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DESIGN REVIEW WORKSHOP 

 

WHEN REQUIRED OR RECOMMENDED 
A Design Review Workshop is required for all discretionary projects proposed with a Master Plan and Precise 
Development Plan. A Workshop is recommended but not required for new commercial, industrial, multi-family 
projects, and residential subdivisions. The purpose of the workshop is to evaluate the site design and architectural 
concepts of a project at an early stage to determine the compatibility of the proposal with the site, surrounding 
neighborhood land uses and improvements, and applicable city standards. Such concepts include:  

• Access and circulation (vehicular and pedestrian) 
• Building placement 
• Building massing 
• Architectural style 
• Grading 
• Landscaping and tree removal 

APPLICATION PROCESS 
Applicants may submit a Design Review application to begin the process. When the application has been deemed 
complete, the project will be scheduled for a public workshop with the Design Review Commission (DRC). Notices 
are mailed to all property owners within a 600-foot radius of the project site at least 10-days prior to the DRC date, to 
inform them of the workshop. 

At the workshop, the DRC members will review and provide feedback on the project. If the DRC members require 
changes to the project or need more information in order to make the required Design Review findings found in NMC 
Section 19.42.030, they can make that known to the applicant. There is also a public comment period to allow an 
opportunity for surrounding neighbors to express concerns or other sentiments for the applicant to consider. 

No decision or action takes place at a design review workshop. Feedback provided at a workshop is not binding and 
is for the applicant’s informational purposes only. Action will be taken on a project at a subsequent publicly noticed 
DRC hearing.  

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

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

4) 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. 

mailto:planning@novato.gov
https://library.municode.com/ca/novato/codes/code_of_ordinances?nodeId=CHXIXZO_ART3SIPLGEDEST_DIV19.42PEAPDI_19.42.030DERE
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/#/
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B. Plan Set Information:  
 

1) Vicinity map. Vicinity map showing the project’s relationship to adjacent streets and buildings. 
2) Context maps, which include an aerial map, showing the project site and the immediate surrounding 

neighborhood. Include neighboring building locations and sizes.  
3) Topographic map / preliminary grading plan showing existing and proposed contours at intervals no greater 

than five feet (two feet for hillside properties) to show height and angle of cut and fill slopes (and quantities 
of material), retaining walls and the basic topographic features of the site. For properties with an average 
slope of 10 percent or greater, review the standards of NMC Division 19.26 - Hillside and Ridgeline 
Protection. 

4) A scaled and dimensioned site plan showing the following: 
a. Property lines, streets, easements, existing structures, 
b. Proposed street dedications improvements. 
c. Type, size, diameter, and dripline of all existing trees. 
d. Outside dimensions of all buildings and structures. 
e. Location and size of all driveways, parking spaces and loading areas. 
f. Parking calculations related to each type of use and total parking required. 
g. Elements of the project such as accessory structures, fencing, pool, patio, etc.  
h. Concept drainage and landscape plans. 

5) Architectural concept drawings, scaled to show the height and massing of structures.   
6) Building elevations as viewed from the street frontage illustrating the relationship of proposed building(s) to 

adjacent structure(s). Photographs with the proposal superimposed may be substituted. 
7) 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. 

8) Colors and materials sample board which includes the type, texture, and color of exterior materials. Brands 
and color names should be included with all samples. The board should be no larger than 2’ x 2’.   

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