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MINOR DESIGN REVIEW HANDOUT
 

WHEN REQUIRED 
Minor Design Review is required for the projects identified in Novato Municipal Code (NMC) 19.42.030 Table 4-2. 
Additionally, some projects on parcels zoned Planned District (PD) may also require Minor Design Review. The 
purpose of Minor Design Review is to evaluate the architectural, landscape, and site design aspects of the project 
to promote, maintain, and enhance the visual quality and character of Novato. 

DESIGN GUIDELINES 
Applicants may request a copy of any design guidelines that may apply to their project site from the Planning 
Division. Additionally, if the parcel on which the project is proposed has an average slope of 10 percent or more, 
the project must comply with NMC 19.26 - Hillside and Ridgeline Protection. If the project involves a second-story 
addition to a single-family home, the project must comply with the City’s Second Floor Residential Design Review 
Guidelines. Contact a Planner if you are unsure which design standards apply to your project. 

ENVIRONMENTAL REVIEW 
Discretionary applications, including Design Review are subject to environmental review as required by the 
California Environmental Quality Act (CEQA) and the City of Novato Environmental Review Guidelines. Planning 
Division staff will determine the level of CEQA review required for a particular project after deeming the application 
complete. 

APPLICATION REVIEW PROCESS 
A complete application package must include all applicable submittal items listed on the following pages. Planning 
Division staff will perform an application completeness review of the submitted application materials within 30-days 
of the application submittal. Planning Division staff will also route out all received application materials to outside 
reviewing agencies and departments (e.g., Novato Fire District, North Marin Water District, etc.). These agencies 
may provide comments, corrections, or conditions of approval. 

Planning Division staff will provide the applicant with a written determination on whether the submitted application 
is complete for processing or incomplete in accordance with Government Code section 65943. An application 
submittal must be deemed complete before it may continue forward in the review process. 

Once the application is complete, an action date will be scheduled for the project to be reviewed by the Community 
Development Director (CDD). Notices of the application are mailed to surrounding property owners 10-days prior 
to the scheduled action. A noticed individual may request a public hearing to have the project reviewed by the 
Design Review Commission (DRC). If a DRC hearing is requested, the project must be re-noticed and scheduled 
for a DRC hearing date. 

Either the CDD or DRC will then act to approve, approve with conditions, or deny the application. The CDD or DRC 
action is final unless appealed in writing within 10-days of the date of action in accordance with NMC Division 19.54. 
(See City of Novato Master Fee Schedule for appeal fee). 

In order to approve a Minor Design Review request, the following findings as found in NMC Section 19.42.030 – 
Design Review, must be made by either the CDD or DRC. Please note that additional findings may be required 
depending on the application request: 

1. The design, layout, size, architectural features, and general appearance of the proposed project is 
consistent with the General Plan and any applicable specific plan, and with the development standards, 
design guidelines, and all applicable provisions of this code, including this title and any approved master 
plan and precise development plan. 

  

mailto:planning@novato.gov
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2. The proposed project would maintain and enhance the community's character, provide for harmonious and 
orderly development, and create a desirable environment for the occupants, neighbors, and visiting public. 

3. The proposed development would not be detrimental to the public health, safety, or welfare; is not materially 
injurious to the properties or improvements in the vicinity; does not interfere with the use and enjoyment of 
neighboring existing or future developments, and does not create potential traffic, pedestrian, or bicycle 
hazards. 

SUBMITTAL REQUIREMENTS: 
All Planning applications must be submitted directly through Novato Permits Portal, our online portal 
at Application Forms | City of Novato, CA. A Novato Permits Portal account is required and can be created 
using the online portal prior to applying.  

A. General Information: 
1) Planning Application 

2) Title report dated within 6 months 

3) Cost Recovery Agreement - for projects that require a deposit.  

4) Application Fee(s) as listed in the City of Novato Master Fee Schedule. 

5) Once an application is submitted through the Novato Permits Portal, an invoice will be created within 
approximately one (1) week and will be viewable on your account. You will then be able to pay through the 
portal by credit card or e-check (fees apply for both). Alternatively, you can mail or drop off a check to the 
City’s Administrative Offices at the following address: 

 City of Novato  
 Attn: Planning Division  
 922 Machin Avenue 
 Novato, CA 94945 
 **Please include your application number and/or project address on the check. 

B. Plan Set Information: 
Project plan sets shall be prepared to meet the minimum requirements as described in the Minimum 
Requirements for Prepared Plans informational document found in the “Forms & Guides” section of the Novato 
Building Division’s webpage (novato.org/building). 
1) Project Data including: 

a. Lot size (gross and net) 
b. Zoning designation 
c. Floor area for each floor 
d. Floor area for garage and/or accessory buildings 
e. Lot coverage calculation 
f. Front, side, street-side, and rear setbacks 
g. Height limit 
h. Number of parking spaces, including standard, compact, parallel, and ADA spaces. 
i. Cut/Fill calculations for grading 

2) A site plan, scaled and dimensioned which includes the following: 

a. North arrow. 
b. Vicinity map showing relationship to surrounding streets, lotting pattern, and adjacent homes. 
c. All property lines, streets (with center lines) and easements (existing and proposed). 
d. All existing and proposed frontage improvements including elevations. 
e. Identifies all structures to be demolished or otherwise removed. 
f. Location and outside dimensions of all buildings and structures. 
g. Location of all driveways, walkways, trails, and outside stairs and landings. 
h. Location and height of all retaining walls and fencing. 

https://h2.maintstar.co/novato/portal/#/
https://www.novato.org/?navid=955
https://www.novato.gov/home/showdocument?id=37301&t=638554445109684205
https://h2.maintstar.co/novato/portal/#/
https://www.novato.org/home/showpublisheddocument/37466/638573428569330000
https://www.novato.org/home/showpublisheddocument/37466/638573428569330000
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i. Conceptual drainage plan. 
j. Location and type of all exterior lighting including street lighting if applicable. 
k. Location and size of all mechanical and utility equipment including power and telephone equipment, 

meters, and transformers. 
l. Topography showing existing and proposed contours at intervals no greater than five feet (two feet 

for hillside properties) to show height and angle of all cut and fill slopes and the basic topographic 
features of the site including street frontage improvements. Grade of all driveways and streets shall 
be shown. For hillside properties see Section 19.26 of the Novato Municipal Code. 

m. Any other element of the project appropriate for inclusion in site plan (i.e., pool, patio, sport courts, 
etc.). 

n. Location, diameter, species, and dripline of all existing trees 6-inches or greater in diameter, as 
measured 24 inches above finished grade. Show an ‘X’ over trees that are proposed to be removed. 

3) Architectural drawings, scaled, and dimensioned which include: 

a. Architectural elevations showing height and width of all exterior walls including outside finished 
grade lines labeled north, south, east, and west; 

b. Height, configuration, slope, and overhangs of roof; 
c. All rooftop equipment, including proposed enclosures or screening; 
d. Colors and materials for exterior siding, roofing, windows, doors, light fixtures, and trim. This can 

be included as material call outs on the plan sets, or as a separate colors and materials sheet 
which includes swatches and catalog cuts from the product manufacturer; 

e. Size and location of doors, windows, eaves, awnings, overhangs, skylights, chimneys, downspouts, 
exhaust fans, or similar openings; 

f. Stairs, landings, railings, chimneys, decks, balconies, towers, flagpoles, radio / telecommunication / 
television masts or poles, or similar attachments or projections; 

g. Design of fencing and all exposed retaining walls; 
h. Finished floor elevations; 
i. Architectural sections through the proposed building(s) and to adjacent buildings, streets, retaining 

walls or other prominent features to illustrate how the proposed building(s) fit the site (cut or fill 
grading) and the relationship of building height and mass to adjacent properties/structures; and 

j. Existing and proposed floor plans. Indicate use of each room/space on the floor plan and provide 
the floor area in square feet of room/space. 

4) Landscape plan which includes: 
a. The location, type (both botanical and common name), and size of plant materials 
b. Estimated height and spread at maturity 
c. The area and type of top dressing 
d. Tree staking and soil mix 
e. Irrigation 
f. Planting area separators and/or fencing 
g. Area lighting 
h. Trimming or removal of existing trees 
i. All other contemplated landscaping  improvements 

5) Site photographs of on-site and adjacent development, vegetation, and topography 
6) Preliminary Construction Management Plan which includes: Construction phasing, construction start date, 

road closure dates, milestones and proposed completion dates, staging and storage location, travel routes, 
portable bathroom location and cleaning schedule, construction parking and loading areas both on- and 
off-site. 

ADDITIONAL INFORMATION REQUIRED AS APPLICABLE: 
1. Story Pole Plan.  Refer to the City’s Story Pole Policy handout on the City’s website for when story poles are 

required and necessary submittal requirements. 

2. For projects on parcels with an average slope of 10 percent or greater, the following items are required in 
addition to those listed above in accordance with NMC 19.26.030: 

https://library.municode.com/ca/novato/codes/code_of_ordinances?nodeId=CHXIXZO_ART3SIPLGEDEST_DIV19.26HIRIPR_19.26.040HIDEDECR
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a. For undeveloped hillside parcels, submit a constraints analysis in compliance with the City’s 
Constraints Analysis Guidebook. The constraints analysis shall be based on and limited to known 
constraints of the site. 

b. Geotechnical report, which identifies and proposes mitigation measures for any soils and 
geological conditions that may affect site stability and/or structural integrity. 

c. Three-dimensional building elevations and scaled cross-sections to demonstrate building planes, 
heights, and massing. 

d. A photo montage, computer-generated visual simulations and/or a site model to demonstrate 
topographic relationships, building mass and scale, site grading, visual impacts, and project 
relationships with the adjacent neighborhood. 

3. For projects on parcels shown on General Plan Figure ES-6 ‘Ridgelines and Scenic Resources’, the 
following items are required in addition to the items #1-8 (or #1-9 if also on a hillside parcel with an average 
slope of 10 percent or more) listed above in accordance with NMC 19.20.080 C.: 

a. Cross-sectional and elevational drawings analyzing the impacts of the proposed project on scenic 
views. 

b. Visual simulations of the proposed project demonstrating how proposed structures will appear 
within the existing landscape after construction. The simulations shall be accurately prepared 
using computerized photo montage techniques, and/or story poles placed on the site at the 
locations of proposed building corners. Simulations shall be prepared showing the proposed 
project from at least the following vantage points: 

i. From all streets fronting the site; 
ii. From adjacent neighborhoods, parks, and trails from which the proposed structures may 

be visible; and 
iii. From any location adjacent to Highway 101 from which the proposed structures may be 

visible. 
4. For projects on parcels with native tree, forest, or woodland resources subject to Division 19.39 of the 

Novato Municipal Code, the following items are required in addition to those listed above: 
a. A tree inventory consisting of a site plan showing the locations and types of all existing trees more 

than 3-inches in diameter, and noting which trees are proposed to be removed. 
b. A Woodland Conservation and Management Plan prepared by a qualified forest management 

professional based on Principles 1-7 listed in NMC 19.39.030 B., and shall comply with NMC 
19.39.040. 

5. For projects with a permanent sign and/or requiring a Master Sign Plan:  
a. Location of all existing signs and all proposed signs.  
b. A complete detail of existing and proposed signing, indicating: (1) Type (wall, freestanding, under 

canopy, window, other). (2) Dimensions of sign and total area of sign faces. (3) Type of illumination 
for all signs (interior, indirect, neon tubing). 

c. Architectural elevation drawings, to scale and dimensioned, of each proposed sign indicating 
materials, copy, copy color, background color, color of framing and supports. If freestanding, 
indicate height from grade to top and bottom of sign. 

6. Sufficient information, reports, or studies to permit the City to determine whether the project is exempt from 
the California Environmental Quality Act or whether an environmental impact report, a negative declaration, 
or a mitigated negative declaration is needed as required by Section 21080.1 of the Public Resources 
Code. 
 

For more information, please contact the Planning Division at: 415-899-8989 or planning@novato.gov 

https://library.municode.com/ca/novato/codes/code_of_ordinances?nodeId=CHXIXZO_ART3SIPLGEDEST_DIV19.39WOTRPR_19.39.030APCO
https://library.municode.com/ca/novato/codes/code_of_ordinances?nodeId=CHXIXZO_ART3SIPLGEDEST_DIV19.39WOTRPR_19.39.040STTRFOREMI
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