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USE PERMIT 

 

WHAT IS A USE PERMIT AND WHEN IS IT REQUIRED 
Every parcel in the city is assigned to a zoning district, as illustrated on the Novato Zoning Map. Chapter XIX 
(Zoning; “Zoning Ordinance”) of the Novato Municipal Code (NMC) establishes allowable uses within each zoning 
district. Certain land uses are only allowed with an approved use permit. Use permits are a zoning tool that provides 
for the public review of certain land uses, that due to their type or intensity require additional consideration of 
location, site design, compatibility with surrounding uses, availability of public infrastructure/services, and 
environmental impacts.  

Use permits are site specific land use entitlements that run-with-the-land and remain with the property or tenant 
suite, regardless of current or future ownership. The use permit remains valid after it has been exercised, as long as 
it has not been revoked, and: 1) a building permit associated with the use remains valid; or 2) a final building 
inspection or certificate of occupancy has been granted. 

PRE-APPLICATION REVIEW 
The Planning Division offers several opportunities for pre-application review. Pre-application review is encouraged 
to help identify and resolve any issues early in the review process. Please contact the Planning Division to discuss 
the various options.  

ENVIRONMENTAL REVIEW 
Discretionary applications, including a Use Permit, 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.  

INITIAL APPLICATION REVIEW  
Submittal requirements for a Use Permit application are listed on the following pages. A complete application 
package should include all listed items that are applicable to your request. Planning Division staff will perform an 
initial application review (i.e., application completeness review) of the submitted application materials within 30 days 
of the application submittal. As a part of this initial review process, Planning Division staff will route out all received 
application materials to outside reviewing agencies and departments (e.g., Novato Fire District, North Marin Water 
District, Novato Sanitary District etc.). These agencies and departments 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. This written determination will also include all received project specific 
correspondence from outside agencies and departments. An application submittal must be deemed complete 
before it may continue forward in the overall review process. 

APPLICATION REVIEW AND DECISION 
Once an application has been deemed complete, Planning Division staff will perform an analysis of the request, 
based off criteria provided in the Novato Municipal Code. This analysis is documented in the staff report prepared by 
Planning Division staff and includes staff’s recommendation to the review authority for the project. The review 
authority (e.g., Zoning Administrator, Planning Commission, City Council) is responsible for acting (i.e., approval, 
conditional approval, or denial) on the application. The review authority will take into consideration public testimony, 
Planning Division staff’s recommendation, and any relevant public information before acting on an application 
request.  
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As required by NMC Section 19.42.050 (Use Permit) the review authority must make the following findings before 
acting to approve or conditionally approve a use permit application request – additional findings may be required 
depending on the application request: 

a. The proposed use is consistent with the General Plan and any applicable specific plan; 
b. The proposed use is allowed with a Use Permit within the applicable zoning district and complies with all 

applicable provisions of this Zoning Ordinance and any relevant Master Plan and/or Precise Development 
Plan; 

c. The establishment, maintenance, or operation of the use will not, under the circumstances of the particular 
case, be detrimental to the health, safety, or general welfare of persons residing or working in the 
neighborhood of the proposed use; 

d. The use, as described and conditionally approved, will not be detrimental or injurious to property and 
improvements in the neighborhood or to the general welfare of the City; and 

e. The location, size, design, and operating characteristics of the proposed use are compatible with the existing 
and future land uses in the vicinity. 

The review authority will act on an application at a scheduled public hearing. Public notices are mailed out to the 
surrounding property owners prior to a scheduled hearing date. The review authority’s decision is then recorded, 
along with the findings upon which their decision is based. 

RESULT 
The action of the review authority is final unless an appeal of the review authority’s decision is filed in a timely 
manner, in accordance with the appeal procedures set forth by the Novato Municipal Code, including payment of the 
applicable appeal fee. Please contact the Planning Division to discuss filing an appeal. 

Any construction activities associated with the approved use permit may be subject to the issuance of a building 
permit. Accordingly, please contact the Building Division to determine whether a building permit is required. 
Additionally, a business license must be secured before proceeding with the operation of a new business.  

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) Environmental Data Submission 

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. Written Statement: 
A written statement(s) that includes the following information is required: 
1) Description of the proposed use 
2) Maximum number of people involved (e.g., employees, clients, students, customers etc.) 
3) Type and anticipated frequency of vehicular traffic involved (e.g., truck deliveries, drop-offs etc.) 

https://h2.maintstar.co/novato/portal/#/
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4) Days and hours of operation 
5) Types of outdoor activities (e.g., storage, dining, drive up-windows, music etc.) 
6) Types of odors, noise, dust, or glare involved 
7) Information of the type(s) of hazardous or volatile materials or chemicals involved (e.g., storage, disposal, 

use etc.) and any special license for handling 
8) Any lease controls or management programs that will ensure that the proposed use will not be detrimental 

to surrounding uses or persons in the area, or to the City in general 
9) Description of the previous use of the property, building or tenant space and when the previous use 

ceased operation 

C. 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) General Coversheet Information: 
a. Project name, address, assessor’s parcel number (APN), and detailed scope of work 
b. Designer information: name, address, phone number, and email address 
c. Sheet index of drawings 
d. Vicinity map of project location 
e. Building Data, including: 

 Occupancy group(s) 
 Type of construction 
 Floor area per story and total floor area 
 Building height and sprinkled condition 
 Note indicating if project location is within a Flood Zone or Wildland Urban Interface 

2) Site Plan: 
a. North arrow 
b. Easement locations, dimensions and type 
c. Site drainage information 
d. Existing and proposed building footprints with overall dimensions and projections 
e. Dimensioned locations of existing and proposed on-site driveways, parking areas, and service areas 
f. Location of all trees within the project area with a trunk diameter base height of 6 inches or more  

3) Floor Plans: 
a. Dimensioned existing and proposed interior layout of the building or tenant space 
b. Description of the proposed interior uses of the building or tenant space (e.g., office, classroom, 

bathroom, etc.) 

D. Required Supplemental Information: 
Listed below are documents and supplemental information that are required for specific types of use permit 
projects. Please contact the Planning Division to discuss which items listed below are required for your project. 

1) Constraints analysis prepared by qualified experts  
2) Habitat Restoration and Management Plan 
3) Stream Management Plan 

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