

SAMPLE SUMMARY MEETING NOTES
from
NEIGHBORHOOD/APPLICANT MEETING


Project Name:___________________________				

Applicant:___________________________	Applicant’s Phone:	__________________
	
Meeting Date: ________	Meeting Time:  _______  Meeting Location: _______________

Neighborhood Association (if any): ______________________________________


Brief project description, as presented at the meeting:
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________


Key questions raised at the meeting:
· ______________________________________________________________
· ______________________________________________________________
· ______________________________________________________________
· ______________________________________________________________

Any concerns or issues that may need follow-up (i.e., more discussion or plan revisions):
· _______________________________________________________________
· _______________________________________________________________
· _______________________________________________________________
· _______________________________________________________________


Attached:  Reduced site plan of the proposal presented at the meeting.

Please note that these summary meeting notes are required to be submitted to the City as part of the project’s land use application materials.


Note:  This sample is provided as a recommended template for the required meeting notes for the Neighborhood/Applicant Meeting.  While this template may be used as a guide, please note that the applicant is responsible for ensuring that the meeting complies with all the requirements of EC 9.7007.

