
Plat Alteration Application
Application Fee and Public Notice Board Fee...

See Fee Schedule 

Planning Services
Location: 400 W. Gowe  •  Mail to: 220 4th Avenue South  •  Kent, WA 98032-5895

Permit Center (253) 856-5302  FAX: (253) 856-6412
www.ci.kent.wa.us/permitcenter

Please print in black ink only.

Plat Name: ___________________________________________________________________________

❏ Type I Short Subdivision ❏ Type II Short Subdivision ❏ Subdivision

Status of Plat in Process:  ❏ Received preliminary plat approval but prior to fi nal plat approval
❏ Received fi nal plat approval but prior to recording of plat
❏ Plat has been recorded

Alteration Requested: __________________________________________________________________
Address/Location: __________________________________________________  Zone: ____________
King County Parcel Number(s): _______________________________________  Acres: ___________
¼  Section _____________  Section ______________  Township _____________  N Range ________E   

Applicant: (mandatory)

Name: ___________________________________________  Daytime Phone: _____________________

Mailing Address: ______________________________________ Fax Number: _____________________

City/State/Zip: ___________________________________  Signature: ____________________________

Professional License No: ___________________________  Contact Person: _______________________

Property Owner: (mandatory if different from applicant; attach additional info/signature sheets if more than one 
property owner)

Name: ___________________________________________  Daytime Phone: _____________________

Mailing Address: ______________________________________ Fax Number: _____________________

City/State/Zip: ___________________________________  Signature: ____________________________

Licensed Land Surveyor: 
Name: ___________________________________________  Daytime Phone: _____________________

Mailing Address: ______________________________________ Fax Number: _____________________

City/State/Zip: ___________________________________  License No.: __________________________

The above signed property owners, certify that the above information is true and correct to the best of our knowledge 
and under penalty of perjury, each state that we are all of the legal owners of the property de scribed above and 
designate the following party to act as our agent with respect to this application:

Agent/Consultant/Attorney: (mandatory if primary contact is different from applicant)

Name: ___________________________________________  Daytime Phone: _____________________

Mailing Address: ______________________________________ Fax Number: _____________________

City/State/Zip: ___________________________________  License No.: __________________________

OFFICE USE ONLY: 
Date Application Received: _____________________________  Received by: ______________________________

Date Application Complete: _____________________________  Completeness Review by: ___________________

❏ Minor Alteration
❏ Major Alteration

Application #: __________________________  KIVA #: ________________________
 OFFICE USE ONLY OFFICE USE ONLY

GH1-1 psd4035  2/8/08  p. 1 of 8





Plat Alteration
Submittal Requirements 
Checklist
THE APPLICANT MUST PRO VIDE THE 
FOLLOWING INFORMATION WHEN 
SUBMITTING A PLAT ALTERATION 
APPLICATION:

❏ A. Nine (9) copies of a statement summarizing 
all changes or modifi cations re quest ed 
including impacts on any sen si tive ar eas 
af fect ed by the proposed plat alteration.

❏ B. The com plet ed original application mak ing 
sure that sig na tures have been ob tained for 
all per sons and/or cor po ra tions hav ing 
own er ship in ter est in the property for which 
an plat alteration is requested.

❏ C. One (1) copy of the letter from the Kent 
Plan ning Services stating the determination 
of sta tus of the proposed alteration as a 
mi nor or major plat alteration and whether a 
SEPA mod i fi  ca tion is required.

❏ D. A current title report (within 30 days of the 
ap pli ca tion date) identifying all ownership 
in ter ests in and providing complete legal 
de scrip tions of all property in volved in the 
proposed plat alteration.

❏ E. Nine (9) copies of the approved pre lim i nary 
or fi nal sub di vi sion plat, as ap pro pri ate for 
the application.  All large maps must be 
folded to fi t into an 8½ × 14-inch en ve -
lope with the ap pli ca tion name of the 
plan show ing.  

  The following in for ma tion must be 
provided:

 1. Vicinity map clearly showing the lo ca tion 
of the project with respect to public 
streets and other parcels and de vel -
op ment

 2. Subdivision name and number

 3. Name and address of subdivision en-
 gi neer

 4. Date of plat preparation

 5. True north point and engineering scale 
(decimal)

 6. King County tax identifi cation num ber

 7. Approved platted property lines shown 
as lighter-colored dashed lines and 
orig i nal street areas shown as lightly 
shaded

 8. Proposed new property lines and street 
re-visions shown as darker heavier solid 
lines

 9. Dimensions of each altered lot or tract

 10. Total area of each altered lot or tract 
(square footage)

 11. Lot numbers

 12. Location of any proposed changes to 
ex ist ing and proposed public and private 
roads, drive way accesses for lots abut-
ting an access tract or lots without public 
street frontage, al leys, tracts and road 
right-of-ways, rail roads, bridg es and 
easements (access, util i ty, stormwater, 
etc.) on the site or ad join ing lands to a 
dis tance of one hundred (100) feet from 
the edge of the subject prop er ty.  In clude 
di men sions and road names, in clud ing 
curbs and gutters, sidewalks and/or 
edg es of pave ment, and driveway lo ca -
tions for lots abut ting an access tract or 
lots with out pub lic street frontage. 

 13.  All existing structures with ground fl oor 
square footage of each building

 14. Distances of structures from approved 
and proposed new lot lines within or 
abut ting the short subdivision

 15. If applicable, changes to water and 
sewer lines or placement of other utilities

 16. Water features, including but not limited 
to, lakes, ponds, saltwater, year-round or 
seasonal streams, creeks, gully or natural 
drainage way, drainage ditches, etc.

 17. The surveyed edges of delineated 
wet lands and wetland buffers.  See 
De vel op ment  As sis tance Brochure #9, 
Wetland Delineation Re ports, for ad di -
tion al information

 18. Critical areas such as hazard area 
slopes and endangered wildlife habitat

 19. Names, locations and dimensions of 
proposed parks, open spaces, tracts 
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❏ F. If a wetland or other sensitive area is af-
 fect ed by the proposed plat alteration, 
submit four (4) copies of a revised wetland 
report or any other related supplemental 
reports, as ap pro pri ate, discussing the 
impacts of the pro posed changes.

❏ G. If roads or utilities are affected by the pro-
 posed plat alteration, submit six (6) copies 
of revised engineering plans illustrating the 
pro posed changes.

❏ H. If the subdivision is subject to restrictive 
cov e nants which were fi led at the time of the 
ap prov al of the subdivision, and the applica-
tion for alteration would result in the violation 
of a covenant, submit one (1) copy of an 
agree ment signed by all parties subject to 
the covenants providing that the parties 
agree to terminate or alter the relevant 
covenants to accomplish the purpose of the 
alteration of the subdivision or portion 
thereof.

❏ I. If SEPA modifi cation is required, submit one 
(1) copy of the SEPA modifi cation ap pli ca tion 
to be submitted prior to or concurrently with 
the plat alteration application.

❏ J. One (1) copy of the proposed subdivision 
plat (Section E above) at a reduced size of 
8½ × 11-inch sheets.

All above items and any other material that may 
be required by the city must be submitted at the 
time of application in order for the ap pli ca tion 
to be accepted as complete. 
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Plat Alteration Application Instructions

Planning Services
Location: 400 W. Gowe  •  Mail to: 220 4th Avenue South  •  Kent, WA 98032-5895

Permit Center (253) 856-5302  FAX: (253) 856-6412
www.ci.kent.wa.us/permitcenter

A plat alteration or “mod i fi  ca tion” is the pro cess by 
which a plat can be changed or revised even after 
the plat has received its initial or fi nal approval from 
the city.  The Kent Sub di vi sion Code rec og niz es that 
plat revisions may be desired at various stages in 
the platting pro cess.  In addition, the changes 
re quest ed may be con sid ered to be a minor or 
major alteration to the plat.  Therefore the city has 
adopted several different approval processes to 
ad dress each type of re vi sion at each phase in the 
platting pro cess.  Based on the scope and location 
of the proposed plat al ter ations, the SEPA de ci sion 
document may also require mod i fi  ca tion. 

I. Plat Alteration Application Process
 A. Preliminary Con sul ta tion with Staff.

  It is highly recommended that any ap pli cant 
or prop er ty owner who wishes to al ter an 
ap proved plat consult with Plan ning Ser-
 vic es at an ear ly date on an informal basis 
in order to become fa mil iar with the re quire -
ments of this pro cess. Public Works, Fire 
Pre ven tion and Build ing and Development 
Ser vic es should also be consulted for ad vice 
and as sis tance at this time. 

 B. Determination of Mi nor or Major 
Alteration of Plat 

  Prior to submission of a plat alteration 
ap pli ca tion, the applicant must ob tain a 
written de ter mi na tion of al ter ation status as 
a mi nor or ma jor plat alteration. The Plan-
ning Man ag er shall determine whether a 
re quest ed al ter ation con sti tutes a minor or 
ma jor al ter ation to the ap proved plat. The 
ap pli cant should pro vide clear and detailed 
in for ma tion re gard ing the proposed al ter a-
tion in a letter, and a copy of the plat 
il lus trat ing the chang es, to the Planning 
Man ag er requesting a determination of plat 

al ter ation status. Based on the in for ma tion 
pro vid ed, the city shall pro vide a writ ten 
de ter mi na tion of the status of the plat 
al ter ation ap pli ca tion and whether a mod i -
fi  ca tion to the SEPA decision doc u ment is 
re quired in con junc tion with the plat altera-
tion application.  A copy of the city’s written 
response must be pro vid ed with the plat 
alteration ap pli ca tion in or der for the applica-
tion to be con sid ered to be complete. 

 C. Application Form

  Provide clear and detailed in for ma tion for all 
the required criteria and in for ma tion as 
stated in the application form. Return the 
completed forms and supporting materials 
with the re quired num ber of copies and the 
appropriate fees to Planning Services. If a 
SEPA mod i fi  ca tion is required, the SEPA 
modifi cation ap pli ca tion must be submitted 
prior to or con cur rent ly with the plat al ter a-
tion ap pli ca tion.

  The application shall contain the signatures 
of all persons having an ownership interest 
in the lots, tracts, parcels, sites or divisions 
within the subdivision, or in that portion of 
the sub di vi sion, to be altered. 

  If the subdivision is subject to restrictive 
cov e nants which were fi led at the time of the 
ap prov al of the subdivision, and the applica-
tion for al ter ation would re sult in the violation 
of a covenant, the ap pli ca tion shall contain an 
agree ment signed by all parties subject to the 
cov e nants pro vid ing that the parties agree to 
terminate or alter the relevant cov e nants to 
ac com plish the purpose of the alteration of 
the subdivision or por tion thereof.

  All items requested on the ap pli ca tion and 
any oth er material that may be required by 
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Planning Services must be sub mit ted at the 
time of application in order for the applica-
tion to be accepted.

 D. Completeness Review 

  Within twenty-eight (28) calendar days after 
receiving a plat alteration application that 
requires a public meet ing or hearing, Plan-
ning Services shall mail or personally provide 
to the ap pli cant a written determination of 
com plete ness which identifi es, to the extent 
known by the city, other agencies with juris-
diction over the application and states either 
that the ap pli ca tion is complete or in com plete 
and, if in com plete, what in for ma tion is neces-
sary to make the application complete.

  A determination of completeness shall be 
made when an application is con sid ered to 
be suf fi  cient for continued pro cess ing even 
though additional in for ma tion may be re-
quired or project mod i fi  ca tions may be 
un der tak en sub se quent ly. A determination of 
com plete ness does not preclude the city 
from requesting additional information or 
studies either at the time of notice of com-
pleteness or at some later time, if new 
information is required or where there are 
substantial changes in the proposal.

  When the project permit ap pli ca tion is 
de ter mined to be complete, Planning Ser-
vices shall accept it and note the date of 
acceptance.

  If the city does not provide a written de ter -
mi na tion to the applicant that the application 
is incomplete, the application shall be 
deemed complete at the end of the 28-day 
com plete ness review period. The time 
period for review of the plat alteration appli-
cation begins fol low ing the determination of 
a com plete application.

Applications for minor plat al ter ations to short 
subdivisions or subdivisions, which have 
pre lim i nary plat approval, are subject to an 
ad min is tra tive de ci sion-making process and are 
not sub ject to the 28-day completeness review 
process. Com plete ness review for these ap-
 pli ca tions will be conducted at the ap pli ca tion 
intake counter.

 E. Submission of Additional In for ma tion for 
an Incomplete Application

  If the applicant receives a written deter-
mination from the city that an application is 
not com plete, the applicant shall have up to 
nine ty (90) cal en dar days to submit the 
necessary in for ma tion to the city. 

  If the applicant either refuses in writing to 
submit additional information or does not 
sub mit the required information within the 
ninety (90) cal en dar day period, the applica-
tion shall lapse because of a lack of 
information nec es sary to complete the review.

  Within fourteen (14) calendar days after an 
applicant has submitted the requested 
ad di tion al information, the city shall again 
make the com plete ness determination as 
described above, and shall notify the appli-
cant in the same manner.

 F. Fees

  See Fee Schedule for application and public 
notice board fees. Make checks payable to 
the City of Kent.

II.  Plat Alteration Review and Decision 
Process

 A. Plat Alteration Procedures:
Administrative Decision

 1. A notice of application is not re quired 
for minor plat alteration applications that 
are subject to administrative review 
and approval.

 2. Public notice is not required for minor 
plat alteration ap pli ca tions that are 
subject to administrative review and 
approval.

 3. The city shall determine the pub lic use 
and interest in the pro posed alteration 
and may deny or approve the application 
for al ter ation.

 4. The decision on a minor plat alteration 
application shall be made by the Planning 
Manager and the Public Works Director. 

 5. The applicant shall be notifi ed in writing of 
the decision and shall be provided with a 
copy of the city’s fi ndings addressing their 
reasons for approval or de ni al, and any 
applicable conditions of ap prov al.
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 6. If any land within the alteration is part of 
an assessment district, any outstanding 
assessments shall be equitably divided 
and lev ied against the remaining lots, 
parcels, or tracts, or be levied equitably 
on the lots re sult ing from the alteration. If 
any land within the alteration contains a 
ded i ca tion to the gen er al use of persons 
re sid ing within the subdivision, such land 
may be al tered and divided equitably 
between ad ja cent prop er ties.

 7. After approval of the alteration, the 
ap pli cant shall produce a re vised drawing 
of the ap proved alteration of the subdivi-
sion. The fi nal plat shall accurately refl ect 
the ap proved alteration and shall be fi led 
with the county au di tor to become the 
lawful plat of the prop er ty, af ter complet-
ing the fi  nal plat ap prov al pro cess and 
obtaining all re quired sig na tures. 

 B. Plat Alteration Procedures: Hearing or 
Meeting Required

 1. Decision-making Process

 a. Prior to Final Plat Ap prov al

  1)  A major alteration to a short subdi-
vision plat re quires approval of the 
Short Subdivision Committee.

  2)  A major alteration to a subdivision 
plat requires approval of the Hear-
ing Examiner. 

 b. After Final Plat Approval

  1)  An alteration to a short subdivision 
plat requires approval of the Short 
Subdivision Committee. 

  2)  An alteration to a subdivision plat 
requires ap prov al of the City Council. 

 c. After Recording of Plat 

  1)  A minor alteration to a short subdi-
vision requires approval by the 
Short Subdivision Com mit tee. 

  2)  A minor alteration to a subdivision 
plat requires approval of the City 
Council. 

  3)  A major alteration to a short subdi-
vision or a sub di vi sion plat will 
require replatting of the prop er ty in 

accordance with the City of Kent 
Subdivision Code.

  The Planning Manager has the au-
thority to determine whether the 
proposed alteration constitutes a 
mi nor or major alteration.

 2. Scheduling a Public Meeting 
or Hearing

  An application will be scheduled for a 
Short Subdivision Committee meeting, a 
hearing by the Hearing Ex am in er or for a 
City Coun cil meet ing, as appropriate, 
after the plat al ter ation application has 
been de ter mined to be com plete.  

 3. Notice of Application and Pub lic 
Meeting or Hearing

  A combined notice of application and 
notice of public meeting/hearing shall be 
issued for all plat alteration applications 
requiring a public meeting or hearing, 
unless a re vised SEPA de ter mi na tion is 
required. The notice of ap pli ca tion shall 
also func tion as a notice of public meet-
ing or hear ing; the meet ing or hearing 
date will be list ed on the notice of appli-
cation and no sep a rate public notice will 
be issued except for those applications 
requiring a revised SEPA determination. 
The notice of application shall be is sued 
within fourteen (14) calendar days after 
the city has made a de ter mi na tion of 
completeness and at least fi f teen (15) 
calendar days prior to the meeting or 
hearing date. 

  Planning Services staff will post the  
notice of ap pli ca tion on the public notice 
board on the prop er ty and will also post 
the notice of ap pli ca tion at Kent City Hall 
and in the register for public review at 
Planning Services.

  The city will mail or provide a notice of 
ap pli ca tion for review and com ment  to 
all agencies with jurisdiction, to city 
de part ments, and to any per son who 
requests such notice in writing.

  The city will publish the notice of ap pli -
ca tion in a newspaper of general 
cir cu la tion with in the city for alterations to 
short sub di vi sions and for alterations to 
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subdivisions, pub lish in both a newspa-
per of gen er al cir cu la tion in the city and 
one of general cir cu la tion with in the 
county. 

  The notice shall be mailed to the appli-
cant and all owners of real property as 
shown by the records of the county 
assessor’s offi ce within two hundred 
(200) feet of any portion of the boundary 
of the proposed sub di vi sion for short 
sub di vi sions and if the property being 
sub di vid ed abuts par cels greater than 
two (2) acres which have other proper-
ties abut ting them, these additional 
properties shall also be mailed a no tice 
of application.

  For subdivisions, the notifi cation dis tance 
is three hun dred (300) feet from any 
por tion of the boundary of the proposed 
sub di vi sion and if the property owner(s) 
owns an oth er parcel or parcels which lie 
ad ja cent to the property being subdivid-
ed, notice shall  be mailed to all prop er ty 
owners within three hun dred (300) feet of 
such adjacent par cels. 

 4. Comment 

  The public, city departments and affect-
ed agencies shall have fourteen (14) 
calendar days to comment on a notice of 
ap pli ca tion. The agen cy or department is 
pre sumed to have no comments if 
com ments are not received  within the 
spec i fi ed time pe ri od. The Planning 
Man ag er may grant an ex ten sion of time 
only if the application involves unusual 
cir cum stanc es. Any extension shall only 
be for a maximum of three (3) ad di tion al 
calendar days.

  The 14-day public comment period 
begins the day the notice of ap pli ca tion 
is mailed/posted/pub lished. Planning 
Services must receive all public com-
ments by 4:30 p.m. on the last day of the 
com ment period. Com ments may be 
mailed, per son al ly delivered or sent by 
fac sim i le. Com ments should be as 
specifi c as pos si ble. The city shall not 
take action on a plat al ter ation ap pli -
ca tion until after the com ment period has 
passed.

 5. Public Notice Board(s) 

  The applicant is required to place one or 
more public no tice boards on the prop-
 er ty. More than one public notice board 
is re quired if the prop er ty to be divided is 
located adjacent to more than one pub lic 
street or has more than one potential 
access route, in which case, one public 
notice board is required for each ad-
 ja cent street and/or each ac cess route. 
The public notice board must be placed 
on the prop er ty as di rect ed by Plan ning 
Services determination of completeness.

 6. Staff Report

  Planning Services shall prepare a report 
sum ma riz ing the factors involved and the 
staff fi nd ings and recommendations. The 
report shall be mailed to the applicant at 
least seven (7) cal en dar days prior to the 
scheduled meet ing or public hearing and 
made avail able for use by any in ter est ed 
party for the cost of reproduction.

 7. Decision on Plat Alteration

  The city shall determine the public use 
and in ter est in the proposed alteration 
and may deny or approve the application 
for al ter ation.

  The decision of the city regarding the 
proposed plat alteration shall be made at 
the conclusion of the meeting or hearing. 
An additional meet ing may be called by 
the city if no decision is reached at the 
fi rst meet ing. After the meeting, the 
ap pli cant shall be notifi ed in writing of 
the de ci sion and shall be provided with a 
copy of the city’s fi ndings ad dress ing 
their rea sons for approval or de ni al, and 
any conditions of approval.

  If any land within the alteration is part of 
an as sess ment district, any out stand ing 
assessments shall be eq ui ta bly divided 
and levied against the remaining lots, 
parcels, or tracts, or be lev ied eq ui ta bly 
on the lots re sult ing from the alteration. If 
any land with in the alteration contains a 
ded i ca tion to the general use of persons 
re sid ing with in the subdivision, such land 
may be altered and divided equitably 
be tween adjacent properties.
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 8. Revised Plat Drawing

  After approval of the alteration, the 
ap pli cant shall produce a revised draw-
ing of the approved al ter ation of the 
subdivision. The fi nal plat shall accurate-
ly refl ect the ap proved alteration and 
shall be fi led with the county au di tor to 
be come the law ful plat of the prop er ty, 
after completing the fi nal plat approval 
process and ob tain ing all re quired 
sig na tures. 

III. Due Process Considerations
 A. Notice of Right to Appeal

  An administrative decision of the Plan ning 
Manager may be appealed to the Hearing 
Examiner, pursuant to the applicable sec-
tions of the Kent City Code. The initial 
decision on a plat alteration made by the 
Hear ing Ex am in er may be appealed to the 
City Coun cil, pur su ant to the applicable 
sections of the Kent City Code. A decision of 
the City Council can be appealed to King 
Coun ty Su pe ri or Court. The notice of de-
 ci sion for a plat alteration ap pli ca tion shall 
pro vide notice of the right to ap peal the city’s 
de ci sion, the deadline for ap peal and the 
ap pli ca ble sections of the city code. 

 B. Further Appeals

  Final action of the city is appealable only to 
the superior court and such appeal must be 
fi led with the superior court within twenty-
one (21) calendar days from the date the 
fi nal de ci sion of the city was issued. 

THESE INSTRUCTIONS PROVIDE 
GENERAL INFORMATION ONLY AND DO 
NOT RE FLECT THE COMPLETE TEXT OF 
THE PERMIT PRO CESS REVIEW. SEE THE 
KENT CITY CODE FOR COMPLETE TEXT AND 
REQUIREMENTS.

Any person re quir ing a disability accommoda-
tion should contact the city in advance for more 
in for ma tion. For TDD relay service for Braille, 
call 1-800-833-6385, For TDD relay service for 
the hear ing im paired, call 1-800-833-6388, or call 
the City of Kent at (253) 856-5725. 
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