CITY OF MILLWOOD 

APPLICATION INSTRUCTIONS FOR 

SPECIAL SIGN PERMIT
Fees:

All costs associated with the application for a Special Sign Permit must be paid regardless of the final decision.  Minimum fees are due as indicated below:


$100.00 Application Fee  
when application is received by the City 

$ 50.00  Publishing Fee
when application is received by the City
There may be other costs associated with the application. In accordance with Millwood Municipal Code Chapter 14.16 Land Use Development Proposals Evaluation and Processing Fees, these instructions are written notice that additional fees, both hourly and consultant, may be required.  You will be notified of amount of the initial deposit to cover such fees in writing. 

Instructions:
Persons applying for a special sign permit (SSP)  must complete the appropriate application form in full. The applicant must completely and accurately address the nature, justification and effects of the proposal.  The completed application, along with a sign permit application, required drawings and site plan, and a $100.00 nonrefundable application fee must be submitted to the City as the application package. 

Within 28 days of the receipt of the application package, the City will issue a Notice of Completion and Consistency (NOCC) to the applicant.

Please Note:  If the NOCC states the application is incomplete, the review process will stop until the required information is submitted to the City. 

The City will post the Notice on the proposal site.  The applicant shall maintain the notice boards in the upright position in which they are placed.  The applicant is not to move, remove or damage the boards in any way.  The applicant will be responsible for the cost of lost or damaged boards.  If notice boards are removed or are not up right and readable the process will be delayed.

Hearing Process:
The Notice of Application and Public Hearing will state the date of the open record public hearing and the comment period for the application.  The open record public hearing is held before the Millwood Planning Commission in accordance with established hearing procedures.  The Planning Commission receives public testimony then makes a decision, based upon the application, testimony, record, and facts of the case.  The decision is appealable to City Council.  Sign permits on or over public right of way are submitted as a recommendation to City Council with the final decision made by the City Council.    The decision, if approved, may contain conditions required for the project.

When the application requires approval by the City Council, upon receipt of the Planning Commission recommendation, the City Council reviews the record and, at a closed record decision hearing, and makes the final decision to affirm the Planning Commissions recommendation, review the record and take such action as is indicted by the evidence, or refer the matter back to the Planning Commission for further consideration.  The City Council receives no new testimony. 

The City will generate a Notice of Final Decision which is mailed to all parties of record.   There is an appeal period following the Notice of Final Decision.  

If the City’s decision is to approve the proposal, the applicant will be directed to complete the building/structural sign permit process after the expiration of the Notice of Final Decision appeal period or after all appeals legally filed have been concluded.  The permit process will include having structural plans approved by Spokane County and paying the building/structural sign permit fees.  

