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1.  The Department of City Planning (Planning Department) will identify a Neighborhood Council Liaison as the main contact 
for the Certified NCs (NCs).  Communication may be via telephone, e-mail, fax or U.S. mail, but it will be timely.   
 
2.  All Certified NCs may designate a person as the contact with the Planning Department for the Pilot Program.  An 
alternate contact may also be designated for PlanCheckNC representation.   
 
3.  The DONE contact list for Certified NCs will be used for Planning Department distribution notifications to the Certified 
NCs including the bi-weekly Early Notification Reports.  The DONE contact list for Certified NCs will be modified to include 
the name and contact information for the Certified NC Planning Contact.   
 
4.  Each Certified NC will notify the DONE Database Administrator, NC Project Coordinator and PlanCheckNC of changes 
to their DONE contact list in a timely manner.  PlanCheckNC will assist Certified NCs in identifying the appropriate 
notifications for maintaining current information on the DONE contact list.  Once notified, DONE will update the contact list in 
a timely manner. 
 
5.  Each applicant will provide an envelope addressed to the applicable Certified NC planning contact (as identified on the 
DONE contact list) containing a copy of the application filing package (MLU, EAF, Plot Plan, Floor Plan, justifications, etc) 
as soon as the case is filed.  After verifying that the file packet is complete, the envelope is appropriately addressed and 
mailing costs have been paid; the envelope will be mailed by the Planning Department.  The Certified NC may initiate 
discussions with the project applicant any time after the project is identified. 
 
6.  Certified NC comment on a specific project should be submitted in accordance with the procedure for submittal as 
outlined in the Notice of Public Hearing and submitted to the contact identified in the notice.  Certified NCs may advise 
Planning via mail, fax, e-mail or in person at the public hearing of NC Board decisions regarding the approval or disapproval 
of specific cases, citing the reasons.  If the NC does not communicate with the decision maker identified on the Public 
Hearing Notice at or before the time of the public hearing, the NC will be deemed to have “no position” on the issue and the 
case will not be delayed pending NC action.  However, if an NC and the applicant are involved in on-going discussions on 
the project, it is valid to request that the case be taken “under advisement” or otherwise request that there be a delay in the 
decision. 
 
7.  Using the DONE contact list, the Planning Department will give Certified NCs advance notification of the work program 
for proposed City initiated cases; i.e., Changes to the Master Plan, Code Changes, Community Plans, Specific Plans, Zone 
Overlays, ICO, etc. 
 
8.  Planning will establish a schedule for Community Plan updates for all Community Plans and publish the schedule on the 
Planning Department website.  Planning will e-blast this schedule and notice of its posting on the Planning Department 
website using the DONE contact list.  Note that this schedule may be influenced by budget constraints and other 
considerations. 
 
9.  Planning will work with PlanCheckNC (aka Planning Pilot Program Oversight Committee) to help provide a venue, 
personnel and materials for cooperative instruction interpreting and understanding the Planning Department operations e.g., 
Plans, Planning and Zoning Codes, overlay zones and other planning tools, ZIMAS and information tools, Environmental 
Review documentation, etc.   The Planning Department and PlanCheckNC will work cooperatively to provide stakeholders 
with instruction at a departmental level and from the neighborhood standpoint, such as learning how to negotiate conditions 
and other project changes with the applicant. 
 
10.  The Planning Department will assist Certified NCs with discussions about issues important to the community and with 
planning related educational programs.  However, the Planning Department cannot discuss specific cases.  For specific 
cases, Certified NCs must use the public comment process to address their concerns.  . 
 
11.  PlanCheckNC will provide the Planning Department with feedback at a minimum of once a year.  The PlanCheckNC 
Oversight Committee Governing Board will solicit and compile comments from the Certified NCs on the Pilot Program and 
will prepare reports.  These reports will also be distributed to DONE, Certified NCs and other interested parties.   
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