shoreline use 

 
a. What is the current use of the site and adjacent properties?  

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
b. Has the site been used for agriculture?  If so, describe.  ________ 

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
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c. Describe any structures on the site.  _______________________  
____________________________________________________ 
____________________________________________________ 

 
d. Will any structures be demolished?  If so, which?  _____________ 

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
e. What is the current zoning classification of the site?  ___________ 

____________________________________________________ 
 

f. What is the current comprehensive plan designation of the 
site?  ________________________________________________ 
____________________________________________________ 

 
g. If applicable, what is the current shoreline master program 

designation of the site?  
___________________________________________________ 
___________________________________________________ 

 
h. Has any part of the site been classified as a critical area?  If 

so, specify.  __________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
i. Approximately how many people would reside or work in 

the completed project?   
 ___________________________________________________ 
 

j. Approximately how many people would the completed 
project displace?  ______________________________________ 

 
k. Proposed measures to avoid or reduce displacement 

impacts, if any:  _______________________________________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 

 
l. Proposed measures to ensure the proposal is compatible 

with existing and projected land uses and plans, if any:  ________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 
___________________________________________________ 
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9. Housing  
  

a. Approximately how many units would be provided, if any?  
Indicate whether high, middle or low-income housing.  _________ 
____________________________________________________ 
____________________________________________________ 

 
b. Approximately how many units, if any, would be eliminated?  

Indicate whether high-, middle- or low-income housing.  ________ 
____________________________________________________ 
____________________________________________________ 

 
c. Proposed measures to reduce or control housing impacts, if 

any:  ________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
10. Aesthetics  

 
a. What is the tallest height of any proposed structure(s), not 

including antennas; what is the principal exterior building 
material(s) proposed?  __________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
b. What views in the immediate vicinity would be altered or 

obstructed? ___________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
c. Proposed measures to reduce or control aesthetic impacts, 

if any:  _______________________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
11. Light and Glare 

 
a. What type of light or glare will the proposal produce?  What 

time of day would it mainly occur?  ________________________ 
____________________________________________________ 
____________________________________________________ 
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b. Could light or glare from the finished project be a safety 
hazard or interfere with views?  ___________________________ 
____________________________________________________ 
____________________________________________________ 

 
c. What existing off-site sources of light or glare may affect 

your proposal?  ________________________________________  
____________________________________________________ 
____________________________________________________ 

 
d. Proposed measures to reduce or control light and glare 

impacts, if any:  _______________________________________ 
____________________________________________________ 
____________________________________________________ 

 
12. Recreation 

 
a. What designated and informal recreational opportunities are 

in the immediate vicinity? ________________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
b. Would the proposed project displace any existing 

recreational uses?  If so, describe.  ________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
c. Proposed measures to reduce or control impacts on 

recreation, including recreation opportunities to be provided 
by the project or applicant, if any:  _________________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
13. Historic and cultural preservation 

 
a. Are there any places or objects listed on, or proposed for, 

national, state, or local preservation registers known to be on 
or next to the site?  If so, generally describe.  ________________ 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
b. Generally describe any landmarks or evidence of historic 

archaeological, scientific or cultural importance known to be 
on or next to the site.   
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
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c. Proposed measures to reduce or control impacts, if any:  _______ 

____________________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
14. Transportation  

  
a. Identify public streets and highways serving the site, and 

describe proposed access to the existing street system.  
Show on site plans, if any.  _______________________________ 
____________________________________________________ 
____________________________________________________ 

 
b. Is site currently served by public transit?  If not, what is the 

approximate distance to the nearest transit stop?  _____________  
 

c. How many parking spaces would the completed project 
have?  How many would the project eliminate?  ______________ 
____________________________________________________ 

 
d. Will the proposal require any new roads or streets, or 

improvements to existing roads or streets not including 
driveways?  If so, generally describe (indicate whether 
public or private).  ______________________________________ 
____________________________________________________ 
____________________________________________________ 

 
e. Will the project use (or occur in the immediate vicinity of) 

water, rail or air transportation?  If so, generally describe.  ______ 
____________________________________________________ 
____________________________________________________ 

 
f. How many vehicular trips per day would be generated by 

the completed project?  If known, indicate when peak would 
occur.  _______________________________________________ 
____________________________________________________ 
____________________________________________________ 

 
(Note: to assist in review and if known indicate vehicle trips during 
PM peak,  
AM Peak and Weekday (24 hours).) 

 
g. Proposed measures to reduce or control transportation 

impacts, if any:  _________________________________________ 
______________________________________________________ 
______________________________________________________ 
______________________________________________________ 
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15. Public services 
 

a. Would the project result in an increased need for public 
services (for example:  fire protection, police protection, 
health care, schools, other)?  If so, generally describe.  __________ 
______________________________________________________ 
______________________________________________________ 
 

b. Proposed measures to reduce or control direct impacts on 
public services, if any:  ___________________________________ 
______________________________________________________ 
______________________________________________________ 
 

16. Utilities 
 

a. Circle utilities currently available at the site:  electricity, 
natural gas, water, refuse service, telephone, sanitary sewer, 
septic system, other:  ____________________________________ 
 

b. Describe the utilities that are proposed for the project, the 
utility providing the service and the general construction 
activities on the site or in the immediate vicinity which might 
be needed.  ____________________________________________ 
______________________________________________________ 
______________________________________________________ 
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C. SIGNATURE 
 
I, the undersigned, swear under penalty of perjury that the above responses are made 
truthfully and to the best of my knowledge.  I also understand that, should there be any 
willful misrepresentation or willful lack of full disclosure on my part, the agency must 
withdraw any determination of Nonsignificance that it might issue in reliance upon this 
checklist. 
Date:  ___________________  Signature:  _____________________________________  
Please Print or Type: 
Proponent:  _________________________ Address: ______________________________   
  
Phone:  ____________________________ _______________________________  
 
Person completing 
form (if different 
from proponent):  _____________________ Address: ______________________________   
  
Phone:  ____________________________ _______________________________  
 
  
 FOR STAFF USE ONLY 
 
 Staff member(s) reviewing checklist:  ______________________________________  
  
 Based on this staff review of the environmental checklist and other pertinent  
   information, the staff  concludes that: 
  
 __ A. there are no probable significant adverse impacts and recommends a 

Determination of Nonsignificance. 
  
 __ B. probable significant adverse environmental impacts do exist for the current 

proposal and recommends a Mitigated Determination of Nonsignificance with 
conditions. 

  
 __ C. there are probable significant adverse environmental impacts and 

recommends a Determination of Significance. 
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D.  SUPPLEMENTAL SHEET FOR NONPROJECT ACTIONS 
(Do not use this sheet for project actions) 

 
Because these questions are very general, it may be helpful to read 
them in conjunction with the list of elements of the environment. 
 
When answering these questions, be aware of the extent the 
proposal, or the types of activities likely to result from the proposal, 
would affect the item at a greater intensity or at a faster rate than if 
the proposal were not implemented.  Respond briefly and in general 
terms. 

 
1. How would the proposal be likely to increase discharge to water; 

emissions to air; production, storage or release of toxic or 
hazardous substances; or production of noise?   
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
 

 Proposed measures to avoid or reduce such increases are: 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
2. How would the proposal be likely to affect plants, animals, fish or 

marine life?   
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
 Proposed measures to protect or conserve plants, animals, fish 

or marine life are: 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
3. How would the proposal be likely to deplete energy or natural 

resources? 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
 Proposed measures to protect or conserve energy and natural 

resources are: 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
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4. How would the proposal be likely to use or affect environmentally sensitive 
areas or areas designated (or eligible or under study) for governmental 
protection, such as parks, wilderness, wild and scenic rivers, threatened or 
endangered species habitat, historic or cultural sites, wetlands, flood plains or 
prime farmlands? 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

  
 Proposed measures to protect such resources or to avoid or 

reduce impacts are: 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
5. How would the proposal be likely to affect land and shoreline 

use, including whether it would allow or encourage land or 
shoreline uses incompatible with existing plans? 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
 Proposed measures to avoid or reduce shoreline and land use 

impacts are: 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
6. How would the proposal be likely to increase demands on 

transportation or public services and utilities? 
_________________________________________________________ 
_________________________________________________________ 

 
 Proposed measures to reduce or respond to such demand(s) are: 

_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

 
7. Identify, if possible, whether the proposal may conflict with local, state 

or federal laws or requirements for the protection of the environment. 
_________________________________________________________ 
_________________________________________________________ 
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C. SIGNATURE 
 
I, the undersigned, swear under penalty of perjury that the above responses are made 
truthfully and to the best of my knowledge.  I also understand that, should there be any 
willful misrepresentation or willful lack of full disclosure on my part, the agency may 
withdraw any Determination of Nonsignificance that it might issue in reliance upon this 
checklist. 
 
Date:  ___________________  Signature:  _____________________________________  
 
Please Print or Type: 
 
Proponent:  _________________________ Address: ______________________________   
 
Phone:  ____________________________ _______________________________  
 
Person completing form (if different from proponent):   _______________________________  
 
___________________________________ Address: ______________________________   
 
Phone:  ____________________________ _______________________________  
 
 
 FOR STAFF USE ONLY 
  
 Staff member(s) reviewing checklist:  ______________________________________  
  
 Based on this staff review of the environmental checklist and other pertinent  
   information, the staff concludes that: 
  
 A. _  there are no probable significant adverse impacts and recommends a 

Determination of Nonsignificance. 
  
 B. _  probable significant adverse impacts do exist for the current proposal and 

recommends a Mitigated Determination of Nonsignificance with conditions. 
  
 C. _  there are probable significant adverse environmental impacts and recommends 

a Determination of Significance. 
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This checklist includes all of the required information for submitting an ADMINISTRATIVE CERTIFICATE OF 
COMPLIANCE.  It includes required information of the State Environmental Policy Act.  Applications will not be 
processed until all of the following information is submitted and determined “Counter Complete”. 

 
 

 Predevelopment meeting summary (if applicable) 

 General Application, completed and signed 

 Supplemental application for Administrative Certificate of Compliance, completed and signed 

 Environmental checklist, if required under SMC Chapter 17E.050 

 Planning Services Department filing fees, as required under SMC Chapter 8.02 

 Fourteen (14) copies of the site plan, prepared by a licensed surveyor, and drawn to a minimum scale of 1”=100’, 

on a sheet no larger than 24”x36”, which will include all of the following:  
 

□ Property dimensions 

□ Location and dimensions of all existing and proposed physical improvements 

□ Location and type of landscaping 

□ Walkways and pedestrian areas 

□ Existing and proposed off-street parking areas, access drives and driveway drops 

□ Refuse facilities  

□ Significant natural features such as slopes, trees, and rock outcrops including critical areas  

□ Location, type & dimension of all existing and proposed easements 
 

 

 One 8½” x 11” reproducible copy of the site plan  

 Copies of building permits or other data necessary to demonstrate the building was erected in good faith and all 

reasonable efforts were made to comply with the code 

 Written narrative identifying consistency with the applicable policies, regulations and criteria for approval of the 

permit requested 

 Other plans, such as building elevations, landscaping plans or sign plans, which are determined by the 

permitting department to be necessary to support the application 

 Additional application information may be requested and may include, but is not limited to, the following-: 

critical area studies, noise studies, air quality studies, visual analysis and transportation impact studies 

Planning Services 
Department  

Administrative 
Certificate of Compliance 

Counter Complete Checklist 
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1. Is there written documentation proving that all necessary permits were issued and inspections 
conducted for the subject property? Please explain. 

 
 
 
 
 
 
 
2. Is the current owner of the property the same party responsible for the creation of the violation or an 

innocent purchaser for value? 
 
 
 
 
 
 
 
3. Is approval of the certificate of compliance necessary to relieve the applicant of a substantial practical or 

economic hardship? Please explain. 
 
 
 
 
 
 
 
4. Will surrounding properties suffer significant adverse effects if this certificate of compliance is granted? 

Please explain. 
 
 
 

Planning Services 
Department  

Administrative 
Certificate of Compliance 

Application 
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State of Washington 
County of Spokane 
 
___________________________________, being first duly sworn, deposes and say: 

 

At all times mentioned herein, I was and now am, a citizen of the United States of America over 

the age of eighteen years. 

 

On the __________ day of _________________, 20__, I personally removed the sign(s) 

that were posted on the subject property for the purpose of providing notice of (CIRCLE ONE) 

public hearing or application for an administrative permit and that said signs were removed no 

more than seven days after the public hearing date or the close of the public comment period in 

the case of an administrative permit.  

 
 

____________________________________ 
Signature of Applicant or Agent 

 
____________________________________ 

       Date 
 

Signed and sworn to before me this ______ day of ________________________, 20___. 
 
 

____________________________________ 
Notary Public in and for the State of Washington 

 
____________________________________ 

   Appointment expiration date  

Planning Services 
Department  Affidavit 

Removal of Public Sign 


