
 
 

 
 

MEMORANDUM 

DATE:  SEPTEMBER 13, 2022 

TO:  DESIGN COMMISSION 

FROM: JENNIFER PAIGE, AICP, ACTING DIRECTOR OF PLANNING & COMMUNITY 
DEVELOPMENT DEPARTMENT 

 
SUBJECT: PRELIMINARY CONSULTATION SUBMITTAL CHECKLIST UPDATE 
____________________________________________________________________________ 
 
BACKGROUND 
 
Pursuant to Zoning Code Section 17.62.040.D, “The Director shall establish in writing the 
submittal requirements for permit applications required by this Zoning Code.”  In 2015, the 
Design Commission established a subcommittee to review application submittal requirements 
and provide input to the Director to assist in developing application submittal requirements that 
align more closely with the purposes of each phase of the design review process, as well as 
typical design development processes for architectural firms.  During recent meetings of the 
subcommittee, the following recommended changes were developed for the Director’s 
consideration in developing a revised submittal checklist for Preliminary Consultation (current 
checklist is included in Attachment A): 
 
RECOMMENDED CHANGES 
 

1. Modify preamble language to include the following: 
a. A statement equating Preliminary Consultation to “sketch” or “schematic” design 

phase of the design development process. 
b. A statement summarizing three main concepts of the City’s design guidelines, 

that new development projects should: 
i. Be responsive to their surroundings,  
ii. Recognize that they are part of a Citywide collection of buildings, and  
iii. Provide creative and authentic architectural solutions. 

c. A statement that the focus of this stage of the design review process should be 
on high-level design guidelines related to urban design, response to context and 
building form/style. 
 

2. Transfer Design Narrative requirement to other submittal items described below, which 
will require the narrative questions to be answered in graphic exhibits with supporting 
text. 
 

3. Modify Schematic Design Plans requirement to include the following: 
a. Addition to preamble statement to clarify that the plans should  be schematic and 

general in nature to address three key factors of this early stage of the design 
process:   

i. Contextual influences on the site and building design 
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ii. Conceptual program organization  
iii. Visual representation of architectural influences on the proposed design 

b. Add new Urban Design Concept requirement that includes two exhibits: 
i. Opportunities and Constraints Exhibit identifying the factors that influence 

the development of the site (e.g., circulation, adjacent development 
including historic resources, views, natural features, environmental 
factors, trees, planning/zoning requirements, design guidelines, etc.) 

ii. Urban Design Concept Exhibit identifying how the Site Planning Layout 
responds to the factors outlined in the Opportunities and Constraints 
Exhibit. 
 

4. Change nomenclature of Site Plan requirement to Site Planning Layout and add 
parking location and circulation diagram for all transportation modes to the list of 
required components. 
 

5. Change nomenclature of Conceptual Elevations requirement to Building Design 
Concepts, to include: 

a. Single line floor plan diagrams depicting preliminary interior programming 
layout including major access points and openings, preferably in color. 

b. Preliminary 3-D block models and elevations that demonstrate building form 
and height in context. Include multiple pedestrian perspective views from the 
public right-of-way.  Explain how the building form responds to the factors 
identified in the Opportunities and Constraints Exhibit. 

c. Key site map and north arrow identifying façade orientation shown on each 
sheet. 
 

6. Add new Architectural Intent Concept requirement providing sketch overlays, 
inspiration/precedent photos and/or design logic diagrams with narrative demonstrating 
the architectural intent and design logic of the building and describing how the proposed 
architectural concept contributes and responds to Pasadena’s architectural legacy and 
climate. 
 

7. Include recommended length of each exhibit. 
 
The subcommittee did not recommend any changes to the Visual Context Photo Montage 
requirement, the Design Evolution Exhibit requirement or other standard administrative 
requirements (application forms, fees, electronic submittal, ownership verification, digital 3D 
model). 
 
CONCLUSION/NEXT STEPS 
 
This report is provided to the Design Commission for information purposes and to solicit any 
additional input the Commission may provide for the Director to consider in revising the 
Preliminary Consultation Submittal Checklist.  Following the Director’s review of the 
recommendations, and completion of modifications to this checklist, the subcommittee will 
continue to convene to provide input to the Director on modifications to the Concept Design 
Review submittal checklist, followed by the Final Design Review submittal checklist. 
 
Attachment A: Current Preliminary Consultation Submittal Checklist 


