
Special Use Combining 
District Application

Public Notice Board Fee and 
Application 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.KentWA.gov/permitcenter

Please print in black ink only.

Application #:___________________________________ 	KIVA #:_ _______________________________
	 OFFICE USE ONLY	 OFFICE USE ONLY

Name:________________________________________________________________________________

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 1: (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:_____________________________

Property Owner 2: (if more than two property owners attach additional info/signature sheets)

Name:_ ___________________________________________ 	 Daytime Phone:_ _____________________

Mailing Address:_ ______________________________________ 	 Fax Number:_ _____________________

City/State/Zip:_ ___________________________________ 	 Signature:_____________________________

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 described 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.:___________________________

Email Address:_________________________________________________________________________

OFFICE USE ONLY:		   City-Initiated		   Privately Initiated

Date Application Received:______________________________ 	 Received by:_______________________________

Date Application Complete:______________________________ 	 Completeness Review by:_ ___________________
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Rezone Submittal  
Requirements Checklist
THE APPLICANT MUST ADDRESS EACH OF 
THE FOLLOWING STANDARDS AND CRITERIA. 
THE INFORMATION MUST BE SUBMITTED ON 
SEPARATE 8½ x 11-INCH SHEETS OF PAPER, 
TYPED WITH ONE-INCH MARGINS.  PROVIDE 
THE FOLLOWING:

	A.	 Seven (7) copies of responses addressing 
the following Kent City Code Section 
15.04.150 (D) criteria which shall be used by 
the City Council to evaluate any proposed 
Special Use Combining District.  The Spe-
cial Use Combining District shall only be 
granted if the Hearing Examiner and City 
Council determine that the request is 
consistent with these criteria.  

	 1.	 That the location for the proposed use is 
reasonable.

	 2.	 That existing or proposed trafficways are 
adequate to serve new development.

	 3.	 That setback, height, and bulk of buildings 
are acceptable for the proposed use and 
for the vicinity in which it is located.

	 4.	 That landscaping and other site improve-
ments are comparable to the highest 
standards set forth for other develop-
ments as set out in this title.

	 5.	 That the performance standards per-
taining to air and water pollution, noise 
levels, etc., are comparable to the high-
est standards specified for other uses as 
set out in this title.

	 6.	 That the proposed development is in 
the public interest and serves a need of 
community-wide or regional importance.

		  In reviewing and approving special uses, the 
hearing examiner and the city council may 
impose such conditions as they deem nec-
essary in the interest of the welfare of the 
city and the protection of the environment.

	 B.	 In addition to answering the above criteria, 
the applicant must submit all of the following 
information and materials:

	 1.	 The completed original application, 
making sure that all of the required sig-
natures are obtained.

	 2.	 Seven (7) copies of complete legal de-
scriptions of all parcels involved with the 
proposed Special Use Combining District.

	 3.	 Seven (7) copies of a vicinity map drawn 
to a scale not smaller than one thou-
sand (1,000) feet to the inch showing the 
site in relation to its surrounding area, 
including streets, roads, streams, or 
other bodies of water, the development 
characteristics and zoning pattern of the 
area, and a scale and north arrow.  The 
vicinity map may be in sketch form but 
shall be drawn with sufficient accuracy 
to reasonably orient the reader to the 
vicinity, and to adequately convey the 
required information.  

	 4.	 Seven (7) copies of a map (minimum 
scale of one inch = 200 feet) showing all 
of the subject parcels which would be 
affected by the proposed Special Use 
Combining District, the present zoning of 
all adjoining property within 200 feet, and 
any other information pertinent to this 
zoning request. PLEASE FOLD LARGE 
MAPS TO FIT INTO AN 8½” x 14" 
ENVELOPE WITH THE APPLICATION 
NAME OF THE PLAN SHOWING.

	 5.	 One (1) copy of the site map (Section 4 
above) at a reduced size of an 8½ x 11-
inch sheet.

	 6.	 One (1) copy of signed Certificates of 
Water and Sewer Availability, if served 
by other than City of Kent Water and 
Sewer.  Please verify service district area 
with the Public Works Department prior 
to submitting an application. Certificate 
forms are attached. 

	 7.	 Environmental checklist application must 
be completed and all required copies 
and supporting materials submitted in 
conjunction with this application.  See 
fee schedule for environmental checklist 
processing fee.
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	 8.	 Seven (7) copies of a written statement 
providing the following information:

	 a)	Program for development, including 
staging or timing.

	 b)	Proposed ownership pattern upon 
completion of development.

	 c)	Basic content of restrictive covenants, 
if any.

	 d)	Provisions to ensure permanence and 
maintenance of open space through 
means acceptable to the city.

	 e)	Statement or tabulation of number of 
persons to be employed, served, or 
housed in the proposed development.

	 f)	 Statement describing the relationship 
of the proposed development to the 
city comprehensive plan.

	 g)	Statement including availability of 
existing or proposed sanitary sewers.

	 9.	 Seven (7) copies of detailed site plans, 
drawn to decimal scale.  ALL LARGE 
MAPS MUST BE FOLDED TO FIT INTO 
AN 8½ x 14-INCH ENVELOPE WITH 
THE APPLICATION NAME OF THE 
PLAN SHOWING.

	 a)	All Special Use Combining District 
applications must include the following 
information on the site plans:

	 1)	 Vicinity map clearly showing the 
location of the project with respect 
to public streets and other parcels 
and development

	 2)	 Property lines

	 3)	 North arrow and engineering scale 
(ie.1”=20’; not 1/8”=1’ architectural 
scale)

	 4)	 King County tax identification 
number

	 5)	 Lot dimensions

	 6)	 All existing and proposed public 
and private roads, driveway ac-
cesses and road right-of-ways and 
access easements with dimen-
sions and road names. 

	 7)	 Such existing or proposed features 
as streams or other bodies of wa-
ter, rights-of-way, easements, and 
other physical or legal features 
which may affect or be affected by 
the proposed development.

	 8)	 The location of existing building(s)

	 9)	 Dimensions of existing building(s)

	 10)	Building height and number of 
stories

	 11)	Setback distance from all existing 
structures to property lines 

	 12)	Areas of future development

	 13)	Adjacent uses (undeveloped, 
single family, commercial, etc.)

	 14)	Water features or wetlands, includ-
ing but not limited to, lakes, ponds, 
saltwater, year-round or seasonal 
streams, creeks, wetlands, gully 
or natural drainage way, drainage 
ditches, etc.

	 15)	Critical areas  such as hazard 
area slopes and endangered wild-
life habitat

	 16)	The location of proposed 
building(s)

	 17)	Dimensions of proposed 
building(s)

	 18)	Proposed building height and 
number of stories

	 19)	Types and proposed use of the 
structures (all uses must be com-
patible with the proposed use)

	 20)	Setback distance from all pro-
posed structures to property lines 
and other on-site structures 

	 21)	Location of proposed  parking 
areas 

	 22)	Vehicle loading and unloading 
areas, including truck loading and 
maneuvering area 

	 23)	Location of paved areas

	 24)	Location of proposed landscape 
areas (include dimensions and 
area)
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	 25)	Tentative routing of domestic 
water lines, storm drains, sani-
tary sewers and other utilities, 
including location of stormwater 
drainage and detention facilities

	 26)	Location of outside storage areas 
(include dimensions and area)

	 27)	List of all Hazardous materials and 
waste, the quantities and location 
on site

	 28)	Existing and proposed fences 
(specify type of fence)

	 29)	Architectural drawings showing all 
existing and proposed building ele-
vations.

	 30)	Graphic material or evidence to il-
lustrate effect on the view enjoyed 
by and from other properties in the 
vicinity

	 31)	Existing and proposed topography 
at contour intervals of not more 
than five (5) feet in areas having 
slopes exceeding three (3) per-
cent, and not more than two (2) 
feet in areas having slopes of less 
than three (3) percent

	 32)	Required Building Code data on 
all existing and proposed struc-
tures:

	 a)	Type of construction per UBC

	 b)	Sprinklered/non-sprinklered

	 c)	 Occupancy classifications per 
UBC Chapter 3

	 d)	Total lot area (square feet)

	 e)	Total building area with area  
breakdown by levels (1st floor, 
mezzanine, etc.)

	 f)	 Allowable area calculations

	 g)	Percent of site coverage

	 h)	Area per occupancy (office, 
manufacturing, warehouse, 
retail,  etc.)

	 i)	 Total number of parking stalls 
(include handicapped)

	 j)	 Total square footage of parking 
and maneuvering area

	 k)	 Total square footage of paved  
area

	 l)	 Square footage of required 
landscaping areas

	 33)	Existing tree survey, drawn to a 
decimal scale, which must illustrate:

	 a)	The precise location of all trees 
that are six (6) inches caliper or 
greater at three (3) feet above 
grade (forestry standard),  in-
cluding the location of the drip 
line of each tree

	 b)	The caliper size of each tree 
at three (3) feet above grade 
(forestry standard) 

	 c)	 The common name of each 
tree (i.e. fir, spruce, maple, 
alder, etc.)

	 d)	Specify which trees are in-
tended to be retained or 
removed with development

	 e)	The tree survey must address 
each tree location in relation to 
all existing and proposed devel-
opment on the site including, 
but not limited to, the following 
information:

		  (1) �Property lines with lot di-
mensions.

		  (2) �Proposed and existing build-
ing locations

		  (3) �All existing and proposed 
public and private roads, 
driveway accesses and road 
right-of-ways and easements 
(access, utility, stormwater, 
etc.), with dimensions and 
road names, including curbs 
and gutters, sidewalks and/
or edges of pavement. 

		  (4) �Location of all parking 
areas, vehicle loading and 
unloading areas, other 
paved areas, fences, trash 
dumpsters, outdoor storage 
areas, and areas reserved 
for future development.
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		  (5) �Location of all utilities, 
stormwater detention facili-
ties and other development 
requiring tree removal

		  (6) �Location of all proposed 
landscape areas

		  (7) �Sight distance triangles for 
all driveway locations and 
across the corners of prop-
erties at street intersections.

 	 10.	One (1) copy of the site and develop-
ment plans (Section 9 above) at a 
reduced size of 8½ x 11-inch sheets.

	 11.	Seven (7) copies of proposed signs 
including dimensions, location and type.  
All signs permitted in special use com-
bining districts shall be incorporated 
as part of the developmental plan and 
approved with the developmental plan.  
Subsequent changes which conform to 
the adopted signing program may be 
granted by the planning manager.

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 application 
to be accepted.  The application will then be 
reviewed for completeness and a notice of com-
pleteness or incompleteness will be mailed to 
the applicant within 28 calendar days of receipt 
of the application.
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Special Use Combining District 
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.KentWA.gov/permitcenter

It is the purpose of the Special Use Combining District 
to provide for special controls for certain uses which 
do not clearly fit into other districts, which may be due 
to technological and social changes, or which are of 
such unique character as to warrant special atten-
tion in the interest of the city's optimum development 
and the preservation and enhancement of its envi-
ronmental quality.  A Special Use Combining District 
is imposed on an existing zoning district, permitting 
the special use as well as uses permitted by the 
underlying zone.  The combining district becomes 
void if substantial construction has not begun within 
a one-year period, and the district reverts to its origi-
nal zoning designation.  It is the intent of the special 
use combining regulations to provide the city with 
adequate procedures for controlling and reviewing 
such uses and to discourage application for specula-
tive rezoning.  The application procedure for a Special 
Use Combining District shall be the same as for an 
amendment to this title as provided in KCC 15.09.050, 
except that development plan approval is concurrent 
with the combining district.  The Hearing Examiner 
is authorized to hold a public hearing and make a 
recommendation to the City Council under Section 
15.09.050 of the Kent City Code.  The City Council is 
authorized to make the final decision on Special Use 
Combining Districts.

I. Pre-Application Conference
 If an applicant elects to submit for a pre-application 
meeting, the meeting shall precede the submittal of 
any project permit application and the environmen-
tal checklist, if required. A pre-application meeting 
is designed to bring together the applicant and 
designated City development application review 
staff (including, but not limited to, Public Works, 
Planning, Building, Fire and Parks) to review and 
discuss a proposed project in its preliminary stages.

II. Special Use Combining District Appli-
cation Process
	 A.	 Standing of Applicant

		  Special Use Combining Districts may be 
initiated by one or more owners of the prop-
erty affected by the proposed amendment, 
by resolution of intention of the City Council, 
Planning Services or other administrative 
staff of the city.

	 B.	 Application Form

		  Requests for Special Use Combining 
Districts must be submitted on the forms 
prescribed by Planning Services. Provide 
all information requested on the application 
form. Answer all criteria and standards clear-
ly and in as much detail as possible.  Return 
the completed forms and supporting mate-
rials with the required number of copies and 
the appropriate fees to the Permit Center.

		  All items requested on the application and any 
other material that may be required by the city 
must be submitted at the time of application in 
order for the application to be accepted.

	 C.	 Fees	

		  There is a nonrefundable application fee for 
a Special Use Combining District, Environ-
mental Checklist and Public Notice Board.  
See Fee Schedule for application fees. 
Checks should be made payable to the City 
of Kent. 

	 D.	 Environmental Review

		  A complete environmental checklist must be 
submitted in conjunction with this application 
including all required supporting materials 
and the appropriate fee.
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	 E.	 Completeness Review

		  Within twenty-eight (28) calendar days after 
receiving the Special Use Combining District 
application, Planning Services shall mail or 
personally provide to the applicant a written 
determination of completeness which identi-
fies, to the extent known by the city, other 
agencies with jurisdiction over the Special 
Use Combining District application and states 
either that the application is complete or in-
complete and, if incomplete, what information 
is necessary to make the application com-
plete.

		  A determination of completeness shall be 
made when an application is considered to 
be sufficient for continued processing even 
though additional information may be re-
quired or modifications may be undertaken 
subsequently.  A determination of com-
pleteness does not preclude the city from 
requesting additional information or studies 
either at the time of notice of completeness 
or at some later time, if new information 
is required or where there are substantial 
changes in the proposal.

		  When the application is determined to be 
complete, Planning Services shall accept it 
and note the date of acceptance.

		  If the city does not provide a written deter-
mination to the applicant that the application 
is incomplete, the application shall be 
deemed complete at the end of the 28-day 
completeness review period.  The time peri-
od for review of applications begins following 
the determination of a complete application.

	 F.	 Submission of Additional Information for 
an Incomplete Application

		  If the applicant receives a written deter-
mination from the city that an application is 
not complete, the applicant shall have up 
to ninety (90) calendar days to submit the 
necessary information 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) calendar day period, the application shall 
lapse because of a lack of information neces-
sary to complete the review.

		  Within fourteen (14) calendar days after 

an applicant has submitted the requested 
additional information, the city shall again 
make the completeness determination as 
described above, and shall notify the ap-
plicant in the same manner.

	 G.	 Public Notice  

		  The applicant is required to place one or 
more public notice boards on the property. 
The public notice board must be placed 
on the property as directed by Planning 
Services, and no later than 14 days after a 
determination of completeness.  The appli-
cant must remove the public notice board(s) 
from the property within seven (7) days after 
the conclusion of the public meeting(s).  Post-
ing and notice board information is  available 
at the Permit Center (253-856-5302).

	 H.	 Notice of Application 

		  A notice of application shall be issued within 
fourteen (14) calendar days after the City 
has made a determination of completeness 
and at least fifteen (15) calendar days prior 
to the public hearing.  One notice of appli-
cation will be done for all permit applications 
related to the same project at the time of the 
earliest complete application.

		  City staff will post the notice of application on 
the public notice board located on the property 
and will also post the notice of application at 
Kent City Hall and in the register for public 
review at the Planning Services counter.

		  The city will mail a notice of application to 
all agencies with jurisdiction and any person 
who requests such notice in writing.

		  The city will publish the notice of application 
in a newspaper of general circulation within 
the city. 

	 I.	 Comment

		  Planning Services shall send a copy of the 
application to each affected agency and city 
department for review and comment.  The 
city will also mail a notice of application to 
any person who requests such notice in 
writing.  The affected agencies, city depart-
ments and the public shall have fourteen 
(14) calendar days to comment on the appli-
cation.  Planning Services must receive all 
public comments on the notice of application 
by 4:30 p.m. on the last day of the comment 
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period. Comments may be mailed, personal-
ly delivered or sent by facsimile.  Comments 
should be as specific as possible.  The 
agency or department is presumed to have 
no comments if comments are not received 
within the specified time period.  The Plan-
ning Manager shall grant an extension of 
time only if the application involves unusual 
circumstances. Any extension shall only  
be for a maximum of three (3) additional 
calendar days.

	 J.	 Application Modifications

		  Minor changes in the application must be 
submitted no later than two working weeks 
prior to the scheduled public hearing on 
the application.  Major changes in the ap-
plication may require a new application 
submittal and/or a new SEPA determination.

III. Public Hearing Process
	 A.	 Scheduling for Hearing Examiner

		  An application will be scheduled for a hear-
ing before the Hearing Examiner meeting 
after the application has been determined to 
be complete.  The date set for a public hear-
ing shall be no more than 100 days after the 
application has been determined to be com-
plete.  This time limit may be extended if an 
Environmental Impact Statement is required.  

	 B.	 Notice of Public Hearing

		  City  staff will post the notice of public 
hearing on the public notice board already 
located on the property.

		  The city will publish the notice of the public 
hearing in a newspaper of general circu-
lation in the city.

		  The city will mail notice of public hearing 
to the applicant, any person who submits 
written comments on an application and 
all owners of real property as shown by 
the records of the county assessor’s office 
within three hundred (300) feet of any por-
tion of the boundary of the proposed rezone.  
Notices shall be mailed, posted and first 
published not less than ten (10) calendar 
days prior to the hearing date.

	 C.	 Staff Report

		  Planning Services shall coordinate and 
assemble the comments and recom-

mendations of other city departments and 
governmental agencies having an interest 
in the application and shall prepare a re-
port summarizing the factors involved and 
the staff’s findings and recommendations.  
The report will be filed with the Hearing 
Examiner at least seven (7) calendar days 
prior to the scheduled hearing and copies of 
the report will be mailed to the applicant and 
made available for use by any interested 
party for the cost of reproduction.

	 D.	 Public Hearing 

		  Before making a recommendation, the 
Hearing Examiner shall hold an open record 
public hearing on any proposed zoning map 
amendment.

		  Order of Public Hearing Procedures:

	 1.	 Presentation by city staff to describe the 
application, summarize issues present-
ed, and give a recommendation;

	 2.	 Presentation by applicant or representa-
tive;

	 3.	 Presentations, questions or statements 
by members of the public interested in 
the application;

	 4.	 Responses to questions by staff and ap-
plicant (rebuttal);

	 5.	 Final recommendation by city staff (if 
necessary);

	 6.	 Applicant and public may be permitted 
to respond to final recommendations if 
appropriate.

	 E.	 Due Process Considerations

		  Hearings before the Hearing Examiner are 
quasi-judicial proceedings, which means 
that certain due process protections ap-
ply.  For example, no one may contact the 
Hearing Examiner in any manner, other 
than in the public hearing, for the purpose of 
influencing a decision, nor may the Hearing 
Examiner participate in any matter where he 
or she has a financial or personal interest, or 
where he or she has prejudged the matter 
in any way.  Any person who has grounds to 
believe the Hearing Examiner may be influ-
enced by a consideration outside the public 
record should promptly bring that concern to 
the attention of the Hearing Examiner.
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IV. Decision Process
	 A.	 Decision Criteria

		  The Hearing Examiner and the City Council 
use the criteria in Kent City Code Section 
15.04.150 (D) to evaluate any proposed 
Special Use Combining District. An amend-
ment shall only be granted if the City 
Council determines that the request is 
consistent with all of the applicable cri-
teria, and subject to the requirements of 
Chapter 12.01 of the Kent City Code.  

	 B.	 Hearing Examiner Recommendation

		  Following the public hearing, the Hearing 
Examiner will make a report of findings, con-
clusions and recommendation with respect 
to the proposed Special Use Combining 
District and submit it to the City Council, 
which shall have the final authority to act on 
the proposal.

		  The Hearing Examiner’s recommendation shall 
be filed with the City Council at the expiration of 
the reconsideration period, or if reconsideration 
is accepted, within ten (10) working days after 
the decision on reconsideration.

		  A copy of the recommendation, including the 
findings and conclusions, will be mailed to 
the applicant and any other parties of record 
who request the information.

	 C.	 Request for Reconsideration

		  A party of record who believes that a recom-
mendation of the hearing examiner is based 
on erroneous procedures, errors of law or 
fact, or the discovery of new evidence which 
could not be reasonably available at the 
prior hearing, may make a written request 
for reconsideration by the Hearing Examiner 
within five (5) working days of the date the 
recommendation is rendered.  If a request 
for reconsideration is accepted, a decision is 
not final until after a decision on reconsider-
ation is issued. 

		  A reconsideration request must set forth 
the specific errors or new information re-
lied upon by such appellant and shall cite 
specific references to the findings and/or 
criteria.  Reconsideration requests should 
be addressed to:  Hearing Examiner, 
220 Fourth Avenue S., Kent, WA  98032. 

Reconsideration requests are answered in 
writing by the Hearing Examiner within five 
(5) working days of the request.

	 D. City Council Decision

		  The City Council will consider the Hearing 
Examiner’s recommendation at a regular 
City Council meeting and issue a final de-
cision.  The City Council can accept, deny 
or remand the recommendation back to the 
Hearing Examiner.  

		  If the application for a Special Use Combin-
ing District is denied by the City Council, 
said application will not be eligible for re-
submittal for one (1) year from the date of 
the denial unless specifically stated to be 
without prejudice.  A new application affect-
ing the same property may be submitted 
if, in the opinion of the Hearing Examiner, 
circumstances affecting the application have 
changed substantially.

	 E.	 Notice of Decision

		  The city will provide a notice of decision, 
which include a statement of any threshold 
determination made under SEPA, and the 
procedures for appeal.  The notice of de-
cision will be mailed to the applicant and 
any person who, prior to the rendering of the 
decision, requested notice of the decision 
or submitted substantive comments on the 
application.

V. Appeals
The decision of the City Council is appealable to 
the King County Superior Court within twenty-one 
(21) calendar days from the issuance of a notice of 
decision and in accordance with the requirements 
of KCC Chapter 12.01 and RCW 36.70C.

THESE INSTRUCTIONS PROVIDE GENERAL 
INFORMATION ONLY AND DO NOT REFLECT 
THE COMPLETE TEXT OF THE PERMIT 
PROCESS REVIEW. SEE THE KENT CITY CODE 
FOR COMPLETE TEXT AND REQUIREMENTS.

Any person requiring a disability accommoda-
tion should contact the city in advance for more 
information. For TDD relay service for Braille, 
call 1-800-833-6385, For TDD relay service for 
the hearing impaired, call 1-800-833-6388, or  
call the City of Kent at (253) 856-5725.
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